
 
 

 
 

Welcome to Vendor Connection! 
 

Vendor Connection provides a public clearinghouse to view detailed information about current business 
opportunities with the City of Austin. This site allows vendors to create Subscriber accounts to subscribe to 
solicitations and download solicitation documents. Vendors may also register to be notified of any new business 
opportunities based on commodity codes that they select. 
 

 
   

♦ Anyone may create an account to subscribe with the City of Austin 
♦ A Subscriber account allows viewing and downloading solicitation information and attachments 
♦ Registering your company as a Vendor makes future business opportunities available by notification 

based on commodity codes selected during the registration process 
♦ Commodity codes can be added or deleted on your account during and after the registration process as 

well 
♦ Additional information such as Legal Name, Tax ID and a signed IRS form W9 or W8 will be required 

for registration 
♦ Until the registration process is complete your company will be considered a Subscriber Vendor 
♦ Follow the steps below to sign up as a Subscriber or register your company as a Vendor 

o Click “Create Account” in the New Vendors box or under Account Login 
 

   OR  
 

Click “Create 
Account” 

Click “Create 
Account” 
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o Complete all Basic Information 
 Fields with an asterisk require entry 
 Select a type of Notification Preference; email or fax 
 Be sure to jot down the Login Information entered for logging into Vendor Connection in 

the future (Username and Password are case sensitive) 
 Checking the box beside “Register as a Vendor?” will present more fields to add additional 

information necessary to become a Registered Vendor 
 Leaving the box unchecked will create a Subscriber account only 
 Click “Submit” 
 

 

Information 
is required 
in a field 
with an 
asterisk  

Select a type of 
Notification Preference 
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Check this 
box to 
Register as 
a Vendor  

Click “Submit” after 
entering information 

 
o Continue with registration or check your email for a message to confirm your email address 
o For security reasons, the link sent in the email will only be active for 72 hours 
 

 



o Confirmation message: 
 

 
 
o If the link expires, request another confirmation to be sent by logging into Vendor Connection and 

clicking on the “Request an Email Confirmation” button 
 

 

Subject: Vendor Connection – Registration Page 3 of 8 
Effective Date: 9/15/11 Distribution: City of Austin Vendors Document No: CZ-0006 Ver. 1 
Published By: City of Austin – Financial and Administrative Services – Purchasing Phone: (512) 974-2500 

 

 
 
 
  

Click “Request and Email 
Confirmation” 

 
o As you complete each section the next section will become available 

 

 

The Business section is 
now available for data entry 

 
 
 
 
 
 
 
 
 
 
 
 



o Complete Business Information 
 Fields with an asterisk require entry 
 The signed IRS form W8 (Foreign Vendor) or W9 (U.S. Vendor) is required to 

complete the activation process for registration 
 Optional entry in the Small and Minority Business Information area will push a notification  

to our Small and Minority Business Resources department for review 
 Click “Save Changes & Continue” 

 

 

The W8 or W9 document 
is required 

Entry in 
this 

section is 
optional 

Click “Save Changes & 
Continue” 

 
 
 
 
 

o Complete Address Type Information 
 Fields with an asterisk require entry 
 If more addresses need to be entered, click “Save & Add Address” 
 Click “Save & Continue”, after all address locations are entered 
 

 
       

      OR 
 
 

Click “Save & Continue”Click “Save & Add Address” 
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o Add Commodities 
 It is very important that the correct commodity codes are selected 
 Solicitations use commodity codes to push notices out to the registered vendors listing the 

same commodity codes 
 Select the down arrow to select the search type; Keyword or  Commodity Code 
 Enter the search information in the “Search” field 
 Click “Lookup”  
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Select 
“Down Arrow” 

 
 

Enter search 
parameters 

here 

Select 
“Lookup” 

 
 

 
     OR 
 

 
 Select “GOODS/COMMODITIES” or “SERVICES” 

 

 

Select “GOODS/COMMODITIES” 
or “SERVICES” 

 
 
 
 
 
 
 



 The next screen will show all the commodity class of each type of commodity 
(Good/Commodities was used in this search) 

 It is very important that the correct class (description) of commodity codes is selected to 
ensure the correct description of the commodity is used 

 Select the correct class by the description 
 

  

Select the 
“Description” 

 
 Check the box next to each of the desired commodities 
 Clicking on “Check All” will select all the commodities listed 
 Clicking on “Uncheck All” will uncheck all checked commodities 

 

 

Check 
the box 
next to 
the 
code(s) 
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 Click “Save Selected & Continue Searching” to select more commodity codes 
 After selecting all commodities click “Save Selected & Continue Registration” 
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Click 
“Save 

Selected & 
Continue 

Searching”  

Click “Save Selected & 
Continue 

Registration” 

     OR 
 
 
 
 

 Verify the information entered 
 Select “Edit” to change or add information  

 

 

Select 
“Edit” 
    to 
modify 

 
 
 
 
 



 Read the Agreement Notice and click “I agree, submit registration” 
 

 

Read Agreement 
and click “I agree, 
submit registration” 

 
 The message below will appear  
 

 
 

 Once your registration with the City of Austin is approved you will become eligible for 
contract awards 

 If you did not upload the W8 or W9 document the message below will appear 
 Editing your business information will allow you to upload the W8 or W9 or it can be 

emailed to VendorReg@austintexas.gov  
 

 
 
 

Thank you for registering with the City of Austin! 
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