
 

 
 

Thank you for your interest in becoming a vendor for Metro Nashville Public Schools.  Below 

please find important documents and information that will help you successfully register as a 

vendor.  Please follow all of the steps outlined below. 

 

Step 1 

Complete the two forms attached (W9 and ACH) and save the completed forms to your computer.  You 

will need to upload these forms later in this process.  Be sure to complete all areas on both forms or you 

will experience delays in getting a vendor number. 

Step 2 

Go to the registration site http://www.nashville.gov/Finance/Procurement/Purchasing.aspx .  Please 

note this system does not work on a MAC, so make sure you are using a PC and are using 

Internet Explorer 9 or earlier or Firefox as your internet browser.   

 

HELPFUL TIP:  While you can fill out all questions, you only have to fill out the areas designed with an *. 

Step 3 

Complete the highlighted fields on this screen shown below and click ‘Continue’ once all information is 

complete.  Do not enter any dashes in the Taxpayer ID field.  It should be 123456789 not 123-45-6789.

 



 

Step 4 

Enter your Industry Classification – this is a text field not a searchable one.  The industry classification is 

a summary of what services your organization provides.  This classification does not have to be very 

specific.  You will provide more specific information later on in the registration process.   

NOTE – There are several items which must be completed on this screen, so DON’T click the register 

button until you have completed all the steps. The last step will be uploading the forms you completed 

in Step 1. 

 

Step 5 

Click on the ‘Create’ button in the Address Book section on the same screen you just entered your 

industry classification.  This will take you to a new screen.   

 

 



 

Step 6 

You can fill in as many of the fields as you wish on this new screen, but you must complete the fields 

marked with an *. 

Make sure you indicate if the address you entered is the purchasing and/or payment address.  Select all 

the applicable boxes for this address. 

Once all the applicable fields are completed, click the “Apply” button.   

 

Step 7 

Click the “Create” button under Products and Services.  You will be taken to a new screen. 

 

Step 8 

You will need to select the Products and Services you will be providing.  You have the ability to browse 

through all the pages of options or using keywords to search for a specific one.  



 

If you will be providing multiple Products and Services, make sure to indicate all of them.  If you cannot 

find an appropriate product or service category you may use Code 00000000 which is Default. 

Once you have selected all the Products and Services you will be offering, click the “Apply” button. 

 

Step 9 

Click the “Add Attachment” button.  You will be taken to the screen to upload your W9 and ACH forms. 

 

 

 



 

Step 10 

Complete the “Title” field with the name of the first document you will be uploading.  You may complete 

the “Description” field if you would like.  Once you have entered the “Title”, click the “Browse” button 

and navigate to the location where you have saved your completed ACH and W9 forms, and select one 

of those forms to upload. 

Once you have selected the file, click the “Add Another” button. 

Step 11 

Follow the same steps as in Step 10 to upload the second file.  Once you have selected the second file, 

click the “Apply” button. 

 

 

 

 

 

 

 

 



 

Step 12 

Click the “Register” button. 

 

Step 13 

Once you have completed entering all of your information into iSupplier and you received an email with 

a user name and password you MUST send an email to purchasing@mnps.org to let us know that you 

completed registration.  Your vendor cannot be assigned until we receive this email.  Please include the 

following information in the email: 

1. Supplier Number (this number is to the right of your business name in iSupplier) 

2. Vendor Name 

3. Confirm your W9 and ACH forms have been uploaded 

Questions regarding navigating iSupplier and iSupplier system issues should be addressed to 

isupplier@nashville.gov or by calling 615.862.6180.  All other questions can be addressed to 

purchasing@mnps.org or calling 615.259.8580. 

 

FAQ 

Q: Why am I registering in Metro Nashville Government’s iSupplier portal and not MNPS’ portal? 

A: MNPS uses Metro’s financial system for processing payments to vendors and for other financial 

tasks.  All vendors must use Metro Nashville Government’s iSupplier portal to register as a 

vendor for MNPS business. 

Q: I am employed with MNPS or Metro Nashville Government, so can I still be a vendor for 

MNPS? 

A: No, you cannot be a vendor for MNPS if you work for MNPS or Metro Nashville Government.  

This includes substitutes and employees that are hired on contract. 



 

Q: I have already done business with MNPS schools, so why am I being asked to register in 

iSupplier now? 

A: MNPS schools have various sources of funding.  If you are being asked to register in iSupplier, it 

is likely the school is using an alternative funding source. 

Q: Can I use my company’s ACH and W9 forms? 

A: Yes 

Q: I think my company is already in iSupplier.  How can I tell? 

A If you know your password to iSupplier and are able to sign in, you have already registered in 

iSupplier.  If you don’t know your password, try resetting your password.  See attached “How to 

reset your password” document.  If you are unable to reset your password, it is likely you are 

not registered in iSupplier. 

 

 

 



 

 

 



 

 


