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Dear Valued Vendor, 

Dane County has transitioned to using OpenGov, a web-based electronic bidding and vendor 
management system. This means all aspects of the bidding process now run through the OpenGov 
platform. This includes vendor registration, RFB/RFP notifications, solicitation questions and answers, 
and submissions.  

Dane County strongly encourages you to register on the OpenGov platform and select all 
category codes pertaining to your business. The category codes are the same as NIGP commodity 
codes. 

 
How will the OpenGov platform improve the bid process for vendors?  
There are a host of features to benefit you and your organization, including: 

• Register and respond to bid opportunities at no cost. 
• Receive solicitation opportunity notifications at no cost (based on category codes selected or which 

government organizations you follow). 
• Follow along to updates on existing opportunities – meaning you will receive amendments and 

addenda automatically. 
• Easily submit questions about an opportunity through the portal – and receive answers. 
• Use a guided process to respond to bids that helps to ensure your bids are accurately 

completed. 
• Vendor Account Self-Service – allows you to maintain and update your company profile. 

This document contains the following guides to assist in the overall vendor registration 
experience: 

• Vendor Registration Guide (pages 2 – 6) 
• Vendor Selection of Category Codes Guide (pages 7 – 11) 
• Subscriptions Guide (pages 12 – 16) 
• How to Subscribe to Organizations and Find Active RFPs & RFBs Guide (pages 17 – 20) 

If assistance or support is needed during the account creation process or during the process of 
submitting a bid/proposal, please visit the OpenGov Help Center or utilize the OpenGov chat 
feature to speak with an OpenGov customer support representative. 

We appreciate your interest in doing business with Dane County!  

Respectfully, 

 
Dane County Purchasing Team 

http://www.danepurchasing.com/
https://help.procurement.opengov.com/en/collections/1392366-vendor-guides


Sign up for FREE to become a registered vendor with the agency and receive notifications of upcoming

opportunities!

If you need OpenGov Procurement technical support, please type your request in the support chat feature

on the agency's OpenGov Procurement Bidding Portal, and someone will be with you shortly!

VERY IMPORTANT TO NOTE: OpenGov Procurement does not offer a complete public listing of our

agency portals. If you've made it to this point, you may be looking to subscribe to new government

agencies. If that is the case, please try using your "network" tab to find new postings and agency portals.

The instructions below start from the point of view of a new vendor first activating a vendor account.

Activating Your Vendor Account

Step 1: If you are new to OpenGov, you will first need to make a Vendor user and account. This user and

account will allow you to subscribe to agency OpenGov portals, and respond to their posts requesting

services. You can start this process by navigating to the link below.

https://procurement.opengov.com/signup (https://procurement.opengov.com/signup)

Step 2: Enter your email address and click on "Sign Up".

OpenGov 
Vendor Registration

This article provides a guide for vendors to register with the agency's procurement system. It outlines 
the steps for activating a vendor account, including signing up with an email address and awaiting 
approval from the organization's Admin. Vendors are instructed to check their inbox for a welcome email 
to activate their account. The article emphasizes the importance of following the outlined steps for 
successful registration.

https://opengov.my.site.com/support/s/article/dceacbcf-203c-4b0d-aa57-550043bb0dc0 2/20

https://procurement.opengov.com/signup
https://procurement.opengov.com/signup


***If someone shares the same email domain with you and has already registered your organization with

OpenGov Procurement, your request to join will be sent to your organization's Admin(s). The Admin of

the existing account will be notified by email of your pending request. The Admin will then need to log

into their OpenGov Procurement account in order to approve your request. Once you are approved, you

can continue to complete your registration as outlined in the steps below.

Step 3. Check Your Inbox, and click the "Activate Account" button in the welcome email.

Vendor Registration

https://opengov.my.site.com/support/s/article/dceacbcf-203c-4b0d-aa57-550043bb0dc0 3/20



Step 4. Fill in Your Name and Your Company Name.

Step 5: Enter a password.

Vendor Registration

https://opengov.my.site.com/support/s/article/dceacbcf-203c-4b0d-aa57-550043bb0dc0 4/20



Last Step! Press the "Activate" button, and you're in!

After Account Activation

Once you've activated your account, you'll be taken back to the agency's OpenGov Procurement

portal! Here are a few things you'll probably want to do:

Make sure you've hit the subscribe button on the agency's public portal. This will ensure you receive

notifications about new bid opportunities from the agency you are working with! This will also allow you

to navigate back to this portal at any time through your "subscriptions" tab. The subscribe button will

look like the image below.

