
 
 

 
Diverse Vendor System – New Vendor Workbook 

Kent State University Procurement Department 
 
 

About the Diverse Vendor System 
 
All minority, women-owned and veteran vendors and suppliers desiring to do business 
with Kent State University must register their company through the Supplier Diversity 
on-line form as described here.  
 
The company information is used to build a Vendor Capability profile, which is made 
available to purchasing officers and managers who seek to do business with you. 
 
Your supporting documentation (logos, certificates, etc.) can be scanned and saved as a 
PDF document, which is uploaded to the form.  The information you provide may be 
subject to the Ohio Public Records Act.  
 
 
How to use this Workbook 
 

1. Collect the data outlined in Section 1�U���^�����š�� Collection�_. 
Prepare the text and PDF documents for upload as described in Section 1. 

 
2. Follow Section 2, �^�K�v�o�]�v�����&�}�Œ�u �/�v�•�š�Œ�µ���š�]�}�v�•�_ to submit the data. 

See an example of the online form in Appendix A. 
See a list of KSU Commodity Codes in Appendix B. 
See an example of the Vendor Capability Profile that is generated from company 
data in Appendix C. 

 
It is recommended that you review this workbook and gather the data before beginning 
to fill out the online form.  Once begun, you must complete the online form.  
Closing a partially-completed form will cancel the data entered up to that point. 
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Workshops Available to Guide New Vendors  
 
Register to attend a Supplier Diversity Database workshop where you will learn how to 
best complete the Vendor information form. See upcoming dates and register at  
 
http://www.kent.edu/procurement/diversity/supplier-diversity-new-database-
workshop-for-vendors.cfm 
 
How to Update a Vendor Record 
 
Once your company has created a record in the KSU Diverse Vendor System, please 
contact us for assistance in -780+(&5 company data. You will be sent a web link to access 
and update your record.  Contact Veronica Euell-Cook at (330-672-9195) or 
(vcook3@kent.edu).   
 
How to Generate PDF files 
 

�x Many  software  programs  offer  the  option  to  “Save  as  PDF”  in  the  file  save  dialog,  including all 
9(21%)%.+$:..(2# applications, ;%%5'#$<%2), and some scanner programs.  
 

�x =8%>#$=21%>0+ is the primary software program used to prepare documents and save as PDF (not 
=21%>0+$?#08#1, which is a free document viewer application.) 
 

�x Scanning and saving as PDF can also be done by professional word processing and document 
processing services such as �&�������Æ�l�<�]�v�l�}�[�•. 

 
Find UNSPC Codes 
 
The United Nations Standard Products and Services Code is a hierarchical convention that is used to 
classify all products and services. Purchasing officers search for companies using these codes. 
 
How to search for UNSPC Codes  http://www.unspsc.org/FAQs.asp  
Search UNSPC Code Database  http://www.unspsc.org/Defaults.asp  
 
Find NAICS Codes 
 
The North American Industry Classification System (NAICS) is the standard used by Federal statistical 
agencies in classifying business establishments for the purpose of collecting, analyzing, and publishing 
statistical data related to the U.S. business economy.  Purchasing officers search for companies using 
these codes. 
 
How to find NAICS Codes       http://www.census.gov/eos/www/naics/faqs/faqs.html#q9  
Search the NAICS Code Database       http://www.census.gov/eos/www/naics/  
 

http://www.kent.edu/procurement/diversity/supplier-diversity-new-database-workshop-for-vendors.cfm
http://www.kent.edu/procurement/diversity/supplier-diversity-new-database-workshop-for-vendors.cfm
http://www.unspsc.org/FAQs.asp
http://www.unspsc.org/Defaults.asp
http://www.census.gov/eos/www/naics/faqs/faqs.html#q9
http://www.census.gov/eos/www/naics/
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Section 1.  Data Collection 
 
Step 

 
Action 

1 Company Name 
Have you created a profile for your company in our system before?  
 
YES:  STOP. Do not create a new record. See  page  2.  “How  to  Update  a  Vendor  Record.” 
 
