
HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE 
(EXAMPLE ACH AND/OR W9) 

The ACH and/or W9 forms can be found at http://www.nashville.gov/Finance/Procurement/Purchasing.aspx.   This is also the same location that 
needs to be used when logging into iSupplier. 

 

You will need download the PDF of the forms, print and completed the forms, then scan as pdf. 

Login to iSupplier by using link provide in the website .  Make sure you are using internet explorer. 
 

http://www.nashville.gov/Finance/Procurement/Purchasing.aspx


HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE 
(EXAMPLE ACH AND/OR W9) 

The login screen should appear like the below 

 

Type in your username which is the email address of the user account and password you created 

Remember that the password must meet the following qualifications: 

• Must be nine characters 
• Must contain at least one number or special character 
• Cannot contain back to back letters, number or characters (for example you cannot use “progress”). 
• Password is Case Sensitive  

If you do not remember your password or need to reset your password you can do so by going to login assistance 



HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE 
(EXAMPLE ACH AND/OR W9) 

 

See how to reset your password guide for additional instructions. 

  



HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE 
(EXAMPLE ACH AND/OR W9) 

 

Once you log into the system your screen should look like below.

 

 



HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE 
(EXAMPLE ACH AND/OR W9) 

If the screen does not show the two boxes (Main Menu and Worklist); then click on Home in the upper right corner as shown below

 

Our screen should have a main menu and worklist section.  Worklist is just a notification list concerning negotiations. 

  

         Click on the Plus (+) sign next to Metro iSupplier Portal Access.            

Three additional options will drop down  

  



HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE 
(EXAMPLE ACH AND/OR W9) 

Click on Home Page  

  

  



HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE 
(EXAMPLE ACH AND/OR W9) 

Screen should appear like below 

 

Click on the ADMIN Tab   

  



HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE 
(EXAMPLE ACH AND/OR W9) 

 

Once you click on the Admin Tab, your screen should appear like below 

 

THIS IS WHERE YOU NEED TO BE IN ORDER TO ADD THE APPROPRIATE DOCUMENTS. 

  



HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE 
(EXAMPLE ACH AND/OR W9) 

 

Click on Add Attachment Button   

 

  



HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE 
(EXAMPLE ACH AND/OR W9) 

Screen should appear like below 

 

Type in title of documents and provide a description of the document.  Click Browse to find the document   



HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE 
(EXAMPLE ACH AND/OR W9) 

 

When you clock browse then another window will appear wanting you to go find the appropriate file you want to attach 

 

Select the file and click open 

  



HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE 
(EXAMPLE ACH AND/OR W9) 

 

The screen should appear with Title, description, and File type fields completed.  Once you have completed these steps, you do one 
of two things (1) can click Add another if you have other documents to attached, or (2) click apply if you do not have any additional 
documents to attach 

 



HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE 
(EXAMPLE ACH AND/OR W9) 

 

Screen should appear as below which shows you a list of the attached documents 

If the file shows in the list then it properly attached. 


	Login to iSupplier by using link provide in the website.  Make sure you are using internet explorer.

