
BidsOnline
Register & Edit Vendor Profile

REGISTRATION

EDIT PROFILE

To do business with the college, the first step is to go online and follow the BidsOnline link in the How to Do Business 
page and register. Once registered, vendors will be able to maintain their profile online.

Please complete these steps after instruction is given:

1. Click on “New Vendor Registration”.

2. Complete the vendor registration form and click on submit. 
* Please take the opportunity to include all of the commodity codes that reflect your company’s merchandise and/or 
services during registration. You can find this under the CATEGORY/DESCRIPTION section. The commodity codes are 
particularly important because SMC uses them when searching for suppliers/vendors who sell a specific product or 
service.

3. Write down the username, password, and category(s) that you selected as a vendor below:
NOTE: Will need your Tax ID  or social security number to register.

Upon successful registration, you will get a confirmation message and a confirmation email with your login 
information and you can proceed to edit yor profile as shown below.

Click on New Vendor Registration

http://www.smc.edu/BusinessServices/PurchasingHome/Pages/01_How-to-Do-Business.aspx


COMPANY INFO

ADDITIONAL ADDRESSES

If your company has multiple addresses you may enter them here.

Remit Addresses are addresses the Agency should use to mail all payments or invoice 
inquiries. Order Addresses are addresses the Agency should use for purchase orders.

In the case of a Sole 
Proprietor/Individual 
Business Type, Social 
Security Number takes the 
place of Tax ID.

Fill all required fields. For 
this vendor, the owner is 
also the main contact, so 
direct contact information is 
provided here.

NOTE: The Main Contact 
section will allow you to 
enter up to two  separate 
email addresses (a main and 
an alternate) for notification 
of projects out to bid.



CLASSIFICATION & LICENSES

OTHER BUSINESS INFO

Check ALL certifications  that apply and enter 
reference and license numbers.



CATEGORY / DESCRIPTION Categories are selected by clicking on the 
“Add” button.

You can search your category  in numeric or 
alphabetical order by clicking on the column 
header or you can type in a key word in the 
box above to bring up all categories that 
include the key word anywhere in its title.

Optional area for you 
to describe additional 
information about your 
company to SMC, or 
specialization in services or 
products. 

NOTE: Registered vendors are notified 
automatically via e-mail if the category 
code(s) used in a new bid request, created 
by SMC, matches the category code(s) 
you’ve selected in your vendor profile. If a 
match occurs, then you will auomatically 
be notified via e-mail with subject “Bid 
Alert”.



EMERGENCY OPERATIONS

SMALL BUSINESS

If company is applicable 
for emergency services 
(i.e. maintenance, 
catering, event 
planning), enter contact 
details here.

If already certified, click NO. 
If you wish to apply for certificaton, click 
YES to fill out form for submission.



PREQUALIFICATION

A&E BENCH FIRM

For applicable agenices only.

For applicable agenices only.


