
Procurement Management –
Electronic Bidding System

How to Register as a Supplier
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Sign-On Screen

• To register as a supplier, click on Supplier Registration
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After clicking Supplier Registration, this is the first screen to start your 
registration.  Please enter the following:  Company name, phone number and 
DUNS if applicable and Click Next
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These are the Terms and Conditions, once you have read them, check the “I 
Accept” box and Click Next
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Fill in your company information on this screen and Click Save and Next. When 
entering  your email address, please make sure it is an active email address.
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Once you have entered  your company information and Click Save and Next this box 
comes up and you’ll receive an email from the system to verify your email address and 
then you’ll be able to complete your registration. Click OK so the system can send you 
an email.  
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This is the email you will receive from the system.  Click the link in the email to 
continue your registration.
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Once you click the link from the email, you are brought back to this screen.  Click Save 
and Next
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If you have different addresses for payment, etc. this is the screen to add them by 
clicking Add Address.  If you don’t, you can Click Next.

6/29/2017 9



By clicking Add Address this box opens so you can add your Remit to Address, etc.  
When done Click Save.
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After you have entered your additional addresses and clicked saved after each 
entry, they will show on this page along with your general/corporate address. 
When you have finish adding your various addresses, Click Next.

6/29/2017 11



Please answer the questions and Click Save and Next.  For the LBT, please enter 
your Lee County number or the number of your LBT from the County that your 
company is located in the State of Florida.
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Now it’s time to select all of the commodities that your company offers.  When 
you have them all selected, Click Save and Next.

6/29/2017 13



Check any special business classifications that apply to your company, and Click 
Save and Next.
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You are almost done, please verify your information you have entered on the 
various tabs and make any corrections.  Once you have verified everything, Click 
Register Now.
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You have successfully submitted your registration.  Procurement staff will review 
each registration and either activate, reject, or request corrections/additional 
information.
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