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Instructions for Companies wanting to be on DU
bid lists

1 Navigate to https://du.pmweb.com/PMWeb/

https://du.pmweb.com/PMWebSAML/LogOut.aspx
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2 Click "Vendor Approver"

3 Fill out all fields. Username will be used as your system login.
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4 When all data is entered, click "Apply"

5 Click "Begin My Application"
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6 The drop arrows by each section open expanded information.

7 Fill out all remaining company information. Some fields will already be complete.
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8 Click Save icon

9 Click "Add Line" under Addresses
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10 Add all appropriate address information for your company. ID can be whatever
you choose as a reminder of which site it is (main, warehouse, etc.)

11 If this address is your primary address, click this checkbox.
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12 Click "Save"

13 Under Contacts, click "Add Line"
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14 Add appropriate names and contact information. Entries should include who you
want as the main bidding invitation contact, main office contact, and signing
authority. These can be selected in the Type column.

15 Entries should include who you want as the main bidding invitation contact, main
office contact, and signing authority. These can be selected in the Type column.
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16 Click "Save"

17 In the Vendor Information section, if you click the first row
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18 then hold Shift and click the last row

19 then click "Edit," it will open all fields for editing, saving time. Can also do
individual lines and click "Edit" each time.
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20 Select all fields that apply by selecting all the applicable Measure boxes

21 Click "Update Records"
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22 The same process for Construction work specialties

23 The same for Non Construction work specialties
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24 Suppliers tab is for manufacturers

25 To select the geographic areas you want to work in, select the Great Lakes, Great
Plains, Southern, and Western as appropriate. Edit and then select the "Measure"
box next to each geographic area you want to be considered for bids in. You have
to save in each tab before moving to the next one.
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26 Click the hotlink under Vendor Information Form. This will take you to a fillable
PDF file that you will download, fill out for equipment and references, save, and
then upload in the next step

27 Under Attachments, click "Add Line"
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28 Click the "Choose File" button. Add the completed Vendor Information Form from
the earlier step along with any other requested files.

29 Click "Save"
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30 Complete the application by filling out all information in the Signature area.

31 When the application is complete, click Save
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32 When ready to submit, click Submit This Application. NOTE - no edits will be
allowed in the system once Submitted.

33 Click "Submit." You will get a pop-up warning that the application cannot be edited
after submitting. Click "Ok." You will then get a pop-up message that the
application has been submitted.


