King County

Supplier Registration User Guide

This guide will cover:

= How to Register as a Supplier
o Supplier Registration General Information
o Registration Portal
o Regqister Supplier
=  Company Details
= Contacts
= Addresses
= Business Classifications
= NAICS Codes

Rosters and Certifications
Review & Submit Supplier Registration
Reqistration Emails
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1 Supplier Registration General Information

= Registration is required to access solicitation documents and respond to King
County Solicitations.

= Note the sections that are required below.
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Company Contacts Addresses Business  NAICS Codes Rosters and Review
Details Classifications Certifications
REQUIRED REQUIRED REQUIRED REQUIRED REQUIRED REQUIRED

= There is a limit to 1 company profile — based on the Tax Identification Number
(TIN). If you think there might be a company profile, contact
procurement.web@kingcounty.gov to verify.

2 Registration Portal

= Click the following link: Register Now.

Note: use supporting web browsers: Mozilla Firefox,

Google Chrome, Microsoft Edge, and Apple Safari.

» The King County “Register Supplier” page will display.

—@ King county O @ sienm
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Company Contacts Addresses Business  NAICS Codes Rosters and Review
Details Classifications Certifications

Register Supplier: Company Details & Next  SaveforLater Register  Cancel

Please complete all required fields. Select "Next" or "Save for Later" after entering your contact information.

* Supplier/Company Name | ‘ * Tax Country ‘ v |

* Tax Qrganization Type | v‘ Taxpayer ID

Supplier Type | v|

Corporate Web Site | ‘

* Required: attach a completed IRS W-8 form. None =

Attach the required documents.

Your Contact Information

Enter the contact information for this registration. This contact will be assigned as the default Admin and Bidder for the Supplier.

* First Name ‘

* Email ‘

* Last Name ‘ ‘

* Confirm Email ‘

v. 2.3/2022 2


mailto:procurement.web@kingcounty.gov
https://fa-epvh-saasfaprod1.fa.ocs.oraclecloud.com/fscmUI/faces/PrcPosRegisterSupplier?prcBuId=300000001727151&_afrLoop=22455114875374986&_afrWindowMode=0&_afrWindowId=null&_adf.ctrl-state=np5itoqfv_1&_afrFS=16&_afrMT=screen&_afrMFW=1280&_afrMFH=578&_afrMFDW=1280&_afrMFDH=720&_afrMFC=8&_afrMFCI=0&_afrMFM=0&_afrMFR=144&_afrMFG=0&_afrMFS=0&_afrMFO=0

3 Register Supplier

Company Details

= “COMPANY DETAILS” REQUIRED SECTION: in the “Company Details”
section, enter registration details:

Field Registration Details
Supplier/Company Name = *REQUIRED* Enter the legal name for the supplier.

= Do not include “Doing Business As” (DBA) name.
= Field is limited to 40 characters. Abbreviate if
organization name exceeds this length.

Tax Organization Type = *REQUIRED* Select from the list of values.
Supplier Type = Select from the list of values.
Corporate Web Site = Enter a corporate web site URL.
Tax Country = *REQUIRED* Select from the list of values.
Taxpayer ID = Enter the taxpayer identification number.
= Attribute will be available after the Tax Country is
selected.

= Do not include a TIN dash (digits only); enter in the
correct format of 9 numbers only, no characters or
spaces.

= Complete an IRS W-9 form and save it to your computer. Navigate back to the
King County registration page. Attach the completed IRS W-9 by clicking the plus

@y
+1con.
.
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Company Contacts Addresses Business NAICS Codes Rosters and Review
Details Classifications Certifications
Register Supplier: Company Details @ Next  SaveforLater Register | Cancel

Please complete all required fields. Select "Next" or "Save for Later" after entering your contact information.

* SupplieriCompany Name | ‘ * Tax Country ‘ v ‘

* Tax Organization Type | v‘ Taxpayer ID

Supplier Type | v‘

Corporate Web Site |

2 Required: attach a completed IRS W-9 formI None +I

Attach the required documents
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= Select the File “Type” and upload the IRS W-9 by clicking “Choose File.”

