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Non-Procurement Registration Guide

Non-Procurement Vendor Registration applies if:

e [tis expected to receive payments from the Commonwealth of Pennsylvania that are not
related to bids, contracts or purchase orders

e Direct utility providers for the commonwealth

e Itis expected to receive grant or loan money from the commonwealth

e Youare considered a Non-Procurement Vendor

Please note that the website is compatible with Internet Explorer only.

IMPORTANT SYSTEM NOTICE TO SUPPLIERS

The PA Supplier Portal is a secure site. The PA Supplier Portal certified browsers are Internet Explorer §.0 through 11.0. Supported Operating Systems are Microsoft Windows
7.0, 8.0, and 8.1. Other products may work; however, full functionality cannot be assured.
Registrations will only be processed during regular Commonwealth work hours.

To complete the registration process, please go to:

www.vendorregistration.state.pa.us
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Commonwealth of Pennsylvania Vendor Registration

Commonwealth of Pennsylvania Vendor Registration

Welcome to the Commonwealth of Pennsylvania Vendor Registration Site!

« If you are a foreign vendor located outside of the United States, please contact the Payable
Services Call Center at 877-435-7363 Option 1 for registration assistance.

+ If you will receive payments from the Pennsylvania Liquor Control Borard(PLCB), a
separate registration is required . Please contact the PLCB at RA-LBSUPPLIER@pa.gov for
information about the PLCB vendor registration process.

« If you will receive payments from state agencies other than the PLCB, please read the
information below and select the appropriate link.

Please select the following link PA Supplier Portal if the following applies to you:

« Will receive payments from the Commonweal®§ of Pennsylvania under a contract

+ Will receive Requests for Quotations, Purchase Yrders, or other Procurement documents
« If your are a construction vendor

« You are considered a Procurement Vendor.

Please select the following ink Non-Procurement Vendor Registration if the following applies to
you:

+ Will receive payments from the Commonwealth of Pennsylvania that are not related to bids,
contracts or purchase orders as described above

« If you are a direct utility provider for the Commonwealth

« If you will recieve grant or loan money from the Commonwealth

+ You are considered a Non-Procurement Vendor.

Click the link for Non-Procurement Vendor Registration



Step 1 - Vendor Identification

1. Enter the Employer Identification Number (EIN) or Social Security Number

(SSN) for the business.

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 your entry.

Vendor Registration, Commonwealth of Pennsylvania.
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Vendor dentification endor Details Submit Registration Form

A

Instructions

\Welcome! Thank you for taking the time to register a3 a Non-Procurement Vendar with the Commonwealth of Pennsylvania. To begin the process, enter your Employer ldentification Number (EIN) or your Sotial Security Number (SSN), then select the Next button.
Please insert Tax |dentification Number as 2 sfring of numbers without any dashes.

Vendor Identification

OR

Employer [dentification Number: l:| /

SocklSecutyumber: [ |
.



Step 2 - Vendor Details

1. Enter the Vendor Details for the business.

Vendor Registration, Commonweaith of Pennsylvania,

s 1 1 3 4

Sngor Ksenii abon Jendor Detads ‘Submit Hegistration Fom
Instructions B
Compiete the regairation form below and select the Next bution. Please do nol use Perentheses fo separsie the area code fax purmbers, End i 23 2 w¥ing of 10 memibers of use dashes o seperale the grovps of numbers.

Important: Fields with 8 * indicate that an eniry is required.

There are 11 fields which are required to be
completed, as noted with a red asterisk (*):

Vendor eanson -_— & 1- Legal Name
Sl g L 2- Name of Person Creating the Registration
Address Data =

S 3- Type of Business
o —ﬁ: 4- Email Address

1-|quum [
Fiame of the Gompany (i ditieress than Legal Hamey

T Thi teel will appear na the W.5 Foem 5_ Telephone
] ——— 6- Street Number and Name (or PO Box)
Extepl payoe eade (1 any) L 7_ Clty

Extmgton from FATCA teportng code (f sy |

8- State
4'EJA-ldd|m
5':ﬂepmnr Exogorr [ 9_ Country
Fax Estersion | -
6 and Name: PO Bax is whed hen Sreet Humber sod Name cannot be used 1 0 C().unty
eet 2 (408, o sl 80 roort na_ Moar s afs | [ B 11_ le COde
Trw ] 107 [
e R e — 11z=
9'(:mmq
e u}‘; irsmeet b " « i w
Data Privacy Statement ]

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

Data Privacy Satemenl =
Diata Srvacy Staemert Toms mUSt T4 BIIE0AT Delone Deing BoMe 1 MOve T2 I next pags
CeSCLAMER The ight 12 Lpame o EaoEry. Ragisterng a8 3 C. that' SWBIDed B0y LONUBCI o for e
hianis. Furher, regi ot hak your busi fl receive any Snsncisl essistsnce inchuding sitte or federal - i haria. Regiatering o8 1 vendor shoukd not b 4 b4 pophing for
delbver suppbes o1 L L i ot b h A
DATA PRIVACY. information grovided Srough the Nom Procerement Vendor samy, g ion ® retaned i sccudarce eth exsting Commumveath poky and laws. nchading the
Frnasghvania Right in dnow Law, £5 P 5 Saatien 6 1 et sag
TERAME: Sippong feeumpsinion wil Be provided dar ary shanges L}

