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Supplier Registration



Supplier Registration

Select Potential Supplier 
Registration to begin process



Supplier Registration

Review Terms & Agreements, 
and then select I Agree

Complete Required Fields 
indicated in RED



Supplier Registration

Once you have received the 
PIN enter here and Continue 

Registration

You will receive a PIN 
Code via e-mail



Supplier Registration

All fields indicated in RED are 
required to complete your 

Supplier Registration



Supplier Registration

You must confirm your 
business size status by 

selecting Small

OR by selecting that you are a 
Large business



Supplier Registration

Complete the Primary Contact 
information to establish yourself a 

user account



Supplier Registration

Complete remaining required 
fields indicated in RED



Supplier Registration

You may also list any 
Certification information your 

company may have here

If you do not have any 
Certifications, this is not 

required and you may bypass



Supplier Registration

If you were provided an 
Invitation Code by the client 

you may enter here

Please note the Invitation Code is 
not required, and if you did not 

receive one you may continue by 
selecting Submit to complete your 

registration



Final Supplier Application



Contacts Application Segment

You must add the Contact
information required

Simply select the +Add Contact 
action item to begin adding your 

Contact information

Once finished, remember to 
select Click to complete this 

section



Products/Services Application Segment

You will be required to complete 
all fields indicated in RED,

Products
Services

Capabilities

Once finished, remember to 
select Click to complete this 

section



Company Addresses Application Segment

Once finished, remember to 
select Click to complete this 

section

Simply select the +Add Location 
action item to begin adding your 
Company Address Information



Attachments Application Segment

Once finished, remember to 
select Click to complete this 

section

You may upload Attachments 
such as PDFs, Brochures, & 

Catalogs here

Please note however that this 
section is not required



References Application Segment

Once finished, remember to 
select Click to complete this 

section

Simply select the +Add 
Customer Reference action item 
to begin adding your Reference 

Details



Commodity Application Segment

Select at least one Category that 
pertains to your company

Answer the prompted 
questions pertaining to 
your company category



Certifications Application Segment

Select & Add your 
company’s Diversity and/or 

Quality certifications



FFATA Form Application Segment

Complete all required 
fields on the FFATA form



Financial/Workplace Application Segment

Complete all required 
fields on the Financial 

worksheet



Insurance Application Segment

Add insurance information 
by expanding the insurance 

segment

From there enter in the 
required fields from your 

insurance document



Licenses Application Segment

Add your company License 
information



Other Application Segment

Complete additional 
information regarding  your 

company



Ownership Application Segment

Add your company’s 
ownership 

information



Reps & Certs Application Segment

Complete required Reps & 
Certs Form



W9 Application Segment

Add W-9 Information



Once you have completed all of the required 
application segments you will need to select ‘Submit 
Your Application’ to successfully complete the 
application process

Once you have done that you will be taken to the 
Welcome Page each time you log in.

Please remember to periodically update your 
company’s organizational information on the portal 
site

Final Supplier Application




