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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
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BPU utilizes Fusion for supplier registration for 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 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 for BPU 
The following pages will provide step-by-step information for completing 
your registration. 

  

https://ebje.fa.us2.oraclecloud.com/fscmUI/faces/PrcPosRegisterSupplier?prcBuId=300000001275246&_afrLoop=5934800693787272&_afrWindowMode=0&_afrWindowId=null&_adf.ctrl-state=6iw34syei_413&_afrFS=16&_afrMT=screen&_afrMFW=1920&_afrMFH=937&_afrMFDW=1920&_afrMFDH=1080&_afrMFC=8&_afrMFCI=0&_afrMFM=0&_afrMFR=96&_afrMFG=0&_afrMFS=0&_afrMFO=0
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At any point during the registration process you can save the information 

entered by selecting the  button.  You will receive an email 
from our system with a link to access your information.  Please save this 
email/link so you can access your registration request in the future.  We 
cannot edit or retrieve your saved information until it is submitted for 
approval. 
 
The email address often ends up in spam filters so please check there as 
well.  Below is an example email sent. 
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Action Screen Details 

  
Enter the following: 
 
Company  
Tax Organization 
Type 
Supplier Type 
Company Website 
Tax Country 
Taxpayer ID 
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Action Screen Details 
  
 
 
 
 
 
 
Select the + Icon to 
attach your companies 
W-9 
 
A new window will 
open on the page 

  
  
 
Select the Choose File 
to open a new window 
to select your W-9 
document 
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Action Screen Details 
  
 
 
 
 
In the browse window 
find your    W-9 and 
select the Open button 

  
  
 
Your W-9 will show in 
the Attachments 
window. 
Add a description and 
select the OK button to 
attach your W-9 to the 
Registration request. 
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Action Screen Details 
  
 
Enter your contact 
information in the 
bottom section  
 
First Name 
Last Name 
Email  
Confirmation Email 
 
Make sure that the 
email you enter is the 
email you want to use 
to communicate with 
BPU 
 
Select the Next button 
at the top right to 
verify or add more 
contacts  

  

  
The information you 
entered on the 
Company page will 
create a contact for 
you here, verify the 
Name and email are 
correct 
 
If needed select the 
Edit icon to change 
any of your details 
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Action Screen Details 
  
Your contact by 
default will be set up 
as an administrative 
contact and request a 
user account 
 
This is the contact 
that communication 
from our system will 
be sent to 
 
If you want to add 
another contact to 
your account select 
the  
+ Create Icon 
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Action Screen Details 
 A new window will 
open to create a 
contact at a minimum 
enter the first and 
last name, phone and 
email address for the 
contact 
 
The administrative 
account check box is 
to indicate emails 
from our system are 
sent to this person & 
the Request User 
Account is to get an 
account (User ID & 
Password) to our 
system to bid on 
events 
 
The Supplier Bidder 
Role is the only Role 
Suppliers are allowed 
to have and should 
not be deleted 
 
Select the OK button 
to return to the 
Contacts main page  

 
  

  



Supplier Portal Registration Steps 
 

Action Screen Details 
  
 
Your contact is now 
added  
 
Add as many as you 
need when finished 
select the Next 
button to go to the 
Address page 

   

  
To add your company 
address, select the + 
Create icon 
 
This will bring up a 
new window 

  
  
 
Enter your company 
Address Name 
(usually the name of 
your company), 
Country and Address  
 
Select the drop-down 
arrow on the right of 
the Postal Code field 
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Action Screen Details 
  
 
In the new window 
select the Search text 
at the bottom 

  
  
In the Search and 
Select Postal Code 
window enter your 
companies postal 
code and select 
search 
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Action Screen Details 
Your postal code 
search will show you 
available City, County 
and State 
combinations for the 
Postal Code  
 
Select the correct one 
for your company  
 
The system displays 
the State abbreviated 
and spelled out either 
selection is 
appropriate  
 
Select the OK button 
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Action Screen Details 
  
 
You will return to the 
Create Address Page  
 
Enter a you site 
purpose if you only 
have one site for your 
organization then 
select all otherwise 
add Addresses and 
emails as appropriate  
 
Select the paper with 
a + sign below the 
Address Contacts 
section 
 
A new window will 
open 
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Action Screen Details 
In the pop out 
window, you will see 
the contacts you have 
already entered 
 
Select the contact you 
want for the address 
and address purpose 
 
If the address purpose 
was for all then 
choose the contact 
you want to receive 
invoices, bids and POs 
 
If you have more than 
one address for these 
purposes then choose 
the contact that aligns 
with the address 
purpose you have 
selected 
 
Select OK button 
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Action Screen Details 
  
You are now 
back on the 
Create Address 
pop out 
window the 
contact should 
now be listed in 
the Address 
Contacts 
section 
 
In this example 
Jennifer Russell 
will receive 
Orders and bid 
events at this 
email as well as 
invoices if 
appropriate 
 
Select the OK 
button to 
return to the 
Register 
Supplier 
Address page 
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Action Screen Details 
  
If your address 
information looks 
correct select the 
Next Button 
 
If you need to 
correct something 
select the Edit 
pencil icon 
 
Ensure you have 
the site purpose 
and a contact 
associated to your 
address 

  

 
If your business has 
a specific Business 
Classification 
(Veteran/Minority 
/Woman Owned) 
select the plus icon 
to add the 
classification 
 
If you do not have a 
classification to add 
then select the 
Next button  

 

 

  



Supplier Portal Registration Steps 
 

Action Screen Details 
If adding a Business 
Classification use 
any fields to 
indicate who 
provided the 
certification and 
upload any 
documentation you 
have that verifies 
your certification 
under Attachments 
 
Select the Next 
button 
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Action Screen Details 
BPU highly 
recommends 
suppliers add a 
bank account to 
their Supplier 
Requests 
 
This allows us to 
make payments to 
your organization 
more quickly  
 
Select the +Create 
Icon  

 

 
Enter your banking 
information 
 
Required fields are 
Country 
Bank  
Branch (Routing #) 
Account # 
 
Add additional 
information as you 
wish 
 
Select the OK 
button 
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Action Screen Details 
 
Your bank 
information will 
be saved to your 
registration 
 
Use the Edit icon 
to make changes 
if needed  
 
If it is correct 
select the Next 
button 

 

BPU highly 
recommends your 
organization adds 
Products and 
Services to your 
Supplier Requests 
 
This helps us 
understand what 
your organization 
provides 
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Action Screen Details 
Enter a 
category and 
select search to 
retrieve results 
 
If you get a 
match it will 
display at the 
bottom of the 
screen 
 
Select the check 
box on the left 
and select the 
OK button to 
add the 
category to you 
Supplier 
Registration 

 
 
Continue to 
Select and Add 
until you have 
added your 
Products and 
Services 
 
We suggest to 
add categories 
at the highest 
level if possible  
 
Select Next 
button 
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Action Screen Details 
 
On the Review 
page step 7 
ensure your 
information is 
correct  
 
If you need to 
make changes 
use the Back or 
Numbers at the 
top to navigate 
to the section 
you need to edit 
and make 
changes 
 
Once it is all 
correct select 
the Register 
button in the top 
right 

 

 
BPU will review 
your 
Registration 
Request and 
reach out with 
any questions 
 
Thank You 
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Your registration will be reviewed by the BPU purchasing team. 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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