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How do | register my company?

Registration is a 2 step process.

Step 1 - Initial Registration

1. Navigate to the ProcureWare website you want to register with and click the "Register" button in the upper right corner of the

2. Locate the “Register” section on the login screen and click the “Register” button under the “Create New Company Account”

screen OR

section.
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@ Arfterlogging in, your session will automatically expire after a period of no activity.
Make sure to save your work. Session timeout: 60 minutes

Log In

A wendy.dubois@bentiey.com

] Remember Me

Log In

Create New Company Account

Register

Reset Password

Enter your email address to reset your password.

] Enter Email Address

Submit

3. Fill out the required information on the screen. (Required fields are indicated with *.)

Help
B e

Registration

© Please enter the information below to start the i ‘ocess. Hit the 'Next’ button to submit your entries. You will receive an em i
instructions on how to complete your registri . If you do not find this email in your In Box or your Spam Folder, click for additional instructions

ADDRESS 1 *

Enter Text

P Next

COMPANY NAME * TITLE MOBILE

Enter Text Enter Text En;;u:
FIRST NAME * EMAIL ADDRESS * PHéNE & :

Enter Text Enter Text Enter Text
LAST NAME * FEDERAL TAXID * FAX

Enter Text Er‘:e’;e-x( d7) Enter Text
ADDRESS TYPE + ADDRESS 2 STATE/PROVINCE/TERRITORY

Please choose one Enter Text Please choose one v
COUNTRY amy ZIP/POSTAL CODE

US United States Enter Text Enter Text




4. Click the “Next” button.
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©®  Please enter the information below to start the registration process. Hit the 'Next' button to submit your entries. You will receive an email message with
instructions on how to complete your registration. If you do not find this email in your In Box or your Spam Folder, click for additional instructions

5. A message will then be sent to the email address you provided with instructions on how to continue the registration process. /f

you do not receive the email, see Why am | not receiving. my password reset email?
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@ Anemail message Tnstructions on how to continue registration from noreply@pl £
complete the pri . If you do not find this email in your In Box or your Spam Folder, click for additional instructions.

ail contains a link to

Step 2 - Continue and Complete Registration

1. Once you've created your password, you will be able to complete the remaining steps of your registration. Fill out the required

information on each tab and click "Save." (Required fields are indicated with *.)

e Use the "Next" and "Previous" buttons to move between tabs or just click the tabs directly to select them.
e Complete tabs display a green checkmark.
¢ Incomplete tabs display a red X.
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0  You must have at least one address for your company. but multiple addresses A Youmust complete all required fields before you can submit your registration.

are allowed. Save your entries and dlick 'Next' to advance to the next screen.

Submit Reg)

2. The orange “Submit Registration” button will become clickable in the upper-right corner of the screen once all tabs are

complete.
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@  Select the ‘Edit’ button on the grid to select the regions and areas that your ©  You have completed all required flelds, but you must submit your registration
company services. The list of available service areas will not appear until you for it to be processed.

select the 'Edit’ button, Save your entries and click 'Next' to advance to the next
sereen. I Submit Reglstration I

3. Upon successful registration submission, you will be logged in to the ProcureWare site.


https://procureware-vendor.zendesk.com/hc/en-us/articles/360000143650-Why-am-I-not-receiving-my-password-reset-email-
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4. Depending on the workflow process of the procurement site administrator, you may need to be approved before you can
participate in the bidding process.

Procurement System Home Page

My Account Information on your Company Account

Bids Information on Bids

Activities Calendar of important dates

Documents Procurement System Document Library

Was this article helpful? = (¢ ® 2 outof 22 found this helpful
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