
  
 

Initial Vendor Registration using Vendor Registry 
 

Registering with a Vendor Registry partnered government or school district is a simple process 
with our easy to use online portal. 
 
Follow these simple steps to get your Vendor Registry account started. 
 
1. Find the vendor registration link under the government's Purchasing or Procurement 

Department page  
2. Fill out required(*) fields and click ‘Get Started’ button to receive your PIN by email 
 

 

 
 

 
Need help with your registration? Contact Vendor Registry toll free at (844) 802-9202 or email cservice@vendorregistry.com.  

mailto:cservice@vendorregistry.com


  
 
Note: If you do not receive your PIN number, please visit our FAQ page to find next steps. 
 
Vendor Registry Terms of Service 
 
3. Enter your four-digit PIN code, create your password and click ‘Confirm and Continue’ button 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
Need help with your registration? Contact Vendor Registry toll free at (844) 802-9202 or email cservice@vendorregistry.com.  

https://vendorregistry.com/faq/
https://vendorregistry.com/faq/
https://vendorregistry.com/terms
mailto:cservice@vendorregistry.com


  
 
4. Fill in required(*) Company Information fields and click Confirm and Continue. 

 
 

 
 

● Visit U.S. Small Business Administration website to access more information on types 
of disadvantaged business entities. 

● Select ‘NONE/ NOT APPLICABLE TO MY BUSINESS’ if your company does not have a 
diversity declaration. 

 

 
Need help with your registration? Contact Vendor Registry toll free at (844) 802-9202 or email cservice@vendorregistry.com.  

https://www.sba.gov/
mailto:cservice@vendorregistry.com


  
 
5. Add Keywords that describe your product and/or services 

 
 
 

6. Select the products and services that your company provides  
 

 
 

● In the search bar, type a keyword that describes your products and/or services 
(search one keyword at a time) 

● In the ‘Filter By:’ select if you want to search for products, services or both 
● Click on the magnifying glass in the search bar to execute the search and show 

results 
● Within the results, find the description(s) that best fit your products and/or services 

and click on the blue plus (+) sign to add the codes to your profile (you can select 
multiple codes). Your selected product and service codes will populate in the light 
gray box on the right side under ‘Selected’.  

● Click ‘Save and Continue’ once you have added all codes 
 
 
 
 
 
 

 
Need help with your registration? Contact Vendor Registry toll free at (844) 802-9202 or email cservice@vendorregistry.com.  
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6. Congratulations! You have completed your registration through Vendor Registry.  
 

 

 
Need help with your registration? Contact Vendor Registry toll free at (844) 802-9202 or email cservice@vendorregistry.com.  
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