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Profile — Sign In

a Enter Sign In credentials on the Supplier a
Portal home page.

e Select the Login button.

Create Account

—————————————————————————————————————————————————————

i
1
Suppliers can use the link below to sign in. i
CQV Supplier Portal '
i
1
4



https://solutions.sciquest.com/apps/Router/SupplierLogin?CustOrg=CityofVancouver

1. Profile — Company Overview

Enter Legal Company Name.
Select the Next button to continue.

Enter Alternate Business name.
(if applicable)

Select the drop-down arrow to choose q | e
the company's country of origin.

Select Yes or No to provide a DUNS

number. q

Enter DUNS number in the required field

(if applicable) f

Select the drop-down arrow to choose
the business’s Legal Structure. 6

Select the Next button to continue. | i

save your progress

f 3
! I
i Select the Save Changes button and i
l |
l :




2. Profile — Business Details

0 Select the calendar icon to pick the
Year Established for your business.

e Enter a brief description about your 0
business in the Business Description
field.

e Enter your annual revenue for the last
three years in the Annual e
Revenue/Receipts section. You can
update the currency if needed.




2. Profile — Business Details

appropriate NAICS Codes and
Commodity Codes.

0 Select the Edit button to choose the %I

New windows display

Select the appropriate NAICS and
Commodity codes then select Done.

e Select the Next button to continue to the
Address section.




3. Profile - Addresses

0 Select the Add Address button.
A window for entering address
information displays. E

Complete Basic Information section
then select the Next button.

Complete Address Details and then
select the Next button.

Select Enter New Contact to
complete the Primary Contact for
the Address or select Not

Applicable and then click the Save I
Changes button.

e Select the Next button at the bottom
of the page to continue.




4. Profile - Contacts

a Select the Add Contact button.

A window displays.

Enter your contact details in the q:|
relevant fields

e Select the Next button at the bottom
of the page to continue.




5. Profile — Sustainability & Diversity

Click the Edit buttons to respond to
all the Sustainability and Diversity
questions, where applicable. 0

Select the Options that apply.

Select the Done button.

a Select Yes or No for the Do you
compensate at or above current
Living Wage question.

e Select the Proceed to Certify and
Submit button to proceed with the

registration. ?




6. Profile — Certify & Submit

0 Enter Certification Details.

e Select the Certification
checkbox.

I
e Select Submit to finish
Profile registration.







