Bexar County

Register asa New Supplier

This document provides step  -by-step instructions  on how to register as a new supplier with
Bexar County . Instructions are provided in the left column with screen illustrations on the
right.

The Supplier POI’ta| WindOW ier Portal Hinninnl!rnvlnrarprnvldm‘“zyﬂzxy[nmly - Aflﬂ
displays announcements and S T T o T I
general information. W s rata

LawseN Supplier Porta

Note : Suppliers can view events, _— ) )

. Login/Register Supplier Portal Links
but cannot bid on events, before Login .

they register.

[Lawson Corporate website
Bexar County website
Grainger Website

Browse Open Events

Search Events .

CIICk Rengter « Improved communication via messages, including Al b
support of electronic attachments nnouncements

+ Document upload capability
Welcome to the Bexar County Supplier
Portal!

« Enables data to be accessible in one location
Thank you for your interest in doing
business with Bexar County. The
Bexar County Purchasing Department
encourages and seeks the partnership
of qualified suppliers to provide quality

goods and services at competitive pricing

to Bexar County
Late bids will not be considered.
Just trying a different font...don't think the

previous one worked.
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Conditions  screen.

GF 4 suppier Registration - Terms And Condtions | | 28 - [rPage + (i Tooks »

Note : Fieldswithared  * asterisk | |L AWS@N supplier Portal .
are required.

Supplier Registration - Terms And Conditions

Cl |Ck the Acce pt Terms and I Contact Information ) Company Informatiol > Diversity Codes ) Questions ) Commodity
Cond |t|0nS CheCkbOX. Xy Notifications > Status
Please read all terms and carefully. By the terms and i you are agreeing to abide by them

Please read these Terms before registering. The individual who registers your company becomes the A
primary contact and administrator for your account. The terms apply to all future and subsequent
contacts added to this account. Check Accept Terms to begin.

Thank you for your interest in registering on-line to do business with Bexar County. The data
maintained on this website are subject to the laws of the State of Texas, as well as the policies of
Bexar County. Bexar County shall not be held legally liable for any defects or limitations in the
software.

Bexar County intends to include as many suppliers as is feasible in each competitive process, but is
unable to include every supplier in all events in which they may be able to quote. Registering on this
site is not a guarantee that your organization will be notified of every bidding opportunity.

Disclaimer: Bexar County strives to maintain continuous access to this Sourcing website; however |

%AcceptTerms and Conditions

Continue [l Cancel
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Bexar County

Click the Continue button.

/2 Supplier Registration - Terms And Conditions - Microsoft Internet Explorer provided by Bexar County
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LAWS@N Supplier Portal

Supplier Registration - Terms And Conditions

"Térms And Conditions ™ » Contact Information

oxy Notifications ) Statu

Please read all terms and carefully. By

Company Information /) Diversity Codes > Questions

) Commodity

the terms and you are ag g to abide by them

Please read these Terms before registering. The individual who registers your company becomes the 4

primary contact and administrator for your account. The terms apply to all future and subsequent
contacts added to this account. Check Accept Terms to begin.

Thank you for your interest in registering on-line to do business with Bexar County. The data
maintained on this website are subject to the laws of the State of Texas, as well as the policies of

Bexar County. Bexar County shall not be held legally liable for any defects or limitations in the
software.

Bexar County intends to include as many suppliers as is feasible in each competitive process, but is
unable to include every supplier in all events in which they may be able to quote. Registering on this
site is not a guarantee that your organization will be notified of every bidding opportunity.

Disclaimer: Bexar County strives to maintain continuous access to this Sourcing website; however |
P * Accept Terms and Conditions

Powered by Landmark (Patent Pendig). Copyright (c) 2005-2011 Lawson Software. AllRights Reserved. T o i |
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On the contact information screen
you need to identify yourself, and
you need to create an account,
starting witha  User Name

Click the User Name field.

/= Supplier Registration - Contact Information - Microsoft Internet Explorer provided by Bexar County
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Fle Ede View Favorites Tools Help

TP @7 suppler Registration - Contact Information | | 2~ B - o - Page - GhTodks + 7

LAWS@N Supplier Portal -

Supplier Registration - Contact Information

Diversity Codes

Questions Commodity

Enter the login and primary contact information for your business.

Become A Supplier - Create An Account
= User Name
* Password

* Confirm Password
Enter Information About Yourself

Title

* Given Name ( First )

* Family Name [ Last )

* Phone Number ’

Ext (international prefix, phone number, extension) -
Mobile Phone » Ext (international prefix, phone number, extension)
Fax Number ’ Ext (international prefix, fax number, extension)
* Email Address ¥

Receive Email Notification

Don't have an email addrass? Create one here: Create Email Address

[
Powered by Landmark. (Patent Pending). Copyright (c) 2006-2011 Lawson Software. All Rights Reserved, [
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Bexar County

The User Name and Password
you define in the next two steps
will be your login to the supplier
system. Choose unique hames
that you will remember.

