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Supplier Registration

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


Supplier Registration

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


Supplier Registration
Action Screen Details

• Step 1-Navigate to the 
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 
check your spam folders if 
you do not receive a timely 
email.

• Steps 4/5-Enter the unique 
access code into the field and 
click continue.

***Example of how the email will appear

***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.***



Supplier Registration-Company Details
Action Screen Details

• 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.



Supplier Registration- Contacts
Action Screen Details

• Step 1- Complete fields 
under the contact details.

• Step 2- This contact will 
default to the admin. 
contact, which means they’ll 
received all general 
communication related to 
your supplier account.

• Step 3- Refer to text on the 
image to the right of .

• Step 4- The  for “Supplier 
Bidder” will auto-populate if 
yes is marked above.

• Step 5-If you need to add an 
additional contact, click here 
and you’ll have that option.

• Step 6- Continue to next tab.



Supplier Registration-Addresses
Action Screen Details

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

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

• Step 3- Complete fields under 
the address details.

• Step 4- 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.

• 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- Business Classifications

Action Screen Details
• Step 1- Click the down arrow 

to view if any of the provided 
Business Classifications apply 
to your company.

• If so, select that option, if not, 
select “None of the classifications 
are applicable”.

• Step 2- Continue to next tab.



Supplier Registration- Business Classifications

Action Screen Details
• Step 1- If one of the Business 

Classification DID apply to 
your company, your page will 
refresh and new fields will 
appear. 

• Fill out the provided 
fields.

• Step 2- Continue to next tab.



Supplier Registration-Bank Accounts
Action Screen Details

• Step 1- Select “United States”.
• Step 2- select your Bank’s 

name (if your bank isn’t listed,          
see next slide).

• Step 3- “Bank Branch” is going 
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 
number.

• Step 5- Select “US Dollar”.
• Step 6- Select the type of bank 

account.
• Step 7- Insert the account 

holders name.

**IMPORTANT** 
Please fill out the fields in the numbered order noted below!



Action Screen Details
• If your bank’s name IS NOT shown in 

the auto-populated drop-down menu, 
it will have to be added to our 
database. 

• If your bank’s name IS shown, but 
your bank branch (routing #) IS NOT 
shown in the auto-populated drop-
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”.

4. Please fill out the linked ACH 
form and email to 
purchasing@bpu.com

Supplier Registration-Bank Accounts

BPU-ACH Form
Double click this icon  and it 
should open up the document

PLEASE DO NOT 
SELECT A ROUTING 
# THAT IS LISTED, 

THAT IS NOT 
CORRECT FOR 

YOUR ACCOUNT

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





Supplier Registration-Categories
Action Screen Details

Identify what products and/or 
services that your company 

provides.
• Step 1- you can search key 

words, or click the drop 
down arrow next to 
“Categories” and manually 
scroll through.

• Step 2/3- Select which 
Categories are related to 
your company.

• Step 4- Select “Submit”.



Supplier Registration-Errors
Action Screen Details

• If there are any issues or 
empty “required” fields, 
you’ll be notified at this time, 
with an error message.

• If you forgot to add 
information somewhere, you 
can go back to that specific 
tab using the menu to the 
right, shown on every screen 
of the registration portal.



Supplier Registration-Submitted
Action Screen Details

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

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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