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Getting Set Up
What is the SRNS  
Supplier Portal?

QUICK GUIDE

SRNS Supplier Portal

Directory Listing 
Your business will be listed in a directory that our 
buyers use to source suppliers daily. If you’re an 
active supplier (you’ve worked with an SRNS buyer 
before), buyers will have the ability to reach out to 
you directly through your listed contact information. 

File Management 
By registering as a supplier, you’ll have a dedicated 
account page to upload all of your important 
documentation to become an active supplier after a 
buyer requests for more information. 

Profile Management 
Using your dedicated account page, you’ll also 
have a place to update your own business 
information when you need to ensure your business 
listing is updated and accurate at all times. 

1.	 �Register your business with SAM.gov. You must have 
an active UEI number to register for our portal. 

2.	 �Register through the srnssupplierportal.com website 
on the Supplier Registration page. You will be 
required to input your UEI, Company Name, and other 
preliminary pieces of information. 

3.	 �After providing this initial information, you will receive 
an email to create your password. After creating, 
please ensure you confirm your account. 

4.	 �You must set up a password AND confirm your 
account for your supplier listing to be shown within 
the directory.  

5.	 �Once you’ve completed all of the action items, you 
are now considered a registered supplier. If a buyer 
is interested in working with you, you will receive a 
notification of interest and will be prompted for next 
steps. Review the section Working with SRNS as an 
Active Supplier below to understand this process.
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Your SAM.gov registration must maintain an active status for 
your supplier directory listing to be maintained. This must be 
updated on an annual basis. The SRNS Supplier Portal will 
send Suppliers a relevant 30 and 60-day expiration notice. 

To update your SAM.gov status and ensure 
your listing is maintained, follow these steps:
1.	 �Log into your SAM.gov account and ensure you update and  

re-activate your account as necessary. 

2.	 �Once you have done this, navigate to your Supplier Dashboard 
page and find the ‘SAM.gov Registration Status’ box. Select 
‘Confirm SAM Renewal’ 

3.	 Your supplier listing will continue to show for the following year.

SRNS Buyers and other administrative members are 
responsible for reviewing supplier information for accuracy. 
This accuracy is ensuring that what you have provided aligns 
to SAM.gov, SRNS requirements, and other system-related 
requirements. 

•	 �If a correction is needed, you will receive an email that states 
your information needs correction.

•	 �To see what needs to be corrected, click on the Go to Supplier 
Dashboard button that you received via email.  

•	 �On the Supplier Dashboard, a red box will appear with a message 
on the Issues that caused the correction need. 

•	 �Navigate to one of these two sections to update your information 
based on what is being requested. 

a.	 �Edit Profile (modify the information you provided within the 
registration form) 

b.	 �Re-Upload Documents (re-provide documents, like ACH form, 
W-9, insurance, etc.) 

•	 �Once you’ve reuploaded information, the SRNS team will re-review. 

•	 �Wait until you receive a notification that your profile was 
approved or wait until you receive another request for correction.

Maintaining Your SAM.gov Status

Receiving a Correction Notification
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What is a registered vs. an active supplier? 
A registered supplier is a supplier that fills out the 
registration form. A registered supplier typically has not 
previously done business with SRNS, which means that 
additional information is typically needed before initiating 
any work together. An active supplier is a supplier that 
SRNS has worked with in the past, meaning that Buyers 
have the ability to go direct to the purchasing person to 
initiate work together. 

Administrative vs. Purchasing contact 
The administrative contact within the portal is the person 
responsible for setting up and managing the supplier’s 
profile and receiving the email notifications related to the 
system. The purchasing contact, if a separate person 
than your administrative contact, is the contact that 
buyers should reach out to directly to initiate work only if 
you have done work with SRNS before. 

Can I register with more than one email 
address, or have multiple profiles tied to 
my company? 
No. This portal is intentionally built to ensure one 
administrative contact is responsible for all related portal 
notifications. 

Can I provide multiple email addresses  
for my purchasing contact? 
No. We suggest leveraging one email address to ensure 
that our Buyers can work directly with the single most 
relevant contact. 