After creating a user name and
password, you need to enter
information about yourself as the
contact for the supplier

As a supplier, you can receive e -

mail notification for Bexar County
events (formal and informal
solicitations)

Note : If necessary, you can click
the Create E-mail Address link
to transferto  Google e -mail to
create a new e -mail address.

/7 Supplier Registration - Contact Information - Microsoft Internet Explorer provided by Bexar County

polier(e] B || 49| X | [uve sescn s

Fle Edt View Favorites Tools Help
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LAWS@N Supplier Portal -

Supplier Registration - Contact Information

Terms And Conditions _ tact Ini
Proxy Notifications > Status

Enter the login and primary contact information for your business.

Company Information > Diversity Codes > Questions > Commodity

Become A Supplier - Create An Account
= User Name
“ password
* Confirm Password

Enter Information About Yourself

Title
* Given Name { First )

* Family Name [ Last )

= Phone Number ’ Ext (international prefix, phone number, extension) —
Mobile Phone » Ext (international prefix, phone number, extension)
Fax Number ’ Ext (international prefix, fax number, extension)
= Email Address W | Receive Email Notification

Don't have an email address? Create one here: Create Email Address |

[Pewered by Landmark. (Patent Pending). Copyright (c) 2005-2011 Lawscn Software. All Rights Reserved, |l ["8 [ Trusted stes 0% -

Click the Continue button.

/= Supplier Registration - Contact Information - Microsoft Internet Explorer provided by Bexar County
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W ¢ @ suppler Registration - Contact Information

Terms And Conditions
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"> Diersity Codes » Questions » Commodity

Company Information

Proxy Notifications ) Status

Enter the login and primary contact information for your business.

Become A Supplier - Create An Account
* User Name prustad
* Password ssssss
* Confirm Password eesess
Enter Information About Yourself
Title
= Given Name ( First ) Paul

* Family Name ( Last ) Rustad

= Phone Number ’ 8342225987 Ext (international prefix, phone number, extension)
Moabile Phone » Ext (international prefix, phone number, extension)
Fax Number 0 Ext (international prefix, fax number, extension)
* Email Address parustad@gmail com | Receive Email Notification

Don't have an email address? Create one here:  Create Email Address

* = Required

) wep—
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Bexar County

Next, you need to provide
information about your company.

+ Registration - Company Tnformation - Microsoft Internet Explorer provided by Bexar County

bexar, wpterc @ G | 42 %L

Fle Edt View Favorites Tools Help

Ur @t @ suppler Registration - Company Information | | - B - - rPage - (GiTook + 7

LAWS@N Supplier Portal

Supplier Registration - Company Information

Terms And Conditions

tact Information

Company Informal

Diversity Codes

> Questions » Commodity

Proxy Notifications > Status

Enter your company information.

Company Information
= Company Name ocing Business
Dun And Bradstreet Business Type ~
* Tax 1d Type -

*Tax1d
Website

Address Information

Remit to name and address
Remit To Firsg
Name
Remit To Last
Name
[" | Check If Remit To Address Is The Same As Mailing
Address
Address Line 1

Mailing address

* Address Line 1

Address |ina 2 Address lLine 2 :‘
PPewered by Landmark. (Patent Pending). Copyright (c) 2005-2011 Lawscn Software. All Rights Resarved, U T T T 08 1 Trusted stes

[0~

Note : The Company Name

is for your legal name. If you are
doing business under a different
name, you can record this name
inthe Doing Business As (DBA)
field. System searching will use

the DBA name if it is entered.

field

It's helpful to enter a
Type

Business

n - Microsoft Internet Explorer provided by Bexar County
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Fle Ede View Favorites Tools Help

U7 @0 @ suppler Registration - Company Information | | - B) - o - rPage - (GTook +

LAWS@N Supplier Portal -

Supplier Registration - Company Information

Terms And Conditions )

tact Information

Company Informal

Diversity Codes ) Que: > Commodity

Proxy Notifications » Status

Enter your company information.

Company Information
= Company Name ocing Business
Dun And Bradstreet Business Type ~
* Tax 1d Type -

*Tax1d
Website

Address Information

Remit to name and address
Remit To Firsg

Remit To Last
Name
- "
Mailing address Check If Remit To Address Is The Same As Mailing
Address

= Address Line 1 Address Line 1

Address |ina 2 Address lLine 2 :‘
PPewered by Landmark. (Patent Pending). Copyright (c) 2005-2011 Lawscn Software. All Rights Reserved, U T T T 08 [ Trusted stes
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Bexar County

Next, you need to enter mailing
information.

osoft Internet Explos

led by Bexar County

Fle Edt View Favorites Tools Help

soptec] B ] 4] x e

W ¢ g suppier Registration - Company Information | |

LAWS@N Supplier Portal

Enter your company information.

