
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” 

 

Click on the “Admin” tab, then “Concurrent Requests” 



 

Make sure the New Request option is clicked and then Click on the magnifying glass to open the search 

table.  

 

When the dialogue box opens, just click on “GO” 



 

 

 

The only option that will appear is “Metro Business Class Excel Report”; click on the “quick select” 

option.  

 



 

At step 1 of 7, click “NEXT”  

 

Make sure the Status option reads, “Approved”, and click on the magnifying glass next to classification.  

 

Click Go 



 

 

 

 

 

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. 



 

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. 

Click “Next”  

 

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. 

 

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. 

 



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 until the report is complete.  

 

Once the report has run, it will read COMPLETED; click on the output option. 

 

 



You may receive a dialogue box that reads as below.  Click “yes”. 

 

The report will display in Excel format: 

 

 

 


