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External Supplier Registration

In this job aid, learn how to submit a registration request to become a supplier for BPMI.
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Supplier Registration Request

Submit a registration request to become a supplier for BPMI.

The supplier registration process is used by
potential suppliers to submit a request to become
a supplier for BPMI. That request is reviewed by
BPMI and either approved or rejected. This job aid
explains the external supplier registration process.

BPMI utilizes Oracle Procurement Cloud for their
procurement activities and thus potential suppliers
are expected to submit their registration request
directly within Oracle Cloud. Should complications
arise, contact bpmi.bsahelp@unnpp.gov for
additional information on how to complete the
request.

Select the hyperlink provided to access the
supplier registration request form.

Company Details

1. The registration request opens to the
Company Details page. Begin with the
Company Details section. Complete all
required fields:

« Company: Please provide full legal name
« Tax Organization Type

List continues on the next page
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Register Supplier: Company Details @

Enter a value for at least one of these fields: D-U-N-5 Number, Taxpayer ID, or Tax Regisiration Number

* Company
* Tax Organization Type -
* Supplier Type -
Corporate Web Site

Attachments None =

Additional Information

Lead BPMI Procurement Professional

Cage Cod
Congressiona 1 District
Inactive Rea:
Supplier Category E‘
Union Ind E‘
ul Contract Expiration D: 1 lig
Al | Rep t d Certificat D 1 lig

Your Contact Information
Enter the contact information for communications regarding this registration
* First Name
* Last Name
* Email

* Confirm Email

® 6 0

ess  Bank Accounts Products and Questionnaire
Services

D-U-N-§ Number

Tax Country
Taxpayer ID
Tax Registration Number

Note to Approver

Annua I Sales

Unique Entity ldentifier

Number of Employees

NAICS Code(s)

PMSI (State) Filing Number
PMSI (State) Filing Date | m/dfyy
PMSI (State) Expiration | m/dfyy

PMSI (County) Filing Number
PMSI (County) Filing Date | m/d/iyy

PMSI {County) Expiration | m/dfyy

Revigw

Next

[-]

save for Later ~ Register  Cancel

Complete }

Fields




Supplier Registration Request

Submit a registration request to become a supplier for BPMI.

Company Details

* D-U-N-S Number, Taxpayer ID or Tax
Registration Number

« Supplier Type: The Supplier Type will be
provided by the BPMI Procurement
Professional with the registration hyperlink

Complete any additional fields in the
Company Details section, as necessary.

2. Next, locate the Additional Information section.
Complete the Lead BPMI Procurement
Professional field and any additional fields in
this section, as necessary.
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Register Supplier: Company Details @

Enter a value for at least one of these fields: D-U-N-5 Number, Taxpayer ID, or Tax Regisiration Number

* Company | |

* Tax Or

anization Type | v|

* Supplier Type | -

Corporate Web Site | |

Attachments None =

Additional Information

Lead BPMI Procurement Professional | |

Union Indicator | - ‘
ul Contract Expiration Date | midiyy E'"g|
Annual Represent i Certifications Dat | mid; Y |
Capacity Hours | |

Your Contact Information
Enter the contact information for communications regarding this registrafion,

* First Name

* Last Name

* Email ‘

* Confirm Email ‘

Annua I Sales ‘

Unique Entity ldentifier ‘
Number of Employees ‘
NAICS Code(s) ‘

PMSI (State) Filing Number ‘

PMSI (State) Filing Date ‘ midiyy 1

PMSI (State) Expiration ‘ midlyy
PMSI (County) Filing Number ‘
PMSI (County) Filing Date ‘ midiyy

PMSI {County) Expiration ‘ midiyy

#| — &) &]

o}

7]

Next save for Later ~ Register  Cancel

Complete
Fields

|

Complete
Fields




Supplier Registration Request

Submit a registration request to become a supplier for BPMI.