NO: note your full legal business name as filed with the State of Ohio here: 
 ________________________________________________________ 
(you will have the opportunity to provide DBA aliases further on.) 
 

2 Company Web Site  
If your company has a web site, note the URL here: 
 
http:// _________________________________________________________ 
 

3 Main Office Address  
Note the address here: 
 
Address Line 1  _____________________________________________ 
Address Line 2  _____________________________________________ 
City  _____________________________ 
State   ______ 
Zip   __________-______ 
 

4 Main Office Phone and Fax  
Note phone numbers here: 
 
Office: (_______)  ______-_________ 
Fax:  (_______)  ______-_________ 
 

5 Dun & Bradstreet Number  
If you have registered with D&B, note your number here: 
 
D&B # _________________________________ 
 

6 Gross Annual Sales in US $ 
Note an estimate of your gross annual sales, based upon the last tax year.  
 
Gross Annual Sales $ ____________________ 
 

7 Number of employees 
Note the number of employees at your company: 
 
Employees: _______________ 
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8 Year Established 
Note the year the business was established: 
 
Year : __________________ 
 

9 Do you accept credit cards?   
___Yes    ___No 
 

10 Are you a Veteran-owned business?    
___Yes  ___No 
 

11 Legal Entity Type 
Circle your legal entity type below: 
 

 
 

12 Tax Code/EIN  
Note your IRS Employer Identification Number: 
 
EIN: _____________________________ 
 

13 UNSPC Code 
Note your UNSPC Code or codes (see p. 2 for help with this code): 
 
______________________________      _________________________________ 
 
______________________________      _________________________________ 
 
______________________________      _________________________________ 
 
______________________________      _________________________________ 
 
 

14 NAICS Codes 
Note your NAICS Code or codes (see p. 2 for help with this code) 
 
 
______________________________      _________________________________ 
 
______________________________      _________________________________ 
 
______________________________      _________________________________ 
 
______________________________      _________________________________ 
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15 Alias 
(Example:  “Get  It  Right  Documents”  is  also  doing  business  as  GIRD  and  G.I.R.D.)$
List alias/variant names under which the business is known: 
 
Alias: ______________________________________ 
 
Alias: ______________________________________ 
 
Alias: ______________________________________ 
 
Alias: ______________________________________ 
 

16 Services Offered 
List the products/services offered by your business:  
 
 
Product/service: ___________________________ 
 
Product/service: ___________________________ 
 
Product/service: ___________________________ 
 
Product/service: ___________________________ 
 
Product/service: ___________________________ 
 

17 Capacity 
Note any of the following as you wish: 
 
Insurance amounts:  ____________________________________________ 
Bond Capacity:  ________________________________________________ 
Special Licenses:  _______________________________________________ 
Unique Certifications (other than minority certifications): 
_____________________________________________________________ 
Special Abilities or Services: _____________________________________ 
Security Clearances:  ___________________________________________ 
Other similar indicators:  ________________________________________ 
_____________________________________________________________ 

18 Key Clients 
List the names of your top 10 clients: 
 

1. ___________________________________________ 
2.____________________________________________ 
3. ___________________________________________ 
4.____________________________________________ 
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5. ___________________________________________ 
6.____________________________________________ 
7. ___________________________________________ 
8.____________________________________________ 
9. ___________________________________________ 
10.____________________________________________ 
 

19 Check all below that apply to your business: 
 

 
20 Vendor Type 

Check all that apply: 
 

__Construction 
__Goods 
__Service 

21 Company Summary 
Compose 1-2 paragraphs that describe what you want a buyer to know about your company and 
the goods and services that you provide. You may wish to type the summary into a word 
processor and paste the text into the online form. 
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22 Contact Information 
Provide contact information for the person who will respond to bid opportunities. This person 
will also receive invitations from us to attend events relating to vendor opportunities.  
 
Name:  _________________________________ 
 
Title:  __________________________________ 
 
Email address:  ___________________________ 
 
Phone:  _________________________________ 
 

23 President/Owner and Two Primary Officers 
List the business owner/President and two primary officers.  If the contact listed above in step 22 
is also the president/owner or a primary officer, please list him/her again here.   
This information is confidential and available to KSU Purchasing Officers only. 
 
