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Commonwealth of Pennsylvania

PROCUREMENT VENDOR REGISTRATION GUIDE

Procurement vendors provide goods and services through purchase orders or state-wide
contracts. If the appropriate criteria are met, they can self-certify as a small, diverse business.
Procurement vendors register through a self-managed portal called the PA Supplier Portal.
Vendor administrative users maintain the information located in the portal, add one (1) bank
account, and create additional users with the role of administrator or bidder.

In Preparation: The following items will be required to complete the registration:

1. Employeridentification number (EIN)for organization

Note: To obtain an EIN, go to https://www.irs.gov, click the link “Apply for an Employer ID
Number (EIN). Follow the instructions.

Correspondence will be via email from @pa.gov. Watch spam folder.

Open Web Page: Do not use cell phone or tablet. Use either Microsoft Edge or
Chrome Internet browser, open the Office of the Budget website by typing

https://www.budget.pa.gov/agencies/budget and click “Enter”.

Bl Ofncial website of the Commonwealth of Pennsylvania
P.lq Commonwealth @ Translate I | Search B
of Pennsylvania

Services  AgencyDirectory  YourGovernment ¥ VisitPA [Z News [

Agencies > Office of the Budget

Welcome to the Office of the
Budget

Ensuring fiscalintegrity for the residents of the Commonwealth

Have a question?

Sendus anemail [F

Scroll down to Popular topics and click Find Vendor Registration, Information, and Tools.
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Discoverthe
Commeonwealth Budget

Walk through the Understand Property Tax
Commeonwealth Budget Reliefinthe
Process Commonwealth
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Find Vendor Registration, Redevelopment Assistance
Information, and Tools Capital Program (RACP)
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Find Info for
Commonwealth Business
Travelers

Scroll down to Information and Resources and click Vendor Registration.

Information and Resources

Vendor Registration - PA Supplier Portal Admin N
Support
Procurement

Scroll down and click Procurement
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Scroll down and click

Go to Procurement Vendor Registration (PA Supplier Portal) -2

The main page of the Pennsylvania Supplier Portal appears.

Look over the following highlighted areas to acclimate to this page.

w Vendor Registration X =¥ PASupplier Portal Home - SAP ' X -+

gal.state.pa.us/irj/pg anonymous

pennsylvania QY

41 Back Forward* History View Help

Notice
secondary tab

Supplier
Supplier Registration

Search.

SAP Slore

Log on

Welcome: PA Suppl

Click here to

istration > _PA Supolier Portal Home

Supplier >_Supplier Reg
+ PA Supplier Porial Home
+ Supplier Registration

+ Supplier Service Center

+ OB Senvices for Vendor The PA Supplier Portal is a secu

providing access to registratio!

o Do Not Use Cell Phones or Tablets

approopriate web

Be sure to note

browsers!

bookmark
the page for [  After
future use! registered
Log on is

at allows suppliers to create an authorized Administrativ
1f-management of supplier account data.

ATTENTION: Use Edge or Chrome for accessing the PA Supplier Portal.

¢ Do Not Use Mozilla FireFox or Safari browsers

located
here

Click Supplier Registration along the left-hand margin. There are four (4) easy steps to

complete the PA Supplier Portal procurement vendor registration.

Step 1 Vendor Identification

Input the nine (9) digit Tax ID Number. This must be an employer identification

number (EIN) as registered with the Internal Revenue Service (IRS).

Do not use a hyphen. Click Next.

Step 2 Vendor Details (Fields with * are required)

Vendor Identification. Confirm that the Tax ID Number is correct.

If not, STOP. Click the back button and start all over again.
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Company Data.

Disregarded Entity

What is a “Disregarded Entity”? Most registrants will leave this box defaulted to the “No” birds-eye
position. A Disregarded Entity is an Internal Revenue Service (IRS) legal tax term in which one entity may be
considered “disregarded”for tax reporting purposes under another entity (the parent entity) to save income
taxes. Forexample, a limited liability company may be “disregarded” for tax reporting purposes under a
corporation to save on income tax liability. If the company is disregarded, the employer identification
number (EIN) submitted is for the disregarded entity. The EIN for the parent company will be submitted
under “Parent Company TIN”. The Parent Company Name and Parent Business Type will also need to be
provided and will also be verified with the IRS. For additional information, go to www.irs.gov website.

