Procurement@IBM registration instructions [ |

1. Please complete all mandatory fields on the Service Now Procurement@IBM Registration
form and click Submit. []

Notes:[]

e Do not use a generic domain email (a personal email such as Gmail, Hotmail or other free
registering email provider) as Business email . You must use a valid business email address
or IBMID if it is already exists.[]

e If Business email or IBMID already exist, you can see the error message "This email is
associated with an IBM account Log in". Click on Log in it will be redirected to other page,
there fill company name and vendor ID to continue.[]

e Forthe Vendor ID field, check the Order Confirmation slip received from IBM and use the 10-digit-
long number appearing there and starting with either 1 or 2 (US-Federal vendor ID). Be cautious
to remove extra spaces before or after vendor ID.

e Incorrect or missing information may result in the rejection of your registration request.

Please carefully review your form entries before submitting to avoid a delay.[ ]
2. After submitting your request, you will receive an email notification with the status of

your request and a link to the Procurement@IBM portal once approved. []
[l

Access the Procurement@IBM portal [ |

1. Once you have registered to access Procurement@IBM and have received confirmation,
click the link below []

- Access Procurement@IBM []

You will be redirected to the IBMid login screen. Enter your IBMid (email address) and

password. []

A one-time password (OTP) will be sent to the registered email address. []

2. Enter the OTP sent to your email to complete the authentication process. This action
must taken within 5 minutes of receiving the OTP. Otherwise, you will need to re-do
step 1 above to generate a new OTP. []

3. Once the authentication process is completed, you will be redirected to the
Procurement@IBM portal. []
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Going forward, you can go directly to the Procurement@IBM portal and log in using your
IBMid. []

- Access Procurement@IBM []
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