
SUPPLIER REGISTRATION 

To view solicitations or to register your company on the Public Procurement Portal, please visit the 
following link: 

https://bids.sciquest.com/apps/Router/PublicEvent?CustomerOrg=FSU 

From there, you will see Public Notice links, along with a listing of Business Opportunities and their 
status: 

 

To view or respond to a solicitation, please click on the “Respond Now” button: 

https://bids.sciquest.com/apps/Router/PublicEvent?CustomerOrg=FSU


 

From there, you will be taken to the following page. You can either log in with an existing account, OR 
you can create a new account: 

https://solutions.sciquest.com/apps/Router/SupplierLogin?CustOrg=FSU 

 

https://solutions.sciquest.com/apps/Router/SupplierLogin?CustOrg=FSU


To proceed, please enter your company email address and click next: 

 

If you do not have an account, you will see the following screen and will then need to click “Create 
Account” 

 

From there, you will see this screen and will need to click “Continue with Registration” 

Please note that there is a video tutorial link provided if needed 



 

From there, you will see the Create Account page, where you will need to fill in all the fields marked 
with a * & click “Create Account”  

Sample provided below 



 



 



 

You will then see this screen and will need to check your company email: 

 

You will receive the following emails: 

 

Please select the email from SpearMart Support & Click the Complete Registration now link to validate 
your company email: 



 

Then click Submit: 

 

From there, you will sign in to complete registration: 



 

 

From where, you will have the following options to proceed: 



 

Check your email for the code, enter it in the box and click submit: 

 

 



This signs you into the Jaggaer portal, and from there, you will complete the instructions as noted, 
clicking “next” and “save changes” as you move through the screens: 

 

 

Make sure to enter commodity codes you would like associated with your account by clicking the edit 
button: 



 

Example search: 

 

Click on the code to add to your account and then click done: 



 

 

This will then show the code as being linked to your account 

 



Include Contacts for your company. These can be sales or diversity contacts and click Save Changes 
when done: 

 

 



***Please make sure to save as you move through the screens. 

When you are done entering contacts, move to next: 

 

Include any Diversity classifications as needed: 

 

Example: 

 



NOTE: Once you have completed sections, the steps will appear as green check marks to show that 
each section has been completed. You will need to check the certification box and then submit to 
compete your registration. 

 

You are done registering! 

 

If you return to the homepage as noted above, you can view and respond to quoting and competitive 
solicitation opportunities. 



 

 

For assistance with submitting a response, please view the “How to Complete a Solicitation” job aid on 
the Procurement website:  https://procurement.fsu.edu/suppliers  

https://procurement.fsu.edu/suppliers

