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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. Employer identification 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”. 

 

 
Scroll down to Popular topics and click Find Vendor Registration, Information, and Tools. 
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Scroll down to Information and Resources and click Vendor Registration. 

 
 

Scroll down and click Procurement   
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Scroll down and click 

 

The main page of the Pennsylvania Supplier Portal appears. 

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

 

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. For example, 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.  For additional information, go to 
www.irs.gov website. Search IRS W9 for more details on these codes. 
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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”.  
 

 
 

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

 

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

read…..” and Yes, I 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. 

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

 

 

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, I 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 an issue, an 
error message will appear. Hit the “Back” button and correct the error in the Legal 
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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. 

 

 
 

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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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. 

  

mailto:ra-pscsrmportal@pa.gov


 

10 
Payable Services Center email:  ra-pscsrmportal@pa.gov 

Payable Services Center Phone: 877-435-7363 Monday-Friday 8 am-4:30 pm EST 
 

 

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. 

 

 

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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