State of Connecticut Department of Administrative Services

CTsource - Adding a Buying Organization

Suppliers who are currently registered in WebProcure should add the State of Connecticut as an additional
buying organization by following the steps below:

STEP 1: Login to the vendor portal and select the dropdown under the user name and My Account.
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STEP 2: A new window will appear. Select “Add New Buyer.”
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STEP 3: The page will default to “Manage Buyers.”
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Use the drop down below ta filter the Buyer list by your selected Regions. To add or remove regions select the Manage Regions tab above and modify your
selections.
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STEP 4: Select “Manage Regions” for a complete list from which you then select “Connecticut” and “Save.”
This will add the State of Connecticut as an organization that you would like to offer products and services to.
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Select from the list below the Regions in which you wish to do business. Your organization will only be visible to Buyers in the regions that are checked.

[ Alabama [ Kansas [ Pennsyhsania
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STEP 5: The “Save” action does not add the buyer. You will need to select “Manage Buyers” and select the the
question mark (?) icon under the “Actions” column to send an approval request to the buyer.
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Use the drop down below to filter the Buyer list by your selected Regions. To add or remove regions select the Manage Regions tab above and modify your

selections.
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STEP 6: You may manage your profile according to the State of Connecticut’s specific requirements. You will receive an
email once your registration and required documents have been approved by the State of Connecticut.
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