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PUBLIC PURCHASE 
VENDOR REGISTRATION INSTRUCTIONS 

 
The City of Cottonwood Purchasing Division is proud to announce a new partnership 
with Public Purchase, a web-based e-Procurement service.  Beginning July 1, 2011, in 
order to receive bid notifications from the City of Cottonwood, you must register on the 
Public Purchase website and register with the City of Cottonwood on the Public Purchase 
website.  The website address is listed below: 

http://www.publicpurchase.com/gems/cottonwood,az/buyer/public/home
 

 
Instructions for registering on the Public Purchase website as well as registering with the 
City of Cottonwood on the Public Purchase website are as follows: 
 
Step 1.  Register with Public Purchase. 
Click the above link, or copy and paste it into your browser and access the website.  You 
will see the City of Cottonwood "Bid Board" and a link to register on Public Purchase.  
Click on the "Register" button.  See Figure 1. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Figure 1 
 
Step 2.  Select a plan. 
You will see the registration page, which includes a "Free" plan and a "Bid Syndication" 
plan that has a monthly or annual subscription cost and access to additional features.  
Either plan will give you access to Cottonwood solicitations.  These instructions continue 
with "Free" registration.  If you choose "Bid Syndication" the instructions would be the 
same, but you would need to enter a credit card number for payment.  Click on the 
"Free Registration" button.  See Figure 2. 

http://www.publicpurchase.com/gems/cottonwood,az/buyer/public/home
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Figure 2 
 
Step 3.  Complete Public Purchase registration. 
Follow the registration instructions, which include entering information about you and 
your company.  Once completed, your registration will be submitted to Public Purchase 
for review and activation, which typically takes 24 hours.  See Figure 3, which shows a 
portion of the registration steps. 
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Figure 3 
 
Step 4.  Register with the City of Cottonwood. 
Once your registration with Public Purchase is complete and activated, you will then need 
to register with the City of Cottonwood.  Click the link below, or copy and paste it into 
your browser and access the website, to the City of Cottonwood bid board below. 

http://www.publicpurchase.com/gems/cottonwood,az/buyer/public/home
 

 
Log In with the username and password that you chose during registration.  See Figures 
4a and 4b. 
 
 
 
 
 
 
 
 
 

http://www.publicpurchase.com/gems/cottonwood,az/buyer/public/home
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Figure 4a 
 

 
Figure 4b 
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Click "Register with this Agency".  See Figure 4c. 
 

 
 Figure 4c 
 
Review the instructions and click the "Continue" button.  See Figure 4d. 
 

 
Figure 4d 
 
There are three (3) steps to registering with City of Cottonwood: 

1. Accept the Terms and Conditions.   See Figure 4e 
2. Select NIGP commodity code(s) that match your business.  Doing this will ensure 

that you receive automatic email notifications of future bid opportunities.  See 
figure 4f. 

3. Complete a form W-9.  See figure 4g. 
 
In order to register and be a vendor with City of Cottonwood you must agree to the 
Terms and Conditions and complete a form W-9. 
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Figure 4e:  Accept the conditions and then click "Continue". 
 

 
Figure 4f:  Click on "City of Cottonwood", choose your codes and then click 
"Continue". 
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Figure 4g:  Complete the fill-in form and click "Continue" at the bottom of the page. 
 
Finally, click the "Done" button at the bottom of the registration screen.  See Figure 4h. 
 

 
Figure 4h 
 
Once these three steps are completed, you will be registered with the City of Cottonwood 
and be able to access the City of Cottonwood solicitations on Public Purchase.  It is your 
responsibility to update your information on Public Purchase as necessary. 
 
Public Purchase provides government agencies and their vendors with a comprehensive 
and easy-to-use web-based e-Procurement system.  Public Purchase is designed 
exclusively for use by government agencies and their vendors, and is compliant with all 
Federal and State regulations, which set forth the required procedures for government 
agency purchasing. 



 
 

Purchasing Division 
816 North Main St  
Cottonwood, Arizona 86326 
Office 928-340-2714 
FAX 928-634-3727 
  
 
This e-Procurement system provides City of Cottonwood vendors with automatic 
notification and transmittal of the City of Cottonwood solicitations.  In addition, Public 
Purchase gives vendors access to bid opportunities with other government agencies as 
well.  All this is provided at no charge. 
 
If you need any assistance during this process please contact Public Purchase at 
support@publicpurchase.com or click the "Chat" button in the top left section of each 
page. 
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