Legal Name

Type the legal name of the organization. If name length is greater than 35
characters, roll it onto next line Name of the Company (if different than legal

name).

Type the name of person creating the registration. Note: This name will appear
on the Internal Revenue Service (IRS) W9 as the person who has the authority to
sign an electronically generated IRS W9 for the organization.

Choose the appropriate Business Type from the down arrow.

Take note of the special checkbox for partnerships or trust/estates that there are
foreign partners, owners, or beneficiaries. There is also a special box for Exempt

payee code and Exemption from FATCA reporting code. Fror additional information, go to

www.irs.qgov website. Search IRS W9 for more details on these codes.
1 =]

Company Data

i ity . (v
Disregarded Entily: Yes (®No Mote: Legal Name is 35 characters. If longer roll the additional

= Legal Name: l—chara:ters onto the next line-Name of the Company.

Mame of the Company (if different than Legal Name): | |

* Name of Person Creating Registration: | | This fext will appear on the W-9 Form
= Business Type: | [=| ¢ Choose the business
IndividualfSole proprietor - type used for filing
If you selected “Parinership®, “Trust/estate,” or “Limited Li{ ¢ Corporation taxes.

and you are providing this form to a partnership, trust, or S Comporation

check this box if you have any foreign partners, owners, o
o b it ' Partnership

Limited Liability Company-C corp

A onu ~ s
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Address Data

E-mail Address: Be sure to type this correctly as all correspondence will be sent via

e-mail.

Telephone: The telephone number should be input as XXX-XXX-XXXX using dashes.
Street Number and Name: Even though payments will be made by direct deposit, a

valid mailing address must be provided as listed on invoices. Input a street address
OR a post office box (not both!). Notice that the details also include the
Pennsylvania county. If not located within Pennsylvania, the system will default to

“out of state county”.

Address Data

Exempt payee code (if any)

Exemption frem FATCA reporiing code (if any):

* E-Mail Address
* Telephone:
Fax:

Street Number and Name:

Sitreet 2 (apt. or suite no_, room no._, floor no. etc.):

* Gity:

* State:

* Country:
PO BOX:

PO Box Country:

L]
-]

Brension: [ |
Bension: [ |

| If PO Box is used then Sireet Number and Mame cannot be used

L]

- [Pennsyivania

[usa_[~]
[usa_[~]

“cowmty [ [+
oo [ ]

If Street Number and Name are used then PO Box cannof be used

Which Product Categories can you Deliver? One product category must be selected; however, both can also be

selected.

Which Product Categories can you Deliver?

At least one product category must be selected

* Select the language in which you want to send the questionnaires:

[ BUILDING & CONSTRUCT [ | MATERIAL/SERVICES

Data Privacy Statement and Terms— Please read and click the box next to the “Yes, | have

read.....” and Yes, | certify..... When the boxes are clicked, the “Next” is available to

click to move to the next section of the registration process.

A Word About Errors — When the “Next” is clicked, if the screen does not change, scroll

back to the top of the page as there may be an error message.

0 Please enter only numbers or use format XOO-X00C-XXXX for phone

Example of an Error Message:
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Fix the error and click “Next” to proceed.

Example of the Vendor Details Screen:

Atkirwes Dol Click "Yes" if disregarded entity
Nt janttsd Eckly: L ina s M and additional, mandatory fields
= Lagal Hame: |Company Legal Hame will appear.
HName cf the Company (f different Sian Legal Name): |DBA ABC LLC !
= Hamse of Person Creating Regitalion: | 5am Smith Chisf Fmancial Officer This: beart will appear on Bhe W0 Form
* Businesa Type: | Click down arrow for all
Exnmpt g code (F aey) | | choices,
Exemplion fram FATCA reporing code (f M) | ]
Double check that email is spelled
* £l Address: | __ﬁ correctly.
= Telephone: | _— |
Fax | | Extaraion

| PO Box i paed then Sresl Numbss and Hame Cand
Choose Pennsylvama County

Siresl Humbss and Mame: |
Streel 2 (3pd. of Suile no,, reom no., Roor no. e ) |

Street or PO Box.

