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Spend Authorized Supplier Registration 

Audience: Supplier 

Purpose:  This job aid will assist with the steps to register a spend authorized supplier using the 
Supplier Registration URL. 

 
Step 

Action 

1 Select the Spend Authorized Supplier Registration URL to request registration as a 
spend authorized supplier. 

2 Within the Company Details section, add information to the following fields: 
Company, Tax Organization Type, Supplier Type, Corporate Web Site, DUNS number, Tax 
Country, Tax Payer ID, Note to Approver. Add attachments (W9, Master Vendor Form, 
Cancelled Check or Bank Letter for ACH payments, and if applicable OPERS Independent 
Contractor Form.) 

 
 
Tip: When entering Tax Country for US-based suppliers, type the letter “U” to bring up 
the short list of countries that start with U.  Then pick “United States.” 
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3 In the Contact Information section, add required information into the First Name, Last Name, 
Email, and Confirm Email fields. 

 
4 Click the Next button to review Contact details.   

 
5 The supplier information entered displays.  

Click Edit on the contact line to ensure important information has defaulted. 

 
6 The Edit Contact fields and User Account options display.  

 
Verify that both the “Administrative contact” and “Request user account” boxes are checked. 
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7 Enter supplier Phone number, using the format explained below. Hover over each field to view 
a tooltip explaining what to enter into each field. 
 
The first phone field is a Country code field. Use the dropdown to select.  
Note that United States is always Country code 1. 

 
 
Second phone field is area code. 

  
The remaining 7 digits of phone number go into the next field. 

 
Any extension will go into the last Phone field, or leave blank if not applicable. 

8 No changes to the Roles are required. The default Roles will provide complete visibility to 
Purchase Orders, Receipts, Invoices, Payments and Sourcing activities. 
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9 
Click on the OK button  to close the edit window and return to the Register Supplier: 
Contacts window.  

10 
Click the Next button  and then Create Address  and enter the supplier address 
details. 

 
11 Enter Address Name: The naming convention for address names shall be as follows: 

If the purpose of the address is solely for: 

• Remit to, name to be Remit01 
• Ordering, name to be Ordering01 
• RFQ, name to be Bidding01 

If the address has multiple purposes, i.e., Remit, Ordering or RFQ, name shall be Main 

Enter Country, Address Line, City, State, Postal Code, *Address (select Ordering checkbox) 
Under Purpose select (Remit To checkbox). 
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12 In the Address Contacts section select Actions> Select and Add.

 
13 Select the name listed, and then click Apply. Click OK to associate the name with the 

address added. 
Click OK 

 
14 The newly entered address displays. Click the Next button.  
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15 Select Actions, Add Row. 
 
 
 
 
 
 
 
 
 
The row opens for entry. 

16 Select a Classification by clicking the dropdown arrow. 
 
 
 
 
 
 
If none of Classifications are applicable, check the “None of the classifications are applicable” 
checkbox. 

 
 
If you use the “None are applicable” checkbox, you must delete the line you added in Step 15. 
Use the “X” button to delete the line, so your entry will save.   Click Next. 
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17 

 
Select a Certifying Agency using the dropdown and making a selection from the list. 

 
Enter a Certificate ID. 

18 

 
Click the Next button. 

19 If you desire to be paid via electronic payment (ACH), Click Actions > Create +. 
If you will not be entering Bank Information select Next, and skip to Step 27 of this guide. 

 
20 The Create Bank Account window displays.  
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Click in the Country field, and enter information. 

21 Select the United States US from the list. 
22 Click in the Bank name field and select Lucas County EFT Bank from the list. 

 
23 Click in the Branch field dropdown and make a selection from the list. Select the correct 

routing number for your bank from the Branch list. 
24 Enter your Account Number in Account number field 

 
 

25 Click the OK button. 
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26 The Register Supplier: Bank Accounts page displays saved information. 
27 Click the Next button. 

 
 
Enter Product and Services details. 

28 Select Actions> Select and Add. 
29 

Click the checkboxes to select Category (multiple may be selected) and Apply. 
If not displayed, you can enter words into the Search boxes for Category Name or Description 
to find the service or products. Click the Search button to display matching results. 
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30 After selecting the category checkbox, click OK. 
31 The category name and description selected now displays.  

 
Click Next or click Review. 

32 Review the Supplier details.  
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33 Click Register to register the Supplier 
34 Use the Back button to make corrections, Save for Later, or click Register to finalize. 

Cancel will cancel the entry. 

 
 

 


