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Manage Supplier Profile in Supplier Portal 

As a Supplier for the City of Virginia Beach it is important to keep your Supplier profile 
updated. This allows the City to communicate with you regarding new bid opportunities, 
purchase orders, invoices and payments.  
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1 Sign into Supplier Portal 

 

Enter your user ID in the User ID field. Enter your password in the Password field. 

• Your user ID was sent to you in an email from the City of Virginia Beach when your 
Supplier Portal account was created. It also included a password reset link.  

• If you do not have your user ID or Password click the Forgot Password link. 

 Click the Sign In button. 
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2 Your Home Page 

 

• Notice the City of Virginia Beach logo in the top left corner and the Home icon on the 
top right. If you are on any other page and want to return to this Home page, click the 
COVB logo or the Home icon. 

• Notice the Bell icon at the top of the page. The Bell icon will alert you to recent 
notifications on your account.  

• The Setting & Actions menu, indicated by your initials in the top right corner, will 
enable you to personalize your account and access help resources. 

• These icons at the top of the page will always be visible no matter what page you are 
on.     

 Click the Supplier Portal icon. 
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3 Supplier Portal Dashboard 

 

You are now viewing the Supplier Portal dashboard. 

 Notice the Home, Bell, and Settings & Actions icons at the top of the page are still visible.  

• The Tasks menu is located on the left-hand side. 

• In the middle are 3 infolets: Requiring Attention, Recent Activity and Transaction 
Reports. Currently, there is no data available because the Supplier account is new. 
As activity occurs, these fields will update with important information. 

• Finally, Supplier News is located at the bottom of the page. This is where City of 
Virginia  Beach will communicate news and updates to Suppliers. 

 Click the Manage Profile link in the Tasks menu. 
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4 Company Profile 

 

You are now viewing your Company Profile. 

• Notice there are 7 groupings of information: Organization Details, Tax Identifiers, 
Addresses, Contacts, Payments, Business Classifications, and Products and 
Services.  

• The Organization Details tab is currently displayed, as indicated by the underline 
found under Organization Details.  

• After clicking Edit, a warning will appear. “Making edits will create a change request 
for the profile. Do you want to continue?” Click Yes. 

 Click the Edit button to update Company Profile information. 

 

PLEASE USE ONLY UPPER CASE LETTERS WHEN ENTERING THE DATA 
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A warning message will appear letting you know that a change request will be created and 
asking if you want to continue editing. 

 Click the Yes button. 
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Organization Details 

 

PLEASE USE ONLY UPPER CASE LETTERS WHEN ENTERING THE DATA 

Click the Change Description input field.  

Insert a description of the updates you are making to your Company Profile. It can be general 
such as "Updating profile information" or a more detailed description. For example, "Updating 
address, contact phone number and business classification" or similar. 

Update the information in the General, Identification, Corporate Profile and Financial 
Profile sections. 

Update the information in the Identification section. 

 Click the Save input field. 
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Tax Identifiers 

 

 Click the Tax Identifiers tab. Update the information in the Income Tax and 
Transaction Tax sections. 

 

 Click the Save button. 

 Click the Addresses tab. 
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Address 

 

PLEASE USE ONLY UPPER CASE LETTERS WHEN ENTERING THE DATA 

A primary physical address is required plus any other addresses as applicable. The “Address 

Name” field for your primary address should be listed as “MAIN”. For additional addresses please 

use a five (5) letter abbrevation of the City and the street number. For example 123 Main Street 

Orlando FL would have an address name of ORLAN-123. Please note that each location must 

have a different “Address Name”.  

 To edit an existing address, click the Edit (pencil) icon. (Creating a new address will 
be demonstrated starting at step 13.) The Edit Address window will appear. Insert all 
pertinent Address information. 

 Click the OK button. 
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 To create a new address, click the + (create) icon.  
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PLEASE USE ONLY UPPER CASE LETTERS WHEN ENTERING THE DATA 

A primary physical address is required plus any other addresses as applicable. The “Address 

Name” field for your primary address should be listed as “MAIN”. For additional addresses please 

use a five (5) letter abbrevation of the City and the street number. For example 1200 Waterway 

Drive, Chesapeake, VA would have an address name of CHESA-120. Please note that each 

location must have a different “Address Name”.  

 

 Enter the appropriate Address Name code based on the above instruction into the 
Address Name field. Insert all pertinent Address information. 

 

 Click the OK button. 
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Contacts 

 

You can now see a second address has been added.    

 Click the Save button. 

 Click the Contacts tab.  
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 You will see at least one contact listed. Select it so it is highlighted in blue. Click the 
Edit (pencil) icon. (Creating a new contact will be demonstrated starting at step 24.) The 
Edit Contact window will appear. Insert pertinent contact information. 

 Click the Select and Add button. 
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In the Contact Addresses section, you can associate a Contact with a specific Company 
Address, depending on their location or role. Click the Select and Add button. The Select 
and Add: Addresses window will appear.  

 Select the desired location to associate with this Contact. 

 Click the OK button. 



