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NEW SUPPLIER
® REGISTRATION

Follow these steps to begin a new Supplier registration to set up your individual account
in the Virgin Islands Port Authority system.

1.Go to https://viportbids.ionwave.net. Click the Supplier Registration link located
on the Virgin Islands Port Authority bidding page.
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On the next page, Preliminary Company Information will display (see below).

* Enter your first and last name in the “Company Name” box
* Enter your Phone Number
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Figure 2 Enter your name and phone number
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You do not need to fill in the next two boxes.
* SAM.gov Unique Entity ID (if applicable)
* DUNS number (if applicable)

2.Click the Next button on the top left just above the name box.

3.The next page will show Terms and Conditions for you to read and accept. After
reading through the Terms and Conditions.

e Click in the box at the bottom left to accept the Terms and Conditions.
 Click on the NEXT button on the top left of the screen.
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Figure 3 Acknowledge Terms and Conditions

Note: The lon Wave Technologies Terms and Conditions must be acknowledged
? by clicking the checkbox before clicking the Next button to proceed.

Page 3



NEW SUPPLIER
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4.Company Information: Your first and last name will appear in the first box on the
left, “Trade Name”.

......

Figure 4 Red asterisk, or star, appears to the left of the response field.

* Organization Type - Click in the drop-down menu and select “Sole Proprietor”

* Tax ID Number - Click the radio button to the left of SSN/ITN as we will not request
that you provide your personal Social Security Number.

e Bypass Company Recovery Email - Place a check mark in the box to remove the
required Company Recovery Email boxes. These are necessary for large companies

5.User Information - on the right-hand side of the page, complete all fields marked
with a red asterisk.
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NEW SUPPLIER
® REGISTRATION
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Figure 5 Complete Required Fields on the right side

* User Name/Login — Create a unique user login name such as your email address.

* Complete the remaining required fields (which are marked with a red asterisk).

* Time Zone — Pay special attention to the time zone selections. If you reside in a
state that does NOT observe daylight saving time, be sure to select that option from

the lower portion of the list.

6.0Once the necessary information has been entered, click the Save and Next button
located on the top left of the page.

Continue Registration Link

Once the New Supplier Registration has been completed, a verification link will be sent to
the email address that was entered. This link redirects to the Company Info tab and allows

the supplier to proceed with registration.
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Click on the link in the email to resume setting up your account. When you click on the
link, a new screen will appear that allows you to set up the password for your account.

Once you create the new password and confirm it, click on the “Save Password” option
in the top left.
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Figure 6 Display of sample web link that will appear in the email.
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Figure 7 Create a Password

* You will automatically return to the Company Information tab.
* Click on the “Save and Next” option in the top-left corner.
* You will then be taken to a series of additional tabs (listed below).

Addresses

This tab will include the address entered previously on the Company Info tab. Click the
Next button in the top-left corner.
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Other Information

If the agency has elected to collect any additional information during registration the

system will prompt the supplier to submit this information at this step. As a private
individual, these questions will not relate to you. However, you will need to enter a year in
the first box (any year will do) and will need to select an option for Annual Gross Income.
Again, this question is tied to business and not individuals so any information will do.
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Figure 8 Sample of possible fields requested by agency.

Commodity Codes

Selecting commodities will allow a supplier to receive invitations to solicitations as they
are issued. Review commodities and mark those that pertain to your agency. Use the
search tool to search for and highlight commodities using keywords.

Commodity Codes
=0 Bave and bt (], search
= Commadities
Building Maintenance and Materials
Construction
Damastic
Dameitic
Apparel: Afhietic, Clothing, Footwear, Graduation, Medical, Speclalty, Uniforms, Accessories
Eabeic, Garment, sand Textie: Bguipment, Supples, snd Services [AReration, Dry Jesnng. Liundsy, Séwing)

Intericd: Covarings, Clocks, Decoraticns, Fatures, and Trastments (Bath, Bad, Floeds, Kitchen, Wall, and Winddw )

Perganal Care: Producks, Supples and Services [Barber. Salon)

Figure 9 Display of commodity code categories and subcategories.
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Classifications

If the agency allows suppliers to self-elect special classifications during registration, the
system will prompt the supplier to do so on this tab. Check any applicable classification.

Special Classifications
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Figure 10  Select button appears to allow for supporting documentation to be uploaded

Review

Review the information to confirm it is accurate, and use the pencil icon to edit any
incorrect information. When finished, click the Register Now button.

An email notification will be sent once the supplier account has been activated.
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