Vendor Registration in RivcoPRO
About RivcoPRO
RivcoPRO is the new purchasing platform for the County of Riverside. RivcoPRO is part of the JAGGAER network. Registering in RivcoPRO and
JAGGAER is always free. Through this platform you will be able to manage your contact preferences with the county, bid for new procurement
opportunities, submit invoices electronically and monitor the status of your payments.

Registration in RivcoPRO
Registration begins by either by invitation or the RivcoPRO vendor portal.
If you receive an invitation, it will look similar to this email:

You can register directly through this email by clicking the “Register Now” button.
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If your company/business is not already registered with the County of Riverside or JAGGAER
Please use the following link (or type in the address line exactly as written) to register your company/business:
solutions.sciquest.com/apps/Router/SupplierLogin?CustOrg=Riverside
-

To start, enter your company business email address and click the “next” button:

-

Click “Create Account” on the next page:

If your company has previously registered with the County of Riverside or JAGGAER
Please use the following link (or type in the address line exactly as written) to login:
solutions.sciquest.com/apps/Router/SupplierLogin?CustOrg=Riverside
Enter company email.
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Begin Registration – Account Creation
Once you have passed the initial Login page, you will be directed to the Create Account page. You will be prompted to answer two questions regarding
registration status (company or individual) and customer relationship (invoicing). Provide the most appropriate answer for your registration status.
Select “No” for your response to the customer relationship status. The “No” is selected to signify that you have never been invoiced in RivcoPRO. If
you have previously registered with the County of Riverside, your invoicing history in the County’s previous financial system is not applicable.
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Begin Registration – Account Creation (continued)
Once you have passed the Create Account page and have answered the filtering questions, you will be directed to the Vendor Registration page. All
fields with a star (*) are required to begin the registration process and must be completed in order to fully create your RivcoPRO account. Click the
“Create Account” button once all of the required fields have been filled.
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Registration Page
Before you can continue the registration process, you must click the “Get Started” button on the Welcome page.

Throughout the registration process, you be able to view your saved progress towards completion and may return later to complete any outstanding
items through the vendor portal. Be sure to click the “Save Changes” button before you exit any page.
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Adding Addresses
RivcoPRO uses several address types. You will use “Fulfillment” and “Remittance” most often. The Fulfillment address receives orders
and the Remittance address receives and processes payments and is printed on any checks issued. The Remittance Address must
match the “Remit to” address on your invoice or your payment will not be processed by the Riverside County Auditor-Controller’s Office.
At least one Fulfillment Address and one Remittance Address is required. One address can serve both purposes where applicable, but
must be entered in separately for both address types.
*If you were previously registered with the County of Riverside, your active addresses on record have been carried forward.

Adding Contacts
All contacts must have an email address to facilitate communication with the County of Riverside and RivcoPRO. At least one Fulfillment
and Remittance contact is required. One contact can serve both purposes where applicable, but must be entered in separately for both
contact types. Sales and Corporate Contacts receive notification when a bidding event includes your company. More information
regarding the JAGGAER Supplier network, managing contacts and granting portal access to additional contacts can be found in the FAQ
section at the end of this document.
*If you were previously registered with the County of Riverside, your existing contacts have been created as “Corporate” contacts.
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Completing Registration
You will need to provide a current W-9 in the tax information along with a recent invoice. You can upload these documents directly into
the system during the registration process.
Your registration will be complete when the check boxes in all sections on the left-hand side turn green:
green, you must certify and click the Submit button to complete the registration process.

. Once all check boxes are

*Please note: Once you have submitted your registration information, the Riverside County Auditor-Controller’s Office will review for final
approval. Your registration is not fully complete until this approval is finalized.
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Frequently Asked Questions (FAQ’s)
Q: What is Local Preference?
A: The County of Riverside has adopted a local preference program for those bidders located within the County of Riverside. A local vender who is
within five percent (5%) price over all low non-local vendor may, where applicable, be offered an opportunity to match the overall low bidders’ price and
receive the award.
Q: How do I qualify for the local preference?
A: To qualify as a local business, the business must have fixed offices within the geographical boundaries of Riverside County and must credit all sales
taxes paid resulting from the RFQ/P to that Riverside County location. A vendor must include a copy of their Business Tax Certificate that supports the
local preference with each quotation/ proposal response.
Q: Is there a Disabled Veteran Owned Business Preference?
A: Yes, the County allows a three percent (3%) cost preference to businesses owned by Disabled Veterans.

RivcoPRO and JAGGAER Supplier Network
RivcoPRO is connected to the JAGGAER Supplier Network. Several features in the JAGGAER Supplier Network are available within the RivcoPRO
Vendor Portal. To access them, go to JAGGAER Supplier Network found within your profile at the top right of the web page and choose “Return to
JAGGAER Supplier Network”

This will bring you to your JAGGAER profile and the look of the website will change.

Training
JAGGAER offers training for all vendors on their Supplier Network. To access this training from your JAGGAER profile go to Tools-> Online Training
and Support -> View Online Training and Support
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Managing access in RivcoPRO
During registration, you can extend invitations to team members in your organization who will need to access your company’s vendor portal for sales
order management, invoicing, and other purposes.

To maintain and update users, use the main JAGGAER Supplier Network found within your profile at the top right of the web page and choose “Return
to JAGGAER Supplier Network”.
In the JAGGAER Supplier Network if you are an administrator for your organization, you can add and manage team member’s roles and abilities within
JAGGAER and RivcoPRO.

Within a user, you can modify assigned roles. For more help on this topic, please visit JAGGAER Supplier Network online training and support through
your JAGGAER profile.
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