
Submitting a Request by Vendor’s Name 

If a vendor’s name is known, then type the name (or partial 

name) or DBA in the Vendor Name/DBA Name box. Click 

Search It. 

 Type the vendor name (or partial name) exactly as it  

appears in the JaxPro system. 

 Search results lists vendor’s ID, contact info, and JSEB 

renewal date. 

 Click on the Vendor ID to obtain more detailed company 

information including, minority type, JSEB certification  

approval date, and commodity codes approved under the 

JSEB program. 

 Search results can also be exported to an Excel file to  

prepare mail merge. 

When the research results appear, click the  

identification number under the Vendor ID column (see  

image below). 

Result: The vendor information appears (see image to right). 

The JSEB Directory allows Buyers, User Agencies, and other Vendors to readily access Jacksonville Small and Emerging  
Business’ (JSEB) information. This information includes company name, contact information, NIGP classifications, and  
commodity codes.  

Note: The information found in this directory is only as accurate as the data found in JaxPro — a vendor-maintained dataset. 

You may access the directory by clicking the “JSEB Directory” link found in the left column of every EBO office webpage at: 

http://coj.net/Departments/Central+Operations/Equal+Business+Opportunity+Contract+Compliance/default.htm  

http://coj.net/Departments/Central+Operations/Equal+Business+Opportunity+Contract+Compliance/default.htm�


Submitting a Request when the NIGP Class is Known 

The NIGP Commodity Services Code was developed by the National Institute of Governmental Purchasing to bring efficiency to 

automated purchasing. One method of searching for several vendors at a time who offer a particular service or product can be 

performed by using the NIGP Class List dropdown menu. 

Follow these steps to a NIGP Class request: 

1. Scroll down the NIGP Class dropdown list and select 

the appropriate commodity code (see image below). 

2. Click Search It. 

Result: The vendors appear under the particular NIGP 

Class and Keyword. 

3. Click on the Vendor ID number to select a vendor (see 

image below). 



Submitting a Request Using a Keyword When an NIGP is Unknown 

Another method of searching for several vendors at a time who offer the same commodity can be performed by typing a key-

word in the Keyword box. 

Note: Remember that this search method often results in pulling numerous vendors under several NIGP Class lists. 

Example: A search for keyword “drywall” yields the following search results: drywall installers, drywall suppliers, drywall 

screws suppliers, etc. 

Follow these steps to submit a Keyword request: 

1. Type a keyword in the Keyword box. 

2. Click Search It to submit your request. 

Result: A page appears with the vendors found under the specific keyword. 

3. Click on the Vendor ID number to select a vendor. 

Narrowing the Search Using JSEB Minority Type 

Searches can also be narrowed to only select Jacksonville 

Small and Emerging Business (JSEB) owners who are  

certified as Minority Business Enterprises. 

Follow these steps to submit a JSEB Type request: 

1. Scroll down the JSEB Types menu and select the  

appropriate Minority Type (see image to the right). 

2. Click Search It. 

Result: A page appears with a list of all vendors for the 

particular search. 

3. Click on the Vendor ID number to select a vendor. 

Result: The vendor contact information appears  

(see image below). 



Follow these steps to submit a request for HUD Section 3 certified vendors (using a vendor name): 

1. You may type a vendor’s name or part of a vendor’s name into the Vendor Name/DBA box (see image directly below). 

2. Do not select an option in any of the following dropdown lists: 

•  NIGP Class 

•  NIGP Keyword 

•  Jacksonville Small Emerging 

    Business Types. 

Note: If you are unsure of the type of  

certification the vendor holds, select All. 

3. You may narrow a search by selecting an 

option in the HUD Section 3 Types  

dropdown list. 

4. Click Search It. 

Result: A page appears with a list of all 

vendors that meet the search criteria.  

Note: If no results appear, then expand 

your selection to All in the HUD  

Section 3 Types dropdown list or limit 

the vendor name to a partial name. 

5. Click on the Vendor ID number to select 

a vendor. 

Result: A new page appears with vendor information related to their certification (see image below). 

Submitting a Request for HUD Section 3 

This directory may also be used to locate Certified Section 3 vendors with the City of Jacksonville. The three different areas of 

certification are: 

 Resident Owner — a business which is at least 51% owned by HUD Section 3 Resident(s). 

 Resident Employer — a business which has at least 30% of its permanent, full-time employees that are currently  

HUD Section 3 Residents or were HUD Section 3 Resident(s) within the past three years. 

 Resident Prime — a prime contractor who is committed to subcontract 25% of the dollars award to qualified  

HUD Section 3 Business Concerns.   

Follow these steps to submit a request for HUD Section 3 certified vendors (when vendor name is unknown or not required): 

1. Select one of the options in the HUD Section 3 Types 

dropdown list. 

Example: If you are unsure of the type of certification the 

vendor holds, select All. 

2. Do not select an option in any of the following fields: 

•  NIGP Class 

•  NIGP Keyword, or 

•  Jacksonville Small Emerging Business Types. 

3. Click Search It. 

Result: A page appears with a list of all vendors for the 

search criteria. 

4. Click the Vendor ID number to select a vendor. 

Result: A new page appears with vendor contact  

information related to their certification. (see image to 

right). 

5. You may export search results to an Excel file to  

prepare a mail merge by clicking Export Results to Excel at the bottom of the page (see image at top). 
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