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Work Instruction

How to Register as a Supplier with Jefferson County (Step 1)

_____________

Purpose

Use this procedure to submit your company as a Bidder for Jefferson County.

Trigger

Perform this procedure as soon as possible to have your company added to Jefferson County’s
Bid list.

Prerequisites

None

Helpful Hints

• Enter Country before Region (state).

• Location = City.
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Procedure

1. Click the URL provided on the PACA website, which takes you to the screen below:
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Supplier Self-Registration - Mozilla Firefox
——

Cedit jew °ooIana.1m Iooic help ‘E:.

< —

• Gettbig Started Latest Headbnes - -

Welcome to supplier sew-registration
To rester yoirsett as a ssq,*ei-, enter you’ data and choose Send

‘ Ro,Eed Entry

CoanrDehols

Name of Company

D-U-N-Sfe,acher

Leriage *

Ad&ess Data

E-Mail Adchess

I Telephone Extension
‘ Fe Extension [

Street — — — House Number

BoiHing

t Floor Room ‘limber

Pootol Code j Location

Region * Make a selection

IDistrict r -

.k,riodixt Code
—

Coontry Make a selects

‘P0 Box l PLZ P0 BOx ZZ]
‘ Categories can you De,er? [j

I Select “Prodcrts andlor “Sermces from the list below hiekeaselection zJ
JPrnducto EServ,ces

Your prrnocy is very important to on We will collect no personal information ioout you except where you choose to provide that Information to us.’,PE DO NOT SELL, RENT, OR PUOLISH any of ore vintors’

personal or private information.

1sformat Ion that In provided to Jefferson County will be stored for business uses such as procurement of goods al-cl servIces and payment of debto. We employ reasorlablo securIty measures to protect data

once than been recereed.fiW restrict emelovee access to win oeroonal ritormatien eocest where necessary to oerform reuuired ‘lOden. .

- — -

2. As required, complete/review the following fields:

R= required 0= optional C= conditional

Field Name PJOIC

Name of Company * R

Description

Name of Supplier Company *•

Example: SR Test Co.
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D-U-N-S Number 0 Supplier Dun and Bradstreet Number

Example: 223344556.

Language R Supplier Language.

Select “English” from the drop down

E-Mail Address * R Supplier E-Mail Address .

Example: company(yahoo.com
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Field Name RIO/C Description

Telephone R Supplier Phone Number.

Exam pIe: 703-222-12134

Fax 0 Supplier Fax.

Example: 703-222-3345

Street R Street Address. This is where the Bid Invitation and awarded
contracts, if any, will be mailed to. If you have a separate
billing address you must register that address as a separate
vendor before invoices are processed, and notify the
Purchasing Department. I

Example: 2123 International Dr., Suite 32123

Postal Code * R Postal Code .

Example: 22102

Country R Country

Example: USA. Note: Use the Drop down Arrow to
select this.

Region R State

Example: Virginia. Note Use the Drop down Arrow to
select this. Also, select Region after entering a Country. The
available values change depending on the country you select.

Location * R City.

Example: McLean

PC Box 0 Post Office Box.

Example: 120

7-. \

c-li
‘“r Jefferson County does not use the following fields:

• House Number

• Building

• Floor

• Room Number

• District

• Jurisdiction Code

• PLZPOBox

File name: HOW TO REGISTER AS Version: Not Started Work Instruction
A SUPPLIER WITH JEFFERSON Last Modified: 7/16/2007 4:27:00 PM Page 5/8
COUNTY (STEP 1)
Reference Number:



Title: How to Register as a Supplier with Jefferson
County

Category 1:
Category 2:

Select “Products” and R Description of the Products or Services*.

br “Services” J Example: Check all that apply

Products EjServices
3. Click

Check Products, Services or both boxes.

4. Click Submit
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Make a selection
FrirliJi________________

Use the drop down arrow to select “English” as the default language.

Q Yes, I have read the data privacy statement and accept the terms.
Click
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Confirmation - Mozilla Firefox
Your regi.*roion ho been oubmifted

Title: How to Register as a Supplier with Jefferson
County

Category 1:
Category 2:

I-
The system displays the message, “Your registration has been submitted.”

5. You have completed this transaction.

Result

You have completed the first step of Supplier Registration. You should receive an email
notification within two (2) business days with additional instructions.

Comments
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