Company Details

Company C Addresses B Bank Accounts Products and Questionnaire
Detail Classifications Services 4
Register Supplier: Company Details @ ac ﬂ Save forLater  Register  Cancel
Enter a value for at least one of these fields: D-U-N-5 Number, Taxpayer ID, or Tax Regisiration Number

3. Enter the information of the contact [ Select Next ]

completing the registration request. Updates Tomemmen [ <] monn [ v

Number of Employees ‘

. . .. " suppiier Type |7"‘ Taxpayer ID
and communications pertaining to the request coore o se | |
= . g Attachments None == Note to Approver
will be sent to the contact specified. - | 4
Lead BPMI Procurement Professional |7| Annua | Sales ‘ |
In the Your Contact Information section, L - :
|

| ‘ NAICS Code(s) ‘

complete all required fields identified by an ] I
Supplier Category | | PMSI (State) Filing Number ‘

-
. -
aste rl S k . Union Indicator | - ‘ PMSI (State) Filing Date ‘ midiyy E‘g |
u Union Contract Expiration Date | m/diyy E'"g | PMSI (State) Expiration ‘ midiyy E‘g |
 First Name )
Annual Representations and Certifications Date | m/diyy E'"g | PMSI (County) Filing Number ‘ |
° L aS t N am e Capacity Hours | | PMSI (County) Filing Date ‘ midiyy E""g |
Utilization % | | PMSI {County) Expiration ‘ midiyy E""g |

e Emall
e Confirm Emalil

Your Contact Information
Enter the contact information for communications regarding this registrafion,

* First Name

|
* Last Name | Complete
" Email ‘ | FlEldS
|

* Confirm Email ‘

4. Select Next to continue.

Note: Select Save for Later to save the in-process
registrations in order to gather information and return to
submit the registration at a later time.
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Supplier Registration Request

Submit a registration request to become a supplier for BPMI.

Contacts @ o @ @ @ @ @ Rw
Register Supplier: Contacts @ o e o -- -- -

5. The contact created on the Company Details | s e e

page will display as a contact on the Contacts f Aamiisvave  RewestUser  ma Dy

page of the request. Enter the information of wn | Select Create | U ‘s x

additional contacts. Select the Create icon.

Complete all required fields identified by an Creste Conact

asterisk:

 First Name |

Middle Name |

« Last Name « Lascame |
° Em al | Job Title |

[] Administrative contact

4 User Account

Complete any additional fields in this section,
as necessatry.

Note: Select the Administrative contact checkbox to assign
the supplier contact as an administrator. A supplier
administrator serves the following purposes:

» Default point of contact for all supplier registration
communications (email notifications, approval decisions,
etc.)

» Default point of contact for supplier profile maintenance

 Default point of contact for supplier qualifications

Multiple administrative contacts can be created.
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Supplier Registration Request

Submit a registration request to become a supplier for BPMI.

Contacts

6. If the prospective supplier intends to use the
Supplier Portal, select the Request user
account checkbox to provision portal user
access.

Note: Key features and benefits of portal-enabled suppliers
include —

«Automated notifications and reminders

*Self-service management of purchase orders, including
viewing and acknowledging purchase orders

*Self-service management of negotiations, including viewing
negotiations and submitting responses

*Self-service management of profile details, including viewing
and updating profile information (e.g., contact details,
addresses, etc.)

*Self-service management of invoice and payments, including
viewing submitted invoices and received payments

7. The list of roles avalilable to a supplier contact
display. All roles are automatically assigned
to the user. If necessary, remove specific
privileges by selecting the role and clicking the
X icon.

<BPMI ©oRACLE

Create Contact

ssutson

* First Name |

Middle Name |

* Last Name |

Job Title |

[] Administrative contact

4 User Account

? vy Create user account SeleCt Create user
account checkbox

7
Actions w View w Forrn Freeze [z} Detach Wrap

Roles

Role

Supplier Self Service Administrator

%—[_mgﬁgnluect Ro I e to Rem ove }asks include updating supplier profile information and r...

Supplier Sales Representative

Supplier Inventory Manager

TOT T parmy-Frimary tasks include acknowledaing or requesting chan...

