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In order to receive notifications about Bid opportunities or to be issued 

Purchase Orders (POs) through ProcureAZ, vendors must be registered 
within the system. Vendors can register themselves by accessing the 

ProcureAZ login screen and selecting Register. 
 

Providing Company Information 
Clicking the Register link generates a pop-up window. If the pop-up window 

doesn’t appear please go to your browser settings and ‘allow’ pop-ups for 
procure.az.gov.  In the pop-up window provide your entity’s tax 

identification number and name.  

 
If you are a foreign vendor, select the appropriate country of incorporation. 

Click ‘Submit’. ProcureAZ will confirm the uniqueness of your tax ID in the 
system. If your tax ID is already present, you will be notified that you 

cannot complete registration. 
 

The Company Name you provide MUST match the name your 
company has on file with the IRS. If it doesn’t match the State of 

Arizona will not be able to pay you. If you are using your Social 
Security number your Company Name MUST match what is on your 

Social Security card. The State of Arizona will check the IRS 
database to make sure the information you enter in ProcureAZ 

matches what is on file with the IRS and will disable your ProcureAZ 
account if it doesn’t. 

 

If you are certain your entity has not registered and you received the 
notification your company is already registered, contact the ProcureAZ Help 

Desk at (602) 542-7600 and press option 3. 
 

Procure AZ Phone Support – (602) 542-7600. Staffed Monday to Friday 

8:00am to 5:30pm, voicemail available at other times. 
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The following fields require information in order for you to move on to the 
next section and be able to login to a partially completed registration if you 

need to leave the process in the middle: 
 

1. First Name. 
 

2. Last Name. 
 

3. Job Title. 

 
4. Email (this email address does not receive automatic notifications 

of bids unless it is the same email address that is listed in the 
Company Email field on the General tab). 

5. Phone. 

6. Login ID – this must be unique in the system and a minimum of 5 
characters, so we recommend using your email address. 

 
7. New Password – your password must have a minimum of 6 characters 

with no spaces or special characters (only letters and numbers are allowed. 
This password is also temporary. You will be asked to change it the first time 

you log in to ProcureAZ. 

 
8. Confirm Password 

 
9. Login Question – you have a choice of four in the drop-down menu. 

 
10. Login Answer After completing the required fields click Save & 

Continue Registration. You may add more users after you have completed 
the registration process. 

 
Registering for Commodity Codes (NIGP Codes) 

The last step in the registration process is to select the commodity and 
services that your business provides.  This will help ensure that you receive 

notifications about Bid opportunities for those commodities and services 
(notifications will be sent to the email address listed in the Company 

Information tab only). 
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Selecting commodity codes is not an exact process—multiple codes may 

apply to the goods and services your business provides, and different 
purchasing officers may choose different commodity codes for the same 

goods and services. Therefore, add as many commodity codes to your 
registration as you think remotely apply to your business. 

 
Add commodity codes by using the Keyword Search field and selecting 

codes that apply from the results that display below the NIGP Code 
Browse bar. 

 

1. Type a keyword into the NIGP Keyword field and click the Search 
button. The search results will display below the gray bar. You may 

need to scroll down to see them. 
2. To select a commodity code, click on the checkbox next to it. 

 


