
  
  

 

 

  
 

 

  

 
 
 

[DATE]
[COMPANY NAME]
[Company address]

City of Fort Lauderdale 

SUPPLIER REGISTRATION GUIDE 

9/20/2022 
0 of 5 



   
 

  

   
  

   
     

   
    

    
   

    
    

   

TABLE OF CONTENTS 

Table of Contents................................................................................................................ 1 
Getting Started.................................................................................................................... 2 
Register: Enter Your Company Information ....................................................................... 2 
Enter Diversity Codes.......................................................................................................... 2 
Answer Supplier Questions................................................................................................. 3 
Select Your Commodity Codes............................................................................................ 3 
Enter Certifications ............................................................................................................. 4 
Enter Proxy Notifications .................................................................................................... 4 
Registration Status.............................................................................................................. 4 
Complete Registration Status ............................................................................................. 5 
Maintain Your Account Information................................................................................... 5 

Page 1 of 5 



   
 

  
 

 

 
 

    

 

  
 

 

  

 

 

   
 
 
 
 
 
 
  

  
  

 
  

 
   

    
   

 
  

  
  

 
   

 
 
 

   
  

 
    

 

 
 

   
 

   

 

 

 

 SuppherPortal 

Quick links 

I SI ,iq,.1euuS1,ppt..,. 

Q IOfl(IIUW<NarM 

0 OiversityCodes 

0 CommodityCodes 

0 Certifications 

0 ProxyNotifications 

0 Status 

0 Commodity CodH 

0 Certifica,tions 

0 ProxyNot,ficatoom 

0 Status 

: OiversityCodes 

l'<elcometothlCityoftonuudeni•IISupplierl'ortll.lhi,1uJll)H!"pon,tisthle.ectn>n1<110te.'a)'of 

alowinJwwt;o.."'&.,. ., .. ,thlMC~lntf<nltdln«>nducUn1t,.,,;....,.....tJ,U...Oyotfi><t 

~• On<e~~•••"-"'Pl .... ~wlll-bley,;,.,to~MIP<l'( l'>O >t<>odtr,., lrKkirh,/o(,n 

•nd p.oym,,,,15, '-'1"'-'tey,;,.,<<Offlpany p,o!l\e1<,b<m.,t_,,,_ YwmuSI b<! ,,z1:u..,,,. ro,ond a<t w.i....,.. 

"11h.,,,C.ll~nfrottlAY<IM1.>I~ 

Tt..sw1•1J,;";,FRff t0a~W!JPli/"r,..VOlln•_,.,ppt..,haYf-~!Otl'lt.1LPf>1..,partlt;11......,1;me.,,,. 

,wrydoyf.t4/7.CU<I) 

IMl'ORTANTINFORMATION,11 1<asuwi«'l~b1Lty,o...,,,ur,lh.oll")l.lr<Lpr,t;.<pmf~•<oot.>IM 

Open Events ➔ 

Enter yourcompan~ information here. See My Account a~er registration for entering additional required or optional information. Note that 
lieldswithan"arerequired. 

Main Country Code Main Phone Number ' 

Mobile Country Code 

~ c-

(mailAddrttS " 

f,1J1IDType " 

MailingAddrns 

Country • 

a, 

a, 

0SmsENbled 

J L 
Confirm(mailAddrttS " 
~--------, 

0 Check If Remit To Address Is The Same As MarnngAddress 

Country " 

CompanyName • 

D 

Below aretlwttrms Jfld conditions undtr which:,ou tu a Supplitt)m•y 11;,.,.ac,..s1 to City of Fort L;,udenhle ICOfL) Suppllt<Po<Ul(~i~lw• ~rrt-d to collectnotly 
M>flwareknownao"COflSuppll«Portal"torespondtoqUQf.,.,lnvltatlontoBld,,Reque,.tlorPfopoul,,llfllu.SllorQualifka1lon,Rf<1"Hllorlen=ollnlfl"est,•ndll 
" PIMlotm"). lyKCH>lnl 11111-Pl•llorm, )'OU•l'ffl0 lhOl'lcrmS•nd conditions. 

