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  Step 1 of 6: 

Welcome: 

Read and click 

the next button 
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Profile Questions: 

 

What type of Organization 

do you represent: This is to 

let us know what type of 

business type you or your 

company represents. Click 

the magnifying class and 

choose the business type 

you represent.  If you are 

an individual you will pick 

#2 Sole Proprietor. 

Does your company collect 

sales tax:  If your company 

will collect sales tax select 

Yes. Individuals select No 

by click on the drop down 

arrow. 

Unique ID & Company:  

Profile Step 2 of 6: 

 

SSN & Tax Identification  

 

Number: This is your Social 

Security Number or your 

companies Tax Number. 

 

Entity Name: This is your 

personal name or your 

company’s name that will 

appear on your invoices. 

 

Additional name: This is 

the tax reporting name 

that’s registered with IRS. 

http://URL is the email or 

website page for you or 

your company. 
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Does your company reside 

in Arizona: If your company 

has a presence in Arizona or 

if you live in Arizona then 

select yes by clicking on the 

drop down arrow. 

Does your company collect 

sales tax:  If your company 

will collect sales tax select 

Yes and input your sales tax 

number. Individuals click No 

by click on the drop down 

arrow. 

Please select all that apply:  

Then click the return button.    
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Comments: If you 

would like to make a 

comment, please type 

the message in the 

adjacent field. 

Please attach any 

MWBE certifications 

that have been issued: 

Click on the words (Add 

Attachment). (Optional) 

Enter all applicable 

commodity codes in the 

category fields 1-10 

below. If the 

Commodity code is not 

found enter the 

description in the 

adjacent field: The 

codes are what we 

utilize when mailing 

advertisements for any 

IFB’s or RFP’s. 

 

A window will pop up 

when you click on the 

magnifying glass. Scroll 

down until you see the 

code that pertains to 

your company. 
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Addresses Step 3 of 6: 

Enter Primary Address:  

Address 1: This is the 

address where you live or 

where you want the check 

to be mail to. 

Address 2 &3: This is for 

any other address you 

want to include. 

Email: Is required  

 

Other Addresses: 

Remit to Address: This is where companies might want their checks and/or 

purchases orders mail to instead of address listed above. Then click the next 

button. 
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Contacts:  Step 4 of 6: 

You must click on the 

Add Contact button. 

The box will 

disappear then 

you will need to 

click on the next 

button. 

A contact box will appear so 

you can input your information. 

You must in put your, first and 

last name, email and phone 

number. Click on the ok button. 
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Comments: In the adjacent 

field you can include any 

question or statements you 

want to add. Then click on 

the next button. 

Payment Information 5 of 6: 

You must input your email 

address and the payment 

method you want.  When you 

click on the drop down box,  

you will select the method 

System Check or Automated 

Clearing House. 

Supplier Bank Information: 

This is required only if you 

want electronic payment. You 

would put your bank name 

and the bank Id number 

which is your routing number 

then input you bank account 

and an email to notify you 

when the payment is being 

submitted to your account. 
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Submit Step 6 of 6: 

Terms of Conditions:   

Name of the person 

creating the registration: 

This is the name of the 

person who is inputting the 

information in the system. 

This is required in the event 

there is a question about 

the information that was 

submitted. This email is 

also, will be where the 

registration number and 

after 2 approvals the 

supplier number will be 

sent.  

Make sure you read terms of agreement fully before submitting your 

registration: 

Click on the button to accept the terms and agreement below.  

If you want to review your information click review otherwise click the 

submit button and you are finished. 


