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BEFORE YOU BEGIN
THE REGISTRATION PROCESS

e PA Supplier Portal is compatible with Microsoft Internet Explorer
versions 8. 9. 10, and 11.

Please be aware that other browsers (including Firefox, Chrome, Edge,
Safari, etc.) are NOT 100% compatible. If you are unaware of what
version of Internet Explorer you are currently using, please press the "F1"
key for help.

e NOTE: Windows 10: Known Compatibility Issues

The Commonwealth of Pennsylvania makes every effort to provide thé best
service experience to its business partners and citizens.

In August 2015, Microsoft released its Windows 10 operating system along with
a new Internet browser called Edge. This new operating system and web
browser have been integrated in many Commonwealth business partner IT
environments. However, several compatibility issues are known to remain.

The Office of Administration (OA) is working to identify and address those
compatibility issues. During this phase, OA is recommending that
commonwealth business partners interface with commonwealth applications
and services using computing devices that are running Microsoft Windows 7
operating system and Internet Explorer version 11 browser to avoid
compatibility issues and disruption of business processes.

e Please have the following company information ready before
beginning the registration process:

Your Employer ID Number (EIN) OR Social Security Number (SSN)

Your company's current bank data (bank data not required for initial registration)

The complete legal hame of the business as it is registered with the IRS

Need help with registration? Call Payable Services at (877) 435-7363 and select Option #1. Page 2



HOW TO REGISTER AS A SUPPLIER

INTRODUCTION

Go to Vendor Registration (www.vendorregistration.state.pa.us) to complete
the four-step supplier registration process.

1. Select the link for PA Supplier Portal above.

2. Select the Supplier Registration link to begin.
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Welcome ta the Pennsylvania Supplier Portal
IMPORTANT SYSTEM NOTICE TO SUPPLIERS

The Commonwealth is upgrading its Supplier Relationship

Management (SRM) procurement system on October29 2013 This
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The Vendor Registration Wizard displays assist with the completion of vendor
registration.

Help is available on each page within the Instructions area of the wizard.

Vendor Registration, Commonwealth of Pennsylvania.
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B\ Caution - do not use Internet Explorer’s navigation controls, such as the
“Back” or “Forward” arrows, to navigate through PA Supplier Portal.

Getting Help:

If you experience any difficulty during the Supplier Registration process,
please contact Payable Services at (877) 435-7363 and choose Option
1, or email: ra-pscsrmportal@pa.gov and be sure to include the tax
identification number.

STEP 1 — VENDOR IDENTIFICATION

1.Enter the Employer ID Number (EIN) or Social Security Number
(SSN) for the business.

Pa Y Enter either the EIN or SSN — do not make an entry in both fields.
Use whole numbers and do not include any special characters in the entry.

Vendor Registration, Commonwealth of Pennsylvania.
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2.Select the Next button.

Upon entry of an unregistered EIN or SSN, proceed to Step 2 to provide details
about the company.
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STEP 2 - VENDOR DETAILS

1. Complete basic demographic information as seen below.

Vendor Registration, Commonwealth of Pernsylvania.
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Complete the registration jorm below and eelect the Hext button.
Important Fiskle with a = indicats that an entry iz required.

l_ Vendor ldentification 7 =]
Empleysr ladffication Number (Emy: | 20000504 Social Securiy Number (88H5 ||
| Addresspata = = = IR (T - T =l
Disregarded Entiy, OYes @ho
LegalName: * [ o ﬁ
Name of the Company {if different than Legal Name), _ ~ ]
Mame 5f Persoh Créating Registiation: * | —J This téxt will appesar on the W-8 Form
Business Type: * | v|

E-Mail Agdress. * ]

Telephone: ¥ | | Extension: I__
| — N E—
Sireet Number and Name: - | if PO Box-is used then Sirset Number and Name cannot be used

E\ Required fields are noted with a red asterisk (*) and include:
- Legal Name- as registered with the IRS

- Name of Person Creating the Registration
(person who is authorized to sign the W9)

- Type of Business (Individual / Sole Proprietor, C or S Corporation,
Partnership, Limited Liability Company C or S Corp, Limited Liability
Company Partnership, Joint Venture, Government, Trust / Estate Tax
Exempt, Foreign, Other, or Tax Exempt). Other or Tax Exempt will need
to provide validation documents.