i Not both. L -
= Siade: |Panngpivanis = 2p
= Cowmary: [USA [=
PO BOX: | E} i Sknal Member 80d Nama ane used then PO Box ca

PO Box Courry: [USA [+
Which Product Categories can you Deliver?
Al beast one product category musl be selecled : ak to check both
= Select B Language in which you wand fo seed the questionnaire Irih - b
[ BUILDING & COMSTRUCT [ MATERIAL/ISERVICES =

Data Privacy Statement

Data Privacy Statement Terms must be acoapled before beang able fo move 1o the nexd pags

DISCLAIMER: Registering as a Commonwealth SAM vendor doas nol guarantse thal your business will be warded any contract of purchase order fo provide supplies 1o or per
Commarmvealth of Pennsyhvania. Furlber, regisiering does nol guarantes that your business or onganization will receive any financial assistance inchuding siale or federal grant m
Commorwealth of Pennsylvania. Registering a3 a Commonwealth SRM vendar should not be construed a3 applying for any necessary license lo delver supplies or perfarm sen
industry in Pennsylvania. Your business would need 1o seek such a license from the appropriale Commonwealth Agency

DATA PRIVACY: Informaticn provided through the Fvlwndw Portal vl be used in Bhe purchasing and accounting activities of the Gwmmﬂﬂmnlnd be Bmided in 45 us
agency. Infeemation is retained in d witth existing C lit policy and laws, including the Pennsylvanda Right to Know Law, 65 P.5. Section 66.1 ot seq

Within a reasonabhe amount of lime afler sithar the discovery of a um.llm breach of knowledge thal personaly identifiable information was cbtained, the business or eniity that v
Pennsylvania Office of the Budget at RA-PSC_SUPPLIER_REQUESTS@PA GOV or send fax to T17-214-0140. The nelificasion must include: a delaled description of the nata
e braach of security of unauthonzed acquisiion or use of parsonal informaticn; The steps already laken relative fo the incident. any steps inbended bo be laken relateos o the ing
nalification; and informatan regarding whether iy enforcament i3 engaged imvesligating the incidenl

TERMS: By submilting informatian ihrough the P& Supplier Portal, you are agresing on bahaif of the parson or enlity identfied 15 one (1) dalaull remi to sddress and ane (1) Au
(ACH) bank account

CERTIFICATICN: By submitting informabion through the PA Vendor Portal you cerify thal (1) you are authorized bo submit the information for. or on behall of. the person or entil
ihe information is e and comect to the best of your knowledge, informabon. and bedef Any false sizlements made by you on of in the PA Vendor Parial are subject to the pana
(relating 1o unsworn falsification to authosities).

Procurement Code 52 Pa.C 5. §3604 Certification

The Company cerdifies thal it is not cumently engaged, and willl nol during the ¢ of any C Eh contract. engage in a boycoll of a person or an entity based in or &y
jurisdicban which the Commanviealth is not prohibited by Congressional statule from engaging in brade of commerce: and is elgible io comiract with the Commanwealth under 54

S e Read, then click both "Yes" boxes.

[Ies, | have read the dala privacy stalemant ang
[I¥es, I certify that Section 36040 U2 C 5. 63204 stalement is upheld

e Next will appear once both "Yes, ....." boxes have been checked.
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Address Validation — The registration system uses address validation through the U.S.
Postal Service to attain the correct zip+4. A screen shot will appear as part of this
validation process. It is recommended to choose the “USPS Validated Address”.

Example of USPS Validation Screen

Address Validation

Please review Address validation results

Addres s Original Address USPS Validated Address

StreetPOBox 555 WALNUTST S55WALNUT ST

City HARRIBSIRG HARRISBURG
State P, PA,

Zips 17101 1?%1

Zip4 19258

The address you entered was located, but additional information
is needed (such as an apartment, suite, or box number). Please
review the results and choose the proper button below.

