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Rialto Unified School District 
PlanetBids Step-by-Step  

Profile Guide 

Step 1 
Click on NEW VENDOR 
REGISTRATION 

Make sure you are on the correct 
PlanetBids Page. The “Rialto Unified 
School District” should be the agency 
name at the top of this window. 

Step 2 

CREATE YOUR VENDOR PROFILE 

Enter your Company Name, tax ID or 
Social Security number and email 
address.  

This information will be used to assign a 
vendor number for Purchase Orders and 
Contracts.  

The Company name should match the 
name on your W-9. 
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Step 3 

VERIFY EMAIL 

Once your profile is 
created, you will get an 
email asking you to 
verify the email 
address.  

Step 4 

PROFILE DETAILS 

Once you verify your 
email, you can begin 
filling out our 
PlanetBids Profile.  

Step 5 

PROFILE DETAILS 

Fill out the Company 
information, including: 

• Business Type
• DBA (Doing

Business As)
• Your DUNS

(Data Universal
Numbering
System) if
applicable
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Step 6 

PROFILE DETAILS 

The User information section list 
the primary user for the company 
profile. This individual will receive 
emails from Rialto regarding their 
profile, quotes, or future bid 
opportunities. 

Step 7 

PROFILE DETAILS 

The Additional Addresses 
provides an opportunity to list a 
REMIT to address for payments, 
or to list alternative addresses 
such as a company 
Headquarters.  

Step 8 

PROFILE DETAILS 

The information on the principal 
and owners should be listed in 
this section. This can include the 
person authorized to enter into 
contracts.  
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Step 9 

PROFILE DETAILS 

Select any classifications that apply to 
your business, such as DVE, Minority 
Owned Businesses, or your California 
Secretary of State entity information.   

Step 10 

PROFILE DETAILS 

Contractors' licenses apply to Vendors 
with valid   Contractors State License 
Board (CSLB). If this doesn’t apply, leave 
it blank.  
Step 11 

PROFILE DETAILS 

Other business Information will be used 
as part of the District vetting process. It is 
important to answer the questions 
truthfully. 
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Step 12 

PROFILE DETAILS 

Select the appropriate company class for 
the goods and services you provide and 
include a brief business description of 
those goods and services. 

Step 13 

PROFILE DETAILS 

Categories as used to classify the types 
of goods and servces your provide using 
the North American Industry 
Classification System (NAICS).  

Step 14 

PROFILE DETAILS 

You can search by Description or by 
NAICS Code. Vendors can select multiple 
categories.  

These categories will be used when the 
District releases Bids. 
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Step 15 

EMAIL CONFIRMATION 

Once you create a profile you will 
get an automated email from 
PlanetBids.  

If you are registering as a vendor, 
you will need to complete the 
additional items below to upload 
your Vendor Information Page 
and W-9.  
Step 16 

UPLOAD FORMS 

Log back into your PlanetBids 
Profile and on the left hand 
side select “W9 & 
ADDITIONAL VENDOR 
INFORMATION.” 

Step 17 

UPLOAD FORMS 

In this Section select “Yes” to 
submit a new form.  

You can download the form from 
this page and fill out all the 
relevant information.  

Once completed, attach each 
form under the attachment 
section.  