Other Items:

Update your contact information and company profile. This information will be automatically submitted

with each of your responses and proposals. Updating this information on your company profile will

remove the need to correct auto-populated information in your company profile section on each

response.

Vendor Registration

https://opengov.my.site.com/support/s/article/dceacbcf-203c-4b0d-aa57-550043bb0dc0 5/20



Make sure you fill in the purchasing categories you want to be notified about. This is found under your

company profile in the area titled "category codes" . NOTE: If you subscribe to the agency as a vendor

and you DO NOT designate a purchasing category, you will be notified about EVERY open bid

opportunity.  

Click "Follow" on any open projects that are of interest to you. 

Click "Apply to Project" on any project you want to submit a proposal to.

Share, Share, Share! Hey, not all these projects may be right for you, but we bet you know someone it

WILL be right for. Help each other, and share projects with our easy social media share links! See below.

The "Network" of Open Opportunities

Vendors may also see a full listing of open opportunities across the entire OpenGov Procurement network,

and it's all absolutely free. This network is searchable by category and state.

https://opengov.my.site.com/support/s/article/dceacbcf-203c-4b0d-aa57-550043bb0dc0 6/20

Vendor Registration

https://opengov.my.site.com/support/s/article/f7fe1d1e-d79c-449a-ad8b-1d736d40b9cd
https://opengov.my.site.com/support/s/article/c7a5affa-e073-4d5a-8d87-b6eadcf343a9


This article discusses the process of vendor selection for category codes. Vendors can choose between

NIGP, NAICS or UNSPSC codes and have various options to search and select relevant categories. They can

use keyword search, view the full list of class codes, or drill down for more specific categories. Once vendors

have made their final selections, they can save the chosen category codes.

The article also mentions the advantages and disadvantages of using category codes. For agencies, using

category codes allows them to target specific vendors and limit solicitation notifications to relevant parties.

On the other hand, vendors may prefer not to receive notifications for projects they are not interested in. If

agencies choose not to use category codes, the solicitation will be sent to all vendors, but vendors can select

their preferred notification settings based on whether they have selected commodity codes or not.

Overall, the article provides guidance on how vendors can select category codes and highlights the

implications of using or not using these codes for both agencies and vendors.

https://opengov.my.site.com/support/s/article/fb581c18-5508-40d7-b714-c753af6514a1 7/20

OpenGov 
Vendor Selection of Category Codes

This article discusses the process of vendor selection for category codes, outlining the options available 
to vendors such as NIGP, NAICS, or UNSPSC codes. It highlights the advantages and disadvantages of 
using category codes for both agencies and vendors, emphasizing how these codes help target specific 
vendors and streamline solicitation notifications. The article provides guidance on how vendors can 
select category codes and the implications of using or not using them.



Vendor will log into the system and under their profile, they will click Company Profile, then many choose to

add Category Codes by clicking the Edit link.

The vendor will want to be sure they are in the Category Code tab. This is where they will be able to +add

categories for either NIGP, NAICS or UNSPSC.

Vendor Selection of Category Codes

https://opengov.my.site.com/support/s/article/fb581c18-5508-40d7-b714-c753af6514a1 8/20



At this point Vendors have a few options:

1. They can select if they would like to use NIGP, NAICS or UNSPSC codes. They have the ability to select

codes from one and then select codes from the other.

2. They may search categories by entering something in the Keyword Search.

3. They may click the Show All Categories for the full list of Class Codes.

4. They may opt to click the drill down to get more specific types of categories under the Class Codes.

Vendor Selection of Category Codes

https://opengov.my.site.com/support/s/article/fb581c18-5508-40d7-b714-c753af6514a1 9/20



If Vendors opt to drill down, they may +Add categories at this time or continue to drill down.

Vendor Selection of Category Codes

https://opengov.my.site.com/support/s/article/fb581c18-5508-40d7-b714-c753af6514a1 10/20



Once they have drilled down this is where they will make their final selections for category codes.

Advantages and Disadvantages of Using Category Codes:

Agency:

Specific vendors are targeted vs. Limits who get your solicitation notifications.

Vendor:

Limits the notifications vs. receiving notifications for projects you are not interested in. If an Agency opts to

not use category codes, then the solicitation will be sent to all vendors, but vendors have the option to select

how they are notified:

Vendors have the option to determine how they would like to be notified. This can have an impact if they

have or have not selected commodity codes.

https://opengov.my.site.com/support/s/article/fb581c18-5508-40d7-b714-c753af6514a1 11/20

Vendor Selection of Category Codes
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Subscribe to 1000s of Government Bid Opportunities!

