
Instructions for City of Kalamazoo Online Vendor Services 

(REGISTER AS NEW USERS WITHOUT VENDOR NUMBER) 

You will NOT receive a confirmation email after registering. However, you 
will be able to login into your account and confirm that you are registered. 

Go to website:  https://eden.kalamazoocity.org 

 

 

 

 
1. Click “New Users”. 
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2. Register as an individual (See 2A.) or business (See 2B.). Complete all required information. Then click “Next Step”.   
 

2A. Registering as an individual example:      

 
 
 
2B. Registering as a business example: 

 



 
 

3. Please check your information before clicking the register button. Then Click “Register”. 

                      
 
 
 
 
 

4. NEW Vendor (Without Vendor#) “Click Here” option #2.    

 
 
 
 
 
 
 
 
 
 



 
5. Carefully review all information. Click “Create New Vendor Account”. 

                

 

 

 

 

6. Click AP Vendor: “Name”.                

 

 

 

 

 

 



7. Go to Viewing: Click down arrow and choose “Vendor Commodity Codes” 

               

 

 

 

 

 

8. Click here to begin…  choosing your commodity codes. 

  
 
 
 
 
 



9. Double click the “DESCRIPTION” (See 9A.). Then click ADD (See 9B.) next to each commodity code you would like to 
select. 

9A. Double click the DESCRIPTION to expand Main Category (NOTE: All Main Categories are listed as UPPERCASE).                

 

 

9B. Click Add or Remove next to each commodity codes you select (Note: All Sub-Categories are listed as Sentence Case).  

Then CLICK HERE to review and save your selections. 

 



 

10. Once you choose all commodity codes that apply, please click “Save Changes”. 

  

 

 

 

 

11. Click “Edit Commodity Codes” if you need to add/remove commodity codes. 

 

 

 

 

 

 

 

 

 

 

 



12. Click the NIGP Commodity Codes link to view the list (305 pages). 

 

 

 

13. Click “Log Off” when complete. 
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2. Register as an individual (See 2A) or business (See 2B). Complete all required information. Then click “Next Step”. 

2A. Registering as an individual example:           

 

2B. Registering as a business example: 

 



 

3. Please check your information before clicking the register button. Then click “Register”.              

 

 

 

 

4. EXISTING Vendor (With Vendor#) “Click Here” option #1. 

 

 

 

 

 



5. Enter Vendor# provided and Business Federal Tax ID#. Review information. Then click “Connect to Account”.  

                

 

 

 

 

 

6. Click AP Vendor: “Name”.                    

 

 



7. Go to Viewing: Click down arrow and choose “Vendor Commodity Codes”.

 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Click here to begin… choosing your commodity codes.
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select. 
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9B. Click Add or Remove next to each commodity codes you select (Note: All Sub-Categories are listed as Sentence Case).  

Then CLICK HERE to review and save your selections. 

                

 



10. Once you choose all commodity code that apply, please click “Save Changes”. 

                

 

 

 

11. Click “Edit Commodity Codes” if you need to add/remove commodity codes. 

        

 

 

 

 

 

 

 

 

 



12. Click the NIGP Commodity Codes link to view the list (305 pages). 

         

 
 
 
 
 
 
 
 
 

13. Click “Log Off” when complete. 

 


