
Electronic Bidder Registration Instructions

Click on Bidder Registration to start the online registration process



Step 1 – Enter Company Name, Phone 
Number, DUNS and select Next



Step 2 - Provide your company and user information. All fields with a red asterisk * 
are required fields. Click Save and Next when done.



After the company and user information has been entered and save and next has 
been selected a pop up will appear that an email has been sent to you to verify your 
email address. Once you click OK the system will log you out. 



Step 3 Email Address Verification - To continue the registration process click on the 
link in the email message to verify your address. This will open the registration 
window with the information you have already entered for your company and use 
profile.



Verify the company and user information is correct and select Save and Next.



Step 4 – Edit General Corporate Address. If you would like to add additional phone 
numbers, company fax number, contact name or email address select the Pencil 
icon to edit.



After selecting the Pencil icon the screen below will open to allow you to edit and 
add information to the General/Corporate Address. When done select Save.



Step 5 – To add addresses for Payments, Purchase Orders if different than the 
Corporate address select Add Address.



After entering the address, phone number, contact information and selecting the 
Address Type select Save.



After all additional addresses have been entered select Next.



Step 6 Verify W-9 information, complete certification and electronic signature and 
select Save and Next.



Step 7 Provide requested information on Other Info tab and select Save and Next.
All fields with a red asterisk * are required fields.



Step 8 – Select the commodity codes that apply to the products or services offered 
by your company. These selections will be used to notify you of bidding 
opportunities. Commodity Codes can be selected by entering a key word in the 
Search field and clicking on Search or by clicking on the + symbol by each category 
to view all commodities listed under the category.



After clicking on the + symbol by a category you can view all commodities listed 
under the category. To select a commodity put a check in the box beside the 
commodity and then select Save and Next. You can select an unlimited number of 
commodities.



Step 9 – Select each special classification that applies to your company. Once a 
classification is selected you will have the option to upload a supporting document 
as shown on the next page. 



If selecting Local Business classification a copy of your current City of Pompano Beach 
Business Tax Receipt (BTR) must be attached. If selecting a certified classification a copy of 
your current certification must be attached. To attach a scan of a BTR or certification click on 
select to locate the file on your computer and upload the file. Select Save and Next when done 
selecting all classifications and uploading all certifications for your business. 



Step 10 – Accept Terms and Conditions. After reviewing the terms and conditions 
put a check in the box to indicate you accept the terms and conditions and select 
Save and Next. 



Step 11 – Review registration information. To make corrections, click Edit in the 
appropriate section or the appropriate tab. To complete registration, select Register 
Now.



Your registration is now submitted. You will receive an email confirming the submittal of 
your registration. You will receive a second email once your account has been activated. 
You can then log into the eBid System to view and respond to solicitations. Thank you for 
completing your registration.