2 

Supplier Portal Registration Guide 

Step Getting Started: Instructions Screenshots 

Click this link to access the Supplier 
Portal: 

https://sms-fortlauderdale-1 prd.inforcloudsuite.com/fsm/SupplyMa 
nagementSupplier/form/Supplier%28C 
OFL,0%29.RegistrationProfile?csk.Suppl 
ierGroup=COFL&action=SupplierCreate 

1 Click Register as a Supplier 

Registration Tab 
Note: All fields flagged with an asterisk (*) 
are required. 
• Create your login name. 

Note:  Your login is case sensitive and 
should be one continuous group of 
characters. Do not use spaces. 

• Create your password.
Note: Your password is case 
sensitive 

• Enter information about yourself;
required fields are: First Name, 
Last Name, Phone Number, 
and e-Mail Address. 

• Enter information about your
company:  Required fields: 
Company Name, Tax Id Type, Tax Id 
Number, Address Line 1, City, State, 
Zip Code, Country. 

• Read and accept terms and
conditions, 

• When complete, click Next



Diversity Codes Tab 
Disregard for now When 
complete, click Next 
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https://sms-fortlauderdale-prd.inforcloudsuite.com/fsm/SupplyManagementSupplier/form/Supplier%28COFL,0%29.RegistrationProfile?csk.SupplierGroup=COFL&action=SupplierCreate
https://sms-fortlauderdale-prd.inforcloudsuite.com/fsm/SupplyManagementSupplier/form/Supplier%28COFL,0%29.RegistrationProfile?csk.SupplierGroup=COFL&action=SupplierCreate
https://sms-fortlauderdale-prd.inforcloudsuite.com/fsm/SupplyManagementSupplier/form/Supplier%28COFL,0%29.RegistrationProfile?csk.SupplierGroup=COFL&action=SupplierCreate
https://sms-fortlauderdale-prd.inforcloudsuite.com/fsm/SupplyManagementSupplier/form/Supplier%28COFL,0%29.RegistrationProfile?csk.SupplierGroup=COFL&action=SupplierCreate
https://sms-fortlauderdale-prd.inforcloudsuite.com/fsm/SupplyManagementSupplier/form/Supplier%28COFL,0%29.RegistrationProfile?csk.SupplierGroup=COFL&action=SupplierCreate


   
 

   
  

 
 

   
 

   

    
 

   
 

    
   

   
  

  
 

       
   

     
   

   
  

  
 

    
 

  
   

 
  

   
  

  
  

  
 

 
  

 
  

  
  

  
   

 

 

 
 

 

 

0 DMl'<l r/Co<IH 

Q QuHliM< 

0 Pro,ylt«,.:~ion, 

0 St.tu, 

Commodity Codes 

I 
Sotl'!<l:lt<,tomnodt,oodnl,;,r whjch .,.,.,w...- tl<>~lvw"' bid ""tiJ•m ioo>. 

S.-lo!ct<'dCommodilyCodM I = SNCI.Commodlt7Cocln l 

Clear Search 

- Commochty Code Descnptwn 

□ + 
□ + 
□ + 
□ + 
□ + 

□ 

□ 

□ 

- Supphe<Reg,strallon 

0 ""f:,st,...,,. 

Q C«tlt.<11,on,. 

0 Pl'o,ylt«,.:ahon, 

005 

010 

015 

019 

020 

022 

025 

031 

031-02 

031-03 

031-04 

031-05 

031·06 

031-07 

031·08 

031·09 

031-10 

031-11 

Close 

Commodity Codes 

ABRASIVES 

ACOUSTICAL TILE, INSULATING MATERIALS,ANO SUPPLIES 

ADDRESSING, COPYING, MIMEOGRAPH,AND SPIRIT DUPLICATING MACH 

AGRICULTURAL CROPS ANO GRAINS INCLUDING FRUITS, MELONS, NUTS 

AGRICULTURAL EQUIPMENT, IMPLEMENTS, ANO ACCESSORIES {SEE CL.A 

AGRICULTURAL EQUIPMENT ANO IMPLEMENT PARTS 

AIR COMPRESSORS AND ACCESSORIES 

AIR CONDITIONING, HEATING, AND VENTILATING EQUIPMENT, PARTS 

Air Conditioning Units, Ponable (For Computer Rooms, Hos pit 

Air Conditioners: Commercial, and Parts and Accessories not 

Air Conditioners: Controlled Environment {For Computer Rooms 

Air Conditioners (Cooling and Cooling/Heating Types): Window 

Air Conditioning and Heating; Central Units.and Parts and A 

Air Circulation Equipment (Not Otherwise Classified) 

Air Curtains 

Air Flow Meters 

Air Purifiers, Accessories and Supplies 

___ B~low_ ,~rs: Industrial Types 

6 Commodity Codes Tab 
• To select the Commodity Code(s)

for which you would like to receive 
future bid notifications, click the 
button to the right of the page 
labeled “Select Commodity 
Codes.” 

