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City of Phoenix
Supplier Self-Registration

Welcome to City of Phoenix VendorSupplisr Self Registration website. This website serves as the initial point of entry for future vendors to do business with the City.

HNote: Before procesding with the self-registration process, please make sure that you will have the following information available: Ta=payer Identifization Mumber, Contact
Information, and Business Information.

Important: Any businass that intends to do business with City of Phoenix is required to provide a signed and dated \W-8 Form. Until we will recaive a VW8 Form you will not be able
to continue your registration process as a vendor with the City of Phoenix. Please make sure to attach a signed and dated W-3 Form during the registration process.

For assistance, please contact City of Phoenie's Procurement Prequalification Vendor Support Team vis email st vendor supporti@phoeni=ooy or by phone at G02-262-1318.
Eefum o procureFHX home page
* Fields marked with an asterizk are mandatory.

General Company Information uep)

* Company Name: | | Dioing Business As (DEA): |

The FEIN or 55N number fields are required. Please enter either the FEIN or 55N number in the fields below, but not both.
* Federal Employer Id Mumber (FEIME | |l |

oOR Communication
* Social Security Number (SSM): | ||:| [ | * Fhone Mumber: | I
] Fazc Number: | I

* Re-anter Social Security Number: | Il 1l |
Enter Phone Number and Fax Number in X30(-3000-H000C format

Please select your city of Tax Jurisdiction. For help with the selection Click Here. * E-Mail Address: | |
= Tax Jurisdiction Code: | 7| * Re-enter Email Address: | |
The email address provided abowve will be used to send all purchase arders.

Address
# Street Address: | |
* City: |
# Postal Code: | |
*Stetes [AZ [
* Courtry: ILFS—ﬂl

Let’s get started on your registration.
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General Company Information

General Company Informationueip)

E * Company Mame: |

| Doing Business As (DBA): |

The FEIN or 55N number fields are required. Please enter either the FEIN or 55N number in the fields below, but not both.

* Federsl Employer Id Number (FEINR: [ ||
OR

* Socisl Security Number (SSM: [ | [ | m

* Re-enter Social Securty Number: [ | ||

Please select your city of Tax Jurisdiction. For help with the selection Click Here.

* Tax Jurisdiction Code: | [ul]

Communication
* Phone Mumbsr. | [

Faxe Mumber: | Il |

Enter Phone Number and Fax Number in 200(-X006-X00CK format

* E-Mail Address: | |
* Re-enter Email Address: | |
The email address provided sbove will be used to send all purchase orders.

Address
E* Street Address: |

* City: |

* Postal Code: |
* State: [AZ [wl]
* Country: [US ()

Attachments (PDF only) (rein)

Doc Type | File Name

[ 1 If your Remit fo Address is different from the address entered sbove pleass select this box.

Field

Description

A. Company Name

This would be your owning entity Name. If this is a sole proprietorship then
use your name.

B. Doing Business as (DBA)

This would be the name your business operates under if not the same as the
Company name.

C. Federal Employer ID Number

This is the federal number assigned to your business. If you do not have one
you must provide a social security number.

D. Social Security Number

This is only needed if you do not have a FEIN number.

(SSN)
E. Tax Jurisdiction The business tax jurisdiction. Click link for more information.
F. Address This is where your company is physically located.

e Street Address: is the physical street address of your company

e City: in which your Company is physically located in

e Your Postal Code: Please provide your plus 4 zip for U.S.
addresses. Not sure what it is visit usps.com to get this information.
WWW.USPS.com

e State: in your Company is in

e Country

G. Communication

Phone Number: Main business phone number
Fax Number: to be used for procurement efforts.

H. E-Mail Address

This is the main email address.
Caution if you have several employees who work on bids you may want to
have a generic email versus an actual person.

|. Attachments

Click on Add Attachment to attach your completed W9. If you do not have a
completed W9 your registration will not be processed.

J. Remit Address

If want payment to be sent to a different address than listed in section F then
mark this box.
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Remit to Address (optional)

Remit to Address

Important Notes:
1. If a Remit to Address is entered, all check payments will be mailed to this address.
2. Enter Street Address or PO BOX in Address Line (Example: "1200 N MAIN ST" or "PO BOX 100")

* Sfreet Address: | * State:
*City: | * Country:

* Postal Code: I:l

These fields will need to be populated with address if you would like payments sent to a different address than
listed in General Company Information.

Contact Person Information

Contact Person Information

Note: The email address provided below will be used to send you an email with a link to the General Questionnaire f plete and submit. The questionnaire is a required part of your successful registration in the
€Procurement system E

A |
* First Name: \ | * Phone Number: | H |
@ * Last Name: | | Femirhes | I |
Form of Address ] Enter Phone Number and Fax Number in XXX-XXX-XXXX format
@ * E-Mail Address: | |
e-enter Email Address: | |

A confirmation will be sent to the email address listed here.

Field Description

A. First Name This should be the first name of the person who is responsible for the company.

B. Last Name This should be the last name of the person who is responsible for the company.

C. Form of Addr. Mr. or Ms.

D. E-Mail Address This should be the email address of the person who is responsible for the
company

E. Copy Comp. Info By clicking this button, the phone and email in General Company Info will be
populated

F. Phone number Phone number of the person who is responsible for the company.

G. Fax Number Fax Number

Special Business Certifications/Registrations

Special Business Certifications/Registrations

Please select if you are interested in Special Business Certifications or Registrations ( click here for program descriptions ).

[] YES
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This check box is optional.

Mark this box if your business is interested in hearing from the city about business certifications and/or
registrations.

By marking this box, the city will be sending you a questionnaire via email to be completed.