- E-Mail Address. Itis recommended to use a company specific email address
versus an email ending with aol.com or gmail.com.

— Telephone Number
- Street Number and Street Name (or PO Box) —System will not accept both.

- City, State, and Zip Code—Prefer zip plus four.
- County
- Country
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For demonstration purposes, an example of a completed form is shown below.

| Address Data IE‘

Disregarded Entity. Crysz  BiMc

Legatitame ™ [KEin Commercial Floers Inc- |

Hame pithe Company (if different than L'egai‘Nams}: [

Hame of Person Cresting Regk * |Angels Eshl . | Thiz text will appear on the Y-S Formr

Type, ©  [individual'Sclz proprietor |

E-ifail Address = [AESHLEMAN@PA.GOV

Telephone*  [717-234-1212 ] Extepsion. | |
Fak: [717-2241213 ] Extension: | |
Strest Nutaber and Name' | SS5 ¥eainut Street B ¥ P Box i used then Siress Humbsr and Hame cannct be.used

Strest 2 {aph. or=ufe no. reomne. floor no: gte.}p | ¥th Floor —
City: * [Harrisburg ] County: * [DAUPHIN

Statsr = iPsnnsylvania: v| g ¥ 1?101 |
Country: *
POBOX: | 1 if Stfest Humber and Hame are ysec then PO Box cannot be used

PO Box Coyntry,

The lower portion of the form contains areas to select the product category for
delivery, and to confirm the Data Privacy Statement.

a. Select the checkbox next to the type(s) of product categories the company can
deliver. Both boxes can be checked.

b. Carefully read the Data Privacy Statement Terms; select the checkbox to accept
the terms.

c. Select the Next button to continue.

b T L Lo AL B SE—— L) T
Eounty *
PO BOX: |:] it Strzze Nomoer and Hams ars used then PO Box canaoi be used
PO Box Couniry.
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- Atlsastons pruduct ca’:gcr; mu=1 te aelﬂwﬂ
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Data Privacy Statement Terme must be accepted bsfore being atfe ta mgve lothe next pags

YDISCLAI”ER Repistaring 2z a Cammonwealth’ °RM v:ndcr dos nutguarantee that YOUr bisinezs willbe awarded any cuntra:t or purchase order o provide’ supplles 0 or perfoim services for the
Commonweskh of Pennzylvama Further, g goes not-g that your buging€s or organization wil receive any financial assistance incliding state ar federal grant manies fror the
Commonvésalin ofPenn*)lnams Reuistering a2 4 Communwealth SRIA vendor should not be construed a2 applying for any necessany ficense to delivar suppiies or perform services in 4 regulaied
Industry-in Pennzylvania; Your Euziness wouid nas to sesk such a license from the appropriate Commonveealt Agency.

DATA PRNACY, Iformation provided through the P4 Veador Portal sl ke uséd n the purchaging ang Aaceouniing achma of tha Commonwealth and sill not bsTmitsd in s v2eto.0nE
Cémmenweatth sgency. Intermation 2 retainsd in accerdance with existing Commonwecaith palicy and aws including the Pernavivania nghtta Know Law, 85 P 5. Sechon 8€.1 et eeg.
CERTIFICATION: By aubmithng miormation trough the PA Vender Portal, you certify that (i} you are autnorized 10 3ubmd the information for, or on behalf of, the person or- entity igentified; and, fii} all

o7 the infermetion submited i thue and corr=ctw the tbeaf u{wur T.nc\'-ledge :nformahnn Bnd elief. Any faleg stafements maze by-yeu on orinthe PA vander Pgrtalare subjsct fc the pnalies of
18 Pa.C.5§ 4302 (reietmg to unsworn Tafsificalion to autheriticss

l ‘a3 |have read the data frivacy atatement and accsptihe terms I

[eect] | [Rel|
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=D The supplier registration system contains a United States Postal
Service (USPS) address validation. This is the preferred option
which verifies:

- The existence of the address
- The +4 in the zip code

If applicable, select the appropriate button when presented with the
Address Validation prompt.