Company Information

* Company Name Office Fumniture Supply
Dun And Bradstreet

* Tayx 1d Type |Federal Tax ld -
*Tax 1d 54-8736746
Website

Address Information

Mailing address
* Address Line 1

Address | ina 2

Supplier Registration - Company Information

Doing Business
As

Business Type [Corporation -

Remit to name and address
Remit To Firsg

Remit To Last
Name
" | Check If Remit To Address Is The Same As Mailing
Address
Address Line 1

Address line 2

Powered by Landmark (Patent Pending). Copyright (c) 2005-2011 Lawson Software.
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Click the checkbox to use your
mailing address as your remit to
address.

led by Bexar County

Fle Ede View Favorites Tools Help

2] 8 Jl%)ix ]

U7 @0 @ suppler Registration - Company Information | |

2 < B) -t - "Page » G Tooks +

Dun And Bradstreet Business Type |Corporation = B
H H * Tax Id Type |Federal Tax Id B
Click the Continue  button. YP
*Tax1d 54-8736746
Websits
Address Information
Remit to name and address
Remit To First
Name
Remit Td* b
N
Mailing address Check If Remit To Address Is The Same As Mailing
Address
* Address Line 1 123 First St Address Line 1
Address Line 2 Address Line 2
Address Line 3 Address Line 3
Address Line 4 Address Line 4
= City |Dallas City
* State Province TX » State Province 3
™ Postal Code 75225 Postal Code
County County
= Country [f Country -]
* = Required
=
PPewered by Landmark. (Patent Pending). Copyright (c) 2005-2011 Lawscn Software. All Rights Reserved, U0 T [T R Trusted sees (0% -
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Bexar County

If you have a diversity code, you
can enter it on this screen.

Click the Add button. Here you
can search or scroll to find a
Diversity Code

/= Supplier Registration - Diversity Codes - Microsoft Internet Explorer provided by Bexar County

(=) [ itps: etk tie1 bexar _rs=truet_t DiversityC =] & | |4} x| [ive serch L=
Fie Edi View Favortes Tooks Help

U0 40 g suppler Registration - Diversty Codes | | fi - B - o - rPage - (G Tooks +

LAWS@N Supplier Portal

I»

Supplier Registration - Diversity Codes

Terms And Conditions : Contact Information > Company Information > DiVersity Codes Questions » Commodity F

Proxy Notifications ) Status
Select the diversity codes for which your business is certified.

Selected Diversity Codes

sersity Code

No data available

=
Powered by Landmerk (Patent Pending). Copyright (c) 2005-2011 Lawson Scftware. Al Rights Reserved. [T T [ Trusted skes )

Click the Attach To Supplier
button. Your selected diversity
code will now be displayed

Click Continue

ier Registration - Diversity Codes - Microsoft Internet Explorer provided by Bexar County =8 %|
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Fle Edt View Favortes Tools Help

S 40 g suppber Registration - Diversiy Codes | | 3 - B - o= - rPage = (i Tooks +

LAWS@N Supplier Portal r

Supplier Registration - Diversity Codes

Available Diversity Codes

Terms ity
Search
Proxy N Diversity Code Description
select [Esel] SEVEISEETG
Selec
v Description
r Ethnicity - Native American —
@ L
r Ethnicity - Black
r Ethnicity - County Government
r Ethnicity - Hispanic
r Ethnicity - Multi-Ethnic
r Ethnicity - Pacific Asian
r ET-P Ethnicity - Private
r ET-R Ethnicity -Employee
r ET-SA Ethnicity Sub-Continent Asian
7 ET-W Ethnicity - White/Non-minority
1 [ page size: [10)7]
| I o
=|
Bumber of rows selected: 1/10 [T T [T [V Trusted stes [%oon +
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Bexar County

Bexar County requires an answer
to questions that begin with an
asterisk *.

The first required question asks if
you have provided the Bexar
County Purchasing Department
with a current W -9.

Click the Answer drop -down
button . If needed, you can

provide additional information by
clicking the Answer text entry

area.

Note : For each question, you can
optionally decide to  Attach
Document  (For example, you
could attach acurrent W -9 to
your response ).

To access additional required
questions, scroll down.

Click Continue when done

/= supplier Registration - Questions - Microsoft Internet Explorer pravided by Bexar County. =8] %]

=t =] B |49 ]| Juve sercn s

Gﬁ [ htps:ffarkdnketfet bexar i

Fle Edt View Favorites Tools Help

T 40 g suppler Registration - Questions | | - B - - rPage - (GiTook + 7

LAWS@N Supplier Portal -

Supplier Registration - Questions

> Contact Information

Terms And Conditions

» Company Information > Diversity Codes U

ns Commodity

Proxy Notifications > Status

Answer the following questions related to your company. An * before the question indicates that an answer is required.