Product Category

Product Categories Provided

Search for: | 7| [ Search | [ Reset B
[ Show Selected liems | [ Show All | B
5| Product Category Description Product Category Select )

» COPYING SUPPLIES 015000000 [}
» AGRICULTURAL CROPS 019000000 0

1]

|:| » AGRICULTURAL ACCESS 020000000 0
I:I » AGRICULTURAL PARTS 022000000 [
|:| » AIR COMPRESSORS/ACC 025000000 O
|:| » HVAC PARTS AND ACC 031000000 0
=

Product Categories Provided

Search for: [seeds 7| [ Search |[ Reset |
[ Show Selected Items | [ Show All |
5| Product Category Description Product Category seed D
« SEED,S0OD,SOIL INOCUL 790000000 I
] = Desert Plant Seeds 790050000 'V
| . Field Seeds Cotton 790100000 | 0
|+ Field SeeasGrains 790150000 | mk
. CGrass Seeds 700200000 | 0
] = MNut Seeds 790330000 | [+
] * Rice Seeds 790370000 | E [+]
| . Secdsspice 790440000 | [
| . Tree seeds 790730000 | 7]
. Vegetable Seeds 790800000 | ™
Field Description
A. Search You may search for your category
B. Select You may scroll down to find your category. Check the box on the categories
you would like to bid on.

C. Marks A Triangle indicates a main category. A dot is a sub category.

D. Select Mark the box for the category you would like to bid on.

E. Select You will notice you can select sub categories versus the whole category.
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Data Privacy Statement

This Supplier Self-Reqgistration site will follow the same standards that have been established as the overalf City's Privacy Policy

[] #Jves, | have read the data privacy statement and accept the terms.:

You may read the city’s privacy policy by clicking on the link.

Once you have read the policy, please mark the box if you accept the terms. If you do not agree, your

registration can not be processed.

csmmnnn

225000000

i ﬁer Sej_f-Regjstra -ﬁﬂﬂ } COOLERS, DRINKING WATER(WATER FOUNTAINS)
232000000

¥ CRAFTS.GENERAL

I UL, LT T, WM U, T 1T, FEUAUTEL 1183 | ST 1D

Sup,

Data Privacy Statement

This Supplier Self-Registration site will follow the same stendards that have been established as the overall City's Privacy Policy
[¥] **es, | have read the data privacy statement and accept the terms.:

_ procurePHX
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City of Phoenix
Supplier Self-Registration

15 Submit

Qg

Look at the upper left-hand corner or bottom of the registration for the Submit button. Click on it to

complete part one of your registration process.
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What is next...
You will receive an email to confirm your information was successfully submitted.
No action is required from you.

Confirmation email example:

Dear Supplier,

You have recently registered with the City of Phoenix as a potential supplier in
the procurePHX system. City of Phoenix will review the information provided
during the registration process. If qualified, your profile will be activated within
next 48 hours (excluding weekends and holidays). You will not receive bid
opportunity notifications and will be unable to respond to a bid until your profile
is active.

Once your profile is active, you will receive two emails, one with a userid and
another with a temporary password. Upon receipt of the emails, follow the URL
provided to login using the userid and temporary password. Once logged in you
will be prompted to change the temporary password.

Please save your userid and password once you have created your account
and ensure you keep this information secure. You can use your newly created
userid and password to access procurePHX in the future to update your
information or to respond to a bid.

In addition, please note that to ensure prompt payment of invoices, a valid
purchase order number must appear on all invoices, packing slips and any
correspondence concerning the order. Current City of Phoenix purchase order
numbers are ten digits beginning with "44”. In the event of an emergency
purchase, the City may provide a ten digit shopping cart number beginning with
"80". Suppliers are advised not to perform services or deliver goods without a
valid purchase order number or shopping cart number.

If you need further assistance, please contact our Registration Help Desk by
phone at (602)262-1819 or via e-mail at vendor.support@phoenix.gov

Best regards,

Supplier Self-Services Team

This e-mail has been generated automatically. Please do not reply.
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You may receive an additional email with a questionnaire regarding Special Business
Certifications/Registrations if you selected the checkbox. Click on the link in the email, this will take
you to the survey.

Small Business Certifications/Registrations email example:

Dear supplier,

r T
You have expressed interest in Special Business Certifications and
Registrations with the City of Phoenix. Please complete the following survey in
order to provide the information necessary to determine eligibility.

When you process a questionnaire, you can choose between the following
options:

- Choose 'Save Questionnaire’ to save your entries and keep the questionnaire
changeable for processing at a later point in time.

- Choose 'Send Questionnaire' to save your entries and submit the
questionnaire. After having submitted the questionnaire, it can be opened in
display mode only.

Make sure you save or send the questionnaire and close the confirmation
screen before you start processing another questionnaire. Do not process more
than one gquestionnaire at the same time.

Best regards,
City of Phoenix Procurement Team

Use the following URL to navigate to the questionnaire.

URL will ke displayed here. Click on it te epen the guestiennaire and submit your answers.

This e-mail has been generated automatically. Please do not reply.

See next page.
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Your registration will be reviewed for completeness; once your registration is complete two emails will
be sent to you within two business days.

First email example. Click on the link in the email
Dear Sir/Madam,

We are pleased to welcome you as supplier
ABC VENDOR
in our Supplier Portal.

Your user ID
V123456

has been created for you.

Your temporary password has been emailed separately.

Please log on to
https://eprocurement.phoenix.gov/irj/portal
as soon as possible using this User ID.

You will need to change your password the first time you login. You
will be created as an administrator for your company. You can then
create additional users and administrators for your Supplier Portal and
use all other Supplier Portal functions. See the supplier portal for
more information.

Best regards
Your Supplier Portal Team

Second Email Example

Your Password for reaistration is:

temporary password will appear here
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