
Vendor – Complete 
“Inprogress” Registration  

Quick Reference Guide 
 

 

 Date Last Revised: 1/8/15 Page 1 of 2  

 

Introduction 
The “How to Complete Registration” Quick Reference Guide is designed to provide the minimum steps 
necessary for Vendors to complete their “In Progress” Registration. 

Steps 
 
Step 1: 
 

a.) From the home screen, 
select the Complete 
Registration link. 

 
 

 

 
 

 
Step 2:  
 
The In Progress Verification pop-
up window displays. 
 

a.) Enter in your Vendor # which 
should begin with “000”.  
 

b.) Enter in your email address 
from your Vendor Pre-
registration notification email. 
 

c.) Click Submit once complete. 
 
 
 

 

 
 

 
Step 3:  
 
The page will default to the 
Summary Tab with the in-completed 
Validation Error questions. 
 

a.) Click on the first RED 
validation question link. 

 
b.) Complete ALL remaining 

questions. 
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The page will then default to the 
Company Info. Tab. 
 

c.) Fill out ALL required fields. 
 

d.) Click the Save & Continue 
Registration button once 
complete. 

 

 

 
 
Step 5:  
 

a.) Move from left to right on the 
header tabs and follow the 
same steps until you get to 
the Summary Tab. 
 
When you complete a 
header tab, the page will 
default to the next Tab. 

 
b.) From the Summary Tab, 

review all your info. for 
accuracy & click the 
Complete Registration 
button once complete. 
 
 

 
 

 

 
 
 

 


