
Electronic Bidder Registration Instructions

Click on Bidder Registration to start the online registration process



Step 1 – Click on Accept Terms & Conditions



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



Step 3 – Enter company primary, remittance and correspondence addresses and 
contact information. If the remittance and correspondence information is the same 
as the Primary Address click on Same as Primary Address to copy the information to 
those sections. Click Next at the bottom of the screen when done entering this 
information.



Step 4 – Select any special classifications that apply to your company. Click Next 
when all applicable special classifications have been selected.



Step 5 – Click on Add or Remove Selections to 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. Once you click on Add or Remove Selections a separate window will 
open with the commodity codes to choose from



Step 5 Continued – 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.



Step 5 Continued – Click on Select for all commodity codes that apply to your 
company. Once you select the commodity it will move to the Selected 
Commodities column on the right side of the screen. When you are done 
selecting all commodities click on Save Selections and the Commodity Selection 
window will close.



Step 5 Continued – Review the commodity codes selected. If you need to add 
additional commodities select Add or Remove Selections and repeat the 
commodity code selection process. If you are satisfied with your selections 
click on Next.



Step 6 – Enter the required User Information for the individual with your 
company that is creating a user account. Multiple users with a company can 
create their own account. Click Next when done entering user information.



Step 7 Confirm Account Information

• A screen with the registration information 
you have provided will display for you to 
review, make changes and then submit.

• Once you have created your account you 
will receive email bid notices for the 
commodity codes selected.

• You can log in to your account to submit 
bids, view bid opportunities and update 
your account information.


