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Online Vendor Registration User Guide

City of Indianapolis Purchasing Division

Please note, the online vendor registration process has been updated.
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GETTING STARTED.

Are you an existing vendor previously registered with the City-County?
If yes, your existing vendor profile has been migrated to the new system.

To ensure that your existing profile syncs with your new account, you MUST use the email
address from your initial vendor registration as your username when setting up an account in the
new system. Please note, you will be able to review and make changes to migrated information.

Not sure what email address is associated with your profile?

Contact us at Purchasing@indy.gov. Please note, upon requesting the email address, you must
provide the last five digits of the TIN associated with your vendor profile.

Is this your first time registering with the City-County?
Yes. Please create a new account.

LOGGING IN
https://vendor.indy.gov
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To access this page, you have to log in to Vendar
Registration.

Username

Password

[0 Remember me

Forgot Your Password? Sign Up
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CREATING AN ACCOUNT

Are you an existing vendor previously registered with the City-County?
If yes, your existing vendor profile has been migrated to the new system.

To ensure that your existing profile syncs with your new account, you MUST use the email address
from your initial vendor registration as your username when setting up an account in the new system.

1. Click Sign Up on initial log-in screen. On next screen, enter information and click Sign Up.

.(,:.,).

Create a profile

& First Name

S Last Name

Sign Up

Already have an account?

2. You will get an email from the “City of Indianapolis-Marion ‘o‘
County Purchasing Division.” NOTE: Please be sure to Change Your Password

check your spam folder if you do not see the email in your
Enter a new password for cdem.indy@gmail.com.

inbox. Make sure to include at least:

10 characters

1 letter

3. From the email, click the link to set your password. Note Lumber

* New Password

your assigned username. Once your password is set, you’ll

have immediate access to start the Vendor Registration

* Confirm New Password

process.

Password was last changed on 4/1/2022 4:48 PM.
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VENDOR REGISTRATION

Welcome Screen

This is the screen you see when you first enter the application. It contains registration
instructions and important resource links.

O

Welcome to the Vendor Registration Portal
for the City of Indianapoelis and Marion County.

PLEASE READ.

» Effective December 9, 2013 we can no longer accept only a PO Box address.

= To become a registered vendor, you must provide an accurate physical street address. You may provide an additional PO Box address for comrespondence if desired.

= “Your contact information (email address and phane number) are required in order to become a registered vender with the City of Indianapolis-Marion County.

= Aproperly completed and legible W-9 form must be submitted with your registration

= “Your Taxpayer |dentification Number (TIN) must match with the Internal Revenue Service (IRS) in order to become a registered vendor with the City of Indianapolis-Marion County.

* You must complete a vendor registration for each Taxpayer Identification Number (TIN)
Click Here to Get Started

Resources

o Click here to
a Click here to
e Click here to

ck here to acc

If you experience technical difficulty completing the online Vendor Registration Form, please contact our office at 317-327-4900 or email us at Purchasing@indy.gov. You must provide your contact
information

<,

Top Menu

Icon Description Action
ﬁ House Click to return to the welcome screen.
Registration Registration Click to start the vendor registration process.

Click Here to Get Started Get started link Click to start the vendor registration process.

-

Person Click to log-out.
Logout [
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FORGOT PASSWORD

1. Click Forgot Your Password? on initial log-in screen.
Please note: You can only use the “forgot your password link” a maximum of 5 times in a
24-hour period.

2. Enter username (email) and check email.
NOTE: Be sure to check your spam folder if you do not see the email in your inbox.
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Forgot Your Password Check Your Email

To reset your password, enter your username. We've sent you an email with a link to finish resetting

your password.
Username

Can't find the email? Try checking your spam folder.

If you still can't log in, have us resend the email or

contact your administrator.
Cancel Continue
Return to Login

3. Reset password from link in email.
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TROUBLESHOOTING

Creating an Account

e If you receive the following error message Creale 2 profie

“Your request cannot be processed at this
time. This site administrator has been
alerted,” when attempting to create a
profile, this typically means that an account
already exists for the email you are attempting
to create an account for. Please try logging in
or resetting the account password.

Sign Up

Already have an account?

Passwords

e You can only use the forgot password link a maximum of 5 times in a 24-hour period.

e [f you have exceeded the 5 times in 24 hours, please wait 24-hours, and then clear your
browser cache, delete previous password reset emails, and then try requesting another
password reset.

e If you have tried to reset your password, have not received a password reset email, and are
sure you have created an account, please note that you might have created your account
under a different email address. You can try another email or contact Purchasing to confirm
the email associated with your vendor account.

e Still having issues, please contact email us at Purchasing@indy.gov. You must provide
your contact information.

(O I

of Indianapolis & Marion County



	GETTING STARTED.
	LOGGING IN
	CREATING AN ACCOUNT
	VENDOR REGISTRATION
	FORGOT PASSWORD
	TROUBLESHOOTING