1. * Have you provided Bexar County with 3 current W-97 If no, please explain.

Answer E e

= —

Attach Document Browse...

2. * Please tell us what certifications are currently active, Please attach copies of any certifications.

Answer A

Attach Document Browse...

3. Have you done business with Bexar County in the past? If yes, list the type of business and dates.

Answer e =
[Pewered by Landmark. (Patent Pending). Copyright (c) 2005-2011 Lawscn Software. All Rights Reserved, U T T T L8 1 Trusted stes (%o - 4

Bexar County requires
to register for one or more
Commodity Codes.

a supplier

Click the Add button.

ier Registration - Commaodity Codes - Microsoft Internet Explorer provided by Bexar County =8| %]
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Fle Edt View Favortes Tools Help

CommodiyC

7 G g suppher Registrtion - Commadty Codes | | i~ B - o - rPage - GiTods » >

LAWS@N Supplier Portal 7

Supplier Registration - Commodity Codes

Terms And Conditions > Contact Information

> Company Information > Diversity Codes , Questions

Proxy Notifications ) Status
Select the commodity codes for which you want to get future bid notifications.
Selected Commodity Codes

| Add
A
v . amodity Code~

Description Y]

No data available

=l

(R0~ 4
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Bexar County

. . /= Supplier Registration - Commodity Codes - Microsaft Internet Explorer provided by Bexar County.
In thlS S_Creen' y0U C:_in rengter 6_\ [ https: au-tdmctfe 1 besar. CommodityC o
for multiple commodity codes. S O s oD
¢ @ @ suppler Registration - Commodity Codes | | fi - B - o - rPage - (G Tooks +
Click the ¥ icon to move to the LAWS@N supplier Portal T
next page of the available
Commodity codes. Supplier Registration - Commodity Codes
You can either select an entire st Commadiy odes )]
. earc
top -level commodity code, or you Commodty Search
can expand the top level code to Select ol
pick and choose f rom sub -level seled|  (attach 7o contact [
codes. [ oo |~ Commodity Code Toesciption '} |
r ®mo 005 ABRASIVES v |
r @m0 ACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES
Once your commodity Codes have r ®mo 015 ADDRESSING, COPYING, MIMEOGRAPH, AND SPIRIT DUPLICATING MACH
. r mp 019 AGRICULTURAL CROPS AND GRAINS INCLUDING FRUITS, MELONS, NUTS
been Se|ECted1 C ||Ck the r m@o 020 AGRICULTURAL EQUIPMENT, IMPLEMENTS, AND ACCESSORIES
Attach To Contact button. =0 02 AGRICULTURAL IMPLEMENT AND ACCESSORY PARTS
r mp 025 AIR COMPRESSORS AND ACCESSORIES
r ®mo 031 AIR CONDITIONING, HEATING, AND VENTILATING: EQUIPMENT, PARTS
Once done, c lickthe Continue r ®o 035 AIRCRAFT AND AIRPORT, EQUIPMENT, PARTS, AND SUPPLIES
button r mo 037 AMUSEMENT, DECOI NS, ENTERTAINMENT, TOYS, ETC.
' | | | W Page size: [10 7]
| I @
=
Powered by Landmark (Patent Pendng). Copyright (c) 2005-2011 Lawson Softwaro. Al Rights Reserved. T T [ Trusted stes [Riaowe - 4
/2 Supplier Registration - Proxy Notifications - Microsoft Internet Explorer provided by Bexar County I =181 x|
In the next sc_reerj, you can OG0 - e - o] 1)) o seec ol
optionally define individuals who I T
can actas a proxy. V7 40 @ Suppler Registration - Proxy Notfications | | M- E) - v rPage » (iTooks » 7

) - LAWS@N Supplier Portal 7
Note : A proxy will  be notified of

events and blddlng opportunities Supplier Registration - Proxy Notifications
but will not be able to perform
actions.

N

Terms And Conditions » Questions ) Commodity

) Contact Information

SCFO" dOWﬂ . Enter contacts that will be notified of event updates, but cannot take action on those events and do not have a separate user
name and password.

, Company Information /\ Diversity Codes

Proxy Notifications

Click the Continue button.

“Emai Address | Receive Notificati

No data available

| | |

Powered by Landmark (Patent Pendng). Copyright (c) 2005-2011 Lawson Software. AllRihs Reserved. T [ Trusted stes [Rioe -
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Bexar County

Your supplier registration is now
complete.

Click the Done button.

At this point you are logged in as
a registered supplier and you
respond to bids.

can
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