
for Vendors new to the Bay County 
Purchasing Process



 This will present the five step registration process 
for utilizing Bay County’s Vendor Self Service 
Website
◦ Step 1: User ID & Password

◦ Step 2: General Information

◦ Step 3: Remittance Information

◦ Step 4: Contacts and Communication

◦ Step 5: Review

Also included in this document are sample emails you 
will receive upon completion of the process



User ID: this is your 
personal login

Password: your 
personal password



Name: Company Name

Address, City, State, Zip: This 
is the company’s location

FID/SSN: Most companies will 
use a FID which stands for 
Federal ID Number.  This must 
be included to be a registered 
vendor of Bay County

E-mail: Where are you 
receiving correspondence

Web-site: Placing your website 
information will provide Bay 
County employees a place to 
search for your information



If this is different from 
your Company 
information please 
complete this section

If you checked “Send 
remittances to the above 
name and address” this 
will automatically 
populate



If you would like 
purchase orders e-
mailed to you, an e-mail 
address must be 
provided



After clicking “register” 
you will receive an e-
mail notifying you that 
your request to be added 
as a Registered User to 
the Vendor Self Serve 
website has been 
completed



This is a system generated e-mail notifying you that 
your request has been processed and will provide 
you with the website address and your user name



This e-mail will be sent to you by the Purchasing 
Office notifying you that a vendor number has been 
assigned and the registration process is complete 



 If you need any assistance or have any 
questions please feel free to contact Frances 
Horgan, Bay County Purchasing Agent at 
989-895-4037 or by e-mail: 
horganf@baycounty.net

 Thank you

mailto:horganf@baycounty.net

