Register as a New Supplier

This document provides step-by-step instructions on how to register as a new supplier with Bexar County. The below
link will direct you to the Bexar County Supplier Portal.

https://bexarprod-
ImO1.cloud.infor.com:1442/Imscm/SourcingSupplier/controller.servlet?dataarea=Imscm&context.session.key.Supplier
Group=100

Click Register.

Supplier Portal
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*+*UPDATL CONTACT
INFORMATION®**

You will be transferred to the Terms and Conditions screen. Note: Fields with a red * asterisk are required.
Click the Accept Terms and Conditions checkbox and click on the Continue button.

m Supplier Portal

Supplier Registration - Terms And Conditions

(Contact Information

> Company Information >

Diversity Codes 3 Questions

" Commodity Codes > Proxy Notifications > Status

Haad the Terms and Conditions for doing businas o, you must accapt the Tarms and Conditions,

Please read these
contacts added to

Thank you for you 51 in registaring on-line to do business with Baxar County, The data maintained on this website are subject 1o the laws of the State of Texas, as well as the polices of Bexar County. Baxar
County 1ha|k not be held |L'1|a|lv |Iﬂb||. for any defects or Ilmllallum i the software.

Bexar County intends to include o many suppliers as is fessible in each competitive process, but ks unable to include every suppiier in all salicitations (events) in which they moy be able to quate. Registering on this
site is not & guarantes that your company will be natified of every bidding epportunity.

Diselaimar: Bexar County strivas to maintain continuous aceass to this Sourcing wabsite; hawasver, from time to lima aceass to and/or might be pled sithar bacause of site problams,
user problems, or Intarnat problams, Not all access difficulties can be resclved by the County since some access failuras may be e to th type of computer or and sorvices employed b
the website user, in an effort o allow maximum access to users, formal avents shall e posted a minimum of fourteen (14] working days. Suppliers are cautioned that the comptitive naturs of their offers could be
affected if their submissions do not include all smendments. For this reason, suppliers are encoursged to revisit all events to which they intend to respond to three (3) days prior to the dosing date. It is the

supplier's responsibility to chick Uv wobsite from time to time for new events, updates, amendments or infarmation,
¥ * accept Terms and Conditions
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You will be transferred to the Contact Information screen. In this screen you will need to identify yourself and you
will need to create an account starting with your User Name (case-sensitive).

Starting with the section titled Enter Information About Yourself — and all subsequent sections— please fill all requested
fields using CAPITAL LETTERS .

Note: Fields with an * asterisk are required.

Once all fields have been populated click on the Continue button.

m Supplier Portal

Supplier Registration - Contact Information

*5 Commodity Codes > Proxy Notiications  »  Status

Terms And Conditions 3 WCOREE MIARALION® > Company Information > Diversity Codes 5 Quistions

Enter the login and primary contact information far yous business,

Become A Supplier - Create An Account

= Confirm Fassword sssssasans

Enter Information About Yourself

DOGERSGYAHOO COM Vou will be set to recer notfications; te account information to change fag

Don't hirve an email address? Create cne here:  Create Emall Address

= = Required

Next, you need to provide information about your company.
Once all fields have been populated click on the Continue button.

m Supplier Portal =]

Supplier Registration - Company Information

[ erms And Condions_J_Cartact Infarmation _JEEOMpANY INGAMALEN=>

Diversity Codes > Questions » Commodity Codes > Proxy Notiications. > Status

Enter your comparny infermation,

Company Information

ve BEXAR COUNTY PURCHASIN Doirg Husiness A1

Business Type Coeporaten ~

Address Information

Remit to name and address

Remit To First Name

o Check If Remit To Address fe Th Same As Maling Addrass

- !
Address Ling 3 addrass Line 3
address Ling 4 Address Line 4
= City SAN ANTONID ity
= State Province [E L State Frovince
dn TH22 Tip Coda

County

= = Required
‘ [Connue]| N
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Next, you will need to enter diversity codes for your company. Click the Add button.

m Supplier Portal

Supplier Registration - Diversity Codes

Termes And Conditions. 3 Contact Information > Company Information S DN = Questions > Commodity Codes ) Proxy NoUfications. > Stalus

Please seloct o ption for the Ethnicity, Handicap, Sex, and Size, Failure ta do so will delay your registration pracess.

