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Supplier Registration Steps
Overview	
This document shows how to register for a supplier account and log in for the first time.
Registration Steps
Company Information
1. Navigate to OregonBuys and click the blue “Register” button in the top right corner. [image: Background image or State of Oregon Capitol building.  A paragraph reads "OregonBuys:  Welcome to OregonBuys! This new web-based eProcurement system will automate the state of Oregon's procurement process. The easy to use system will create efficiencies and transform the way the state does business. (NOTE: Access to this system is restricted to authorized users only. See the System Use Notification below for more details.)  a link for more information is available.  Additional links for Supplier Activities, Public Bulletins, and Important links are available.   The top bar from left to right includes:  OregonBuys eProcurement System logo, Search bar with a dropdown with a state of Bid Solicitation followed by a magnifying glass icon, Advanced Search, Supplier Registration, and Sign in.]

2. [image: Company Registration
OregonBuys eProcurement System Logo 
Tax ID field with toggle for EIN or SSN
Company name field
Email address field
Field for Selecting country (United States of America is the default)
Button to Register]Enter the required information. 
a. Starting with the Tax ID, using the blue toggle button to toggle between EIN and SSN. Foreign vendors must enter their US Tax ID or foreign Tax ID. 
b. Enter the company name 
c. Enter an email address. The user will need to validate the account, so the user should use an email address that may be accessed throughout the registration process. 
d. Select the country from the drop down




3. Click Register
The system will then refresh. The information that has already been entered will populate the correct fields.  Any field marked with an asterisk (*) is required.
[image: Registration fields.  The company name is listed in the header. 

Tabs across the screen from left to right are Company Information (this is the default and selected on this screen), Local/Preferred, Administrator, Address, Terms, Categories & Certifications, Commodity/Service Codes, and Summary 
Fields indicated are 
Company Name*
Vendor Legal Name*
Business Description 
Mailing Address Line 1*
Address Line 2 
Address Line 3 
Address Line 4 
Country*
City*
State/Province*
Zip*
Country*
Company Phone*
Company Fax
Company email*
Tax ID*
Is Tax ID # an Employer Identification Number (EIN) or a Social Security Number (SSN)?
EIN is selected]
4. For the Emergency Supplier section leave No selected.  
5. Click Save & Continue Registration 
Complete the Registration Tabs
Users will see a series of tabs across the top of the screen. Guidance will explain fields on each of these tabs from left to right. The tabs are Company Information, Local/Preferred, Administrator, Address, Terms, Categories & Certifications, Commodity/Service Codes, and Summary.
Local Preferred
Skip this section by clicking Not Now
Administrator
· The company’s Administrator and point of contact will be created first. The required fields are marked with an asterisk. Additional users can be added after registration. 
· Leave the box unchecked next to the “Register with the Periscope S2G” for now.  When all fields are completed, click Save & Continue Registration.
[image: Heading:  Register [Company Name}
Tabs across the screen from left to right are Company Information (this is the default and selected on this screen), Local/Preferred, Administrator, Address, Terms, Categories & Certifications, Commodity/Service Codes, and Summary 

Heading:  Administrative User Information 
Fields are: 
Salutation/Dropdown list 
First Name*
Last Name*
Job Title
Department
Email*
Phone*
Login ID*
Login Question* "What is your favorite food?
Login Answer* "Tacos"
Buttons are Available for: 
Save and Continue Registration, Reset, and Cancel
]
Address
The Address entered on the Company Information tab will become the default General address. Additional addresses may be added by clicking the “Add Another Address” button at the bottom of the tab.  Addresses may also be added later, after registration is complete.  When all addresses have been added, click Continue Registration.

[image: The address Tab
Heading is Maintain Addresses for [Company Name]
Buttons indicate choices to Add Another Address or Continue Registration.]
Terms
Terms may be configured here or later on. To continue, click Save & Continue Registration.
Categories and Certifications
The Categories & Certifications tab allows users to add the categories and certifications that are applicable to the business. To continue, click Save & Continue Registration.
[image: Categories and Certification Tab shows a header for Certified Contractor:  Description Provide certification number supporting the Certified Contractor designation.  Category URL.  User Selects from Not Certified or Certified Contractor.  
Dategory:  Local/Veteran Preferred vendor.  Description"  Provide certification number supporting the MBE designation.  Category URL:

Note:  These designations were created by the vendor, and are different than Oregon's designations in the OregonBuys product.]
Commodity/Service Codes
Select Commodity or Service codes associated with the business in this section. The codes chosen will drive the bid notifications that the business/organization receives. Search by NIGP Class, NIGP Class Item or NIGP Keyword and click Search. Check the box next to the code to add it to the list of codes for the business/organization.  To add more codes, click Save and Add More. When all codes have been added, click Save and Continue Registration.
[image: On the Commodity/Service Code tab there are search options for NIGP Class.  
Search fields showing are: 
NIGP Class
NIGP Class Item 
NIGP Keyword 
Search using (dropdown: All of the Criteria, Any of the Criteria_
Search Icon
Browse Options listing all of the categories are also listed numerically at the bottom of the search popup. 
]
Summary
Review all the information entered during registration. If everything looks correct, scroll to the bottom and click Complete Registration.
[image: Summary repeats information keyed on the individual tabs.  This just shows Company Information, Program Information, and User Information (cut-off)]

[image: Button:  Complete Registration]

Once the account has been created, an email notification will be sent to the email address provided in Step two.
 [image: Button: "OK"  Also includes message, "Thank you for registering with ePro.  Registration confirmation will be emailed to you.  For questions or comments, please contact Periscope Holdings, Inc. Training Dept at 512-222-2222.  Thank you for registering with eProcu and the Periscope S2G Network."]
Accessing Your Supplier Account
Access the supplier account for the first time by following these steps: 
1. Navigate to the OregonBuys home page
2. Click Sign In in the top right corner. 
3. Access the email notification for a temporary password.  Check the spam or junk folder if it has not been received.
4. Enter the Login ID and the temporary password received in the email in the Sign In window.
5. Click Sign In.
6. After logging in, the system will require a password change to a new password.  Enter the current temporary password, then type in a new password.  Retype it in the Confirm New Password Field.
[image: Change Passord
Fields:
Current Password
New Password
Confirm New Password
Buttons for Submit or Logout 
There is a note saying:  Your current password must be changed.  Passwords must be between 7 and 50 chracters and contain at least one letter and one number.
]
7. Click Submit to login. 
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