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CITY OF HOUSTON PROCUREMENT

VENDOR MASTER RECORD PROCESS
Target Timeline: 1-2 Days

Supplier Login @
http://purchasing.

houstontx.gov
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eLink
System

The eLink vendor record
interfaces into the Queue
system -for validation of
supplier registration &
W-9 form. Supplier

granted full access to
eBidding system

SPD Vendor staff reviews
information & generate SAP
Vendor Record that remains
blocked. Supplier’s Online
Bid remains dormant in

eBidding system until W-9 is
received by SPD. Vendor

emailed to submit W-9 form

Queue
System

Yes

No

Does
Supplier W-9

form exist
on file?

6

8

Vendor emails or
faxes W-9 form to
SPD Vendor staff

SPD Vendor staff
reviews and validates
vendor name and Tax

ID from W-9 and
export into SAP

SPD Vendor staff
reviews and validates
vendor name and Tax

ID from W-9 form.
Vendor account in SAP
unblocked validation of
required information.
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9
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SAP
System

SPD Vendor staff
notify Vendor of

complete status and
provide the SAP
Vendor Record

END
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Supplier may view or
update data online or

add a remittance
address for payment to
existing main vendor
record in the eLink

system.

Yes
Does

Supplier on-
line account

exist?

2

Supplier must obtain a
Web Account to access

eBidding system

Supplier must
complete an online
Vendor registration

Supplier must
select all the NIGP
codes that pertain
to their Business

No

3

4

5

START

P.O Box
Or Foreign
Address

?

YesNo
Vendor submits

manual application and
W-8 form to SPD
Vendor Master staff

W-8 and Vendor
account creation

processed manually
to SAP
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