Getting Started with OpenGov Procurement Subscriptions is super easy! Just follow these easy steps:

1. Visit https://procurement.opengov.com/signup (https://procurement.opengov.com/signup)

2. Complete the account activation process.

3. Navigate to the "Network" Tab.

https://opengov.my.site.com/support/s/article/c7a5affa-e073-4d5a-8d87-b6eadcf343a9 12/20

OpenGov 
Subscriptions 

This article provides a step-by-step guide on how to get started with OpenGov Procurement 
Subscriptions. It begins by encouraging users to subscribe to thousands of government bid opportunities. 
The article then outlines the process of account activation, navigating to the 'Network' tab, browsing or 
searching for open bids based on category code, and subscribing to a bid or agency of interest. The article 
concludes by advising users to select the notification mode that best suits their needs.

https://procurement.opengov.com/signup
https://procurement.opengov.com/signup


4. Browse Open Bids of interest to you or Search* based off Category Code.

5. Once you find a bid that interests you or an agency that you are trying to do business with, click on the

project, then "[Agency Name] Portal" link:

Getting Started

https://opengov.my.site.com/support/s/article/c7a5affa-e073-4d5a-8d87-b6eadcf343a9 13/20



6. Click the big green "Subscribe" button.

7. Select the notification mode that best fits your needs (All bids notifications OR By Category Code)**

Getting Started

https://opengov.my.site.com/support/s/article/c7a5affa-e073-4d5a-8d87-b6eadcf343a9 14/20



important notes (* & **)

*Local Government agencies and School Districts can use only one set of Category Codes (NIGP, NAICS and

UNSPSC). When searching for projects that relate to your business, we recommend you add the category

codes for each of the 3 options to cover all OpenGov Procurement customers.

Getting Started

https://opengov.my.site.com/support/s/article/c7a5affa-e073-4d5a-8d87-b6eadcf343a9 15/20



**You MUST set up Category Codes under your Company Profile in order for the option to be Notified

When New Opportunity Matches Company Category Codes.

Version 1
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This article provides a guide on how to subscribe to organizations' procurement portals to find active
RFPs and bids. It explains the steps to navigate to the portals of interest, subscribe to receive
notifications on new projects, and access these portals from the vendor dashboard. Additionally, it offers
a pro tip on adding category codes to receive notifications relevant to the business.

How to find agency project lists ("Portals") and how to save those portal links to your vendor dashboard for

quick access in the future. If you just signed up, your vendor dashboard might be empty. That's okay!

Everyone starts out that way. This article will help you fill it up and get connected with the agencies you

want to do business with.

How To Subscribe To OpenGov Procurement Portals from the

Governments' Website

Step 1: Navigate to an Organizations Portal that you're interested in

You can find agency portals by going to the websites of the Procurement/Purchasing teams you want to

work with. They will typically post a link on their website to their OpenGov Procurement portal or they may

have a live portal embedded directly into their website. Some keywords for this page on agency websites

include Purchasing, Procurement, Contracting, Doing Business With Us, Vendor Signup, Bidding

Opportunities, or RFPs & Bids.

https://opengov.my.site.com/support/s/article/f7fe1d1e-d79c-449a-ad8b-1d736d40b9cd 17/20

OpenGov 
How to Subscribe to Organizations & 

Find Active RFPs & RFBs 



Step 2: Click "Subscribe"

You can signup to get notifications on new bids and RFPs by clicking the green "Subscribe" button agency

portals. This will send you notification emails from that agency when there are new projects.

Step 3: Navigate to Portals from your Vendor Dashboard

After you've subscribed to the agencies of interest, they'll show up on your dashboard.

PRO TIP: If you would like to be notified of opportunities that are only relevant to your business,
please make sure you have added category codes to your Company Profile.

How To Subscribe To Organizations And Find Active RFPs & Bids

https://opengov.my.site.com/support/s/article/f7fe1d1e-d79c-449a-ad8b-1d736d40b9cd 18/20



You will also want to make sure your subscription settings are set to Notify Me When New Opportunity

Matches Company Category Codes.

NOTE: If an agency chooses to release their project(s) without category codes assigned, they
are choosing to notify their entire vendor list with the exception of vendors that have selected
to Never be notified.

How to Find Active RFPs/Bids (The Network Tab)

To view the open bids of all OpenGov Procurement customers at a moment in time, click on the "Network"

tab. Once you click on the Project of interest, it will navigate you to the Project Detail page, which can then

take you to the Agency's bid portal:

https://opengov.my.site.com/support/s/article/f7fe1d1e-d79c-449a-ad8b-1d736d40b9cd 19/20

How To Subscribe To Organizations And Find Active RFPs & Bids



Version 1

How To Subscribe To Organizations And Find Active RFPs & Bids
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