
SAePS Vendor Training



Vendor Benefits


 

User friendly dashboard for vendors


 

Self administration to manage user access and information


 

Email notification of solicitations relevant to vendor


 

Electronic vendor response including modification, 
withdrawal of bids, versioning of bids and confirmation of 
bidder’s participation



 

Electronic catalogs—eliminates high-maintenance paper 
catalogs



 

Increased data accuracy and visibility of invoice process for 
vendors and COSA



 

Improved requisition-to-order cycle time



Prime and Subcontractors
Vendors/Suppliers wishing to take advantage of the features and benefits 
of the City of San Antonio procurement tool are required to complete the 
electronic registration process



 

You are considered a “Procurement Supplier” if one of the 
following conditions exists:



 

Your company will receive payments from the City of 
San Antonio under a contract or purchase order



 

Your company will receive Request for Quotations, 
Purchase Orders, or other Procurement documents



 

Your company is a construction contractor



What do I need to get started?


 
Internet Access


 

If you do not have Internet Access at your place of business, you can access  
the Internet at a Public Library (note: There will be no one to assits with 
vendor registration, please call vendor support (210-207-0118)



 
Adobe Acrobat Reader


 

If you do not have Adobe Reader, you can download a free copy from the City 
of San Antonio website



 
Email address


 

If you do not have an email address you can create a free account using Yahoo, 
Gmail, Hotmail



To begin the registration process go to:
Note: Vendor Registration is a 2 Step Process

http://www.sanantonio.gov/Purchasing/saeps.aspx

http://www.sanantonio.gov/Purchasing/saeps.aspx


Step 1: Vendor Pre-Registration Form



Vendor Submission Confirmation



Email Confirmation of Pre-Registration



Important Information to update in SAePS Portal
The following fields are important to complete in the portal as this will pertain to how 
the City of San Antonio will evaluate your company and how you will receive your 
solicitations

•Spend Categories: These are the 5 digit NIGP Commodity Codes you will enter for the 
type of goods/services you are able to provide. Please only select the commodities your 
company can provide. If you need help identifying your NiGP Codes please refer to the 
following link. https://webapps.sanantonio.gov/NIGPCodes/

• Vendor Information: This section are additional questions pertaining to your company. 

•SRM User Setting: Validate the information in this section is correct especially the 
email. The email provided here is where all solicitations will go. Please note: only one 
userid can be used per vendor. Setting up a general email address is recommended for 
multi-use.

•Security Question & Password: Under User Profile you can create a security question 
and password for password resets

https://webapps.sanantonio.gov/NIGPCodes/


Email Notification with User ID and 
Temporary Password



Step 2: Supplier Portal Logon

Enter permanent username 
(Vxxxxxxx)

Enter temporary password 
provided on email



Supplier Portal Logon Password Change

Old Password: use 
temporary password 
provided on email

Generate new password for 
SAePS Portal (Password 
must be a minimum of 8 
characters in length 
(containing 3 letters, 2 
numbers, 1 uppercase letter 
and 1 lowercase letter)



Missing Vendor Information
Your initial login will display a message with actions required to complete your 
account. Click Ok 



Spend Categories page 1 of 2 
https://webapps.sanantonio.gov/NIGPCodes/
Important: The NIGP Commodity Codes you select will determine the 
solicitation notices your company will receive via e-mail. You may add or delete 
commodities within your profile as frequently as you desire. View NIGP Lookup

https://webapps.sanantonio.gov/NIGPCodes/
https://webapps.sanantonio.gov/NIGPCodes/


Spend Categories page 2 of 2



Vendor Information Update

Questions 1 – 13 are pre-populated. Information is gathered from the initial registration

Question 14-17 and 21a – 21i are pre-populated. Information is verified by the South 
Central Texas Regional Certification Agency (SCTRCA). If you are not registered with 
SCTRCA, the fields will remain blank

All other questions is required for the vendor to complete. 

Note: Vendors will not have authorization to make changes to areas that are grayed out. 
To make changes to question 1 – 13, please submit a letter to vendors@sanantonio.gov 
requesting the change. Please include your last four digits of your tax id number.

If you are registered with SCTRCA and your certifications are not populated, please 
make sure your Tax ID # is correct with COSA and with SCTRCA. Please contact 
vendor support for additional information 210-207-0118.

mailto:vendors@sanantonio.gov






Vendor Message Update
Click on Home > The Vendor Message will display both sections have been 
completed > Click on SRM User Setting to update Contact Information



SRM User Settings 1 of 3
This section is the contact information that will be used for bid solicitations. (Note: only 
one contact person and one email can be used) 



SRM User Settings 2 of 3



SRM User Settings 3 of 3



Setup Security Question and Password 1 of 2



Important: The security question must be created, as it will be required in the event 
you have forgotten your password, you will have the ability to click on the “Get 
Support” on the portal to reset the password



Vendor Registration Completed
Overview


 

You have updated your NiGP Commodity Codes 
(Spend Categories tab)



 

You have answered additional questions in the 
Vendor Information tab



 

You have verified contact information in SRM User 
Settings



 

You have created a Security Question and 
Password



You have successfully completed 
City of San Antonio 2 Step vendor 

registration process
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