 

City of Virginia Beach: Manage Supplier Profile 

page 15 of 35 

 

 

By default, there are four roles automatically added to a User account: Supplier Accounts 
Receivable Specialist, Supplier Bidder, Supplier Customer Service Representative and 
Supplier Inventory Manager. You can remove any of these roles. Select the role you would 
like to remove (if applicable) by clicking on it so it turns blue. 

 Click the row. 

 

 Click the X icon (remove) icon. 

 Click OK. 
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 To create a new Contact, click the + icon (create). 
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PLEASE USE ONLY UPPER CASE LETTERS WHEN ENTERING THE DATA 

The Create Contact window will appear. 

 Enter the Contact details, such as First Name, Last Name, Job Title, Phone 
 Numbers, and Email Address.  

  If this Contact is an Administrative contact, a person who maintains the company 
 profile and requests user accounts for their fellow employees, then click the 
 Administrative contact checkbox. You must identify at least one contact as an 
 Administrative contact. You may have more than one Administrative contact. 

 If this Contact requires a Supplier Portal user account, select the Request user 
 account checkbox. A user ID and password reset link will be sent to them using the 
 email address indicated.  

  If this contact does not need a Supplier Portal user account do not check the 
 Request user account checkbox.  

 In the Contact Addresses section, you can associate a Contact with a specific 
 Company Addresses, depending on their location or role. Click the Select and Add 
 button.  
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 Click the row to add so it is highlighted in blue. 

 Click the OK button. 
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Business Classification 

 

 Click the Save button. 

 Click the Business Classifications tab. 
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Examples of business classifications include: Small, Woman, Minority and/or Service-
disabled Veteran-owned. If your company does not meet any of the business classifications, 
please select the box for None. This data is mandatory, and you cannot complete registration 
without completing. 

 If none of these classifications are applicable to your company, select the None of 
the classifications are applicable checkbox. 

 Alternatively, to add your company’s business classifications, click the + (add) icon. 
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Please add all applicable classifications and provide any certifications, if available. Self-
certification is also acceptable. Please use upper case letters only when entering the data. 

 Click the Classification field to view the options from the drop-down list.  

 Select the appropriate item from the drop-down list. In this example, we are selecting 
the Small Business list item. 

 

 Click the Search: Certifying Agency drop-down arrow. 

 Select the appropriate option from the drop-down options. 
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 Click the Certificate input field and identify the type of certificate, if applicable. 

 Click the + (add) icon to add any attachments such as a copy of your certificate, a 

letter from your certifying agency or similar. 

 

 Click the Browse button to select the location of the attachment. 
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File Upload 

 

 Identify the location of the desired document. 

 Click the Open button. 

 

 Click the Description field and describe the attachment. 

 Click the OK button. 
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 Click the Save button. 

 

 A window will appear to ask you to confirm the accuracy of the business 
classification(s). Click the Confirm button. 
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Products and Services 

 

 Click the Products and Services tab. 

An updated and accurate list of Products and Services is critical information. This allows 
COVB to notify you of bid opportunities and solicitations that are specific to the products and 
services your company provides. The products and services are National Institute of 
Governmental Purchasing (NIGP) codes. Please select all products and services that your 
company may provide. 
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 Click the Select and Add button. 

 

Search for the types of Products and Services your Company provides by entering keywords 
in the Description field.  

 Click the Search button. 

When results appear, you may select the relevant item(s).  

 Click a checkbox next to the desired Category Name and Description. 

 Click the OK button. 
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5 Review Changes and Submit 

 

 Click the Save button. 

 Click the Review Changes input field. 

 

 Review all the changes made to the Company Profile. If any additional changes are 
 needed, click the Edit button.  
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 Go to the tab where edits need to be made. In this example, we will make another 
change in the Contacts tab. 

 

 Click the item to be edited. 

 Click the Edit (pencil) icon. 
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 Click the OK button. 

 

 Once again, click the Review Changes button. 
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 If no additional changes need to be made, select the Submit button. 

 

 A window will appear confirming that your profile change request has been submitted 
for approval. Click OK. 

 

 



 

City of Virginia Beach: Manage Supplier Profile 

page 31 of 35 

 

 

 

 Click the Done button. 
 

Your change request will be reviewed by the City of Virginia Beach Supplier Portal Team. 
Once approved, you will receive a notification informing you of its approval. View steps 64-
72. 
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6 View Approval Notification 

 

 

 Enter your user ID in the User ID field. Enter your password in the Password field. 
Click the Sign In button. 

 

 Notice in the Things to Finish section an FYI tile that indicates the Supplier Change 
Request was Approved. To remove the notification you may click the Dismiss button. 
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 To view your profile, click the Supplier Portal icon. 

 

 

 Click the Manage Profile link in the Tasks menu. 
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 Click on the tabs to review your profile details. 

 

 

 When finished, click Done. 
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7 Supplier Portal Support 

You have successfully updated your Supplier Profile in Supplier Portal.  If you have 
questions or need additional assistance please contact us at SupplierPortal@vbgov.com or 
(757) 385-4438. 

 