Optionally enter the “Title” and “Description.”

= Click “OK” when complete.

Attachments

‘Actions v ‘V\ew v + X

Type * File Name or URL
File ~ Choose File | No file chosen

Rows Selected 1 Columns Hidden 1

Description

Attached By Attached Dz

anonymous 02/16/2021 0t

»

=

= Verify attachment has been uploaded.

i Required: attach a completed IRS W-9 form§ IRS W-9 b 4

Attach the required documents.

= In the “Your Contact Information” section, enter the desired information. Required

fields are marked with an asterisk "*."

Your Contact Information

Enter the contact information for this registration. This contact will be assigned as the default Admin and Bidder for the Supplier.

* First Name
* Last Name
* Email

* Confirm Email
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= In the upper right corner, click “Next.”

Note: you can click “Save for Later” (next to the “Next” button)
after completion of the “Company Details” page to save the
information entered and to return later. An email will be sent to

the contact email entered. The “Save for Later’ button does not
submit your supplier registration.

EKing County a0
O »® o O 6 6 O

Company Contacts Addresses Business NAICS Codes Rosters and Review
Details Classifications Certifications [ s |
Register Supplier: Company Details @ Next ll SaveforLater Register  Cancel
C—
Please complete all required fields. Select "Next" or "Save for Later" after entering your contact information.
1 ‘ |
ax Country v

* Supplier/Company Name |

* Tax Organization Type | v‘ Taxpayer ID

Supplier Type | v|

Corporate Web Site |

2 Required: attach a completed IRS W-9 form. None ==

Aitach the required documents.

Contacts

» “CONTACTS" REQUIRED SECTION: the “Contacts” page will display. The
contact you entered on the “Company Details” page will automatically populate

as an "Administrative Contact."

» .
k4] King County a v @ -
® & & & 6 O
NS N o/ Ny
Contacts. Addresses Business  NAICS Codes Rosters and Review
Classifications Certifications.
Register Supplier: Contacts & Back  Next  SaveforLater Register  Cancel
Enter a0atoNa) 3CCOUN: USErS & ASSIGN oS, ASMINISYAMIVE CONTACTS Can modly al User and SUppler profie values.
Actions w View w Format w 4 Create  Edit ){ Delete = Detach
. Administrative  Request User ;
Name Job Title Email ot Reeount Edit Delete
v v g X

Smith, Steve ryan@gmall.com

Columns Higden 7
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= (Click “+ Create” to add a new contact.

Note: there is no limit on the number of contacts under the
company profile.

6 Note: all contacts under a company profile will receive

notifications on solicitations that match their selected NAICS

codes and any changes to that solicitation.

mKingCounty & v ® o
0 O © 6

Company ~ Comtacts  Addresses _ Business  NAICS Codes Ro:
Detalls Ciassifications Cer

Register Supplier: Contacts @ Back Next  Saveforlater Register  Cancel

Enter aailional accoun! Users & assign roles. Adminisirative Contacts can modiy all user and suppiier profie values,

Actions w View v Formal w # Edit ) Delete eeze [ Detach

| Name

Job Title Email Adminisrxive  Rnguest User Edit Delats
Smith, Steve ryan@gmal com v v rd x

Columns Hidden 7

v. 2.3/2022 6




= The “Create Contact” window will display, enter the appropriate contact
information.

Note: the amount of access to the supplier profile is dependent on the
“Administrative contact” and “Request user account” checkbox. Check the
box for “Administrative contact” and/or “Request user account” to enable the
contact function.

“Administrative contact”- only an Administrative Contact can modify all
users and supplier profile values once the supplier is registered and gains
access to the Supplier Portal.

“Request user account”- creates user account in the Supplier portal
(checking only Administrative Contact will not create a user account in the
Supplier Portal).