Selected ersity Codes

Mo data available

The Active Diversity Codes screen will appear. Here you can search or scroll to find a Diversity Code. Use the
drop-down arrow to change the page size to 20. This will allow you to view all the commodity codes at once.

Supplier Regi

Active Diversity Codes
Swarch

Please select a d Diversity Code Description
B sastiors supie: [EEED .
= R - >
i S\ |
- ET-A Ethnicity - Hative American
ET-B Ethnicity - African American
ET-H Ethnicity - Hispanic
ET-M Ethnicity - Multi-Ethnic
ET-0 Ethnicity - asian Pacific
ET-54 Ethnlcity-Sub-Cantinent Aslan
ET-w Ethniciy - White/Caucasian
BT-Z ehnicity - Other
HD-N Handicap - Ne

HE-Y Mandicap - Yes
qe size: | 107]
| b H Page size: 10/w
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Check at least one Diversity Code from the Ethnicity, Handicap, Sex and Business Size sections. For Non-Profit
organizations, selecting Non-Profit Organization will be the only Diversity Code needed. These codes apply to the
owner of the company.

Then click on the Attach to Supplier button.

ET-M

FT-54
W
) eT-2

)

W HO-N

Active Diversity Codes
Search
[ e tad Diversity Code Description

Ethnicity

Ethnicity - African American

Ethnicity -

Ethnicity-Sub-Continant asian
Ethnicity - White/Caucasian
Ethnicity - Other

Handicap - Mo

HD-¥ Handicap - Yes
N Non-Profit Organization
o SX-R Sax - Both (Co-Ownars)
[ Fack | SX-F Sex - Female
SX-M Sex - Male
571 Size - Large
= sz-s Size - Small

| Eamcad |
RSO |

H

Fage size: |40[w

Diversity codes are now attached to your profile.

See message on the upper right hand corner: The following action *Attach To Supplier’ completed.

Click on the Continue button to proceed to the next screen.

m Supplier Portal

Supplier Registration - Diversity Codes

Terms And Condltions  » Contact Information » Company Information 2 DIVersity Cades » Questions
Please select a description for the following: Ethnicity, Handicap, Sex, and Size, Failure to do so will delay your registration process,

Selected Diversity Codes

- P R S S S

5 Commodity Codes > Proxy Notifications »  Status

HO-H Handicap - o
5X-8 Sex - Both (Co-Owners)
§Z°5 Size - Small

Page size: 107~]

) == o
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Next, you will need to answer a few questions about your company.
Note: Fields with an * asterisk are required.

Once complete click on the Continue button to proceed to the next screen.

M Supplier Portal

Supplier Registration - Questions

Terms And Conditions > Contact Information Company Information  Diversity Codes JUEstions ™ » Commodity Codes :— Proxy Notifications '::-

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

1. Does your company malntain a physical prasence in Bexar County?

Respanse is required
*Answer Yaa[v]
avach documant [~ Browse

7. Do you have any diversity certifications? If yes, please attach certifications.

Respanse is required
|
v Browse

. Have you attached a copy of your company's W-97 If no, please attach. ** *Failura to attach a W-9 may delay processing of your application. = =s

Respanse is required

¥as w|

N |C Wsers\iaa3s008' Documentsi 728, Browse.

= ‘m

Next, you will need to enter commaodity codes for your company.

Click the Add button.

[{E Supplier Portal

Supplier Registration - Commodity Codes

Terms And Conditions > Contact Information Company Information , Diversity Codes _:ZZ=- Questions o Commodiey Codes »  Proxy Notlfications ,

Select the commodity codes for which you want to get future event netifications.

Selected Cgmmodity Codes

No data avaliable
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The Available Commaodity Codes screen will appear. In this screen, you can register for multiple commodity codes. In
the Commodity Search field type in a word that matches your commodity or services and click on the Search button.

You can either select an entire top-level commodity code (3 digit), or you can expand the top level code to pick and
choose from sub-level codes (5 digit). Check commodity codes that apply to your company and then click on the
Attach to Contact button. Once done, click the Continue button.

