ISUBid Supplier Registration Guide

Preliminary Info Tab
Enter preliminary information about your company:
[image: ]
Click [image: ]

Terms Tab
Read and accept the Terms and Conditions for using the software:
[image: ]
Click [image: ]


Company Info Tab
Enter Company Information, Company Address and your User Information:
[image: ]
Tip:  Your password must contain a minimum of 8 characters consisting of at least 1 number, 1 letter and 1 special character @#$%!&*^_-+={}()|\[]:;'<>,.?/~
Click [image: ]






At this point you will be asked to verify your email address.  Click [image: ] in the pop-up window.
[image: ]
 
You will receive an email from Iowa State Procurement. Clicking on the link in the email will take you back to the Company Info tab, allowing you to complete your registration.
[image: ]





After clicking the link, you return to the Company Info Tab with the information you filled out.
[image: ]
Click [image: ]










Addresses Tab
The address you entered on the Company Info tab is automatically included.  Click [image: ] to add more addresses if needed.  The type of address is specified for each additional address:  
· Bid/Quote Mailing
· Payment
· Purchase Order
· Emergency Contact
[image: ]

Click [image: ] to add the address.








The new address will display on the Address Tab
[image: ]
Repeat the above steps to add additional addresses.  Click [image: ] when you are done adding addresses.















W-9 Tab
A substitute W-9 Tax Identification Form is generated using the information provided.  Complete any remaining fields and check the four (4) certification statements at the bottom.  Type your name and today’s date.  
[image: ]
Click [image: ]










Commodity Codes Tab
You must select at least one commodity.  The commodities are listed in alphabetical order and grouped by categories.  Scroll through the list and select all the commodities that apply to your company  by clicking on the plus (+) sign next to the commodity category to open the group, then selecting the individual commodities that apply, or you can select the entire group.   You can also use the search box to find a commodity.  You will receive email notifications if a bid is issued in one of the commodities that you selected.
[image: ]
Click [image: ]


Classifications Tab
Check any special business classifications that apply to your company; if none, then check "None Apply".  You have the option of uploading supporting documentation for any of the special classifications.  Supporting documents are not required however.
[image: ]
Click [image: ]
You will also receive a notification email approving your special classification selection.
[image: ]

Review Tab
Review all the information entered for the registration.  To make corrections, click "[edit]" on the section (located to the far right on the black bar for each section).  Or you can use the tabs to go back to edit a section. 
[image: ]
To complete your registration, click [image: ]







[bookmark: _GoBack]Complete Tab
Confirmation of your registration.
[image: ]
You will also receive an email notification that your registration has been activated.
[image: ]
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lowa State Procurement <iastate@customer.ionwave.net>

ISU [Test] Registration Activation Notification
To Quotedesk [PROC]

Dear supplier,
Your registration with ISU [Test] has been activated. You can now use the user name and password you specified during registration to login to the site.

Please note that this does not indicate a commitment to purchase or imply your guaranteed participation in all opportunities for your registered commodities. Unless otherwise instructed, you must wait for a formal purchase order prior to beginning fulfillment.

Itis your responsibility to maintain your supplier profile, including company profile information and commodity selections. We strongly recommend that you white-list emails from this address to ensure you do not miss any opportunities.

The system can be accessed at: https://iastatetest.ionwave.net

VENDNOTIFYREGISTERACTIVE - 9/4/2018 01:03 PM (CT)





image1.tmp
Supplier Registration x

<« c @

& nttps;//iastatetestionwave.net/VendorRegistration/Preliminarylnfo.aspx

IOWA STATE UNIVERSITY

Procurement Services

@ | Q Search

in @ =
Supplier Registration

‘ Prefiminary Info

@ cancel = Next

* Company Name [IsU Procurement Services

* Main Phone [(515) 204-4860

Ext.

DUNS

DOlinternational




image2.tmp
<« c @

Supplie Regitraton Y+

& nttps;//iastatetestionwave.net/VendorRegistration/Preliminarylnfo.aspx

IOWA STATE UNIVERSITY

Procurement Services

@ | Q Search

in @ =
Supplier Registration

‘ Prefiminary Info

@ cancel = Next

[e—

* Main Phone [(515) 123-4567

Ext.

DUNS

DOlinternational




image3.tmp
Supplie Regitraton Y+

<« c @ & https://iastatetestionwave.net/VendorRegistration/Terms.aspx

IOWA STATE UNIVERSITY

Procurement Services

O || Q searcn

n @ =

Supplier Registration

Preliminary Info | Terms

= Next

ISU Terms and Conditions

[Towa State University, herein after referred to as University, Web Site (Online Sourcing)
Bpplication Terms and Conditions of Access and Use.

[The University's online sourcing application is powered by software provided by Ion Wave
Technologies, Inc. (IWT) http://ww.ionwave.net. The terms and conditions of use herein
zepresent the terms and conditions of use of the University and IWT as a designated agent.

only individuals with the authority to accept this agreement and abide by its Terms and
Conditions should register. Registering individual and company is herein after referred to as
[User. Registering with this online sourcing web site alone DOES NOT constitute acceptance as a
User, Bpproved Vendor, or Awarded Vendor, nor does registration promise access to any
solicitation, notification, or award.

The content and solicitations of this system are intended for the sole use of authorized users
/and MAY NOT be resold, republisned, or referenced without the University and INI's expressed
uzitten consent.

[J1 Accept the ISU Terms and Conditions Printer-Friendly Version
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