Once you have logged into your account, you should see this screen.

procurePHX

Verifying or Editing your Data

As a registered vendor, you can make changes to your vendor information.

ISAPy

=

4Back Forwardy History Favorites Personalize View Help
RFz and Auctions Invaices Administration Messages

Home CreatelUsers = OwnData | CompanyDats

Administration > Home

Thank you for your interest in becoming a vendor in the City of Phoenix Portal.
As a Vendor Administrator for your company you have the authority to:

» Maintain Own Data

Create Additional Users

Maintain your Product Category selections

« Maintain your Company and User data

Access Vendor Help Portal

Welcome Vendor Administrator

Search:

New Session | Ajax Standards Mode | Log off

Py Welcome: .

Full Screen || Options »

Itis your responsibility to keep all information current. If your e-mail address is not correct, your firm shall be deleted from our vendor file when we perform a maintenance check of the system. Being a
registered vendor does NOT guarantee the receipt of electronic notification for all applicable solicitations. Vendors must routinely check our City of Phoenix Bids site for a listing of current business
opportunities. The Vendor Administrator Division will not be responsible if a vendor does not receive an electronic notification for any particular reason

If you have any questions, please visit our City of Phoenix Portal site at:
hitps:/www. phoenix gov/financesite Pages/FEProc-hel

If you would like additional assistance, please send an email to vendor support@phoenix.gov or call (602)262-1819

Thank you for registering!

If your screen does not look like this click on Administration tab and then click Home.
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Verifying or Editing Company data

Here you will see the data we have on file for your company.

Click on Company Data

Scroll through and verify the company data. If you see something in need of editing, just type
over/edit the existing data and then click Change.
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Administration > Company Data
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+ Company Details

Company Details
* Company Mame: |5 Doing Business As (DBA):
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| Save || Undo || Cancel |

Click Save.
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To verify Product Category Codes

* Product Categories

Product Categories Provided

Search for: | (7| [ Search | [Reset |
| Show Selected ltems i Show All
51| Product Category Description Product Category Select -
|: » AGRICULTURAL PARTS 022000000 [l
|: » AIR COMPRESSORS/ACC 025000000 [}
I: ¥ HVAC.PARTS AND ACC 031000000 [}
|7 » AIRCRAFT & AIRPRT EQ 035000000 [l

Click on Show Selected Items.

This will limit the list to the codes you selected. You may pick new codes by marking/checking the
check box and selecting The Change button at the upper left (see next image below).

Home Create Users Find User Own Data Company Data

Administration > Company Data

II Change

* Product Categories

Product Categories Provided

Search for: | (9| [ Search | | Reset |
[ show Selected Items | [ Show Al |

B Product Category Description Product Category Select -
[ « Nut Seeds 790330000 =]

E - Rice Seeds 790370000 =]

E + Seeds.Spice 790440000 7]

E . Tree Seeds 790730000 )

[ . Vegetable Seeds 790800000 M
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To Verifty or Edit Own Data

procurePHX

(Own data is the data for the person who is logged in)

Search:
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Administration > Own Data

Own Data

= General User Information

* User Name:

* Password:

* Confirm Password:

* FormOfAddr:

* First Mame:

* Last Name:

* E-Mail Address:

* Country:

Language:

Company:

Roles
Role
ZCOP_SUCO_EIDDER_EHP1
ZCOP_SUS_ADMIN_SUPPL_EHP1

Q -« New Session ‘ Log off

Welcomed Tom Jones

V3535604

M. v

COOPER

SUPER
SUPERDUPERCOOPER@PHOENIX.CC
UsA v

English o

SUPER DUPER COOPER|00035: «

Type any change you may have, then click Process.

IE;L FER DUFER COOPER|DIOEEI5E04 | w

Description
Bidder

Vendor Administrator

Bearch:
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