I haven’t received any email notifications. 
How can I troubleshoot? 
Confirm you’ve checked your junk and spam folder. If you 
cannot locate the email notification you are looking for, 
reach out to supplierportal@srs.gov

FAQs 

If a buyer requests COI file 
documentation, you will be required to 
maintain up-to-date COI files whether 
you are a registered or active supplier. 
The portal will notify you in advance 
of upcoming COI renewals deadlines 
based on the dates you provide within 
registration. To update your COI files, 
navigate to Reupload Documents. 

Although your supplier listing may 
not be affected by your COI renewal 
management, partnership with SRNS 
may be delayed.

There are three separate places available  
in the portal to update relevant information.

•	 �Edit profile page: Update key supplier 
information that was provided within 
the registration form and additional 
information form. 

•	 �Re-upload documents page: 
Reupload documents here. You can 
reupload documents at any time, or 
when a correction is requested of you.

•	 �Edit contact information page: To 
update the administrative contact within 
the portal only. Note that this update will 
change who receives portal notifications 
if the email is changed.

An active supplier with SRNS is a 
supplier that has previously worked 
with SRNS, thus having provided 
more documentation and supplier 
information. As an active supplier, 
buyers are expected to reach out 
directly to the Purchasing Contact 
or the Administrative Contact if a 
purchasing contact is not present.

Maintaining  
COI Documents

Updating Supplier and 
Profile Information

Working with SRNS  
as an Active Supplier



Section One: 
Supplier Process Overview 
Multi-Step Form Registration Process 

In order for suppliers to be added into our directory and have the ability to work with an SRS buyer, 
we’ve implemented a multi-step registration process that allows each step to serve a require purpose. 

1. Step one: SAM.gov connected form found here

This form asks suppliers to provide information that is directly connected to their SAM.gov

created account. We ask suppliers for both UEI and Company Name. They will not be able to

move forward to step two unless their UEI and Company Name are valid from SAM.gov.

2. Step two: Registration form

https://www.srnssupplierportal.com/supplier-registration


If a supplier’s UEI and company name is found in SAM.gov, they will see a confirmation message, 

and the remainder of the registration form will appear. This form is intended to capture initial 

information about the supplier so buyers can determine if they are a good match for what they 

are looking for. This includes information like company location, FIN number, business 

qualifications, and other initial pieces of information.  

After the supplier has filled out this form and follows necessary profile set up steps in the next 

section, they will be added to the supplier directory.* 

*note about same email issue

3. Step three: Registration form pt. 2/’Activation’ form

A registered supplier will not need to fill out any additional forms or information until a buyer

indicates that they are interested in working with the supplier. This action is taken in the

backend of the buyer’s portal, but a supplier will get an email notification shown below.

Upon receiving this email, the supplier should download the ACH form and then select the CTA

to be taken to the second registration form shown below. This second form asks for information

from the supplier more specific to requirements for working with the buyer, like asking for

required files. This form also requires the supplier to select a checkbox and type their name to

serve as an e-signature.



This e-signature is required due to SRNS compliance needing this before a supplier’s data is 

moved into the internal Peoplesoft system.  

Email: 

Form: 



 

~ additional form fields shown can be found in HubSpot ~ 

 

4. A supplier is not considered an ‘Active’ supplier in the directory until Buyers have a chance to 

review their completed profile and submit for ASG review. ASG is responsible for approving a 

supplier, thus indicating them as ‘Active’ within the directory. 



a. Note: Buyers are required to review supplier listings in entirety and communicate with a 

supplier directly if an incorrect file was uploaded, if information provided seems 

inaccurate or out of date, or any other errors or issues. 

Supplier Profile Set Up 
 
Suppliers are added to private membership page lists in HubSpot to allow them access to private 
website pages. Private membership pages for suppliers can be found in the HubSpot page list with 
[Supplier] being noted in the front. 
 
The required process for suppliers to get their profile and accounts set up is broken down with the 
following steps: 

1. Once a supplier fills out the first registration form (completed steps 1 and 2 of the above 

section), they will get an automated email to create an account to access supplier pages.  

