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In order to do business in the County, you may be required to provide specific documents such as insurance certificates for 
validation by the County staff.  This information can be uploaded to your vendor profile or record with the county.  To do 
this, you must first have completed the registration process and have your user id and password. 
 
Login 

 
Enter your user id and password into the login screen: 
 

 
 
 
Select the Correct Profile 

 
Be sure to select the Seller Administrator tab on your profile: 
 

 
 
 

Navigate to the Upload Feature 
 
 
Click the box labeled Maintain Organization Information : 
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Click the box labeled Maintain General Organization Information: 
 

 
 

Select, Upload and Delete Files 
 
Click the browse button to view files on your computer and select the correct one to upload: 
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Select the correct file on your computer and click open to pull the 

file back into ePro: 
 
 
 

Once you have the file listed, you can add a description and then click Upload to add the document to your BuySpeed 
vendor profile. 

 

 
 

To remove a file you have added, simply click the delete checkbox next to the appropriate file, then click either Save & Exit 
or Save & Continue:   
 

 