Create Contact

mone [ [w] | |

* First Name ‘ Mobile | | v || H ‘

Mididle Name ‘ ‘ Fax | - || H ‘

*
Last Name ‘ * Email | |

Job Title ‘

I Administrative contact I

4 User Account

To gain access to the King County E-Procurement Supplier Portal, a user account is required. Please check the option below to request a user account for this contact.

Reguest user account

Roles

Click Actions then Select and Add to provide contacts with roles. Roles grant contacts access to complete tasks within the King County E-Procurement Supplier Portal.

Actions w View w Format w Freeze m Detach Wrap

Role Description

No data to display.
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= |If you select the “Request user account” checkbox, default roles (Supplier Self
Service Administrator KC and Supplier Bidder KC) will populate (roles will not
populate if you only select the Administrative Contact checkbox).

Create Contact

Salutation

one [ [w]| | | |

Mobile v || H ‘

* First Name ‘ Jane

Middle Name ‘ | Fax v || H ‘
* Last Name ‘ Doe | * Email | |
Job Title ‘ |

' Administrative contact

4 User Account

To gain access to the King County E-Procurement Supplier Portal, a user account is required. Please check the option below to request a user account for this contact.

+”| Request user account

Roles

Click Actions then Select and Add to provide contacts with roles. Roles grant contacts access to complete tasks within the King County E-Procurement Supplier Portal.

Actions w View v Format w x E_ Freeze Lﬂ[: Detach Wrap
Role Descrwﬁun
Supplier Self Service Administrator KC Manages the profile information. Primary tasks include updating supplier profile information and creating user accounts to gra...
Supplier Bidder KC Responds to invitations to bid, requests for proposals, requests for gualifications, requests for information, and supplier qualifi...

Create Another ]I Cancel l
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Note: roles added will only be added to the specific contact you
have open in the “Create Contact” window.

Note: when hovering your mouse over the description, you will be
provided with a description of the role.

= Below is a matrix of the roles and the access it grants you.

Supplier Roles View View Update Request Maintain Respond to View Create/ View/ \E Access
Company Company Company New Contacts/ Qualification Company Update Participate in Download Portal
Profile Tax Profile Contact/ User Questionnaire Bank Bank Solicitations Contract Overview/

Details Details Details Terms Summary
Tab

Supplier Self

Service

Administrator x x x x x x x x x

KC

Supplier Bidder
KC
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= Click "OK."

Create Contact

Salutation

moe [ [e]l ] |

* First Name ‘ Jane

S - |
w L |

* Email I Example@gmail.com| l

Middle Name ‘

* Last Name ‘ Doe ‘

Job Title ‘

| Administrative contact

4 User Account

To gain access to the King County E-Procurement Supplier Portal, a user account is required. Please check the option below to request a user account for this contact.

+| Request user account

Roles

Click Actions then Select and Add to provide contacts with roles. Roles grant contacts access to complete tasks within the King County E-Procurement Supplier Portal.

Actions w View v Format w X B Freeze [u Detach Wrap
Role Description
Supplier Self Service Administrator KC Manages the profile information. Primary tasks include updating supplier profile infermation and creating user accounts to gra...
Supplier Bidder KC Responds to invitations to bid, requests for proposals, requests for qualifications, requests for infermation, and supplier qualifi..

| Create Another E Cancel ‘

= Confirm the addition of your new contact and click "Next."

Note: you can “Edit” or “Delete” a contact by clicking on the pencil (edit) or

“X” (delete) once you have highlighted the desired contact. Click the box
next to the contacts name to highlight.

[gKingCounty v @

( ) 3 5 7
v/ &) &) o
Company Contacts Addresses Business  NAICS Codes R nd Review

Details Classifications Certifications.
Register Supplier: Contacts & Back E SaveforLater  Register
[Enter a0ditional AcCount users & assign roles. Administrative Contacts can modify all user and supplier profile values.

