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TEXAS How to Register

"% ) New Vendor Registration Guide

Ensure you are using the internet browser, Google Chrome or Microsoft Edge. Access to the vendor registration is on the County’s Become a

Vendor webpage and on the County’s lon Wave homepage.

http://epcounty.com/vendorenrollment/default.htm
https://epcountypurchasing.ionwave.net/Login.aspx

Step 1: Click on the Become a Vendor or Supplier Registration button.

BECOME A VENDOR

Welcome to Purchasing Department Vendor Registration page!

Here, vendors can register with the County of EI Paso's third-party electronic bidding system,
lon Wave Technologies. Registered vendors will be able to receive invitations for bidding
opportunities, receive important notifications, submit responses on-line, view on-line activity,
and maintain vendor information. There are no fees associated with its use

To ensure your organization is getting up-to-the-minute bidding information, be sure to enter a
well monitored e-mail address, add lon Wave to your e-mail's Safe Senders list, and select the
appropriate commodities that your organization provides.

c

BECOME A
VENDOR

Welcome to the County of El Paso
electronic bidding system.

This electronic bidding system enables vendors to search, view,
download, and complete the requests for bids, proposals, or
qualifications advertised by the County of El Paso. Register and
complete your vendor account to receive email notifications.
Additional profiles can be added for employees bidding on behalf
of your company.

For questions about the vendor registration or advertised
opportunities, please contact the Purchasing Department at (915)
546-2048 or by email at bidquestions@epcounty.com.

For technical issues, please contact Ion Wave at
support@ionwave.net.
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Step 2: Complete the Tabs, starting with “Preliminary Info” and finishing with “Complete”.
Any time information is missing from the required fields (*) or the system detects a descrepancy a notice will appear, follow the prompts.
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Supplier Registration

Preliminary Info

Preliminary Company Information

@Cancel > Next

* Company Name

* Main Phone | ) _ Ext:

DUNS

[ International

Step 3: Once you complete the “Company Info” tab and click on the “Save and Next” button, a pop-up window will direct you to verify your

indicated email address.

Company Information

=) Save and Next

Company Informati

User Information

*Trade Name (dba; | Example Company

Legal Name (if different)
* Organization Type | Sole Proprietorship v

[32:]

Formation Date

*Tax ID Number 987654321 @Femn O SSN/ITIN
DUNS
Website | www epcounty.com/purchasing

Company Description

O other

* User Name / Login
* password

*\/erify Password
Prefix

* First Name

* Last Name

Title

* Email

ExampleUserName

©

...........

bidquestions@epcounty.com
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Verify Email Address

@OK

Thank you for registering with us as a supplier. Before you can continue you must verify your
email address. An email from elpasopurchasing@customer.ionwave.net has been sent to
you at:

bidquestions@epcounty.com H Vendor’S Ema]]

Click the link in this email to verify your email address and complete your registration. You
can also use the link in this email to come back at any time in the next 14 days to complete
your registration.

The only way to continue the registration is to click on the link sent to the email provided. The link expires within 14 days.
Clicking on the “OK” button will close the window and return you to the homescreen. Example of emailed link below.

Dear Supplier,
Please click the link below to verify your email address and continue the registration
process. As you work through the registration process, the data you enter will be

automatically saved and can be accessed at any time by clicking this link.

Click Here to Continue Registration

This link will expire in 14 days. If you have not completed your registration during this
time period, it will be deleted.

Step 4: Continue completing the Tabs. Choosing the correct commodities will help your company receive relevant, important notices.
To select the right commodity click on the expand button to the right of the commodity category to view detailed/sub categories, search for
keywords, or select broad main categories. Commaodities and the vendor profile may be updated as needed once complete.
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Commodity Codes

—p Save and Next | Q Search

=i~ Commodities

tJ [] Building Maintenance and Materials

+1[_] Construction

ﬂ [J Construction: Contracting and Sub Contracting
1! [C] Domestic

4[] Entertainment and Arts

: | Environmental

1‘1 [C] Food and Beverage

ﬂ [_] Furniture and Furnishings

t.t [C] Industrial and Manufacturing
tl (] Instructional and Education
1‘1 [] Medical and Health

=+ ["] Office and Business

v | Office and Business
""" [(J Material Handling - Warehouse, Containers, Packaging, and Storage: Equipment, Supplies, and Servicg
[] Office Equipment, Forms, Paper, and Supplies

- [ Office Services

(] Printing, Publishing, and Signs: Equipment, Supplies, and Services

[C] Promotional ltems, Flags, and Novelty: Equipment, Supplies, and Services

b [_] Retail and Wholesale - Equipment, Machines, Supplies, and Services

Step 5: Review all entered information. Click on the “Register Now” button to submit your registration and a notification will be sent to your
email once the registration is complete.

Questions about the vendor registration? Call the Purchasing Department at (915) 546-2048 or email bidquestions@epcounty.com.

VENDOR REGISTRATION GUIDE | Page 4 of 5


mailto:bidquestions@epcounty.com

Review

) Register Now

You're almost done. Please review your information below. To make corrections, click p on the section, or click the appropria
above. To complete your registration, click "Register Now" above.

f Company Info

Company Information User Information
Company Name Example Company User Name / Login ExampleUserName
Company Description First Name [
Organization Type Sole Proprietorship Last Name I
Legal Name Title
Tax ID Number 987654321 Email bidquestions@epcounty.com
DUNS Office Phone
Formation Date Mobile Phone
Website www.epcounty.com/purchasing Time Zone Mountain Time (Does NOT Observe Dayl
Keywords Savings)

Ion Wave Helpful Guides

Additional guides are provided by lon Wave Technologies when logged in to your vendor profile.

ONWAV=

Help Topics
B g :
&« Bid Events Admin Example\company - BN supplier —
My Profile f : Supplier Bid Response Quick Tutorial

Retract a Bid Response

Alerts Quick Links

""" Supplier Auction Response Quick

' _ Tutorial
No alerts! @ My Profile Company Profile s

""" Supplier Profile: Add and Manage
Users

@ Help ’ﬁ Commodity Codes

""" Supplier Profile: Manage Company
Profile

Time Zone Setting

""" Supplier Profile: Manage My Profile
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