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

03 Supplier Registration Request
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Submit a registration request to become a supplier for BPMI. 

Supplier Registration Request 

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

Complete 

Fields

1
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Submit a registration request to become a supplier for BPMI. 

Supplier Registration Request 

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. 

1

2

Complete 

Fields

Complete 

Fields
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Submit a registration request to become a supplier for BPMI. 

Supplier Registration Request 

Company Details 

3. Enter the information of the contact 

completing the registration request. Updates 

and communications pertaining to the request 

will be sent to the contact specified.

In the Your Contact Information section, 

complete all required fields identified by an 

asterisk: 

• First Name

• Last Name 

• Email

• 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.  

Select Next

4

3

Complete 

Fields
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Submit a registration request to become a supplier for BPMI. 

Supplier Registration Request 

Contacts 

5. The contact created on the Company Details 

page will display as a contact on the Contacts 

page of the request. Enter the information of 

additional contacts. Select the Create icon. 

Complete all required fields identified by an 

asterisk: 

• First Name

• Last Name 

• Email

 

Complete any additional fields in this section, 

as necessary. 

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.  

5

Select Create

Complete 

Fields

5
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Submit a registration request to become a supplier for BPMI. 

Supplier Registration Request 

Contacts 

6. If the prospective supplier intends to use the 

Supplier Portal, select the Request user 

account checkbox to provision portal user 

access.  

7. The list of roles available 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. 

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

Select Create user 

account checkbox

Select Role to Remove

6

7

7
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Submit a registration request to become a supplier for BPMI. 

Supplier Registration Request 

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. 

Select Ok

8

Select Next

9
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Submit a registration request to become a supplier for BPMI. 

Supplier Registration Request 

Addresses 

10. Add an address to the registration request. 

Select the Create icon. 

11. The Create Addresses screen displays. 

Complete all required fields identified by an 

asterisk: 

• Address Name

• Country  

• Address Purpose

Complete any non required fields, as 

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

Complete 

Fields

11

10

Select Create
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Submit a registration request to become a supplier for BPMI. 

Supplier Registration Request 

Addresses 

12. Next, associate a contact with the address. 

Locate the Address Contacts section. Select 

the Actions dropdown arrow and choose 

Select and Add. 

13. Select a contact previously created to link to 

the address. 

14. Select Ok. 

Note:  Supplier contacts are linked to an address so that any 

transaction (PO, Negotiation, etc.) that references the 

address is also tied to the contact.  

Select Actions

Select Select & Add

12

12

Select Contact

Select Ok

13

14
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Submit a registration request to become a supplier for BPMI. 

Supplier Registration Request 

Addresses 

15. Add another address by selecting Create 

Another or select Ok when done.

 

16. Select Next to continue to the Business 

Classifications section of the request. 

Note:  Multiple addresses may be necessary. For example, a 

user must create separate addresses for physical mailing 

address, remit to address (if different), etc. 

Select Ok

15

Select Next

16
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Submit a registration request to become a supplier for BPMI. 

Supplier Registration Request 

Business Classifications 

17. After addresses are complete, enter the 

organization’s business classification, if 

applicable. Select the Add Row icon. 

18. Select the Classification drop down arrow 

and choose the appropriate classification from 

the list. Complete the other classification 

fields, as necessary. 

19. Repeat steps 17 & 18 to add additional 

classifications to the registration. 

20. Select Next to continue to the Bank Accounts 

section of the request. 

Note:  If none of the classifications are applicable to the 

organization, select the None of the classifications are 

applicable checkbox.

Select the Classification

18

Update Fields 

19
Select Next

20

Select the Add Row Icon

17
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Submit a registration request to become a supplier for BPMI. 

Supplier Registration Request 

Bank Accounts 

21. Bank account information should not be 

completed by a Supplier during the initial 

registration. The information in this section 

should be left blank. Select Next to continue 

to the Products & Services section of the 

request. 

Select Next

21
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Submit a registration request to become a supplier for BPMI. 

Supplier Registration Request 

Products & Services Categories

22. Next, enter the product and services the 

organization will be providing to BPMI, if 

applicable. Begin by selecting the Select and 

Add icon.

23. The list of available categories display. To add 

a product and services category to the 

registration, select the checkbox next to the 

Category Name. 

24. Select Apply. 

Note: Select the Expand icon next to the category name to 

view additional category options.

Note: There is a required questionnaire based upon the 

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. 

Select the Select & Add Icon
22

Select the Checkbox

23

Select Apply

24
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Submit a registration request to become a supplier for BPMI. 

Supplier Registration Request 

Products & Services Categories

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 Next

26

25

Select Ok
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Submit a registration request to become a supplier for BPMI. 

Supplier Registration Request 

Questionnaire 

27. Complete questionnaire information. 

28. Select Next to review the registration request 

before submission. 
27

Complete Questionnaire 

Select Next

28
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Submit a registration request to become a supplier for BPMI. 

Supplier Registration Request 

Submit Registration 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. 

Select Register

29
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