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Go to the County of Riverside web page and click-on VVendor registration.
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Now you are at the Purchasing web page. AgaiFr, click on Vendor Registration.
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To Register your company click on “Register”. If you already have a user name and
password, click on “Login”.
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Create a Username and password and make sure you keep this information available in a
save place for later use in case you have to update your registration. Click “Sumit”.
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Enter your company information and click “Submit” when registering or “Update” when
making changes.
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Note: Tax ID, Legal Entity Name, Address Information and selecting at least one Commodity are
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1| | _>|;I
[&] Done l_l_la_lﬂ Inkernet
Start”J m F- L;"';] @ @ g ”J glnbox | @Docum...l ”FPRD —...||@Eount... |@$5N<§J;g@ﬁg 2110 PM




Online Vendor Registration

4} County of Riverside - Purchasing Department - Microsoft Internet Explorer

. == xl
File Edit Wiew Fawvorites Tools  Help ﬁ
sBack - = - &) at | ‘@ search  [GFavorites  ElfMedia £4 | - S =] - i

Address I&j https:flonline co.riverside.ca.us/purchasingvendor fregistrationfuser%:20welcome  asproi=2 j @Go | Links **

M e

Home County Information Search SiteMap Help

Welcome ABC Company/\

f_ Company Information Company Representatives Address Information T Commodities 1 LOGOUT
Company Representatives
First iddle Last ompany Rep. Phone F ax Cell Pager E Mail
Hame Hame: Hame Title Humber Humber Phone L ddress

Delete

Note: Tax ID 2l Entity MName,

Address Information and selecting at least one Commmodity are
necessary to have a walid wvendor registration.

| | _’lll
& |_|_|T%_|0 Inkernet
iR st |J e B0 0 || O | ®oocun... | BBFrrD - . |[ECounty.. |CRW S N o &1[0]s 149 pm

Go to the next folder and click on “Add”.
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Enter your company representatives and their contact information and click “Submit”.
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After you clicked “Submit” you should see the informatiomappear similar to this.
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Go to the next folder and click “Add”.
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Enter your company’s address information and click “Submit”. For multiple addresses
you can repeat the process.
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After you clicked “Submit” your address information should appear similar to this.
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Go the next and last folder “Commiodities” and click “Add”.
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Search Commodities by entering one key word that describes your commodity and clicking on the
Search button. When ywou are done selecting from the list click the Submit Selected button.
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Type in a keyword and click “Search”. Select from the list those commo ou want
your company to be associated with in our financial software system and click “Submit
Selected”.
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After you clicked “Submit Selected” your commodities should appear like this. Now you
are done with your online registration and you can LOGOUT.




