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NEW SUPPLIER REGISTRATION
Lesson 2

Presenter
Presentation Notes
Welcome to the New Supplier Registration Module. In this module we will discuss the process for a brand new vendor to register their company on the PAVES portal. This will allow them to view and respond to TRS solicitations and utilize the other features of the portal.
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Becoming a Confirmed Bidder

In order to become a Confirmed Bidder in PAVES, you must complete the New 
Supplier Registration process. By submitting your company’s information, login 
credentials will be generated, by which you can access PAVES. You will then be 
able to add additional company contacts, edit your profile, and bid on TRS 
solicitations.

Presenter
Presentation Notes
When you first register on PAVES, you will be considered a Confirmed Bidder after your registration is accepted. This means you will be given login credentials to access PAVES, make edits to your company profile and bid on TRS solicitations. You will also be able to add other members of your organization, who will be given access as well.



3

Supplier Administrator

Supplier Administrator
The individual who submits their company’s 
Supplier registration request will automatically 
become the Supplier Administrator for the 
company’s account when the Supplier 
registration request is approved.

Adding Additional Contacts
Once a Supplier Administrator logs in to their 
company's account, they will be able to add 
additional users to their account on the 
Contacts tab of their Supplier profile. It is also 
recommended that each company’s account 
has at least two Supplier Administrators. This 
process will be described later in this course.

Presenter
Presentation Notes
To begin, the member of your organization who submits the initial registration request will be given the Administrator role by default. The Supplier Administrator will then be the one who can add additional contacts to their company profile and generate log in credentials for these users.
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PAVES Login

• Navigate to the PAVES Login Page
• Select New Supplier Registration

Presenter
Presentation Notes
We will now have the system demo. You will access the PAVES login screen by clicking the link on the TRS extranet page. Select New Supplier Registration from under the login section.
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Company Information

Complete all required fields in the Company Information section:
• Legal Name 
• Company Name 
• Ownership Codes
• Are you a certified HUB?(Yes/No)
• Tax ID Number

Presenter
Presentation Notes
Now Complete the Company Information section on the following screen. This contains fields with basic information such as Company Name and Tax ID Number.
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Address

• Enter your business address. 

Presenter
Presentation Notes
Directly under Company Information, enter your business address. As you begin to type in Address Line 1, there will be suggestions in a dropdown that match the address you are inputting. You can give your address a label if necessary.
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Contact Information

Fill out your Contact Information:
• First Name/Last Name
• Position within Company
• Email Address
• Create a password (Choose a password following the restrictions listed.)

Presenter
Presentation Notes
Next, is to Input your contact information. This information should be specifically for the member of your organization submitting the registration. You will also be asked to provide your email, and a password which will become your login credentials after your registration is accepted.
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Goods/Products Offered

These fields are not mandatory but may be filled in before registering.
• Select Region(s) Served and Commodity Code(s) from the dropdown.
• Leave a comment to add details to your offerings if necessary.

Presenter
Presentation Notes
This next section is not mandatory but may be filled in before registering. Under the Goods/Products Offered, you can select Regions and/or commodities that your company serves or offers. You may also leave a comment detailing these offerings if necessary. This 
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Goods/Products Offered

• Select the commodities your organization provides. You will be notified of 
solicitations containing the commodities which you select here. 

• You can also search for commodities by typing directly into the Commodities field 
and selecting an option from the search results. 

• To search for specific commodities, select See All.

Presenter
Presentation Notes
You may search for specific regions or commodities using the dropdowns or See All features on the registration screen as well.
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Finalize Registration

• Complete the Security Control.
• Select Register.

Presenter
Presentation Notes
Lastly, complete the Security Control by entering the characters you see on screen. After this is completed, click Register to submit your registration.
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Next Steps

The confirmation page will appear once you complete your registration, letting you 
know you will receive email notification with next steps. 

Presenter
Presentation Notes
You will receive confirmation your registration request was submitted. You will also receive email notification regarding next steps.
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Registration Rejection

If after submitting your registration you receive an email that your registration has 
been rejected, this is most likely because your company has already been 
registered on PAVES. The registration request will only be rejected if the Tax ID 
Number that is submitted already exists in PAVES. In this case, please contact 
your Supplier Administrator to be added into the system.

If you believe your rejection to be an error, please contact the Help Desk.

Presenter
Presentation Notes
If after submitting your registration you receive an email stating your request was rejected, this is most likely because your company has already been registered on PAVES. Registrations will only be rejected if the Tax ID Number provided is a duplicate that already exists in PAVES. If you receive this notification, and come to find your organization is already registered, contact your Supplier Admin to be added into the system. 
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Login

Upon receiving email confirmation of your registration, you can use the link 
provided to navigate to the PAVES login page. Using your newly created 
credentials, log in to the portal, accept the Terms and Conditions, and begin 
navigating the system.

Presenter
Presentation Notes
Upon receiving confirmation that your registration was accepted, you may use the link in the email to access the PAVES portal. Use the log in credentials you submitted at the time of registration to access the portal.
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Acknowledge T&C

• Login to PAVES.
• Accept the Terms and Conditions.

Presenter
Presentation Notes
You will be asked to accept the Terms and Conditions upon your first log in.
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Company Profile

From the General Info tab select Company Profile.

Presenter
Presentation Notes
Your supplier homepage will now be visible. In order to view your company profile select General Info and Company Profile from the menu bar.
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Review Information

• Review the information submitted at the time of registration.

Presenter
Presentation Notes
In your Company Profile, review the information submitted during registration in the Company information tab.
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Qualifications

• Click the Qualifications link to review/add optional Additional Information:
• Geographical Regions
• Commodity Codes
• Comment (Supplier)

• The same search functionalities available during registration are available here as 
well.

• Click Save.

Presenter
Presentation Notes
Under Qualifications, you can review or add to the regions and/or commodities you previously selected.
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