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Supplier Registration: 
From the portal: 
 
• Click “Register”, Note all fields flagged with an asterisk (*) are required. 
 

 
 
• Read and accept terms and conditions, click Continue 
 

 
 
 
• Create your login name; Note your login is case sensitive 
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• Create your password, Note your password is case sensitive 
• Enter information about your self; required fields are: First Name, Last Name, Phone 

Number, and e-Mail Address, then Continue 
 

 
 
• Enter information about your company: Required fields are: Company Name, Tax Id 
Type, Tax Id number, Address line 1, City, State, Postal Code, Country, when complete  
click Continue 
 

 
 
 
• Answer all Required questions, and then click Continue 
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  * Denotes Required Questions 
 

 
 
• Select the Commodity Code(s) that you would like to receive future bid notifications.  

A commodity code represents the type of goods and or services your company can 
provide.  To select the code place a check in the box in front of the commodity code 
and then click the Select button, located in the middle of the screen.  Your selections 
will move to the top part of the screen.  When complete click Continue 

 

 

When using the search function place an asterisk (*) before and after 
any partial word to see all results.  Example: You are looking for 
lawnmower services type in *mow* to see all commodities that have 
“mow” within the description.
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• Optional information: Proxy Notifications.  A proxy is someone you want to receive the 
e-mail notifications about bids within the commodity codes you selected.  This 
individual does not have a login or password to the system.  Click Add to enter proxy 
information.  When finished click Continue 

 

 
 
• Click “Done” from the Registration Status screen and you will be logged in to the 

system. 
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First Time Logon 
• The first time you log into the system you will be prompted to answer a security 

question.  This will enable password reset for your account. 
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Update Account Information 
 
• To add additional contacts click on Update Account Information 
 

 
 
• Click the Continue until the “Add New Contact” is light; then click Add. 
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• Enter information about the individual: Required fields are: Login Name, Password, 
Confirm Password, First Name, Last Name, Phone Number, and e-Mail Address, then 
click Continue. 
 

 
 
• Select the Commodity Code(s) that you would like to receive future bid notifications.  
A commodity code represents the type of goods and or services your company can 
provide.  To select the code place a check in the box in front of the commodity code and 
then click the Select button, located in the middle of the screen.  Your selections will 
move to the top part of the screen.  When complete click Continue 
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• Optional information: Proxy Notifications.  A proxy is someone you want to receive the 
e-mail notifications about bids within the commodity codes you selected.  This 
individual does not have a login or password to the system.  Click Add to enter proxy 
information or Click Continue to complete. 

 

 
 
• Click the Done button to end Contact Registration 
 

 
 


