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For vendor registration question please contact the Vendor Registration team:

Email: vendor@austintexas.gov

Phone: 512-974-2018



Purchasing Office
•The Purchasing Office is a division under the City of
Austin’s Financial Services Department and is
responsible for managing the procurement of goods
and services for City of Austin operations,
departments, divisions and offices.

•Purchasing Office services include procurement
planning, source selection services, contract
formation, administration, and management services;
contract ordering and open market buying;
procurement card administration; financial system
support and business application administration.
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Registering with the City of Austin

3

Vendor registration is completed on the City of Austin’s financial website, 

Austin Finance Online.

https://www.austintexas.gov/financeonline/finance

This presentation will walk you through the registration steps.



Search for previous registration
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You may already have an account with the City of Austin.  Go to the 

Searches page to complete a  Vendor Search by Business Name

You may also contact Vendor Registration by 

email (vendor@austintexas.gov) or phone 

(512-974-2018) for assistance.



Previous Registration
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If you find an existing account, click Sign In and use the links to retrieve 

your username or reset your password.  If you have any difficulties, 

please contact Vendor Registration for assistance.

https://www.austintexas.gov/financeonline/finance



Create Account
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If you do not have an existing account, click Create Account to begin.

On the first page, enter basic user information.  

Provide the information of the person 

responsible for maintaining the account.  If 

there will be several people assigned, consider 

using a group email address in this section.

Your username and password must be between 

6 – 24 characters, using only letters and 

numbers



User Dashboard
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Also, notice that you must confirm your email address.  Take a few minutes to 

do that now to prevent issues later.

On the User Dashboard, you may continue your registration by clicking 

Start Here.



Step One – Business Information
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Provide your business information (business structure, legal name, alias/DBA, & 

taxpayer ID/SSN).  Be sure to upload a current, correct W9 form.  You also have the 

option to identify as a Small/Minority Business or Service Disabled Veteran Business.



W9 Requirements
• W9’s must be manually 

signed and dated.

• Follow the chart on the next 
page to determine the name 
that goes in the appropriate 
box.

• We can only accept W9 forms 
that are revised (top left 
corner) beyond December 
2011.
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W9 Name Requirements
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Step Two - Addresses
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Provide Sales and Payment addresses for the account.  The sales address will be 
used for orders, contract awards as well as solicitation notifications.  Please 
make sure payment addresses match the remit to address on your invoices so 
that Central AP can process payments.



Step Three – NAICS Codes
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Provide at least one industry classification code.  Use the search box to find 
codes that represent the goods/ services you provide.  You can refer to you 
1040 Schedule C Tax form.

Check the blue box next to the code to select.  Click Save and Continue at the 
bottom of the screen.



Step Four – Commodity Codes
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Provide at least one commodity code.  Use the search box to find codes that 
represent the goods/ services you provide.  Get creative with your searches 
to cast a wide net.  You can also use the search tools available in the portal to 
search what commodities other vendors / competitors have registered with.

Check the blue box next to the code to select.  Click Save and Continue at the 
bottom of the screen.



Which commodity codes should I choose?

• Consider the goods and services you can provide or sub-

contract for.

• We use commodity codes to issue solicitations/notify you of 

bidding opportunities. 

• Search by key term, good or service.
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Step Five – Verify & Submit
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The final step is to verify the information you have provided and agree to the 
terms prior to submitting for review and approval.  Remember to upload your W9 
if you haven’t done so.  

The Vendor Registration team will review your account.  If there are any errors you 
will be contacted.  If not your account will be approved and you will be notified.



Vendor Connection
City of Austin – Purchasing Office
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For vendor registration question please contact the Vendor Registration team:

Email: vendor@austintexas.gov

Phone: 512-974-2018


