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Public Purchase Vendor  
Registration Information 

Revised 5/2019 

 
The City of Amarillo Purchasing Department is submitting bids through the online bidding system Public 
Purchase. Through this process, we hope to achieve maximum vendor participation in online bidding, as 
well as strive to be financially responsible with taxpayer dollars to foster the public’s trust and 
confidence. 
To access to the City of Amarillo online bidding system follow the following steps: 

 

1. Go to PublicPurchase.com and choose the Free Registration side and click Go to Register  
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2. Step 1: Plan. Once you have clicked Go to Register on the pervious page, you will be brought to 
a similar page comparing the free site to the paid site. Click Free Registration 
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3. Step 2: Company Info. Next, you will fill out your companies personal information 
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4. Step 3: Classifications. The City of Amarillo utilizes NIGP (National Institute of Governmental 
Purchasing) codes.  The NIGP Code is a coding classification used primarily to classify products 
and services procured by state and local governments in North America. You as a vendor may 
sign up for as many codes as necessary.   The City uses these codes to generate vendor lists 
when ready to buy that commodity. Choose from the classifications the codes that be represent 
what your company has to offer. 
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5. Step 4: Regions. Select Texas as your region then proceed to the next step  
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6. Step 5: Notifications. Choose from the items you wish to receive notifications on  for 
Government Agency Types then click Save 
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7. Step 6: Confirmation. Once again, it will ask you if you are sure you want to proceed using the 
free site instead of the paid site, click No, Thank You. It will then bring you to all the information 
you have entered. Check to see if it is correct then click Next. 
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8. Step 7: Complete. It will tell you that your information will be reviewed by the site and will let 
you know when your account will be ready.  

9. Once the account is ready, you are free to login to view bids from the City of Amarillo.  
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10. On the home screen bids, RFPs, and RFQs will be displayed that correspond with the NIGP codes 
that you entered when making the account. If it is blank, it means you either have no bids 
available that coincide with your NIGP codes or you have no entered any NIGP codes.  
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11. Everytime you login to Public Purchase, you will have to choose your State and Region in the top 
right corner. (Texas and City of Amarillo) you will have to choose these 2 items everytime you 
login to Public Purchase.  
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12. Once you choose Texas and City of Amarillo, you will be brought to this screen where you can 
view all Open Bids and Closed Bids dating back to 4 months no matter if you have entered the 
NIGP code for these specific bids or not. 
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13. Now you are able to view all bids, RFPs, RFQs, addendums, and clarrifications that the City of 
Amarillo puts out. 
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14. To see your messages about new bids, go to My Stuff then Messages  
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15. If you have any trouble, selct the Chat butto for futhur assistance.  

 

 

 

 

 

 


