
Vendor Registration 

This article provides instructions on how to become a registered vendor with the County through the 
OpenGov Procurement platform. It explains the steps to sign up, enter email address, and activate 
the account. The article also mentions that if someone from the same organization has already 
registered, the request to join will be sent to the organization's admin for approval. Overall, the article 
guides vendors on how to complete their registration process. 

Step 1: To register your business as a vendor to the agency, you can access this Link (Procurement 
Portal (opengov.com) and look for the green button that says "Subscribe". See below. 

 

 

 

 

 

 

 

 

Step 2: Make sure you click the "Sign up" Link (https://procurement.opengov.com/signup). If this is 
your first time creating an account with OpenGov Procurement. See below. 

 

 

 

 

 

 

 

 

 

 

  



Step 3: Enter your email address and click on Sign Up. 

 

 

 

 

 

 

 

 

 

 

***If someone shares the same email domain with you and has already registered your 
organization with OpenGov Procurement, your request to join will be sent to your organization's 
Admin(s). The Admin of the existing account will be notified by email of your pending request. The 
Admin will then need to log into their OpenGov Procurement account in order to approve your 
request. Once you are approved, you can continue to complete your registration as outlined in the 
steps below. 

Step 4: Check your Inbox and click the "Activate Account" button in the welcome email. 

 

 

 

 

 

 

 

 

 

  



Step 5: Fill in Your Name and Your Company Name 

 

Step 6: Enter a password. 

 

Last Step! Press the "Activate" button, and you're in! 

 

  



Once you've activated your account, you'll be taken back to the County’s's OpenGov Procurement 
bid portal.  Here are a few things you'll probably want to do: 

1. Make sure you've hit the Subscribe button from the County's public bid portal. This will 
ensure you receive notifications about new bid opportunities from the agency. 

 

 

 

 

2. Update Your Contact Information and Company Profile. Doing it now is a great idea. If you 
ultimately submit a bid proposal, you will be required to enter this before can submit. 

In the upper right-hand corner of your screen, click on your name, and then select "Company Profile" 

 

Click "Edit Profile" 

 

 

 

  



3. Make sure you fill in the purchasing categories you want to be notified about.  This is found 
under your company profile.  NOTE:  If you subscribe to the County as a vendor and you do 
not designate a purchasing category, you will be notified about every open bid 
opportunity.   

Use the "+ add" button to find the codes that match the lines of business you belong to. 

 

 

 

 

 

 

  



You can use the search field to find the correct codes for your line(s) of business. 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Click "Follow" on any open projects that are of interest to you. Click "Apply to Project" on 
any project you want to submit a proposal to.  

 


