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= BPU Supplier Registration

THE POWER OF COMMUNITY

WELCOME!!!

Thank you for your interest in doing
business with BPU.

If you need assistance with your
registration, contact us at:
purchasing@bpu.com



mailto:purchasing@bpu.com

= BPU Supplier Registration

THE POWER OF COMMUNITY

BPU utilizes Fusion for the registration of prospective suppliers. The registration
process should only take a few minutes to complete. This registration allows
BPU'’s buying team to consider your company for bidding opportunities for goods
and services that BPU purchases on a regular basis.

To complete your registration, you will need:
* W-9

* Bank Information

* Supplier Certifications

To get started, click on this link: Supplier Registration Portal

The following pages will provide step-by-step guidance for completing
your registration.


https://ebje.fa.us2.oraclecloud.com/fscmUI/redwood/supplier-registration/register-supplier/register-supplier-verification?id=Y54lSlo4qcZTuFo%2FVkZN4Sf%2Bx7b3i9kw8nOUSZkK9Bwm6SFROlXU2Wu01g%3D%3D

EBPU Supplier Registration

THE POWER OF COMMUNITY
¢ Ste p 1- N aVIgate to th € Kansas City Board Of Public Utilities 1

supplier registration page
from the link in the previous
slide.

* Steps 2/3-Type your email
address, and select “Send
Access Code”.

* You should receive an email
within 2-3 minutes with a
unique access code that will
let you proceed. Be sure to

Enter your email

Get a one-time access code to start.

%= BPU

THE POWER OF COMMUNITY

. % %k %k H H
check your spam folders if Example of how the email will appear Entar your code
y0u dO not recelve a tlmely ELReply EaReply Al EyForward il Use the code we've sent to email sjimerson@bpu.com.
email. E ebje-test.fa.sender@workflow.email.us-phoenix-1.ocs.oraclecloud.com heldeexnisamnil Srnttes

Access Code for Your Supplier Registration

* Steps 4/5-Enter the unique Access Code o
access code into the field and
Cllck Cont|nue. Here's the access code for your supplier registration. raAYEPFcZ e ﬁ

@ This message was sent with High importance.
Required

***Any information that is entered after you log in with your email address/access code will auto-save. If the screen times out while you’re working on the
registration, you’ll have to enter your email address again, and receive a new access code to retrieve your unfinished registration, and continue.***
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= BPU

THE POWER OF COMMUNITY

* Step 1- Complete fields

under the “Company Details”

Tab.

* Step 2- Attach a copy of your

company’s completed W9

form. Click “Drag and Drop”,
and a file window will pop up

to upload a file from your
documents.

* *If you do not attach a file,
you will not be able to
submit your registration at
the end of the process.*

* Step 3- Continue to next tab.

Kansas City Board Of Public Utilities

Supplier Registration

Company Details

Company
Test Supplier #2

Website

Taxpayer 1D
123456789

l

Tex Registration Number

o
Corporation

suppler Type
Supplier

d

Note to Approver

Attach W9
Required

| Dragand Drop e
| Selector drop files here.

op fil

URL

B W9 Form.pdf

Last updsted 1 minute ago

Last updated on 1/9/2025
13751KB

Supplier Registration-Company Details

1lg

Company Details
Contacts

Addresses

Business Classifications
Bank Accounts

Products and Services
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= BPU Supplier Registration- Contacts

THE POWER OF COMMUNITY

Screen Details

. Step 1- Comp|ete fields Kansas City Board Of Public Utilities
under the contact details. ;

* Step 2- This contact will
default to the admin.

Supplier Registration
2[e

Contacts

contact, which means they’ll Gttt , , )
nter contact details. Registration communications will be sent to this contact.
received all general = =Ll |
communication related to ‘ ] o
i Job Title Us > 3
your supplier account.
* Step 3- Refer to text on the - M |
image to the right of ©. i ik |

o H Is thi i trati tact?
* Step 4- The M for “Supplier e T G we Company Detas

a ” a _ ] Please mark this "Yes" for anyone that will need access to be able to
Bld d er- wi I I d Uto po pU Iate If . manage purchase orders and update shipping information on Contacts
. 50,55’}'?‘57C?:"f5(‘d”f9d 57““'75?“’;'_“” e e NG transactions occuring between your company and KC BPU. This user
yeS is ma rked a bove . jser accounts will provide online access to supplier transactions and self-service tasks Will alat have sckess to respond 1o bld evert Hegotations)
Addresses

**This is not currently available, but will be coming in a future update™*
* Step 5-If you need to add an P vl e ot et

Assign at least 1 user role to spegify the responsibiiities of the contact

additional contact, click here Business Classihcations

Supplier Bidder

an d yo u ’ I I h ave th at fo) pt | on. Sales representative from a potential supplier responsible for responding to requests for quote, requests for propasal, requests for information and reverse auctions. e
* Step 6- Continue to next tab.