Address Validation

Please review Address validation results

. Addreés ‘ Original Address USPS Validated Address

| At [Suite L 7TH FLOOR FL7
StreetPO Box | 555WALNUT STREET | 555 WALNUT ST

City | HARRISBURG . HARRISBURG o Preferred
Stete P4, ' PA

Zps 17101 17101

| Zipd B 1947

b— [Use Entered Address | [ Use USPS Validated Acdress | | Change Entered Address |

Need help with registration? Call the Help Desk at (877) 435-7363 and select Option #1. Page 7



STEP 3 — SUBMIT REGISTRATION FORM

The completed W-9 Form is displayed for Verification and Electronic Signature.
It contains the information entered during Steps 1 and 2.

1. Carefully review the information on the W-9 Form by using the internal scroll bars
(see next image).

2. Note: This form cannot be altered on this screen nor can a manual, typed in
signature be initiated.

vendor Registration, Commonwealth of Pennsylvania i

" 1t

: L | —"a
“vendor jden teaton vendo~ Datata Submit Registration Form Ureala Usar i

v+ the nformaticn on the A8 Fafm. it the nformation ke correct, asisctthe checkbox bLeloy.: ta canfirm your-electronic ajgnature on the W-§ form. Then select ths  SULMIt e and Create
03 ion f= nof corract selectthe Back. button and revise ihe informatien.

| By checking 1am

[Subric WE snd Create Uaer ] || o . N e
NI e T - R a—

igning thia dopument. | agre€ 16 the terims. atated in this dogument and further ceriify that ehiecking this box counts a3 an electronic s;gmnu1

Form W'g Request for Taxpayer Give Form 1o the

(Rov Docomimr 2011) Identification Number and Certification, egester Mo pot
even At

[Ki_ n Cominercial Floers Inc

Husress namcidsrogarded eriity Name, € difSront fom above

3. If the information is not correct, select the Back button and revise the information.

4. [f the information is correct, select the checkbox to confirm the electronic signature.

“Submit Registrafion form

Submit W8 -and Create Usss ID.| | Back |

S BE G ST el - o § S m -

Form W-9 Request for Taxpayer £ Felin i,
S Identification Number and Certification e i
Internat Revernue Sarvice {
T | Name (as shown on youw meome fax return}
Ki' n Commercial Flcors Inc
o Hotmess hame: g Ty name, 1 FLEF T
&

Individuatisole proprisfor ] GComeration  [].5 Corporaion. [] Pastnership [ Trustesiate

Check iate box for federal b ‘

Select the Submit W-9 and Create User ID button. (Please do NOT select the button
multiple times. This will cause the system to jam and the registration will need to be re-
started from the beginning)
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— =
Submit Registration form

By <hecking this hox, | am digitally signing this document, ) agree tothe terms stated in this document and further certify that checking this hox counts-as an electronic signature |

| Submit W and Create User .|

= E D S e E®En - o B Al -
|
Farm W‘9 Request for Taxpayer Give Form to the
(R Dummbr 2014) Identification Number and Certification el i
Intesnal Revenue Service

Name (as shown on your Giceme 1ax retum)

e ® 4
¥ n Commerclal Fleors Inc

BUsmess name dntegaries antly name, § GImrent fom atove

on page2,

Check appropriate box fof federal tax classification;

2] o o [ 00 ) 5opumaion [ Parmerstip [

& The supplier registration system contains a validation with the IRS which
verifies the EIN/SSN and supplier name.

— When the match is verified continue to Step 4

Please allow adequate time for the system to establish a vendor number .