• The system will open a list of
available codes.

• To find the Commodity Code(s),
you may: 

• Scroll thru the list of codes.
• Use the Commodity Search

function at the top left of page to
locate Code(s) by entering either
the specific code number or a
keyword description

• Use an * (asterisk) as a wildcard to
find a keyword within a string of
characters. Example: To display all
codes with the word “office” in the
description, enter *office*.

• To display codes for a specific
match to a keyword, enter only
that word.  Example: office

• To see more descriptive codes, click
Plus sign (+) on the left to access
more codes.

• Click in the box(s) to the left of the
Code(s) and then select ALL
Commodity Codes that pertain to
the goods and or services you
provide so that you are notified of
correlating solicitations.

• The system will return you to the
Selected Commodity Codes form
where you can view previously
selected Commodity Codes.
o Note: If you are selecting multiple

commodities from multiple
pages, you must click “Attach”
after each page before going to
the next page.

• Click “Attach” to update
• When complete, click Next
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Certificat ions Previous 

Enter certi fi cation informat ion: an effect ive date is requi red fo r the certification. 

All Certi ficat ions f. .. [2;) Save tJ Create 

□ Certificati... Contact Effecti. .. Expiratio... Description 

EJ 
No Certificat ions Entered 

tJ Delee 

Attach ... 

0 
Active 

Enter certification information: an effect ive date is required for the certif ication. 

Proxy Notifications Previous E) 

Enter contacts that will be notified of event updates, but cannot take action on those events and do not have a separate user name 
and password. 

Proxy Noti fications fo r Rebecca Shope with Shope Consulting ( [) Create ) ( CJ Save ) -r/ Deleo 

D 
I" D 

Q suppherReg1str.it10n 

First Name 

o ~""'uo,, Status 

Otc,,,,n,odit','Codn 

0 Ctreiuc,on• 

0 Pra,yMoMinhon, 

Last Name Email Address 

c-... ~-----,..,-""..,_""' 
,i11,_,.,.. .... -,,..;r..,.oomo1.......,,. ... .-,o 
,..,..,..,.,..,......,1,,,,-..,_,..,,_tl>,,""' 
;::::,"=:::=-·s,w, 

Commodity Cocks 

0 

Receive Notifications? 

0 
CP 

NoContacts En1errd 

Upd~t•a.ni.a,oformnion~ndmaNp 
co,,,'IIOdity<ode~iSlr.rlion 

+ 

Certifications EJ 

NoCtrtifkationsEntered 

No 

7 Certifications Tab 
• Disregard for now
• When complete, click Next

8 Proxy Notifications Tab 
Optional information: Proxy 
Notifications. A proxy is someone you 
want to receive the e-mail notifications 
about bids within the commodity codes 
you selected. This individual does not 
have a login or password to the system. 

1. Click Create to enter proxy
information.
 Enter Name and Email

Address for Proxy
Notifications for as many
proxies as needed for your
firm.

2. Click Save when finished.
3. When completed click Next.

 



9 Status Tab 
• Click My Account to complete

registration

10 Maintain Your Account Information 
• To update your account, select My

Account after signing in. 
• Scroll through headings on the left

sequentially.
• Select the arrow mark  or the +

sign on top of the widget(s) as
needed
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,_._,_,,,,,,_~,,,."'fl"<"'"-""'..., 
..,;....,,,,..,,..,.......,,_::;:-_-, 

Commodity Codes 

G 

Contacts 

upc1.a,~...,,,.,.inlo>rtnllliMol'll'lm...,.,,. 

<~coder°'i<tratlOI\. 

Certification~ ➔ + 

C 

11 • After making updates, click Submit
• You will see “Registration Status:

Complete.”
• Click Done to finish the update

process and return to the Main
form.
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