Actions w View w Format w o Create  # Edit  3{ Delete Freeze L Detach
" Administrative  Request User "
o Name Job Title Email b A eeount Edit
Smith, Steve ryan@gmail com v v 7

Columns Hidden 7

) -

v. 2.3/2022
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Addresses

= "ADDRESSES" REQUIRED SECTION: The "Addresses" page will display,

click "+ Create."

k3] King County
©

Register Supplier: Addresses

Acions w View w Formal w | 4 Create i+ Detach
Address Name Address
No data 1o dispiay.
Golumns Higen 3

Company  Confacts  Addresses  Business  NAICS Codes
Classificatons

n © ©

(s
®

sters and
tifications

Back Next  SaveforLater Register

Enter at least one address. The Ordering address MUST be a physical sireet address (PO Boxes are not accepted). Remit addresses may be either a physical sireet address or a PG Box address.

Phane Address Purpose Edit

Gancel

Delete

= Enter the appropriate supplier information. Required fields are marked with an

asterisk “*.”

a physical address (PO boxes are not accepted).

a Note: select at least one “Address Purpose.” Ordering must be

= Select the "Address Purpose™:

o "Ordering": address will be used for purchase orders.
o "Remit": address will be used for invoicing.
o "RFQ or Bidding": address will be used for quotes.

Create Address

* Country ‘ United States ‘ v ‘

* Address Line 1 ‘ ‘

Address Line 2 ‘ ‘

Address Line 3 ‘ ‘

City

State

* Postal Code ‘ ‘ v

County

Additional Information

To streamline the approval process, please enter the following information.

Select your preferred method of communicating purchasing documents. | v |

To be an approved supplier with King County, you must add at
least one Remit to and one Ordering address.

* Address Purpose Ordering
Remit to

RFQ or Bidding

Phone | 1 ‘vH | | |
SIS I |
Email | |

* Is this address your organization's tax reporting address? | A4 |

If emailifax is different from above, enter an alternate value. |

4 Address Contacts

Select the contacts that are associated with this address.

Actions w View w Format w B [« Detach

Name

Columns Hidden 4

Administrative

Job Title Email Contact

User Account

3

Create Another HO_EH Cancel |

v. 2.3/2022

11




Once address information is entered, complete the "Additional Information”

section to streamline approval process.

Optionally select the preferred method

of communicating purchasing documents

by clicking the dropdown menu and selecting the "Email,” "Fax" or "None" option.

Create Address

* Country ‘ United States

=]

* Address Line 1 ‘ 330 E Main St |

Address Line 2 ‘ |

Address Line 3 ‘ |

City New York

State NY

* Postal Code ‘ 10036

County New York

Additional Information

To be an approved supplier with King County, you must add at
least one Remit to and one Ordering address.

* Address Purpose |v| Ordering
+| Remit to

| RFQ or Bidding

Phnne|1 ‘v ‘| H H |
o K A2 [ | |
Ema\l| ‘

To streamline the approval process, please enter the following information.

Select your preferred method of communicating
purchasing documents.

Select your preferred method of communicating purchasing documents. ‘ v ‘

* Is this address your organization's tax reporting address? v ‘

If email/fax is different from above, enter an alternate value.

Purchase Order PDF sent via Email
Purchase Order PDF sent via Fax

Prefer no communications

Email
4 Address Contacts
Select the contacts that are associated with this address. Fax
_ None
Actions w View v Format w B Freeze
Search

Name

Columns Hidden 4

Administrative

Job Title Contact

Email User Account

3

‘ Create Another H 0K H Cancel ‘

Additionally, indicate if the listed address is your organization‘s tax reporting

address by clicking the dropdown menu and selecting "Yes" or "No".

Additional Information

To streamline the approval process, please enter the following information.

Select your preferred method of communicating purchasing documents. \:E|

Is this address your organization's tax reparting
address?

*

* s this address your organization's tax reporting address? v |

If emailifax is different from above, enter an alternate value. ‘

4 Address Contacts

Select the contacts that are associated with this address

B

Actions v View v Format w

+| Detach Vrap

Name

Columns Hidden 4

Yes Yes
No No
Search..
Job Title Email Administrative o0 account

Contact
13

Create Another ” 0K H Cancel ‘

v. 2.3/2022
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Once address and additional information is entered, optionally add a contact to

the address by clicking the "Select and Add" icon.