STEP 4 - CREATE USER ID

Upon advancement to Step 4, your company’s unique vendor number will be
provided. Retain the vendor number for future use.

Vendor Registration, Commonwealth of Pennsylvania.
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Venoer Weniificshon yandar O5tats Suomit Rzgistration Forn Create Uzer D

Instructions Eﬂ

Your vandor numhervﬂmll}Sfi;.m waz successtully oreated.

Complete the form belos to creste 8 User ID 2o that you may cenduct business electronically with the Commenwsatth of Pennsylvania; then select the Create User ID button.
important Paszywerds require a minimum of ¥ Charactere, 1 Special Character (such a= a @ or #}, 1 uppercase lstier, 1 lowercase letter, and 1 number.

Create Ll;er![_)
User Mame; ™ |:
Pessweosd: * - I
Confirm Password: # | |
R
Firat Hams: * IT
LastName; = |
Emait ¥ |

Phone: * |

Create User ID

1. Complete the form to create the login credentials for the administrative user.

Need help with registration? Call the Help Desk at (877) 435-7363 and select Option #1. Page 9




2. Select the Create User ID button.

=

Passwords require a minimum of 7 characters; containing 1
special character (i.e., @ or #), 1 uppercase letter, 1 lowercase
letter, and 1 number (example: Purchase$1).

| GreateUserID

User fams: = | - |

Pasaweprd: ™ | - |

confirm Paggword: * | |

L

-First Nams: #_ | ] |

Last Hams: ™

l
Emait ™ |
I

Phone: *

CreaieUzer I

For demonstration purposes, an example of a completed form is shown below.

| Create User D

User Nams: ® [KEEEAN |

Pazzword: ® |wuqn-“

Purchase$1
Purchase$1

Confirm Pazsword: * [sssessmaw

Title: * [z, |

-Firgt Nam=: = |Angsla

Last Nams: “ |Eshleman 1

Phons:

Email: *. | gezhisman@pa.gov

* [T17-224-1212

Need help with registration? Call the Help Desk at (877) 435-7363 and select Option #1.
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A message is displayed confirming the registration and creation of a User ID.
For demonstration purposes, an example is shown below.

|~

Congratulations! “KTan Commercial Floors Ing” has successfully registered as a Procurement Vendor with the"
Commonwealth of Pennsylvania. Your vendor number is 0000357161 arid User ID is KIIWAN. Youshould receive a
confirmation email within the next half hour. Please do not attempt to log into the PASupplier Partal until you have
received the confirmation email. If you do not receive the confirmation email within 8 hours, please contact the

| Commonwealth of PA by phone at 877-435-7363, select Option 1 oremail at: email: ra-psesrmportal@pa.gov.

Now that the registration is complete with the PA Supplier Portal, a
confirmation will be sent via e-mail. After receiving this e-mail, please return
to htto://www.pasupplierportal.state.pa.us to complete the following:

* Enter Bank Data
This section can be found under the "Manage Company Data" tab
on the left navigation pane, and will enable your company to
receive payments via ACH. If the address for payments is
different than the default address registered, add the remittance
address under "Maintain Addresses”.

* Register for E-Alerts
This valuable feature will enable you to subscribe to all upcoming
solicitations applicable to your company.

For more information on E-Alerts or to register online, please visit
http://www.itgrp.state.pa.us/EAlerts V2/Loagin.aspx.

Need help with registration? Call the Help Desk at (877) 435-7363 and select Option #1. Page 11



For more information about Registering as a Supplier,
please contact:

Customer Support Center
(877) 435-7363 (Option #1, Payable Services)

www.budget.pa.gov

Department of General Services
Bureau of Procurement
555 Walnut Street, 6th Floor
Harrisburg, PA 17101-1914

www.dgs.pa.gov

Email: RA-procinternet@pa.gov

Jenny Doherty
Chief Procurement Officer

Ken Hess
Deputy Secretary, Procurement

Curt Topper
Secretary, Department of General Services

Tom Wolf
Governor
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