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Vendor Information

•Purchasing Office 
•Austin Finance Online 
•Vendor Connection/Registration
•Navigating Vendor Connection
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Purchasing Office
•The Purchasing Office is a division under the City of

Austin’s Financial Services Department and is
responsible for managing the procurement of goods
and services for City of Austin operations,
departments, divisions and offices.

•Purchasing Office services include procurement
planning, source selection services, contract
formation, administration, and management services;
contract ordering and open market buying;
procurement card administration; financial system
support and business application administration.
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Austin Finance Online
Purchasing
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•Vendor Registration
•Bid Tabs, No Contact Lists, Expiring Contracts, 
Commodity Search
•Policies, Rules and Ordinances
•Important Links and Help Documents
•Standard Solicitation Documents



Registering with the City of Austin
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During registration, you will provide information about your business and 
location.  Continue each step until you are able to submit the registration for 
approval.

https://www.austintexas.gov/financeonline/vendor_connection/index.cfm

https://www.austintexas.gov/financeonline/vendor_connection/index.cfm


Registering with the City of Austin
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Registering with the City of Austin
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• W9’s must be manually 
signed and dated.

• Follow the guide to 
determine the name that 
goes in the appropriate 
box.

• We can only accept W9 
forms that are revised 
(top left corner) beyond 
December 2011.

• If you miss loading your 
W9 during registration, 
email it to:

vendorreg@austintexas.gov
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Vendor Registration



Which commodity codes should I choose?

• Consider the goods and services 

you can provide or sub-contract for.

• We use commodity codes to issue 

solicitations/notify you of bidding 

opportunities. 

• Search by key term, good or 

service.
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Vendor Registration
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Vendor Connection/Registration 
Profile Maintenance

Manage contact information and 
password

Provide business details about: 
business structure, legal name, DBA, 
tax ID, etc.

Manage payment and billing 
addresses

Select commodities for solicitation 
notices and certification as M/WBE

Verify that all vendor information is true and 
valid and submit registration

11



Navigating Vendor Connection
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Vendor Connection - Solicitations
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Contract Catalog
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Bid Tabulations
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Standard Terms/Purchasing Services

16

Purchasing Services

Standard Documents



Commonly Used Purchasing Terms
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• Award: The acceptance of a bid or proposal; the presentation of a purchase agreement or contract to a bidder or proposer.

• Evaluation: The process of selecting from a set of proposals or bids that one which is considered the most preferred and 
then  offering a contract to the vendor of that bid or proposal.

• Invitation for Bid (IFB):A procurement method used to solicit competitive sealed bid responses.

• Pre-Solicitation Conference: An informal meeting inviting comments and suggestions from a representative 
group of suppliers on the draft of a proposed solicitation; usually used for solicitations involving technology, construction or 
complex services.

• Purchase Order (PO): A contract issued from buyer to a seller that summarizes types, quantities, and agreed to 
prices for products or services seller will provide to buyer.

• Request for Quotation (RFQ):Purchasing method generally used for small orders via a request outlining 
description of the commodity or services needed and the supplier is asked to respond with price and other information by a 
predetermined date. 

• Request for Proposal (RFP):The document used to solicit proposals from potential providers (proposers) for 
goods and services. Price is usually not a primary evaluation factor. Provides for the negotiation of all terms, including price, 
prior to contract award. May include a provision for the negotiation of best and final offers. May be a single-step or multi-step 
process.

• Request for Qualifications (RFQS):A document, which is issued by a procurement entity to obtain 
statements of the qualifications of potential responders (development teams or consultants) to gauge potential competition in
the marketplace, prior to issuing the solicitation.

• Solicitation: A formal proposal designed to lead to the procurement of goods or services.



Vendor Connection
City of Austin – Purchasing Office
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For vendor registration question please contact the Vendor Registration team:

Email: vendorreg@austintexas.gov

Phone: 512-974-2018

mailto:vendorreg@austintexas.gov
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