All new vendors wishing to register in the State of Louisiana vendor data base and receive email
notification of bid opportunities; or, currently enrolled vendors wishing to receive email notifications of
bid opportunities must use the vendor enrollment portal and pay subscription fees.

Supplier Admin

Supplier Admin
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Detailed Navigation =
WELCOME VENDOR ADMINISTRATOR USER
- W Admini
* Create Addfional Users Thank you for your interest in becoming a vendor in the LaGov Supplier Portal.
= Manage User Data
i As a Vendor Administrative User for your company within the LaGov Supplier Portal, you have the authority to:
= Manage Company Data
= Manage Product Categories
. Create Remit to Address » Edit and manage your Product Category selections
= Vendor Admin Heln « Edit and manage your company and user data
» Create and manage additional company contacts

After clicking on the Subscription Fee link, you are redirected to the 1% in a series of screens to pay
subscription fees online. At this 1% screen, note the Instructions at the top of the page.

Pay Subscription Fee:

Instructions:

(1). An in-state vendor is one that is incorporated in the State of Loulsiana. If your organization is incorporated in the State of Louisiana, please select Yes; otherwise select No,
(@)

). Select the Payment Period for which fes is being paid from the drop down. Payment Period selsction is only required 3(25 — B/30; if fee is not being paid during this date range, the period being paid will be dats of fee payment through 6/300C0CK, the State’s fiscal year.
(3). Select the Subscribe checkbox for the email address being paid and click the ‘Pay’ button to process your payment transaction

Is your Organization LA Incorporated?: = (® Yes (" No
Select the Payment Period. 5/26/2014-06/30/2014

05/28/2014-06/30/2014
07i01/2014-06/30/2015

‘Contact persons with e-mail addres

E-mail Address User wstname Lastname  Subscribe Walid FromDt Vaiid To Dt
* MUDDOG@COX.NET V31004058601 MR. RICHARD  ROGERS [¥] Paid 05/26/2014 06/30i2014
= MUDDOG@COXMNET V31004058602 MR. JOE VACCARRO [ 05/26/2014 06/30/2014

Amount: S 0.00 [ G Pay |

Once the ‘Pay’ button is clicked, you will be redirected to our third party payment processor, First Data. The payment site is operated and maintained independently of the State of Louisiana.

After designating if your organization is LA incorporated and selecting the applicable Payment Period,
you will click the Subscribe checkbox for the email address being paid and click the Pay box.

Select the Payment Period: 07/01/2014-06/30/2015 u

Contact persons with e-mail addresses

E-mail Address User Title  First name  Last name Subscribe | Valid FromDt Walid To Dt

« MUDDOG@COX.NET V31004058601 MR. RICHARD  ROGERS
= MUDDOG@COXMET  W31004058802 MR.  JOE

07/01/2014 06/30/2015
WACCARRO [ 07/01/2014 06/30/2015

Amount: § 50.00

Once the ‘Pay’ button is clicked, you will be redirected to our third party payment processor, First Data. The pay

site is and

of the State of Louisiana.



Once you click the Pay box, you are redirected to the State’s third party payment processor where you
will proceed with payment. Credit cards accepted are Visa, Master Card, American Express, and
Discover. Click the Next button to enter credit card information.

Your Information

Vendor IDx 0310040586
Fiscal Year: 2015
Amount Due: 50.00

Choose method of payment

(® Pay by credit card
visa ) e
ook v

Once payment is successfully processed, you will receive a Payment Confirmation that can be printed for
your records if desired. Or you can return to the Pay Subscription Fee page to make payment for
additional email addresses by clicking the Return box.

Payment Confirmation:

Thank you for your payment.

Payment Status: Success
Confirmation Mumber:: 14052024208450
Total Amount:: 1.00

Payment Date:: SI212014

Authorization Code:: 020648

E Print '\RJ Return ||| % Close |

To return to the "Pay Subscription Fee' page click Return.




