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Enter your company’s Federal Tax ID 
Number (FEIN) and company name in 
the appropriate boxes.  After entering 
this information, click “Submit”. 

Instructions for Vendor Registration. 
If you have never logged into the City of 
Palm Spring’s BuySpeed Online system, 
click on “Register” link. 

If you have previously registered 
with the City of Palm Springs 
please log-in using your log-in ID 
and password. 
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After filling out this portion of the 
registration form, click “Continue 
Registration” when you are ready to 
proceed. 

Fill out the application form.  Fields 
marked with an asterisk (*) must be 
filled out. 
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Complete the freight terms section by 
clicking on the down arrow beside each 
choice and selecting the most 
appropriate choice. 

For “Type of Firm” select at least one 
category type. You may choose more 
than one category type if applicable to 
your company. 
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For “Type of Organization” please 
select only the one choice that best 
describes your company.  

For “Business Size” please 
select only one category. 

For “Majority Ownership of Business – 
Ethnicity”, please select only one 
category. 

For “Majority Ownership of 
Business – Gender” please select 
only one category. 
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For “Location of Main Office” please 
select only one category. 

For “CA. Contractor’s License Classification” 
select as many categories as applicable.  If 
none of the categories are applicable to your 
company, please select the first choice, “Not a 
State-Licensed Construction Contractor”. 
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After completing this portion of the registration  
form click “Save and Continue Registration”. 

That’s it!  You have completed the registration process for your company! 

A third method to choose applicable categories is to utilize the NIGP 
Code Browse area located immediately below the “Search” button.  
Scroll down to the applicable category and left click your mouse, or hit 
the enter button, to make your selection.  Again, you may choose as 
many categories as you wish.  

The second method you can use to provide information is the “NIGP 
Keyword” box.  Type in an applicable key word and hit the “search” button.  
A list of categories pertaining to your keyword will be generated onscreen 
from which you may choose any applicable categories.  

You can use the “NIGP Class” drop down arrow to show all 
NIGP categories.  If you choose this method, simply click on the 
applicable category.  You may choose as many as you wish. 

The last step is to select Commodity and Service codes to inform the City of Palm Springs about the 
types of products and services your company can provide.  There are three methods of selecting the 
Commodity and Service Codes:  

If you wish to confirm your current selections and continue to search for additional codes, click “Save and Add 
More”.  To complete your registration, click on either “Save and Continue Registration” or “Exit and Continue 
Registration”.  Since selecting codes is the last step necessary to register, this will end the registration process. 