Use Entered Address § Use USPS Validated Address Change Entered Addres s

Step 3 Submit Registration Form

The system uses information typed into Vendor Details to create an electronically
signed IRS W9 form. Review the IRS W9 form to confirm that the information is
spelled correctly. If there is an error, click the “Back” button to return to the Vendor
Details form to correct the error. Otherwise, click the box next to the statement: “By
checking this box, | am digitally signing this document....”.

Once this box is clicked, the “Submit W9” box will highlight. Click the “Submit W9” box.

Note: When the “Submit W9” box is clicked, the system is sending the information

electronically to the IRS site to validate the legal name and tax identification

number. This will take approximately 15 seconds to clear. If there is anissue, an

error message will appear. Hit the “Back” button and correct the error in the Legal
7
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Name. If the error was the mistyping of the tax identification number, the
registration will need to be begun all over again.

Instructions
Carefully review the information on the WS Form. If the information is correct. select the checkbox below to confirm your electronic signature

If the information is not comrect, select the Back bution and revise the information

Once the box is clicked acknowledging the digital
signature, the "Submit W9" box will be highlighted and

able to be clicked.

itally signing this document. | agree to the terms stated in this document and further certify that che

Form W-9 rEps. sepetm—

o W-9 et g

- : Identification N
Department of the Treasury

internal Revenille Service » Go to www.irs.gov/FormW
1 Naime {as shown on your income tax retum). Name s required on this lind

example

Step 4 Create User ID instructions-The final step for the procurement registration is the

creation of an administrative user. The administrative user is a key role. This
individual will create other administrative users or bidder users for the organization

through the PA Supplier Portal.

It is recommended to take a screen shot of the vendor number and password

requirements for future reference.

Note: The registration is not fully completed until step 4 is completed through the

creation of the administrative user. Don’t STOP now!
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Vendor Registration, Commonwealth of Pennsylvania.

I* ! F] ol

Croats User D

Ingtructions |"|

QUT YEFST P FCE COLE .l PR 8 PS0RERTIR STRIED
Compiets ibe form beiw o create 8 User ID a0 that vou may concuci ousiness eiectanicaly wih 5e Commanweath of Pernsyivatia thea sslest taa Create User ID butor
I=panart Fagedore recure & mrmuE 0T T CASrscoen, 1 Specisl Crarmooer (such o 8 or®], | cpoarcans eiier, 1 10 e cans leier, and 1 number

Input a User Name. Be sure to start all the way at the left of the field prior to typing.
The user name cannot be duplicated within the system so if an error appears “user
already exists”, type another name or add a number to the beginning or ending of the

user as a differentiation.

Password requirements: Minimum 7 characters. Must contain at least one (1) of the

following;:

-Capital letter

-Small case letter

-Numeral

-Symbol (!, @, #, $, %, ", &, %)

Confirm password by typing exactly as previously typed.

Title: Mr, Ms, Mrs Click the down arrow to choose the appropriate title.
First Name-Be sure to be all the way to the left in the field.

Last Name-Be sure to be all the way to the left in the field.

Email-Be sure to be all the way to the left in the field and type email exactly.
DOUBLECHECK! Do not input a generic email. Email must be a person specific email.

Phone-XXX-XXX-XXXX (cell phone is recommended)

DOUBLECHECK all information prior to clicking Create User ID button.
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The PA Supplier Portal registration is completed when the following Congratulations
message appears; however, do not attempt to log in until the confirmation email is

received as directed by the Congratulations message.

It is recommended to take a screen shot of the Congratulations message.

[
Congratulations! “I £” has successfully registered as a Procurement Vendor with the

Commonwealth of Pennsylvania. Your vendor number is D000 and User ID is | You should receive a
confirmation email within the next half hour. Please do not attempt to log into the PA Supplier Portal until you have
recaived the confirmation email. If you de not receive the confirmation email within 8 hours, please contact the
Commonwaealth of PA by phone at 877-435-7363, select Option 1 or email at: email: ra-pscsrmportal®pa.gov.

For PA Supplier Portal assistance, send an email to ra-pscsrmportal@pa.gov.

Include the tax ID number, vendor number, user name, and screen shot of the error

for quickest service and response.

Hours: Monday-Friday 7:30 am-4 pm EST

END OF PROCUREMENT REGISTRATION GUIDE INSTRUCTIONS
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