Vendor Connection

City of Austin — Purchasing Office

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 s
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.




Registering with the City of Austin

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

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

Austin Finance Online.
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Financial Documents Strategic Plan Checkbook Procurement Hotels & Short Term Rentals

Find all financial documents, reports, and Browse our six priority Outcomes in Austin The data in the Checkbook represents purchases View detailed information about current business Create an account to file / pay Hotel Occupancy
additional information that Financial Services Strategic Direction 2023. of goods and services made by City departments opportunities with the City of Austin. Subscribe to Taxes and request / renew an Operating License
provides. from third parties. Checkbook does include ACH, solicitations and download solicitation documents. for a Hotel 7 Short Term Rental property.
wire, and check activity. Checkbook does not Vendors may also register to be notified of any
include employee payroll data. new business opportunities based on commodity
codes that they select.

This presentation will walk you through the registration steps.




Search for previous registration

You may already have an account with the City of Austin. Go to the

Searches page to complete a Vendor Search by Business Name
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Search Forms & Research Tools
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You may also contact Vendor Registration by

] ) & VENDOR SEARCH
email (vendor@austintexas.gov) or phone e
Search by Business Name Search for

(512-974-2018) for assistance.

Search by Commodity Keyword Search for




Previous Registration

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

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.

AUSTIN FINANCE ONLINE

Vendor Search - Name Containing "CITY OF AUSTIN"

& SEARCH RESULTS /
endor Information Vendor Code

5 WALER "'
AUSTIN, TX
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Create Account

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

Sgnio

Basic User Information

On the first page, enter basic user information.
& ACCOUNT INFORMATION | * Required Fields
Provide the information of the person

First Name =

responsible for maintaining the account. If

Middle Name

there will be several people assigned, consider

Last Name = Crayton

using a group email address in this section. SRR [T ———

Phone Number (512) 9741727

Your username and password must be between

Username * craytonr

6 — 24 characters, using only letters and

Password = AL LEL L]

numbe rS Retype Password * EITIT YT Y




User Dashboard

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

Start Here.

User Dashboard

testcraytonr
V00000961253

Account

Home

Contact/Password

Iy

A You have not confirmed that you can receive email at
reve.crayton@austintexas.gov.

* Request Email Confirmation

You have successfully created a user profile. If you weould like to register this profile as
a vendor or Hotel/Short Term Rental account, please select the appropriate option
below.

£ VENDOR REGISTRATION -

Companies may register to be notified about future business opportunities Start Here
with the City based on commodity codes that they select.

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

do that now to prevent issues later.




Step One — Business Information

Provide your business information (business structure, legal name, alias/DBA, &

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

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

vendorman




W9 Requirements

o w 9 Request for Taxpayer Giva Form to the

Identification Number and Certification requaster. Do not

|Fev. November 20471
seond (o the IRS.

L W9IS m Ust be m a n U a | |y l&iﬁ”ﬁ.’ﬁm%@" » Go 10 www.irs.goV/Farm e for instructions and the latest information.

DN your incomne tay retumy, Name is raquired on this fins; do rot leave this ine blank

signed and dated. e

3 Chack sppropriats bext for feder! toe classiiication of the persan whoss nama is antered on fins 1. Check only one of he [ 4 Exemptions (odes aoply anly to
following sevan boxes certain antitiss, not individas; 335
Instructiona or pags 31

[ indivicuaisois proprisior Il coomoraton || 8Comoration || Parnsrshin || Trustrestats
sndememon LG

[7] Limted iabiey company. Enver the tax <iassiicalion C-C COPOralion, S-S corporation, P-Farngrnip; &
Mate: Chack the appropriats box in tha line above for the tax classification of the single-member awner. Do nof check | Exampton ¥om FATCA reporiing
LLC 1tne LLC i3 ClasaMed a5 A aingia-mamber LLG Tat & ISE0Srasd Tom e Dwner uniess e ownercime LG | oo e
another LLC that Is not disragardad from tha owner for U5 fedaral tax purposea. Othenwias, & srgle-memier LG tha
s disregardad from the cwner should chack 1he 2pproorats box for na tax classification of fis cwner.
[[] otner sca instructians) »
& Address inumber. street. and act. or sufte no.) Ses instructions. Requestar's name and address (Jotionall

Exempt payse codsa (If any)

« Follow the chart on the next
page to determine the name

[lrmsiems o eenards i bt e 151

See Specific Instructions on page 3,

that goes in the appropriate s

b OX T LSTaccount NUMDoar(s) nors {opuonal;
.
Mer Identification Mumber [TIN)

Enter your TIN in the appropriate box. The TIN provided must match the rame given on lins 1 to avoid Social security number
backup withholding. For individuals, this ls ganerally your social security numoar (SSM). However, for a | | | [I: |

resident alien, £0is proprieior, or disregarced antity, 588 ha Instructions for Fart |. iater. For other

e We can Only acce pt W9 forms i Sy e oo () 75150 ot v & oot S0 o 5008

Note: I the account is in more than one name, see the instrustions for line 1. Also see What Name and Employer iontification numbar
Numbrer To Give the Requester for gudelines on-whase number to entar —|_| | | |

