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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).

e 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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[l B (Gl ocge } ]

To register yourselt &3 o supplér, enter your dats end chooss Send

* Required Entry

| compeny Detate =
| Name of Company [ |

lounsmms [ ]

| Language * [Meke o seiecton  ~]

| address Date =
[EMaladess [ =

ITeephonre =+ [ ] ledonsion [ |

I Fax . .

| sweet [ T JHousoNumeer [

| Bulding ]

| Fioor | == | Room Numiser ]

| Postal Code * - |Location * [ -
| Region * IMakaasebdlon vl

| District R |

Jdurisdict Code [ ]

[ country * IMakaaubdb v|

|p.0.Box — | PLZ PO Box

mecMmmmr =l

| Select *Products” andior "Services" from the list below ’lM_a_l@n_sebdim vl
OlProducts [ Services

| oata Privacy statement )

erprivocylsverympoﬂmmus.WewIImclnopersomlhlwmdionabou!yousxoeptwﬁereyoud\oosebprovldattﬂhtwmﬁbntous.\AEDONoTs&L,RalT.ORPUBUSHmyoiwvlsilou'
personal or private information.

mmmmnswwwaounumcmmmamvanmmm”mmofmmmwwotm.mmwmmnmwmua

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

R=required O= optional C= conditional

Field Name R/OIC Desc;lption
Name of Company * R [{Name of Supplier Company *.
Example: SR Test Co.
D-U-N-S Number O  [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

R/O/C

Description

Telephone

Supplier Phone Number.
Example: 703-222-12134

Fax

Supplier Fax.
Example: 703-222-3345

Street

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. |

Example: 2123 International Dr., Suite 32123

Postal Code *

Postal Code *.
Example: 22102

Country

Country

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

Region

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 *

City.
Example: McLean

PO Box

Post Office Box.
Example: 120

@ Jefferson County does not use the following fields:

¢ House Number
¢ Building

e Floor

e Room Number

o District

e Jurisdiction Code

e PLZ PO Box
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Select “Products” and R |Description of the Products or Services*.
Jor “Services” Example: Check all that apply

. Products Services Make a selection
3. Click = - Em_ .

Use the drop down arrow to select “English” as the default language.
Check Products, Services or both boxes.

[7] Yes, | have read the data privacy statement and accegpt the terms.

Click o — salnivdsl s —_—

4.  Click Submi
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Confirmation - Mozilla Firefox

Your registration has been submiited

@ 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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