Click here if you need to add another contact person.

+ Add Another Contact e o Products and Services
For example, you could have one person that is the administrative

contact that only handles general information for your company, and
someone else who needs to be the one fo receive the purchase orders
for processing.

Lest updated 4 minutes ago Cancel Save ‘ Continue




THE POWER OF COMMUNITY

* Step 1- Provide a title for this
address. (EX.: Corporate /Admin. Office)

* Step 2- Must M at least 1
option, for the purpose of the
location. If you only have 1
location, please M all options.

* Step 3- Complete fields under
the address details.

* Step 4- M which contacts you
created in the last step are
associated to this address.

* Step 5-If you need to add an
additional address, click here

and you’ll have that option.

e Ex:if you are based out of a regional branch
and handle the purchase orders and bid on
RFQ’s, but your payments need to go to a
corporate office, you’d need to state both
of those addresses.

* Step 6- Continue to next tab.

Supplier Registration-Addresses

Screen Details

Supplier Registration

Addresses

Enter at least one address.

Address 1 o

Required

What's this address used for? seiect stesst 1 purpose. e
Address Name

[ Receive Purchase Orders ~ [J Receive Payments

Country/Region
United States

Address Line 2

Address Line 1 ‘

Address Line 3

|
"

City »* State Postal Code w
County -
Count:
Email ‘ e ~ || Phone Ext
Counts
e - || e e
Which contacts are associated to this address? o
DO Jane Doe janedoe@supplier1.com

Last updated 5 minutes ago

Cancel

Save

Continue

Company Details

Contacts

Addresses

Business Classificationg

Bank Accounts

Products and Services
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zBPU Supplier Registration- Business Classifications

THE POWER OF COMMUNITY

Kansas City Board Of Public Utilities
—

* Step 1- Click the down arrow
to view if any of the provided

Supplier Registration

. e s 4ls
Business Classifications apply e e
to your company. 0
. . Select a classification or confirm that none are applicable.
* If so, select that option, if not,
select “None of the classifications i
are applicable”. Local Kansas City, K5 Suppher
* Step 2- Continue to next tab. winoriy Ouned
Service-disabled Veteran Owned
Small Business
Veteran Owned (o Detaik
Woman Owned
Contact:
Workers Comp Supplier
lone of the classifications are applicable Addresses
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zBPU Supplier Registration- Business Classifications

THE POWER OF COMMUNITY

* Step 1- If one of the Business  suppiier registration
Classification DID apply to
your company, your page will

“Example of next windnw. if one of the classification applies to your company
Business Classifications

refresh and new fields will e
appear‘ Classification o
. . WomanOw c‘ w Subclassification v
* Fill out the provided
fields.
. Certifying Agency N Other Certifying Agency Certificate Number
* Step 2- Continue to next tab.
Certificate Start Date ‘ Certificate End Date l
Not
.
Attach current certificates and supporting documents
Drag and Drop
! Select or drop files here
URL Add URL
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®5BPU  Supplier Registration-Bank Accounts

THE POWER OF COMMUNITY
Action Screen Details
* Step 1- Select “United States”. **IMPORTANT* *
* Step 2- select your Bank’s ) ) )
name (if your bank isn’t listed, Please fill out the fields in the numbered order noted below!

Supplier Registration

see next slide).
* Step 3- “Bank Branch” is going ~ Bank Accounts

to be known as your bank’s

routing number (if your routing

#isn’t listed, @ see next slide).

After you select the routing #,

it should auto-populate into

the “Branch Number” Field.
* Step 4- insert your account

Bank account 1 @-
Country o
United States
Banl

Branch Number

number. T
* Step 5- Select “US Dollar”. Sevigs
* Step 6- Select the type of bank

account.

* Step 7- Insert the account
holders name.

