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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
-

— -_______________________________

.

,xwuuousm.

•d T7

Welcome to .uppller .eW-reWs4rion
To resfer yo,rsetf as a sr.alpler. alter yen da altd choose Send

‘ Requied Entry

Company DeteMa {j

Norm of Company

D-U-N-S Ibairber

Language * ke a setedinn

Addreaa Data

E-Mail Address *

I Telephone * Extension

Fav lEnten on

St ent — house Number [__

Pudding

Floor ‘“]
Room Number [:ZI

Postal Code LEZZ.,ZJ Location
[___

Region *
Make a selection

DIntnct 1
Juriodict C do —

Country * J Make a oelectio j
P.O.Oox L_J RZPO6Ox L_ZZ
Inyou0e -

[j

Select “Prodvmts andlor Senvicos” from theIst bebw Makeasett j
EProductn DSe,yices

Data Prlaacy atenieM

Your privacy is very important to us. We will collect no personal ritormation about you except where you choose to providethat vdornmtion to us.’AE DO NOT SELL RENT, OR PUDLISN any nt err visitors
personal or private information.

Information that Is provided to Jefferson County wUl be stored for business uses ssmh as procurement of goodo and oarvlces and payment of debts. We errpstxy reasunaste securty measures to protect data

once than been received, We restrict emsinvee access to ow oersonal information ascent where necessary to sertorm reauireot duties,

______________________________________________

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

R= required 0= optional C= conditional
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Field Name jjiic I Descri

Name of Company
*

R Name of Supplier Company
*

Example: SR Test Co.

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: companyyahoo.com
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Field Name PJOIC Description

Telephone R Supplier Phone Number.

Example: 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

P0 Box 0 Post Office Box.

Example: 120

Jefferson County does not use the following fields:

• House Number

• Building

• Floor

• Room Number

• District

• Jurisdiction Code

• PLZPOB0x

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” Example: Check all that apply

C Products Services Make a selection
3. Click

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

Check Products, Services or both boxes.

Yes I have read the data privacy statement end accept the terms.
Click

4. Click Submit
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Confirmation - Mozilla Firefox
Vour regis*ra4iun has bu submitted

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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