Individual in a supplier organization responsible for managing inventory process control from beginning to end. Monitors a.. =

Create Another II Cancel l




Supplier Registration Request

Submit a registration request to become a supplier for BPMI.

Contacts

8. Add another contact by selecting Create
Another or select Ok when done.

9. Select Next to continue to the Addresses
section of the request.
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Create Contact

ssutson

* First Name |

Middle Name |

* Last Name |

Job Title |

[] Administrative contact

4 User Account
[v#| Create user account

Roles

Actions w View w Formatw 3 B Freeze [z} Detach Wrap
Role Description
Supplier Self Service Administrator Manages the profile information for the supplier company. Primary tasks include updating supplier profile information andr...  “

Supplier Sales Representative Manages agreements and deliverables for the supplier company. Primary tasks include acknowledging or requesting chan...

Supplier Inventory Manager Individual in a supplier organization responsible for managing inventory process control from beginning to end. Monitors a...

[ Select Ok.

| mm -

OGO 66 6 6 6 0 O

Company Contacts Addresses Business  Bank Accounts Products and Questionnaire Review
Details Classifications Services
Register Supplier: Contacts @ Register  Cancel
Enter at least one contact.
Actions w View w Format w < Create ' Edit 3{ Delete Freeze || Detach Wrap Select Next I
Admini eque: r

Name Job Title Email Contact Account

Edit Delete

James |, Julia julia. james@email.com v -/ Vs x




Supplier Registration Request

Submit a registration request to become a supplier for BPMI.

OG0 © 66 6 O
A d d reS S eS Cgrer{gﬁsny Contacts ~ Addresses Claii?#c]::?isons Bank Accounts Prgcélris.itgeas\nd Questionnaire  Review
Register Supplier: Addresses - . - - -
. . 10
1 O . Ad d an ad d reSS to th e reg |Strat| O n req u eSt . Actions w  View w Format Edit Delete Freeze [y Detach Wrap
Select the Create icon. g L2 T .
coumsricg Select Create ]

Create Address

11. The Create Addresses screen displays. , |
. . . . *AddressName: Address Purpose | | Ordering
Complete all required fields identified by an ] et

_ * Country ‘ United States ‘ = | [] RFQ or Bidding Com p lete
asterisk: adarss L | mens [7 51| Fields

« Address Name poae oz | w7
« Country '*{ e |
 Address Purpose posa o |

4 Address Contacts
Complete any non required fields, as e e e B e o
necessary.

Note: The Address Purpose field requires the selection of

Ordering, Remit to and RFQ or Bidding. Multiple selections

can be made. See below details of each address purpose.

» Ordering: Address used to receive purchase orders. To be
selected when entering the physical address

* Remit to: Address used to receive payments. The remit to
address will be completed by BPMI separately

* RFQ or Bidding: Address used to receive information
related to RFQs and bids
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Supplier Registration Request

Submit a registration request to become a supplier for BPMI.

A d d reS S eS * pddress Name : * Address Purpose [_| Ordering

[ ] Remit to

* Count | United States | l
v v [] RFQ or Bidding

Address Line 1 |

Phone|1 |v”

12. Next, associate a contact with the address. saans ez | : |
Locate the Address Contacts section. Select :ZI H e
the Actions dropdown arrow and choose postacoce | ]
Select and Add. 4 Address Contacts

lect the contacts that a —

. o~ 4 Select ACtioNS Joesen  wes

Note: Supplier contacts are linked to an address so that any o Job Tite Email
transaction (PO, Negotiation, etc.) that references the I Select Select & Add }
address is also tied to the contact.

Select and Add: Contacts

13. Select a contact previously created to link to 2 searc

the address. ame .

View w Format » Wrap

Name Job Title Email

14 N S e | ect O k N James , Julia julia. james@em...

Rows Selected 1 Columns Hidden 1

14

\ lﬁliﬁ Select Ok

<BPMI ©oRACLE




Supplier Registration Request

Submit a registration request to become a supplier for BPMI.

