Supplier Registration Guide

Supplier Registration:

o Click “Register”, note all fields marked with an asterisk (*) are required.
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Login/Register Supplier Portal

The Supplier Portal facilitates the exchange of information
between a buying organization and its suppliers. Benefits of
the application include:

Reqgister

Events s Self-zervice supplier registration and account

Browse Open Events rmalntenance

Search Events « Support for multiple commeodity codes per supplier and
contact

Improved communication via messages, including
suppaort of electronic attachments

Document upload capability
Enables data to be accessible in one location
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e Read and accept terms and conditions, Click Continue
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3 Supplier Registration - Terms And Conditions - Microsoft Internet Explorer
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Ernand for which indemnity Ts claimed.

ou expressly understand and agree that:

) Your use of the bidding portal is at your sole risk. The portafis provided on as "as is" and "as available” basis. The
ounty expressly disclaims all warranties of any kind.

Pt

(1 The County makes no warranty that the portal will meet yofir requirements; or the portal will be uninterrupted, timely,
of errar-free.

(#) Any material downloaded or otherwise obtained through the use of the portal is done at your own discretion and risk
apd you shall be solely responsible for any damage to your domputer system or loss of data that results from the
dpwnload of any such material.

(#) Mo advice or information, whether oral or written, obtainefl by you from the bidding portal shall create any warranty
npt expressly stated in the TOL.

ou expressly understand and agree that the County, inclbding its officers, employees and agents involved, directly or
indirectly, in the delivery and operation of the bidding portgl, shall not be liable for any direct, indirect, incidental, special,
cpnsequential or exemplary damages, including but not linited to, damages for loss of profits, goodwill, use, data or
ofher intangible losses {even if the County has been adviged of the possibility of such damages), resulting from: the use
of the inability to use the portal; unauthorized access tofor alterations of your transmissions or data; statements or
cpnduct of any third party on the portal; or any other majter relating to the portal.

By visiting this site, you agree that the laws of the Stafe of North Carolina, without regard to principles of conflict of laws,
W govern these Terms of Use and any dispute of any[sort that might arise between you and the County.

[T Accept Terms and Conditions
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Supplier Registration Guide

e Create your login name; Note: Your login is case sensitive

e Create your password; Note: Your password is case sensitive

e Enter your information; Note: Required fields are noted with an asterisk (*), then
Continue
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LAWS@N suppiier Bortal
Supplier Registration - Contact Informati
Steps
Enter the login, password and primary contact information folyour husiness. As the Primary Contact you are the Administrator for this account.
Become A Supplier - Create An Account
* Login Name
* Passwaord
* Confirm Password
Enter Information About Yourself
Title
* Given Marne { First )
* Family Name ( Last)
* Phone Mumber Eut (interntional prefix, phone number, extension)
Fax Mumnber Eut (internat\nal prefix, fax number, extension)
* Email Address | Receive Email Notificalan
| Don't have an email address? Create one here: Create Email Address
*= Reguired
Cancel || Back || Continue _
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e Enter information about your company: Required fields are noted with an asterisk
(*). When complete, click Continue
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Company Information

* Campany Name Doing Businegs As

Dun And Bradstreet Business|Type -
* Tax Id Type [ =

Wehsite
Address Information

Remit to name and address
Remit To First Ngme

Remit To Last N

Mailing address ™ Check If Remit To Address Is The Same As Mailing Address

* Address Line 1 Address Ling 1

Address Line 2 Address Ling 2

Address Line 3 Address Ling3

Address Line 4 Address Line|4

* City Cil
* State Province = State Proving =
* Postal Code Postal Cod
County Count;
| * Country = Countr =

* = Required
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Supplier Registration Guide

e Answer all questions, and click Continue

|3 supplier Registration - Questions - Microsoft Internet Explorer
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Attach Document Browse

* Diversity/Minarity certification:

If you are not claiming a certified minority status, open the list below and chooge "MONE",

Otherwise, if you do claim a "CERTIFIED" minority status, then choose the apgropriate code fram the list.

