
 

Guide for Vendors to Register with 
Public Purchase 

 
The Step-By-Step How To  



To register with Public Purchase, 
use the web address listed on 
page 1 of the "Vendor 
Announcement" document sent 
in the email. 

The address will take you to this 
registration page. 

You can choose either the Bid 
Syndication registration or the 
Free Registration.  We 
recommend the free version. 



Enter your business information. 

Be sure to fill in any item not listed as 
Optional. 

Click 'Next Step' at the bottom to continue. 

 



Pick classifications your business may fall under.  
Buyers pick classifications for each bid, and Public 
Purchase will notify all vendors who have chosen 
those classifications of the available bid. 

You can pick as many or as few as you want.  

We recommend visiting Public Purchase at least once 
per week to look at available bids to see if there's 
any for which you'd like to make a submission.  
Vendors can submit proposals for any open bid even 
if the bid does not have the same classifications you 
have picked. 



You can browse or search with 
keywords for different classifications. 

Click on any subject heading. 

Continue clicking on any sub headings 
until you find the final option for you 
to add. 

Click the 'Add' link at the end of each 
classification. 

The 'Add' will turn into a trashcan icon.  
This means you have added it 
successfully. 

Click 'Next Step' at the bottom to 
continue. 



Select the box next to "Wyoming" to have 
access to Wyoming bids. 

Click 'Next Step' at the bottom to continue. 

 







Select the boxes next to any of the types of 
government agencies you wish to work 
with. 

Click 'Next Step' at the bottom to continue. 

 



Public Purchase will ask you if you want to 
purchase the Bid Syndication Plan.  This is 
your choice, however, we recommend you 
click 'No, Thank You' and continue to use 
the free version. 



Public Purchase will ask you to confirm all 
of the information you have entered and 
selected.  Once everything is accurate, click 
the 'Next Step' button at the bottom. 



 

Your registration activation request has 
now been submitted.  Please note, IT MAY 
TAKE UP TO 24 HOURS to have your 
activation take place.  Please read this 
information carefully.  

 

Once finished, click the 'Done' button at the 
bottom of the page. 



To Complete Registration With the Univeristy of Wyoming 
 
A. Once you have received your activation email from Public Purchase log into 
www.publicpurchase.com and accept the terms and conditions of use. 
B. Click on the “Tools” tab, Click on the “Agencies” tab. 
C. This will take you to the agency search page. Type 'University of Wyoming' in the Agency name box. Leave the “new agency since” box 
blank. Make sure Registration Status says “ALL”. Click on “search” this will bring up the agency below, to the far right of it you will see 
“view” and “Register” click on the “Register” link to complete the vendor registration with the agency. 

 

 

 

Thank you for registering to Public Purchase, and we look forward to 
potentially doing business with you! 