* Address Purpose Orderin

[] Remitto

Addresses

* Count | United States ‘ l
i = [ ] RFQ or Bidding

Address Line 1 |

15. Add another address by selecting Create Acsaress ine:2| : Ph:::i H H -
Another or select Ok when done. ;'ZI H | |
postal ode | v
Note: Multiple addresses may be necessary. For example, a S‘Ijidszsﬁfft“mm .
e Ut create separate adifessesfor physical maing RN Lt
sames. Juia jula james@en. . C« Select Ok

16. Select Next to continue to the Business
Classifications section of the request.

Columns Hidden 4
15
Create Anoth ‘m Cancel

Company Contacts ~ Addresses  Business Bank Accounts Products and Questionnaire  Review
Cetails Classifications Services
Register Supplier: Addresses saveforlater Register  Cancel

Actions v View v Format w <= Create " Edit { Delete Freeze |5 Detach Wrap
Address Name Address Phone Sel eCt N eXt ] Edit Delete
Address Name United States Ordering; Remit to ra b 4

Columns Hidden 3

<BPMI ©oRACLE




Supplier Registration Request

Submit a registration request to become a supplier for BPMI.

Business Classifications O @ 6 06 & 6 O O

Company Contacts Addresses Business Bank Accounts Products and Questionnaire Review
Details Classification: Services

Register Supplier: Business Classifications & Back Next  SaveforLater Register  Cancel

17 . After addresses are Complete, enter the [] None of the classifications pp\icab\e
organization’s business classification, if e e
Subclassification Certifying Agency g);l;rc(;enifying Certificate Start Date Expiration Attachments Note: _

applicable. Select the Add Row icon. flgg]:;ttheAdd Row lcon | ,

Note: If none of the classifications are applicable to the
organization, select the None of the classifications are

applicable checkbox. ®© 66 0 0 6 & 0O 0O

Company Contacts Addresses Business BankAccounts Products and Questionnaire Review
Details Classification: Services
Register Supplier: Business Classifications @ Back Next  SaveforLater Register  Cancel
|:\ None of the classifications are applicable
o o - Acti View w Format + X F = Detach wi
18. Select the Classification drop down arrow R e N N
t . t . g t. * Classification Subclassification Certifying Agency gg:‘rcgemfymg Certificate Start Date EE):f;ratmn Attachments MNotes
and choose the appropriate classification from

] . . | v —" ————
the list. Complete the other classification

Disadvantaged

Hub Zone

fields, as necessary. Select the Classification |

Service-disabled Veteran Owned

Small Business
Veteran Owned
Woman Owned

19. Repeat steps 17 & 18 to add additional O @ 606 06 6 6 O 6
Classiﬁcations to the registration_ ng]tgﬁlsw Contacts Addresses c|;lst,|s?;inceasﬁsomBankAcccunts Pmsi%itcseind Questionnaire Review 20
-v ‘!!' Save for Later  Register Cancel

Register Supplier: Business Classifications @

[ Update Fields

Select Next
Actions w View w Format w o= 3¢ Freeze [y Detach Wrap ‘!' l [ ]
2 O . Se | e Ct N eXt to CO ntl n u e to th e B an k ACCO u nts * Classification Subclassification Certifying Agency gst;;enrcsertifying Certificate Start Date E:tpeiration Attachments Notes

section of the request. [ [ | [y} [omasy | onesk B

|_| None of the classifications are applicable

1
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Supplier Registration Request

Submit a registration request to become a supplier for BPMI.

©O O -0 O O ©

B an k AC C O u n tS an'{paln\,-' Contacts  Addresses o Eus_:rine?s A B: « Prgduc_is and Questionnaire  Review
Register Supplier: Bank Accounts @ B .Zlm SaveforLater | Register | Cancel
2 1 . Ban k aCCO u nt i nfo rm ati O n S h O u Id n Ot be Actions w View v Format w == Create Edit Delete Freeze || Detach Wrap [ S I N
T . T T4 ccount Number . IBAN  Currenc an e eCt eXt } i elete
completed by a Supplier during the initial M i s o -
Columns Hidden &

registration. The information in this section
should be left blank. Select Next to continue
to the Products & Services section of the

request.
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Supplier Registration Request

Submit a registration request to become a supplier for BPMI.