Answer B

Attach Document Browse

*Which government entity are you minority certified with? Choose from the list|provided. {If you answered NONE to question #2, then answer NONE here also.}

Answer =]
Attach Document Browse..
If you answered 'OTHER' to gquestion #3, then type in the name of the agency that holde your certification. (Other governmental agency certifications are reviewed
on a case-by-case basis.)
Answer =
=l

Attach Document Browse
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Select the Commodity Code(s) that represent the types of goods and services your
company can provide. You will receive notifications of bids based on the
commodity codes chosen here. First Click Add
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Supplier Registration - Commodity
Steps

Select commodity codes to re;

e future bid notifications related to goods & services you provide. Click Next Page for more codes or Search to find codes by description. Not selecting a
commoadity code can pre;

you from bidding electronically.

Selected modity Codes
Add
= Y
No data available
I EiistPage | Previous Page | MextPage | LastPage
Cancel || Back || Continue
]
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Supplier Registration Guide

e To select a code place a check in the box in front of the Commaodity Code, then
click the Attach to Contact button. You can search for specific Commodity
Codes.

|| 3 supplier Registration - Commodity Codes - Microsoft Internet Explorer -2 x|
Fle Edt Wiew Favorites Tools Help ‘ o
Qe - ) - %] & @ ‘ ye siévch 5 Favertes 42) ‘ = ol \
| Address [& https:ﬂflmpmdweh.hun[nmha(uunty‘ln;fpm(urementhuur[\ngSuppharf|m7sltm=truE&Supp\\erGrDUD=ECw=(nmmudltyCndas&sarvlte=Furm&7ﬂF=true&}‘tx.5\(m=trL o ingsu ¥ | £ G0 |unks =
| LAWS@N r
Supplier Registration - Commodity Codes
Steps
Select comi i . ting a
o Available Cgmmodity Codes
Advanced Search
CommodityfSearch
Add Search | Reset | Save Search
Attach To Contact | | Cancel
=
r HO 005 ABRASIVES
r HO 0 ACOQUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES
r EHO 015 ADDRESEING, COPYING, MIMEOGRARH, AND SPIRIT DUPLICATING MAC
r HO ;9 AGRICULTURAL CROPS AND GRAINS INCLUDING FRUITS, MELONS, NUT
r HO 020 AGRICULTURAL ECQUIPMENT, IMPLEMENTS, AND ACCESS0RIES (SEE CL
r HO 022 AGRICULTURAL EQUIPMENT AND IMPLEMENT PARTS
r HO 025 AR COMPRESS0ORS AMD ACCESSORIES
| m] HO 031 AR CONDITIOMING, HEATING, AND VENTILATING EQUIPMENT, PARTS
r 3]s} 035 AIRCRAFT AND AIRPORT EQUIPMENT, PARTS, AND SUPPLIES
I r ]} 037 AMUSEMENT, DECORATIONS, ENTERTAINMENT, GIFTS, TOYS, ETC.
Eirst Page | Previous Page | MNextPage | LastPage Page size: [10 ¥
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e When using the search function, place an asterisk (*) before and after any partial
word to see all results. Example: If you are looking for lawnmower services, type
in *mow™* to see all commodities that have “mow” within their description.

e Click Continue when Commaodity Codes have been added.



Supplier Registration Guide

e 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.

/i Supplier Registration - Proxy Notifications - Microsoft Internet Explorer
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Supplier Registration - Proxy Notifications
Steps
Optional: Enter data for a backup contact within your company. This contact will be notified of propesal updates but does net have a login and password of their ewn and cannot take
independent action on those bids.
tifitations
~ Y
No data available
I First Page | Previous Page | MNextPage | LastPage
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e You should see the below screen when your registration is complete. Click
Done to go back to the home page.
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LAWS@N Supplier Portal )

Supplier Registration - Terms And Conditions © Supplier Updated

Steps
Registration Status
Registration status: Complete

Congratuiations! Your account has been created (or updated) and you can now receive email notifications for proposals relsted to the commodity codes you have registered for and respond to them on-fing

using this account. Click on Done to go Home.
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