How to run a list of approved and registered small and minority/women

businesses

Go to the iSupplier Login Page. Login using your login credentials.

Once you log into the system, click on “Metro iSupplier Portal Access” to expand the field. Click on
“Home Page”
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¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

¥ TIP Worklist Access - Specify which users can view and act upon your notifications.
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Click on the “Admin” tab, then “Concurrent Requests”
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Make sure the New Request option is clicked and then Click on the magnifying glass to open the search
table.
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When the dialogue box opens, just click on “GO”
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Search and Select: Program Name

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
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The only option that will appear is “Metro Business Class Excel Report”; click on the “quick select”
option.
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Search and Select: Program Name

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
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At step 1 of 7, click “NEXT”
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Make sure the Status option reads, “Approved”, and click on the magnifying glass next to classification.
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Search and Select: Classification

To find your item, select a filter item in the pulldown list and value in the text field, then select the "Go" button.
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You'll then be able to choose the business classification for which you want to run the report, either
small, minority, federal dbe, or disabled veteran. Choose “Quick Select” for the one you want to choose.
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To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
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Next, enter the commodity code for which you wish to run the report. If you don’t know the entire

commodity code, you can click on the magnifying glass to open the search box and type the description.
However, if you know the commodity code, enter it in the “Commodity Code” box.
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Click “Next’
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If you clicked on the magnifying glass, you will open up the search box; in the drop-down box you will
have two options to search the commodity code. The options are Commodity code (numeric) or



Description (text/alpha). Once the “search by” method has been selected, click “GO” to pull the list.
Click “Quick Select” on the commodity code of choice.

@ Schedule Request: Parameters - Windows Internet Explorer

G@ 4 [E https://isupplier.nashville.gov/OA_HTMLIOA jsp?_ri=0

File  Edit Favorites T

Help

Search and Select: Commodity code

Home - Search
Profile Manad
rofie Manag To find your item, select a filter item in the pulldown list and enjg glue in the text field, then select the "Go" button.
Requesil oo ch gy [ Commodity code [v] [ More
Submission)|
View Rel p——
Select Quick Select Commodity code Description
O ﬂ‘z 72100000 Building construction and support and maintenance and repair services 3
Next
<l m 13|
Done. & Internet 43~ ®i00% - |
E= =

A v R100% -

N O TR PO s01am

You will return to the request parameters screen. Continue to click “Next” until you get to Step 7 of 7,
and then Click the “SUBMIT” button.
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After clicking “Ok”, you will be at the REQUESTS screen. To review your list, click on the blue page icon

under the DETAILS column. If the PHASE column reads “pending”, you will need to click on the refresh
button untilthe report is complete.
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You may receive a dialogue box that reads as below. Click “yes”.

: Microsoft Excel X

! The file you are trying to open, 'FNDWRR. xls', is in a different format than specified by the file extension, Yerify that the file is not corrupted and is
‘ from a trusted source before apening the file. Do you want to open the file now?

s [ w |
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The report will display in Excel format:

Business Classification Report

Rends

Below s a list of approved Small andjor Minority/Women Owned Business Enterprises (MWBES) that are registered with Metro under classitication 72103003, Tf yot
Please note that Metro provides this list as a service to offerors who desire assistance in locating potential Small Businesses and/or MWBE subcontractors and su

entities we recognize = http://www.nashville.gov/dmsba/procurement nondiscrimination.asp

approval standards = http://www.nashville.gov/dmsba/small_business_status.asp




