
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How to register at Banxico Procurement Portal (known 
in Spanish as POC Banxico ) 

 October 2017 



1. Starting your registration 
Suppliers interested in participating in Banco de México’s procurement procedures 
should register online at Banxico Procurement Portal (known in Spanish as POC Banxico) 
as shown below:  

 

 

Once you login, the system displays the instructions for registering at POC Banxico. 

 

 



2. Creating a temporary mailbox account 
Create a temporary mailbox account to send the documentation listed in the form, either 
directly or on behalf of the company or person that you represent, using the “Inicie su 
registro” (Starting your registration) link. 

 
Registration Form 

 
 
 
 
 
 
 
 



3. Entering the data requested 
Enter the information requested as shown below and then click on the “Siguiente” 
(Next) button. 
Your password must be at least 8 characters long. The password is not case sensitive.  

 

4. Confirming your data 
You will be asked to confirm your data.  

 

Once you have confirmed your data, you will be requested to activate your temporary 
mailbox account through the e-mail address that you registered, as shown in the screen 
below: 

 



5. E-mail for account activation 
You will receive an e-mail at the e-mail account you previously registered. Click on the 
“Activar cuenta” (Activate account) link in this e-mail, as shown below: 

 

 
 

6. Confirming the activation of your temporary account                    
Once you have activated your temporary mailbox account at the link in the e-mail you 
received, the system will display a screen indicating that you have successfully activated 
your account, as shown below:  

 

Additionally, you will receive an e-mail notifying your account activation.  

 

 

 



The image below shows the e-mail where you will be notified that your temporary 
mailbox account was correctly activated: 

 

7. Sending information through your temporary mailbox account 
Once your temporary mailbox account has been activated, you should: a) login to the 
page where you started your registration and b) click on the “Continúe su registro” 
(Continue your registration) button. 

 

 

a 

b 



8. Login to your temporary mailbox account 
To login to your temporary mailbox account, you must type the e-mail account in the 
first line and the password that you entered at the start of your registration process in 
the second line. 

 

9. Terms and conditions 
After login to your temporary mailbox account, carefully read the terms and conditions 
applicable to the use of POC Banxico. If you accept these terms and conditions, click on 
the “Continuar” (Continue) button, as shown in the images below:  

 

 

 

 

 

 

 

 

 

 

 

 



10. Displaying the terms and conditions  
In the “Ver términos y condiciones” (See Terms and conditions) link you will be able 
to select if you want either to save or to open the document. Note: You must follow 
this step to be able to continue with your registration process. 

 

 

 

 

 



11. Accepting the terms and conditions 
After accepting the terms and conditions, you must click on the “Continuar” 
(Continue) button. 

 

 

 

12. Downloading the registration form 
You must download the registration form (as displayed in the screen below) and fill 
in the information requested, either directly or if you are acting as a representative 
on behalf of another person or a company. Save the registration form file in your 
computer to send it later.  

 

 

 

 



 

 

To continue with the process, click on the “Registro” (Register) button. 

 

 

13. Indicating the type and name of supplier you will register 
Indicate whether you are a person or company, your name, and in which public 
procurement bidding procedure you are interested in participating.  

To continue, click on the “Continuar” (Continue) button. 

 
 

 

 

 

 

 

 

 

 

 

 



 

 

14. Attaching the required documentation 
Attach the relevant documentation of the person or company that you represent, as 
well as the dully-completed registration form.  

Important: documents marked with a * are mandatory.  

The files attached should be in PDF format and the registration form should be in 
XLS or XLSX format. 

 
Process for attaching documentation: 

a. Click on the “Adjuntar” (Attach) button.  

 

a 



 

b. Find the file that you wish to attach using the “Examinar” (Browse) button. 

 

c. Select the file that you wish to attach.  

 

d. Click on the “Adjuntar documento” (Attach document) button as many times as 
you need for each document to be attached.  
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e. You can replace or delete any document using the same buttons.  

f. Once you are done attaching the mandatory documents, the “Enviar solicitud” 
(Send request) button will be enabled.  

 
 

g. As soon as you send your request to Banco de México, the message highlighted 
in the screen below will automatically appear. 
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15. Status of documents  
To see the status of your application documents, click on the “ver” (see) link. 

If the documents are accepted, a Banco de México’s Material Resources Directorate 
(known as DRM in Spanish) analyst will contact you to arrange a meeting to 
crosscheck your information and continue the registration. 

  

 

 

 

 

 

 



When you send your registration form, the system automatically generates and 
sends a notification to your e-mail indicating that the information was sent and that 
Banco de México’s staff will contact you to continue the process.  

 

 

16. Information rejected 
If your registration form does not include enough information or if the documents 
are illegible, an e-mail will be sent to your e-mail account informing you that you 
should once more login to the system to make the necessary corrections. 

 

 

 

 
 
 



To replace rejected files, login to your POC Banxico temporary mailbox account, click 
on the “Ingrese aquí” (Log in here) button, and repeat the following steps: 

   

Click on the “Continúe su registro” (Continue registration) link. 

 

 
 



Log in to your temporary mailbox account by typing the e-mail address and password 
entered when you started your registration process. 

 

Click on the “Editar” (Edit) link to see the document details. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



To substitute the documents “Rejected”, click on the “Actualizar” (Refresh) button 
and follow the same steps to attach documents described in section 3 above. 
You will see that the status of the documents received for crosschecking has been 
“Aceptado” (Accepted). 

 
 

Once you have updated your documentation, the “Enviar actualización” (Send 
documents updated) button will be enabled.  

 

 



Once you have sent your updated information, the system will automatically 
generate the message below. 
Click on the “Continuar” (Continue) button to send the information to Banco de 
México for review.  

 

 

 
 

Once you have finished updating your information, the screen below will appear: 

 

Banco de México’s staff will contact you via e-mail to arrange a meeting either to 
crosscheck your information or to inform you that your files have been rejected. 

 

 

 

 

 

 

 

 



17. Crosschecking your information 
Once the information that you send to Banco de México has been accepted, a Banco 
de México’s Material Resources Directorate (known as DRM in Spanish) analyst will 
contact you to arrange a meeting. 

Once the meeting for crosschecking information has been arranged, you will receive 
an e-mail reminding you of the date and time of the meeting. 

 

 

18. Registering as a POC Banxico user 
Once the documents you have presented are crosschecked and accepted by Banco 
de México, you will receive an e-mail confirming you are registered supplier. This e-
mail will also indicate your supplier ID number, as well as the registered names and 
users linked to your supplier account and your password.   

 



19. Login to “Mi portal” (My portal)  
Once you are a registered user, you will able to login to “Mi portal” (My portal) by 
clicking on the “Acceso a Mi portal” (Accessing my portal) link. 

 

 

Use your “registered user” and password to login to “Mi portal” (My portal). 
 
 
 
 
 
 

 
 

 

 

 

 

 

 

 

 



20. “Mi portal” (My portal)  
When you login to “Mi portal” (My portal), the following screen will be displayed: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 


