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Registering for Categories - Procedure 

 
 

 Proceed to the City of Brandon website: https://purchasing.brandon.ca.  
 

 Locate the box labeled “Contact Information” on the right hand side of the home page. Click “Subscribe for Bid Notice”. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://purchasing.brandon.ca/


Page 2 of 12 
 

 Clicking “Subscribe for Bid Notice” will direct to the screen below. Enter the mandatory information (email address) 

and scroll down to the categories. 
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 Select categories of interest: 
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 Once categories of interest are selected, scroll to the bottom of the screen to choose preferred “Email Format” and 

click “Subscribe”. 

 

 

 

 

 

 

 Refer to the instructions below in order to confirm subscription. (Note: check junk mail for the email link). 

 

 

 

 

 Locate the email and click the “Yes, subscribe me to this list” link. 
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 Check the “I’m not a robot” box and click subscribe. 

  

 The below window will pop up confirming subscription: 
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Update your Preferences - Procedure 
 

 Clicking “Subscribe for Bid Notice” will direct to the screen below. Fill in the previously entered mandatory information 

(email address). 
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 Scroll to the bottom of the screen to choose preferred “Email Format” and click “Subscribe”.  

 

 

 

 

 

 

 The message below will appear. Click the “Click here to update your profile” link. 

 

 

 

 Clicking the “Click here to update your profile” link will generate an email. Locate the email and click the “Update your 

preferences” link. 
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 Update the profile and click “Update Profile” or “Unsubscribe”. A window will pop up indicating “Profile Updated”.  
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Update your Preferences (Email Notification) - Procedure 
 

 Locate the Bid notice email and click the “click here” link. 
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 The below window will appear, click “Email Me A Link”. 

 

 

 

 

 

 

 

 

 

 Clicking “Email Me A Link” will generate an email. The below “Email Sent” confirmation will appear. 
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 Locate the email and click the “Update your preferences” link. 
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 Update the profile and click “Update Profile” or “Unsubscribe”. A window will pop up indicating “Profile Updated”.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 For more information, contact Procurement Services at purchasing@brandon.ca or (204) 729-2251. 

  

 

 