 

2. Upon clicking that email, suppliers will be taken to a website page for them to create their 

account. 

https://app.hubspot.com/website/45233844/pages/site/all


 

3. After creating their account, they will then be pushed to a final page to confirm their account. 

 
 

4. The following steps are required for the supplier to show within the directory. 

 



 

Buyer-driven System Notifications to Suppliers 
 
Throughout the process of Suppliers working directly with Buyers, there are a few notifications triggered 
to Suppliers to ensure the process is seamless. 
 

1. Interest Notification that prompts suppliers to provide remaining information in their profile for 

an interest buyer to work with them. (Referenced within step 3 of the registration process) 

 

 
 

ASG-driven System Notifications to Suppliers 
 
ASG manages the ‘status’ of suppliers becoming active. ASG must manually review a supplier’s listing 
after the buyer does and own updating the supplier as active. 
 

1. Activation notification. Once ASG marks the supplier as approved, suppliers will receive the 

following notification.  



 

Date-driven System Notifications to Suppliers 
 
There are multiple notifications set up for suppliers to keep their information up to date to ensure they 
can stay within the directory or have accurate information for buyers. 
 

1. Registered suppliers SAM.gov expiration reminder: There are 30-day and 60-day notices to 

registered (non-active) suppliers for their SAM.gov expiration dates. SAM.gov accounts must be 

renewed annually (outside of our platform), If a registered supplier does not renew their 

SAM.gov registration in time, their supplier profile will be deleted and they will have to re-

register. 



 

2. Active suppliers SAM.gov expiration reminder: There are 30-day and 60-day notices to active 

suppliers for their SAM.gov expiration dates. If an active supplier does not renew their SAM.gov 

registration in time, their supplier will just be hidden from the directory until the registration is 

re-activated. 



 

3. Active suppliers expired SAM.gov registration: 

 



4. Registered suppliers expired SAM.gov registration: 

 

5. COI Expiration and Renewal emails: Suppliers that have COI files must also indicate the 

expiration dates of those files. This is important to ensure buyers are working with supplier that 

have updated insurance requirements if applicable. There is a notification set up to reminder 

Suppliers of their COI expiration date so they can submit an update COI file. Note: There are 

multiple COI file types, so there are notifications associated to each of these. 



 

 

COI Renewal Management 
 
When a supplier has to update COI files due to expiration, they have the ability to do so directly within 
their profile. Once they submit an updated COI file, ASG team will be notified so they can ensure the 
updated file is moved to their internal system. 

 



 

SAM.gov and COI Renewal Management 
 
When a supplier’s SAM.gov is needing to be renewed or if their COI files will be out of date soon, the 
supplier will receive notifications via email. When a supplier is ready to renew their SAM.gov registration 
or COI files, a few steps are required: 
 

1. They will receive the email notifications giving them a 30-day and 60-day notice (if SAM.gov 

registration), or a 5-day notice if it’s a COI file. 

2. For SAM.gov: They will need to go to SAM.gov directly to renew/update their registration. From 

there, they will need to navigate to our portal. 

3. For COI files: They will need to go straight into our portal within their supplier dashboard 

4. When the supplier is ready to indicate that they have updated their SAM.gov registration or 

update their COI files, they should go to the supplier dashboard that looks like: 

 

5. Within the SAM.gov Registration Status section, suppliers have a CTA available to “Confirm SAM 

Renewal” – this CTA will allow our API to do a check to ensure their SAM.gov renewal has been 

processed and updated. 

a. After a supplier selects that CTA, if their supplier listing was previously down, it will now 

be restored. 

6. If their COI files are out of date, they can select the CTA “Update COI Documents” to upload 

new files. 

a. The ASG team will then be responsible for reviewing and removing these from HubSpot 

upon upload. 



 

Updating/Editing Contact Information 
 
Suppliers have the option to edit their information in the following ways: 

1. Edit Contact Information: This is to specifically update the contact information of the person 

receiving the notifications tied to our system, also known as the “Administrative Contact” 

2. Edit Profile: Edit any information on the supplier listing page related to the business or the 

purchasing contact. Please note: Suppliers cannot update any information that is tied to 

SAM.gov. 

3. Re-Upload Documents: This page allows suppliers to reupload documents 

 

 
 
 
Editing contact information: 

 

1 

2 3 



 
 
Editing Profile information: 
 

 

 
 
 
 



 
 
 
Re-uploading Documents: 
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