Products & Services Categories AR AR v 0 09
Register Supplier: Products and Services - e e Back Next Saveforlater Register  Cancel

22. Next, enter the product and services the Select the Select & Add lcon |

organization will be providing to BPMI, if M S b

applicable. Begin by selecting the Select and

Add icon. Select and Add: Products and Services

4 Search
Category Name | Description

23. The list of available categories display. To add Select the Checkbox ] @ owaen

tt Category Mame Description
v

a product and services category to the
registration, select the checkbox next to the e
Category Name. .

» '-_ Commercal Off-The-Shelf (COTS)

Note: Select the Expand icon next to the category name to * () Research & Development fron Frocucton)
view additional category options. Columns Hidden 1

05 Cancel

Note: There is a required questionnaire based upon the [ Select Apply ]
selected products and services. If there are questions about
the product and services categories, please each out to the
Lead BPMI Procurement Professional.

Note: The higher level "Supplier Products and Services"
category (e.g., Direct Material, COTS, R&D, or MRO) must be
selected for the applicable questionnaire to populate.
Additional subcategories may be selected as appropriate.

24. Select Apply.

<BPMI ©oRACLE




Supplier Registration Request

Submit a registration request to become a supplier for BPMI.

Products & Services Cateqories

25. Repeat steps 22 - 24 to continue adding
products and services categories. Select OK

when done.

26. Select Next to continue to the questionnaire
section of the request.

Select and Add: Products and Services

4 Search

Category Name

View w Format w Freeze g Detach

Select Category Name Description

] F Em Commercial Of-The-Shelf (COTS)

b g Direct Matenal
* @ Mantenance, Repair, and Operabons (MRO)
" -_ Reseanch & Development (Mon-Production)

Columns Hidden 1

[ Select Ok ]
Company Contacts Addresses Business  Bank Accounts Products and Questionnaire Review
Details Classifications services
Register Supplier: Products and Services @--  Gancel
Actions w View v Format v [EL Selectand Add ¢ Remove Freeze || Detach Wrap
Select Next eeeee

Category Name

Communications

“YBPM| ORACLE n




Supplier Registration Request

Submit a registration request to become a supplier for BPMI.

: u eSt O a e Company Contacts Addresses Business  Bank Accounts Products and Questionnaire  Review
Details Classifications Sernvices

28
Bad m SaveforLater Register  Cancel

Register Supplier: Questionnaire

27. Complete questionnaire information.

28. Select Next to review the registration request
before submission.

<BPMI ©oRACLE H

Attachments None

Section

% 1. Registration BPMI

Questions
Registration BPMI (Section 1 of 1)

1. How many employees do you curre:

ntly have?

[ Select Next ]

2. What is your Commercial and Govern

ment Entity (CAGE) code?

<—[ Complete Questionnaire ]




Supplier Registration Request

Submit a registration request to become a supplier for BPMI.

Submit Reqistration Request

29. Once the registration is complete, select
Register to submit the information for review
and approval. A confirmation note will show.

Note: After a registration request is approved, supplier contacts that
requested access to the Supplier Portal will have accounts created for
them. Supplier contacts will receive an email from Oracle with details on
how to reset their password and access the Supplier Portal.

BPM| ORACLE

Review Supplier Registration: Julie's Inc @

Company Details
Coempany
Tax Organization Type

Supplier Type

Corporate Web Site

Additional Information

Julig's Inc
Caorporation
Supplier

www Juliesinc.com

© © O O O O © 0

Company Contacts Addresses Business  Bank Accounts Products and Questionnaire  Review
Details Classifications Services

D-U-N-S Number 010203040
Tax Country United States
Taxpayer ID 0000000

Tax Registration Number 0000000
Note to Approver

Next savefung Register l Cancel
3

[ Select Register

N/
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