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Existing Suppliers register as a Supplier User 
 

 
Purpose:  To provide instructions on how existing suppliers register as a Supplier User. 

• Use the eSupplier link below. 

https://esupplierportal.co.riverside.ca.us/ 
 

• Supplier’s will need their Supplier ID & TIN (Tax ID Number) to register as a user. 

o Supplier ID (formerly "vendor code") needs to be in 10-digit format and must currently exist in the system. 

▪ 10 Digit format - Include ZEROs before supplier ID. 

▪ Ex: Supplier ID: 1234 - 10 Digit format: 0000001234 

o TIN must match the associated TIN in the Supplier profile currently in the system. 
▪ Department’s check with the ACO to ensure supplier TIN is in PeopleSoft. 

• If TIN is not in the system: the department PCS, buyer, requisitioner or other authorized 

personnel, must send a new supplier invitation link the Supplier. 

• Click User Registration. 

 
 

 

• Click "Register now" in the Supplier User Registration section. 

 
 

https://esupplierportal.co.riverside.ca.us/
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• Departments should provide Supplier with their current Supplier ID # (10-digit format) upon request. 

• Suppliers create Username and Password. 

• Complete User Account Information and accept Terms & Conditions. 
 

 
Sample: 
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• Click “Submit” once form has been completed. 

Notes: 

Email will be used as contact for eSupplier portal correspondence and two-way authentication. Mobile phone will be used 
for two-way authentication. 
On the Supplier Public Home Page there is an ICON “FAQ’s /Contact Us” with extremely helpful information. 
The Supplier User Instructions link to the Supplier User Guide will provide step by step guidance on how to navigate 
through the Supplier portal. 


