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Vendor Registration Process 

 
a) Introduction  

 
The initial screen of the registration process presents a summary of the process and a list of 
the information the vendor needs to complete the forms. 
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b) Step One ï Identification  

 
The vendor provides general identification, including a Legal Name  (as it is shown on 
federal tax forms) and a tax ID. 
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c) Step Two ï Company Contact 

 
The vendor provides the primary contact information. The User Name provided is used to 
maintain the vendorôs profile and to access Online Bidding. 
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d) Step Three ï Communication Profile 
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e) Step Four ï Mailing Address 

 

Step four is made up of 2 possible scenarios. 
Scenario 1 ï If only a company name was provided in Step 1, the user is prompted to supply 

an address for the company. 
 
 

 
 
 
All addresses can be marked as ñOrder fromò (requests for goods and services are mailed to 
that address) and/or ñRemit toò (payments are mailed to that address). 
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Scenario 2a ï If the legal name and the business name provided in Step 1 are different, the 
user is first prompted to provide an address for the legal name and then an address for the 
business name (separate forms). 
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Scenario 2b ï When the form for the business address is displayed, it is initialized 

with the information from the ñlegal nameò address.  It can be updated if needed. 
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f) Step Five  - Alternate Address 

 
Then vendor can also provide an alternate address by clicking the link on the top of the screen 

on step 5. 
 

 
 
 
This will make the form for the alternate address appear: 

 

 
 

Alternate addresses must be marked as ñOrder fromò and/or ñRemit to.ò 
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g) Step Six ï Company Emergency Contact 

 
The vendor is encouraged to provide emergency contact information so they can be used as a 
ñsource of supplyò in the event of an emergency, a disaster, or a significant business 

disruption. 
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h)  Step Seven ï Company as a Procurement Source 
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