E

Available Commaodity Codes
Search
Select tha comm Commodity Search CONCRETE
of, All Typas

o 150-16 Curing Mixtures, Al Types (For Curing Concrate]
150-35 Hardanars, Cancrate and Piastar
150-81 Ties, Wall and Rafter (Not Concrete Form)
192-2% Concrete Strippers and Brick Detergents

“ 210 CONCRETE AND METAL CULVERTS, PILINGS. SEPTIC TANKS, ACCYS
210-13 Box Volds and Vold Concrete Forms (Including Chemical Releas
210-15 Wricks, Concrete
210-16 Concrate Beams, Channels, Roof Decks, ete., Prestressed
210-17 Concrata Bunkar Panals
210-18 Concrete Encased Ducts
210-25 Concrete pilings

[ Finck | 210-26 Concrata Support tams (Chairs, atc.) i Il ancal |
210-28 Culverts, Concrete
210-a5 Meter Boxes and Concrete Pull Boxes
210-47 Molds and Parts, Concrete
210-72 Risars and Conas, Rainforead Concrata
210-85 Wents, Foundation, Concrete
315-20 Adhesives (For Concrete]: Cured-to-Cured, Fresheto-Cured, an
315-30 Coatings, Protective (For Masanry Including Concrate Floor}
3010 Fencing, Concrete or Rock
F 445-19 Concrete Took and Accessories (Not Otherwise Classified) 3

Commodity codes are now attached to your profile. See message on the upper right hand corner: The following action
‘Attach To Contact’ completed. Click on the Continue button to proceed to the next screen.

m Supplier Portal

Supplier Registration - Commodity Codes - & The following action "Attach To Contact’ complated

Terms And Conditions

Contact Information > Company Information » Diversity Codes Quistions 4 COMMONIEY GO > Proxy Notfications > Status

Selact the commodity codes for which you want to get future event notifications.

selected Commodity Codes

Curing Mixtures, all Types (For Curing Concrete)

20 CONCRETE AND METAL CULVERTS, PILINGS, SEPTIC TANKS, ACCYS

Fage size: | 10[w)
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In the next screen, you can optionally add individuals who can act as a proxy.

Note: A proxy will be notified of events/bidding opportunities but will not be able to perform actions. If you wish not

to add a proxy, click the Continue button to proceed to the next screen.

Or
If you wish to add a proxy, click on the Add button.

ﬂ Supplier Portal

Supplier Registration - Proxy Notifications

Terms And Conditions > Contact Information ) Company Information

Enter contacts to be notified of event updates, but cannot take action on those events and do not have s separate user name and password.

No data available

5 Dwersily Codes » Questions » Commodity Codes 30 PRORY NOUNEREIR

The Proxy Notifications screen will appear.
Note: Fields with an * asterisk are required.

Once done, click the Continue button.

E Supplier Portal

Proxy Notification - Proxy Notifications

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

Supplier Group 100 BEXAR COUNTY
Suppler 7256 BEXAR COUNTY PURCHASIN
= Firgt Nama DAN
* Lagt Nama REYES
* Email Addrass REYES@YAHOO COM

o Receive Emall Hotification

= = Required
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Proxy Notifications are now attached to your profile.
See message on the upper right hand corner: Supplier Source Notify Group Created.

Click on the Continue button to proceed to the next screen.

m Supplier Portal

Supplier Registration - Proxy Notifications - @ Supplier Source Notify Group created

Terms And Conditions 3 Contact Information 5 Co * Questions > Commadity Codes s POKY NODICSGORE" > Status |

Entir contacts to ba notified of evant updatis, but cannot take action on those avents and do nat have a separate tsor name and password,

Proxy Notifications

Your supplier registration is now complete.

Click the Done button.

w Supplier Portal

Supplier Registration - Status

Status

eceive email notifications of events related to the commodity codes for which you registered. You can respand to those events through this account.
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At this point you are logged in as a registered supplier and you can view and respond to open events.

Click on Logout to exit screen.

Welcome MIKE RODGERS Contact Us Help Loqout

Links

Messages. Unread Messages
e —— S ot i parcat
Agency (SCTRCA)

Inbox

Supplier Portal

omen-Owned Business
"

ized Business (HUB)

Events
Browse Open

Historic
Pragram

Announcements

***UPDATE CONTACT
INFORMATION®**

Please make sure to update contact

information in order to recieve event

notifications.
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