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Sign-on Screen 
• To register as a supplier, select Supplier Registration. 
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After selecting Supplier Registration, the above screen will open to 
begin your registration. Please enter the following: Company name, 
phone number and DUNS, if applicable, then select NEXT. 
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Please read the Lee County Port Authority eBid Terms and 
Conditions. Once you have read it, check the “I Accept” box and select 
NEXT. 
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Complete your company’s information on this screen, then select SAVE 
and NEXT. Your email address will be verified in order to continue the 
registration process, please make sure it is an active email address. 
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This box will come up after you have entered your company’s information 
and selected SAVE and NEXT. You will receive an email from the system to 
verify your email address, then you will be able to complete your registration. 
Select OK to receive the email verification.    
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You will receive this email from the system. Click the link in the email to 
continue your registration. 
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Once you click the link in the email, you will be brought back to the 
above screen. Select SAVE and NEXT. 
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If you have a different address to remit payments or for mailing, please 
select ADD ADDRESS. If you only use one address, select NEXT.  
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After clicking Add Address, this box will open so you can add your REMIT TO 
mailing address if different then your physical address. When done, select 
SAVE. 
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After you have entered any additional addresses, select SAVE after each 
entry. All the addresses entered will show on this page, including your 
general/corporate address. When you have finished adding your 
addresses, select NEXT. 
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Please complete your W-9 information, then select SAVE and 
NEXT. 
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On this page, you will select the commodities (products/services) that 
your company offers. When you have them all selected, click SAVE and 
NEXT. 
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Check the special business classifications that apply to your 
company, then select SAVE and NEXT. 
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You are almost done. Please verify the information you’ve entered and make 
any corrections. Once you have verified everything is correct, select REGISTER 
NOW. 
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You have successfully submitted your registration. Procurement staff will 
review each registration and either activate, reject or request corrections 
and/or additional information. Thank you for your registration 
submission. 
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