Public Purchase Vendor Registration - Part 1
To register with The City of Hurst as a bidding vendor, click here and follow the instructions below.

If you are already registered and have an account on Public Purchase, please proceed to Part 2 of the Vendor Registration
process to register with the City of Hurst.

1. Click Bidding Vendors Registration. Public Purchase will open in a new tab

Public | Purchase.
Vendor FRegist ration
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2. Select Free Registration. The rest of the instructions given are for the Free Registration but you may choose Bid
Syndication if you would like access to the other options Public Purchase provides to vendors



3. Fill in your company information. Items in bold are required fields.

Vendor Registration
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4. Fill in your main contact information. This will be used to verify your information in order to complete registration later on

Main Contact SN

First Name _John Middla Tnitial (optional)

Last Name Smith

Emall Address .. .1 ®ismith.com

Important: Several free email providers will Block email from any sender
who is not in your address book/contact list. This is particularly true for
Yahoo amail accounts, Flease make sura you add to your address
book/contact list the following emails BEFORE registening:

« notices@publicpurchass.com

» support@publicpurchase.com

« supportrep@publicpurchase.com

Phone Number 9876543210 ext
Fax Numbar

¥l same address as the Company




5. Fill in username and password

User Name S—

Username Jsmith

Pa;mfd .-ititi-ilitillli | verﬁv Pas“nrd sEEssssEmEEERES

(Back| [Cancel| [NexdStep]

6. Click Next Step

7. Select the classifications for the products and/or services your company provides. You must choose at least one code.
Click Add next to the code.

_] Browse Search

# Accommodation and food services
“ * Administrative and support and waste management and remediation services
@ Administrative and support services
® Business support services

" Business service centers

= Colieciion agencies

» Credit bureaus

s Document preparation services

# [561410] Document preparation services [Definition] [Add] _
* Word processing services

Typing services
Transcription services
Stenographic services (except court or stenaographic reporting)
Secretarial services
Resume writing services
Radio transeription sarvices
Proofreading services
Letter writing services
Editing services
Document transcription services
Document preparation services
Dictation services
Desktop publishing services (l.e. document preparation service)

8. When finished, click Next Step



9. Select the regions you are interested in working with. Be sure to select Texas as this is the region The City of Hurst is
located in
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10. Click Next Step

11. Select the government agency types you are interested in working with. Be sure to select City/Municipality

Government Agency Types
Select the types of Government Agencies with which you wish to work:

[Seluct AN] [Unaalact All]

W 7| city/Municipaiity U pom/Transit/ airpart Authority
- Community Collage Fi Public Works
I county ] school District
] radural (inchuding Military) El stata
Bl fue Dopartmant El university/College
_ Pelice/Shenff Tl other

[Salect All] [Unselect All]




12. Select notification messages you wish to receive. Be sure to at least select the first option in order to find out about bids
from North Richland Hills

HNotification Messages
I want to be notified when:

[Safact All] [Unsslsct All]

D [T 4y selectad cassifications match & bid from an agency 1 am ragistersd with
¥ There is  "Bid fending” notice for » bid [ worked on (pre-avward)

¥ There iz 2n “Intent to Award” notice for 3 bid | worked on (pre-award)

¥l There iz an "Notice of Award” for = bid | warked on

] pubiic Purchase finds bids that may be of interest to me and invites me to sign up for bid syndication

[Sstect All] [Unsslect All]

[Back] [Cancel] [NextStep]

13. Click Next Step

14. Select No, Thank You to continue with the free registration

Registration Type: Free Registralion

You have selected Free Registration with Public Furchase. There are MANY business opportunties NOT available with free
registration. Listed befow are some business cpportunities based on YOUR selected classifications and reglons of interest
available nght now. Are you aware of these oppartunities? When you sign up for our Bed Syndication service yoeu will have
access to all of these opportunities along with enhanced search and browse functionality. Den't miss out. Get more

business today|
Categories (Mote: Click on the [@ to open each section) Today Week Current Year
Bl Real sstate and rental and l=asing 18 38 9% 1811

Bid Syndication Plans
12 months - $£399.00

Do you want to sign up now for Bid Syndication?
IF you elick “No, Thank you™, you will not lose any of of your information and will simply conlinue with Frae Ragistration,

o] [ T vaa)




15. Confirm all information is correct and click Next Step

DBa
Agdress

Time Zone

Company Information

Comparmy:

txample Kegistration
1234 North Parkway

Central Time (US & Canada)

Wedsile Address
Federal Tax Id
DUNS Number

In Dusiness Since
Company Type
Busiiess Descrnpbon

Main Contact

John Smith
purchasing@gmail com

(987) 654-3210

MName

Email Lddrece:
Phore

Fasc:

Addrace: 1234 North Parlkway

Hurst TX, 76180
Uaser Name

User Name ismith
Selacted Classificatlions
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Agency Types
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16. Click done while on the Registration Submitted page

It can take up to 24 hours for your account to become active. You will receive an email from notices@ publicpurchase.com
letting you know your account is activated. Be sure to add this email address to your contacts to avoid the bid notification
emails being sent to your junk folder.



Public Purchase Vendor Registration - Part 2
Once you receive your account activation email, you can proceed to registering the City of Hurst or other agencies.

1. Go to the Public Purchase home page.

Public | Purchase
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2. Fill in your username and password and click Login. This will take you to your home page which is customized to show
only the bids you are invited to and responding to
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3. To register with an agency, select the region and agency from the drop-down menus on the right. Make sure to choose
Texas for the region and City of Hurst for the agency

Open Bids for The City of Hurst
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4. The City of Hurst home page will show. Click Register with this Agency

Open Bids for The City of Hurst

[Regiser with this sgency]

5. You will be taken to The City of Hurst’s registration page. Read the instructions and then click Continue

Registration with The City of Hurst
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6. Classifications you chose during the initial registration process will show up here. You can add or delete classifications on
this page
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7. Click Continue

8. Fill in the blank W-9 form
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9. Click continue

10. Fill in the blank Conflict of Interest Questionnaire
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11. Click Continue

12. On the confirmation page, you will be able to review all the information you have entered. If everything is correct, click
done.

You are now registered to be a vendor with the City of Hurst and can participate in our bids!