Part Il Certification

that are revised (top left
Under ponalties of perjury, | cenily thal:
corner) beyond December B e e G S SRS MRV g

Service [IRS) that | am subject to backup withhaolding as a result of a faiure lo report all interest or dividends, or (c) the |RS has notified me that | am
no longer subject to backup withholding; and
2 O 1 1 3. 1am a U,S. citizen or omer U.S. person (d9Ansa belows: and
- 4. Tre FATCA codels) srtered on this form (F any) Indicating that | am exempt from FATGA raparting is comest.
Certification instructions. You must oross ot fem 2 above you nave been notified by the IRS thar you are cumently subject 1o backup withnoiding because
you have failed io report all intersst and dividends on your tx return. For real estate fransactions, #em 2 does not apply. For mortgage interest paid,
‘acquisition or abandonment of secured property, cancellation of debi, contributions to an individual retirement arrangement (IRA), and generally, payments
othet than Infercst and dividends, you are not requingd to sign the cortification, but you must previde your corect TIN. See the instructions for Part 1, later.

=
ngf: |ga.ww:* - Date > _

Make sure the WS form revision date (top left) is marked December 2011 or newer,

Your individual name MUST appear in box 1 and any alias or dba’s in box 2.

You will list your Company name in box 1 and any alias or dba’s in box 2.

Fill out section as labeled,

Select either your social or employer identification number, not both.

Manually sign and date the W9. We cannct accept digital signatures.




W9 Name Requirements

If your Business Structure or Line 1 of W-9 Line 2 of W-9 Line 3 of W-9
Tax Classification is: {Legal Name) (Alias/DBA) (Check the box next to...)

Individual Individual's Name  |Leave Blank Individual/Sole Proprietor/Single-Member LLC

Sole Proprietor Individual's Name  |Business Name individual/Sole Proprietor/Single-Member LLC  |Social Security or Employer 1D

Single-Member LLC Individual's Name  (Business Name Individual/Sole Proprietor/Single-Member LLC  |Social Security or Employer ID

:"l;,_'"’cm, Liability Company  |pysiness Name  |Alias/DBA/Other Names  [Limited Liability Company (LLC) Employer ID

C Corporation Business Name Alias/DBA/Cther Names  |C Carporation Employer ID

S Corporation (S-Corp) Business Name Alias/DBA/Other Names  |S Corporation Employer ID

Partnership Business Name Alias/DBAJ/Other Names  [Partnership Employer ID

Non-Profit Non-ProfitName  |Alias/DBA/Other Names  |Oter-_"Nonprofit corporation exempt under IRS -0 0 1

Trust Estate Business Name Alias/DBA/Other Names  [Trust Estate Employer ID

Don't leave Line 1 blank
Vendors who list "non-Profit” in the other field must specify the tax code that qualifies them as a non-profit, i.e. 501(c)(3), 501(c)(6), etc.




Step Two - Addresses

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.

s
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ADDRESS
Acd Peyment/Sales Address




Step Three — NAICS Codes

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.

NAICS Registration Search




Step Four — Commodity Codes

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.

Commeodity Information Search

2




Which commodity codes should | 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.




Step Five —Verify & Submit

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 Wg
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.

S
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v
= C ] VERIFY
Provide business informati Add Payment/Sal ’ Verify information for approval

Vendorman Memorandum of Agreement
V00000963190

By submitting this electronic vendor registration, you certify and warrant that you are duly authorized, by the Vendor to: () register the vendor; (i) file, on behalf of the vendor, all of the information requested in
this registration process; and (i) enter into this Agreement on behalf of the vendor. By submitting this electronic vendor registration, you hereby agree on behalf of the Vendor and for the benefit of each agency

and public body that:
Account

1. The Vendor shall use Vendor Connection vendor registration update functionality to update the Vendor's registration information whenever necessary to ensure that the registration information remains

Home accurate and complete at all times,

2.The Vendor hereby warrants that the infarmation provided by the Vendar through the Vendor Connection registration and Vender Cannection registration update functionality shall at 2l times be accurate,
complete and current. The Vendor further warrants that each agency and public bady shall be entitled at all times to rely conclusively en the currency, accuracy and completeness of the information the
Vendor has provided through the Vender Connection registration and Vendor Connection registration update functionality as of that date even if different information is or has been available to or received

Vendoriofe by agency or public body personnel thraugh means other than the Vendor Connection registration and registration update functionality.

Contact/Password

This Agreement shall remain in effect for as long as the Vendor is registered as a Vendor Connection vendor. All rights are reserved to cancel the Vendor's registration at any time. In the event the Vendor's
Bus

registration is cancelled, the Vendor shall remain bound to this Agreement in regard to completion of any contract, purchase order or other electronic procurement transaction that was made or administered in
whele or in part.

I agree. submit registrat

Commodities




Vendor Connection

City of Austin — Purchasing Office

For vendor registration question please contact the Vendor Registration team:

Email: vendor@austintexas.gov

Phone: 512-974-2018