Bank Accounts

Products and Services




THE POWER OF COMMUNITY

Supplier Registration-Bank Accounts

* If your bank’s name IS NOT shown in
the auto-populated drop-down menu,

it will have to be added to our
PLEASE DO NOT

database. SELECT A ROUTING
* If your bank’s name IS shown, but # THAT IS LISTED,
THAT IS NOT

your bank branch (routing #) IS NOT correcT FOR
shown in the auto-populated drop- YOUR ACCOUNT
down menu, it will have to be added
to our database.
1. Please select “No Bank” in
the bank field.
2. Select “No Branch” in the
Bank Branch Field.
3. Branch Number should auto-
populate “000000000”.

Supplier Registration

Bank Accounts

Enter at least one bank account. NOTE: If your Bank, Branch or Routing number is not listed, use "No Bank/No Branch /000000000
from the dropdowns. We will contact you to add your Banking Information after submission.

Bank account 1

Country
United States

Branch Number
000000000

Bank s
k4 No Ban)d

| |Eam< Branch

Account Number

‘ No Bank
[

No Branch o

y
Required Required

Account Holder

|

- Add Another Bank Account

4. Please fill out the linked ACH
form and email to BPU-ACH Form

purchasing@bpu.com

Double click this icon N and it

should open up the document

If you do not email the ACH form at the same time as
submitting your registration, and no banking information is
entered into the registration portal, someone from BPU
Purchasing will contact you after your registration is
submitted, to manually fill out the ACH form. All suppliers
must have banking information on file before being activated.



mailto:purchasing@bpu.com



[image: My Website]

Accounts Payable

Electronic Payment Authorization


Please provide the following information to complete or update your organization’s Electronic Payment Information.  

	

Once Completed		Email:  ap@bpu.com   or  Fax: (913) 573-9085

[bookmark: _GoBack]Questions			Call: (913) 573-9007



Type of Account 

☐  New Account

☐  Change Existing Payment Account



Electronic Payment Information

		Company Name

		Click or tap here to enter text.

		Company Address for Payment

		Click or tap here to enter text.

		Bank Name

		Click or tap here to enter text.

		Bank Routing or ABA Number

		Click or tap here to enter text.

		Bank Account Number

		Click or tap here to enter text.

		Payment Advice Email

		Click or tap here to enter text.











		Click or tap here to enter text.



   Requestor’s Name 

		Click or tap here to enter text.



   Authorized Signature

		Click or tap here to enter text.



   Title





image1.jpeg
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KANSAS CITY

U Supplier Registration-Categories

THE POWER OF COMMUNITY

l!f

Screen Details

Supplier Registration

Identify what products and/or
services that your company Products and Services
prOVideS' [ Q Search by category or description a
* Step 1- you can search key
words, or click the drop
down arrow next to . S
“Categories” and manually

2 selected | View Selected

l Clear Selected

O E BUSHING Bushing
scroll through. B casie anapTER Cable-Adepter e
b Step 2/3‘ Select which Bl CABLECLAMPS Cable-Clamps e
Categories are related to o B capmiuM BOLTS Exdivionys i
your company. m] El CADMIUM WASHERS Cadmium-Washers
O Step 4- Select “Submit”. O El CALIBRATION Calibration
| B canvas Canvas.
O B capaciTorS Capacitors
| B caps Caps
o] E AR WASH SOAP Car Wash Soap
O Bl cARD STOCK Card Stock
]

B CARTRIDGES Cartridges
Last updated 30 seconds ago Cancel Save
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THE POWER OF COMMUNITY

* If there are any issues or
empty “required” fields,
yOu'” be notified at this time, = You must attach the required documents in the Company Details section. (POZ-2130534)
with an error message / = Add atleast 1 active address.

© Some issues need your attention

* If you forgot to add

information somewhere, you 6|6

can go back to that specific

tab using the menu to the ey Hanats
right, shown on every screen

of the registration portal. Contacts

v

Addresses

Business Classifications

Bank Accounts

Products and Services




= BPU Supplier Registration-Submitted

THE POWER OF COMMUNITY

* If you encounter no errors,
you will receive this message
after hitting submit.

Kansas City Board Of Public Utilities

Success

Your registration request 563227 was submitted.

We will send you an email after your registration has been reviewed.

Your registration will be reviewed by the BPU Purchasing Department. Upon approval, you will
receive a follow-up email indicating that your registration has been finalized for prospective
opportunities with BPU. As purchasing needs are identified, your company will be considered for
opportunities to submit bids for items that match the products for your registration.

If you need assistance with your registration or have questions, please contact us at:
purchasing@bpu.com



mailto:purchasing@bpu.com
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