
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�


Click on New Vendor Registration 



Step 1: Vendor Pre-Registration Form 
Enter the required information under Company Details, Administration Contact Details, 
and Address Details. Then click the box certifying information is correct and click Submit. 



You will receive the following message after you click 
Submit to confirm your submission. You can then close 
the browser window. 



You will receive the following email confirming that the 
pre-registration information was received. 



Important Information to update in 
SAePS Portal 
The following fields are important to complete in the portal as they 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 links: https://webapps.sanantonio.gov/NIGPCodes/  and 
http://www.window.state.tx.us/procurement/com_book/ 

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

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

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

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


You will receive the following email with 
your User ID and temporary password.  



After receiving the email with your User ID and temporary password, follow the 
instructions in the email and use this information to access the SAePS Portal.  
NOTE: If you receive “User authentication failed” error, copy and paste the password 
again, ensuring no extra spaces are copied.  

Enter permanent username 
(Vxxxxxxx) 

Enter temporary password 
provided in email 



The system will prompt you to change your password. 
After entering and confirming the new password, click 
Change. 

Old Password: use 
temporary password 
provided in email 

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



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



To make resetting your password easier, setup a security 
question and answer by clicking on Personalization, Portal 
Personalization, and then User Profile. Then click Modify. 



Enter a security question and an answer. Verify/enter contact information and click Save.  
NOTE: The security question must be created as it will be required in the event you have 
forgotten your password. After entering this information, you will have the ability to click on the 
“Get Support” link on the portal to reset your password. 



Vendor Information Update 
Questions 1 – 13 are pre-populated with information obtained 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. 

The vendor is required to complete all other questions.  

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 the 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 number is correct with COSA and with SCTRCA.  

Please contact vendor support at 210-207-0118 for additional information. 

mailto:vendors@sanantonio.gov�


To complete Vendor Information, click on Vendor Information and enter the 
required information under Headquarter Physical Location. 



Answer questions 19-21 and click Save. 



To ensure you receive solicitation notices, you need to update your Spend Categories. Visit 
http://www.window.state.tx.us/procurement/com_book/  &  https://webapps.sanantonio.gov/NIGPCodes/  
for a  list of NIGP codes. To add Spend Categories, click on Spend Categories and click Add. 
NOTE: The NIGP Commodity Codes you select will determine the solicitation notices your company 
will receive via email. You may add or delete NIGP codes/Spend Categories within your profile as 
frequently as you desire.  

https://webapps.sanantonio.gov/NIGPCodes/�
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Enter the 5-digit NIGP codes you found in the prior step in the Search 
Product Category box. Click Add after entering each one. After 
entering all NIGP codes, click on Back to Main Screen.  


	To begin the registration process, go to:
	Click on New Vendor Registration
	Step 1: Vendor Pre-Registration Form�Enter the required information under Company Details, Administration Contact Details, and Address Details. Then click the box certifying information is correct and click Submit.
	You will receive the following message after you click Submit to confirm your submission. You can then close the browser window.
	You will receive the following email confirming that the pre-registration information was received.
	Important Information to update in SAePS Portal
	You will receive the following email with your User ID and temporary password.	
	After receiving the email with your User ID and temporary password, follow the instructions in the email and use this information to access the SAePS Portal. �NOTE: If you receive “User authentication failed” error, copy and paste the password again, ensuring no extra spaces are copied. 
	The system will prompt you to change your password. After entering and confirming the new password, click Change.
	Missing Vendor Information
	To make resetting your password easier, setup a security question and answer by clicking on Personalization, Portal Personalization, and then User Profile. Then click Modify.
	Enter a security question and an answer. Verify/enter contact information and click Save. �NOTE: The security question must be created as it will be required in the event you have forgotten your password. After entering this information, you will have the ability to click on the “Get Support” link on the portal to reset your password.
	Vendor Information Update
	To complete Vendor Information, click on Vendor Information and enter the required information under Headquarter Physical Location.
	Answer questions 19-21 and click Save.
	To ensure you receive solicitation notices, you need to update your Spend Categories. Visit http://www.window.state.tx.us/procurement/com_book/  &  https://webapps.sanantonio.gov/NIGPCodes/  for a  list of NIGP codes. To add Spend Categories, click on Spend Categories and click Add.
	Enter the 5-digit NIGP codes you found in the prior step in the Search Product Category box. Click Add after entering each one. After entering all NIGP codes, click on Back to Main Screen. 