President/Owner Name:  _________________________________ 
 
Title:  __________________________________ 
 
Email address:  ___________________________ 
 
Phone:  _________________________________ 
 
 
Primary Officer #1 Name:  _________________________________ 
 
Title:  __________________________________ 
 
Email address:  ___________________________ 
 
Phone:  _________________________________ 
 
 
Primary Officer #2 Name:  _________________________________ 
 
Title:  __________________________________ 
 
Email address:  ___________________________ 
 
Phone:  _________________________________ 
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24 Briefly Describe 3 Past Projects, Contracts, or Experiences 
Describe at minimum three different projects, contracts, or experiences which illustrate company 
service and expertise. Please limit a description to one paragraph. You may wish to type the 
descriptions into a word processor and paste the text into the online form.  
(You may provide as many as 5 descriptions if you wish.) 
 
Description 1: 
 
 
 
 
 
 
 
 
 
 
 
 
Description 2: 
 
 
 
 
 
 
 
 
 
 
 
 
Description 3: 
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25 References 
List up to three clients of your business: 
 
 
Reference 1 Name: ____________________________ 
Address:  ____________________________________ 
City: ________________________________________ 
State: ________________ 
Zip: __________________ 
Phone:  ______________ 
Email address: ______________________________ 
 
 
Reference 2 Name: ____________________________ 
Address:  ____________________________________ 
City: ________________________________________ 
State: ________________ 
Zip: __________________ 
Phone:  ______________ 
Email address: ______________________________ 
 
 
Reference 3 Name: ____________________________ 
Address:  ____________________________________ 
City: ________________________________________ 
State: ________________ 
Zip: __________________ 
Phone:  ______________ 
Email address: ______________________________ 
 
 

26 Vendor Genre 
Circle the description that best describes your Genre: 
 

 
 
 

27 Payment Terms 
Circle your company payment term below: 
 
Net 10     Net 15     Net 30     Net 60     Net 90 
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28 Commodity Codes 
Check applicable commodity codes in the list found in Appendix B.  Selecting a code will place 
your company on the bid list for the commodity type specified. You may select multiple codes, 
and add custom descriptions if needed.  
 
List additional custom descriptors below: 
 
_______________________________________ 
 
_______________________________________ 
 
_______________________________________ 
 

29 3rd Party Minority/Veteran/Woman-Owned Certificates 
Third-party verification of company minority status is required in order to participate in the KSU 
Supplier Diversity program. Circle below the certificates that you will upload, and &%+#$+"#$
#@7(10+(%&$80+#$%.$+"#$2#1+(.(20+#. Each certificate must be scanned and saved as an individual PDF 
file, to be uploaded when you complete the online form. 
 

 

 
 
 
 
 
 
 
 
 

Note Expiration date below 
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30 Supporting Documents 
You may provide a single PDF document which includes one or more supporting documents of 
your choice; for example, sales sheets, letters of recommendation, pictures of products, 
brochures, catalogs, etc. All items must be saved in one PDF for uploading to the online form. 
 
Note  supporting documents that you wish to include: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

31 Company Logo 
Your company logo may be included as a JPG or GIF file, and is uploaded when you complete the 
online form. 
 
List company logo file name to upload: 
 

 
Final Checklist: 
 
___Data notes complete  
___Text of descriptions from lines  21 and 24 are ready to copy and paste 
___PDF documents described in lines  29, 30, 31 are ready to upload 
 
Now you are ready to go online and complete the vendor data form as 
described in the next section. 
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Section 2.  Online Form Instructions 
 
Step 

 
Action 

1 In a web browser, go to http://solutions.kent.edu/DiversityVendors/Main.aspx 
 
The form intoductory page will appear as below: 
 

 

2 Have you added your company record to this system before? 
 
No:  go to step 3 below. 
 
Yes: If you have created a company record in this system before, STOP.  
Do not create a new record.  Contact Veronica Euell-Cook at (330-672-9195) or 
(vcook3@kent.edu) for assistance in updating company data.  
You will be sent a web link to access and update your record.   
 

