
CONTACT US 
Special note for Administrative Users:  The PA Supplier Portal is a vendor self-
managed site.  Most issues with the PA Supplier Portal are due to system incompatibility.

Use Internet Explorer only.  

Do not use:  Chrome, MAC/Apple, Safari, Mozilla, Firefox or Microsoft Edge.  Using these 
products will cause errors such as Authentication Failed or Password Locked even though the 
user’s correct information and password are submitted. 

Before requesting help, confirm that the computer is using Internet Explorer by holding down 
the ALT + H keys together and then release.   

a. If no pop-up appears, STOP!  Internet Explorer is not being used. Use Internet
Explorer browser to fix the problem.

b. If pop-up shows: “What’s New in Internet Explorer (version)”.  PROCEED with
submitting the Contact Us form.  Add the screen shot of the Internet Explorer pop-up
so we know what version of Internet Explorer your computer is using.  Be sure to
include screen shots documenting the URL, the exact error message, and the
following information.

_____NO 

Your Name 

Your Title 

Your Email Address 

Your Phone Number (Ex:  111-123-4567)

Company Name/Legal Name 

Tax Identification Number (last four (4) digits only) Vendor 

Vendor/Supplier Number-Required  

Are you an Administrative User on the account?  ___YES

 If yes, above, provide User ID (Do not provide password) 

Typed Issue (please be specific)  

Administrative Users:  <STOP!>  Scroll to bottom of form, note Timeframe, and click 
Submit.  In email, insert/attach Internet Explorer screen shots and/or errors. SEND.  

If the issue is a lack of Administrative User, continue to fill out the entire form.

Click for supplier lookup tool.

https://b2b.ies.pa.gov/apps/vendor_lookup/index.html
https://b2b.ies.pa.gov/apps/vendor_lookup/index.html


Who is the current Administrative User and why are you stating they are not available (be 
specific and include name(s), date, issue(s), etc.)? 

ADMINISTRATIVE USER ISSUE:  If requesting a new Administrative User, provide the 
remaining information which must be two (2) different individuals and emails from the 
requester listed above: 

Person Handling Overall Operations (i.e. Chief Operating Officer, Chief Executive Officer, 
Board Chairperson, President, Owner, Manager, Director, etc.) 

Name 

Specific Title 

Phone Number (Ex:  111-123-4567)

Email Address (must be personally identifiable, business email) 

Person Handling Finances, Accounting and Bookkeeping (i.e. Chief Financial Officer, 
Comptroller, Accountant, Bookkeeper, Office Manager, etc.) 

Name  

Specific Title 

Phone Number (Ex:  111-123-4567)

Email Address (must be personally identifiable, business email) 

Note:  Emailed requests are handled on a first-come, first-served basis.  Because of the potential 
for fraud and identity theft, additional time is required for information validation before a 
response can be provided.   

Timeframe:  If you submitted a request and have not received any response within five (5) 
business days, please re-submit the request noting that it is a second (2nd) request in the subject 
line.   

Thank you for your understanding. 

SUBMIT BUTTON 
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