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Commonwealth of Pennsylvania  

PROCUREMENT VENDOR REGISTRATION GUIDE 

 
 

 

 

Open Web Page:  Use either Microsoft Edge or Chrome Internet browser, open the Office of the Budget 

website by typing www.budget.pa.gov and clicking enter.  Do not use cell phone or tablets. 
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Step 1:  Hover the mouse over the word “Services” at the top of the screen and click “For Vendors”. 
 

 
 

 

Step 2:  Scroll down until you see the nine (9) blue blocks and click the block entitled: “Vendor Registration”. 
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Step 3:  Scroll down to the hyperlinked vendor registration choices and click “Procurement”. 
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Step 4:  Notice at the top of the monitor, another tab has been generated.  This is the main page of the 

Pennsylvania Supplier Portal.  It is recommended to pause and bookmark this page for ease in locating it for 

future use.  Use either Microsoft Edge or Chrome.   

 

The PA Supplier Portal is a vendor self-managed site.  Registered Administrative User(s) maintain and manage 

the organization’s information.  Note:  A sole proprietor, company, or organization must have an Internal 

Revenue Service (IRS) employer identification number (EIN) to register through the PA Supplier Portal.  This 

site will not work for social security numbers.  To start the registration process, click “Supplier Registration” 

along the left-hand margin.  
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 Step 5:  Vendor Identification - Complete the four (4) sections of the Procurement vendor registration 

process.   

Section 1 is “Vendor Identification”.  Type in the Employer Identification Number (EIN).  Do not use 

hyphens.   Click “Next”. 

 

 
 

 

Step 6:  Complete Section 2 called “Vendor Details” of the Procurement vendor registration process. 

Tip 1:  Legal Name- The legal name should match the name on the IRS Letter 147C.  If the company or 

organization invoices under another name, type the additional name in the 2nd box down designated 

by: Name of the Company (if different than Legal Name). 

Tip 2:  Business type – Click the down arrow to view the business type choices as designated by the IRS 

and choose the type the company or organization uses to register and file their federal taxes. 

Tip 3:  Address – Even though payments will be paid by direct deposit, a valid mailing address must be 

provided.  Input the address mail is received.  Under Vendor Details, a street address OR a post office 

box must be typed in.   Notice that the details also include the county.  If the organization is not 
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located within the state of Pennsylvania, the system will default to “out of state county”.  The 

telephone number should be input as 717-123-4567 using dashes as separators. 

Tip 4:  Which Product Categories can the organization deliver? – It is ok to click the box for both 

Building & Construction and Material/Services.   

Tip 5:  Data Privacy Statement – Please read all parts of the Data Privacy Statement and click the box 

next to the “Yes, I have read…..” and “Yes, I certify that……..  When these boxes are clicked, the “Next” 

is available to click to move to Section 3 of the registration process.   

Tip 6:  Errors – When you click “Next”, if the screen does not change, scroll to the top of the page as 

there may be an error message.  Example:  .  

Fix the error, scroll down to the bottom of the page, and click “Next” to proceed. 

Tip 7:  Address Validation – The system uses address validation through the U.S. Postal Service to attain 

the correct zip+4.  A screen shot will appear as part of this validation process. It is recommended to 

choose the “USPS Validated Address”.   

 

Example of USPS Validation Screen: 
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Example of Vendor Details Screen: 
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Step 8:  Submit Registration Form Section #3 – The system uses the information typed into Vendor Details to 

create an electronically signed IRS W9 form.  Review the IRS W9 form to confirm that the information is 

spelled correctly.  If there is an error, click the “Back” button to return to the Vendor Details form to correct 

the error.  Otherwise, click the box next to the statement: “By checking this box, I am digitally signing this 

document….”.  Once this box is clicked, the “Submit W9” box will highlight.  Click the “Submit W9” box to 

perform the final step by submitting the IRS W9.   

 

Note:  When the “Submit W9” box is clicked, the system is sending the information electronically to the IRS 

site to validate the legal name and tax identification number.  If there is an issue, an error message will 

appear.  Hit the “Back” button and correct the error in the Legal Name.  If the error was the mistyping of the 

tax identification number, the registration will need to be begun all over again.  If the error states that the 

name and Tax ID number do not match, the contact information for the IRS will appear.  Please call or go on 

the IRS website (irs.gov) to request a letter 147C to validate the correct name and Tax ID number. 
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Step 9:  Create User ID - Section 4 – The final section for the procurement registration is the creation of an 

Administrative User.  Input the fields making sure to type the information correctly.   

 

Tip 1:  Take a screen shot.  It is recommended to take a screen shot of this page prior to clicking the “Create 

User ID button.  Save the information including the password (which will appear only as *****) for future 

reference. 

 
 

Step 10:  Congratulations Message appears.  It is recommended to take a screen shot of this message and 

include it with the screen shot of the user page also as reference points of the PA Supplier Portal registration 

completed.  Be sure to wait for the confirmation email before attempting to log in to the PA Supplier Portal. 
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* * * 

END OF PROCUREMENT REGISTRATION GUIDE INSTRUCTIONS 2022 
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