FATION By s Parnl, yau earty Bat (1) yoo Tee, & o Bekal ol snity deatied; and, (7] ol Inawisdge mfarmaban And BasSE Any In
siatements made by you en o in the Mun Prosuement Vendor Porkal are subject b e penaities of 18 Pa 0.5, § 4604 irelaling ko urmworn falsification b sutheriten).
[Tl ¥es, 1 bawe eesd e cata privacy sttement od accegt the temma

2. Select the Next button to continue.



The supplier registration system contains a United States Postal Service (USPS) address

validation 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
Address Criginal Address  USPS Walidated Address
1 Street’PO Box 555 WALNUT 5T 555 WALNUT 5T

Gity HARRISBURG  HARRISBURG
State PA Pa
Zip5 17101 17104

| | zips 1825

The address you entered was located, but additional information is needed
(such as an apartment, suite, or box number). Please review the results and
choose the proper button below.

" [ Use Entered Address | [ Use USPS Validated Address | [ Change Entered Address




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.

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

Vendor Regi: jon, C alth of Py il

‘Submi Hegestrbon Hom

Carefidly resvierar the infoemation on the WS Form I the information is comect, select the checkboa beboar b confim your sleconic signature on the W8 fom Then sedect the Submil WS bulion
I the information is ok comect. selectthe Dack bafion and revise e information.

Submit Registration form

] By checking this bo, | am digitally signing this documsent. | agree to the in thi certify ing this bux

5 Nack

n

Fom W'g Request for Taxpayer Give Form to the

(Rev. December 2014) . . . . requester. Do not
Deoarivakof e Trasey Identification Number and Certification send to the IRS.

Intemal Revenue Service

1 Name (as shown on your income tax return). Name Is required on this line; do not Ieave this line blank.
EARLS CLEANERS INC
2 Business name/disregarded entity name, if different from above
~N
&
2 | 3 Check appropriate box for federal tax classification; check only one of the following seven boxes: 4 ﬁ)t?mDTLi?IJS [EO;EI‘-E gpﬂlh’ Ulnh‘ to
5 |:| Individual/sole proprietor or C Corporati [:| 5 Corporati [:| Partnership |:| Trust/estate icﬂeg;mns ::: ;agemﬂ.l ualsisee
g 2 single-member LLC Exempt code i a.ny]
2 .g |:| Limited Ilability company. Enter the tax classification (C=C corporation, 5=5 corporation, P=partnership) ¥
H E Note. For a single-member LLC that is disregarded, do not check LLC; check the appropriate box in the line above for the tax Exemption from FATCA reparting
- 'é tassification of the single-member owner. code (If any)

S 1 @A WD WILLET UL WL W PEIUT WETTTE REIUW, 81J

4. The FATCA code(s) entered on this form (if any) indicating that | am exempt from FATCA reporting is correct.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding because
you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage interest paid, acquisition or
abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and generally, payments other than interest
and dividends, you are not required to sign the certification, but you must provide your carrect TIN. See the instructions on page 3.

By checking this box, |, COMMONWEALTH OF PA .am digitally signing this document. Date

| agree to the terms stated in this document and further certify that checking this box counts as an electronic signature.

Oct 23, 2015

Gene ral Instructions - Form 1098 (home mertgage interest), 1098-E (student loan Interest), 1098-T (tuition)
Cortin + Form 1099-C (canceled debt)

res brs bhi Inbernal Dovarees Code anlace ath




Vendor Registration, Commonwealth of Pennsylvania
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Submit Registration Form

Instructions

Carefully review the information on the W3 Form. If the information is comect, selectthe checkbox below to confim your electronic signature on the W-3 form. Then select the  Submit W9 button.

If the information is not comrect, select the Back button and revize the information.

Submit Registration form

\ By checking this box, | am digitally zigning this document. | agree to the terms stated in this document and further certify that checking this box counts as an electronic signature.

Submit' W3 | | Back
| Submit W8 | | Back |

3. If the information is correct, select the checkbox to confirm electronic
signature.

Congtions Youvesocessul compe e egtation o SMASAAAMSNNNY 25 0, gocremet vendorwih e Comonvethof P,
You il eive ammal g el g aproved o e, v has o e v vilin e s sl contc e Vedo Dt Mavemen it il A 5C SUBSPLER AEQLETSPAGON

An e-mail will be sent indicating whether or not the registration was approved or rejected within 5
business days.

If an e-mail has not been received within the 5 business days, please contact the Vendor Data

Management Unitat RA-PSC_Supplier Requests@pa.gov ors77-43s-
7363 option 1 Monday-Friday 8:00am - 4:30pm est.



mailto:RA-PSC_Supplier_Requests@pa.gov
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