3 Type your company name in the Vendor name field as you recorded in Part 1, Step 1 

and click Submit :  
 

http://solutions.kent.edu/DiversityVendors/Main.aspx
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4 The form will open with your company name displayed in the first field as below: 
 

 

5 Complete the fields from Website through Tax Code/EIN with the data that you recorded in  
Part 1, steps 2 through 12. 

6 To enter your UNSPC and NAICS codes as recorded in Part 1, steps 13-14,  

click the  button and type one code and code description.   
Click the Add button to save the code. Repeat these steps for each code you wish to record. 
 

 
 

7 To enter Alias names, Services Offered, Capacity, and Key Client data as recorded in Part 1, 

steps 15-18, type a single entry in the field and click the  button. 
Continue to add one entry at a time and click Add, until all items are added. 

8 Copy the notations you made concerning Minority/Edge status and Vendor Type in Part 1, steps 
19-20, into the corresponding fields of the online form. 

9 Type the Company Summary From Part 1, step 21 into the corresponding field of the online 
form.  Or copy and paste the text from a word processing file if you have saved it as such. 

10 Copy the Contact Information from Part 1, step 22, into the corresponding fields of the online 
form. This information is required. 

11 Copy the President/Owner data from Part 1, step 23, into the corresponding field of the online 
form. 

Click  to display fields for another contact.  
Enter the first Primary Officer data.  

Click  and enter the second Primary Officer. 
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12 Copy the text regarding a single Past Project, Contract or Experience from Part 1, Step 24, into 
the corresponding field of the online form.  

Click  and type (or copy and paste) the text for a second Project. 

Click  and type (or copy and paste) the text describing a third project. 
You may add up to a total of five projects in this manner. 

13 In a similar manner, Copy the name and contact information for a single Reference from Part 1, 
Step 25, into the corresponding fields of the online form. 

Click , add the second reference and third reference, one at a time. 

14 Select your Vendor Genre and Payment terms from the menus on the online form, as you have 
noted in Part 1, Steps 26-27. 

15 Refer to the KSU Commodity Codes that you have selected in Part 1, Step 28, from Appendix B. 
In the Commodity Available Options column of the online form, click on a code to highlight it 

(shift-click to highlight multiple codes) then click  to send the code to the Selected column. 

16 If you have noted custom commodity codes in Part 1, Step 28, type them into the Commodity 
Other field, separated by commas.  

17 Refer to the Certificates that are noted in Part 1, Step 29.  
Select the first Certificate name in the menu provided on the online form. 
Type the Expiration date of the certificate in the field provided.  
Click .  
A window opens to locate the PDF of the certificate on your computer. 
Double-click the file, or click the file to highlight in, and click . 
The file name appears on the online form, indicating it is attached to the form. 

(To remove a file, click the  icon to the right of the file name.) 

Click  and repeat this process for each certificate you wish to add. 
18 If you have prepared a single PDF containing Supporting Documents as noted in Part 1, Step 30, 

Click  next to the appropriate field in the online form. 
A window opens to locate the Supporting Documents PDF on your computer. 
Follow the upload steps as described for Certificates, above. (A single PDF may be uploaded.) 

19 If you have prepared a JPG or GIF file of the Company Logo as noted in Part 1, Step 31,  
Follow the upload procedure as described above to attach the file.  

20 Read the Declaration of Truth and check the checkbox to the left of the text. 

21 Review the data that you have entered.  Click  to create your Vendor record. 
Note Should you need to correct/update your Vendor record, Contact Veronica Euell-Cook at (330-

672-9195) or (vcook3@kent.edu) for assistance. You will be sent a web link to access and update 
your record.   
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Appendix A.  Sample Online Form  
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Appendix B.  KSU Commodity Description Codes 
(Codes are subject to change, review the code list provided in the online form for additions.) 
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Appendix C.  Vendor Capability Profile Template 
 
Company data goes into a profile that is used by purchasing agents to find and hire vendors. 
 

 
 


