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Purpose

Use this procedure to set up your user ID and password and create your account on CDOT's Vendor 
Portal.

Before You Get Started

 You need to have requested an account on CDOT's Vendor Portal.
 You need to have received two emails from CDOT: one with your temporary user name 

and one with your temporary password. Please have both emails available when you 
create this account.

Helpful Hints

 This document provides step-by-step instructions with screenshots. If you have trouble 
finding the location of a button or a field included in a step, look for the step's number next to 
one of the preceeding screenshots. That number will point to the button's or field's location on 
the screen.

 To ensure that you are using the most updated document, open it directly from CDOT's 
website in the Business Center.

 CDOT’s Vendor Self-Service Portal is compatible with any version of Internet Explorer, 
Google Chrome or Mozilla Firefox. If you experience compatibility issues using newer 
versions of Internet Explorer, enable the compatibility/enterprise mode to be fully compatible 
with this portal.
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Procedure

1. To create your account you must recieve two different emails from CDOT.  The first email it is titled 
CDOT vendor registration - user name.  The second email is titled CDOT - vendor password.  The 
emails are displayed side-by-side in the screen below.

Recieved Emails (side-by-side)

2. Copy the URL that is included in the email titled CDOT vendor registration - user name (Email One) 
and paste it into your web browser.

3. Press Enter. The Self-Registration screen displays.
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Self-Registration - Google Chrome

4. Enter (or copy and paste) the user ID from the CDOT vendor registration - user name (Email 
One) email.

5. Enter (or copy and paste) the password from the CDOT - vendor password (Email Two) email.

6. Click the Send link. The Self-Registration screen displays.
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Self-Registration

7. Some of the required fields on the Self-Registration screen are already populated with the 
information you provided in your initial request for a CDOT Vendor Portal account. Complete the 
following fields: *User Name, *Password, and *Confirm Password.

Write down your newly created User Name and Password.  Do not spend too much time on 
the password, you will have to change it the next time you logon to the system.

The Date Format, Decimal Format and Time Zone fields are defaulted to European 
standards. Use the drop-down menus to change the formats, if you like.

8. Select the Yes, I have read the data privacy statement and accept the terms checkbox to 
activate the Create button.

9. Click the Create button . The CDOT Supplier Portal Log On screen displays.

10. Enter the User* and Password* fields with your newly created user name and password.
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SAP NetWeaver Portal - Windows Internet Explorer provided by Colorado DOT for v8

11. Click the Log On button . The Change Password screen displays

CDOT Supplier Portal: Change Password
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12. Complete all required fields: Old Password*, New Password*, and Confirm Password*.

SAP NetWeaver Portal - Windows Internet Explorer provided by Colorado DOT for v8

13. Click the Change button . The Supplier Self-Services screen displays.
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Supplier Self Service - SAP NetWeaver Portal - Windows Internet Explorer provided by Colorado 
DOT for v8

14. You have logged into CDOT's Vendor Portal.

You can now use the Vendor Portal to:

 View any messages that may be waiting for you in the Messages section on the 
Supplier Self Service tab

 View and submit Pre-Qualifications and/or Solicitations from the RFx and Auctions 
tab

The Administrator for your company's account can create additional users and update 
company data.
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Result

You have created your company's user name and password for CDOT's Vendor Portal.  
 