Create Address

* Address Name | Main |

* Country | United States ‘ A4 |

* Address Line 1 | 330 E Main St |

Address Line 2 | ‘

Address Line 3 | ‘

City New York
State NY

* Postal Code |10D35 ‘ v

County New York
Additional Information

To streamline the approval process, please enter the following information.

Select your preferred method of communicating purchasing documents. ‘

To be an approved supplier with King County, you must add at
least one Remit to and one Qrdering address.

* Address Purpose v Ordering
| Remit to

+' RFQ or Bidding

rone[1__ [ ]| I I |
il R 1 | I |

Email | |

* Is this address your organization's tax reporting address? ‘

If email/fax is different from above, enter an alternate value. |

4 Address Contacts

Select the contacts that are associated with this address

Actions w View w Format w B |« Detach Wrap

Name

Columns Hidden 4

Administrative

Job Title Email Contact User Account =

3

Create Another || 0K H Cancel ‘

The "Select and Add: Contacts" window will display. Contacts that were added in

the "Contacts" section will be available. Highlight the desired contact and click

"Apply" and "OK" when complete.

Select and Add: Contacts
4 Search

Name

View w Format w Wrap
Name Job Title
Doe, Jane

Doe, John

Columns Hidden 1

Job Title ~

‘ Search H Reset ‘

Email Phone
Jdoe@hcg.com

gmalagarie@hc...

I Apply II OK I‘ Cancel ‘

v. 2.3/2022
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= In the upper right corner, click "Next."

Eﬂ King County

.
(v
Company
Details

Register Supplier: Addresses

Actio v Fomalw 4 Create / Edit 3 Delete i+ Detach
Address Name Address
Main 301 W 45 STAPT 2H,NEW YORK, NEW YORK 10036, NEW YORK

Columns Higaen 3

m v f? 1D J

Back SaveforLster  Register  Cancel

Enler al least one aodress. The Ordering address MUST be @ physical streel address (PO Boxes are not accepled). Remil addresses may be either a physical sireet addr

Phone Address Purpose Edit Delete

Ordering; Remit to; RFQ or Biaging ra x

Business Classifications

» "BUSINESS CLASSIFICATIONS" REQUIRED SECTION: the "Business
Classifications" page will display; business classifications are small businesses
or businesses owned by minority, women, and socially and economically
disadvantaged persons. Add all certifications that apply. If no business
classifications apply to your firm, select the "None of the classifications are

applicable" checkbox.

Note: you will receive an error message if you click the plus “+” icon without
filling in the appropriate information. Highlight the created Business
Classification line and click the ‘X’ icon to delete the line and remove the

error.

k3] King County

Company
Details

Register Supplier: Business Classifications &

| ) one ot tne ciassincanions are zppicavee |

Actions v View v Formatw <= ;" Detach

* Classification

No ata 1o aisplay

P I

00

s parses suseess o
Classificatio.

Back  Next  Saveforister Register  Cancal

Certifying g‘;g"cs”“’y‘"“ Certificate # Start Date Expiration Date Atiachments Note

Subclassification  , CETCH

= |If the supplier is certified, click the plus “+” icon to add a certification.

> -
m King County
A
Company
Details
Register Supplier: Business Classifications &)
Nane of the classifications are applicable
Actions w  View v Format w s Detach

* Classifieation

No aata 10 aisplay

D\ =~
00 D
Contact: Jdresse Review
Back  Next SaveforLstsr Register  Cancel
§ * Certifying Other Certifying
Subclassification Agency Agency Certificate & Start Date Expiration Date Attachments Nete

v. 2.3/2022
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= Use the "Classification" drop-down to select the appropriate classification. Once

a classification is selected, select a "Certifying Agency" along with other

appropriate fields. One certification is allowed per line. Repeat process for each

certification that applies to your firm.

a Note: each individual business classification has a “Certifying Agency”

attached. Selecting a classification will enable and determine the

options available in certifying agency.

0
mKingCounty w © ® o~
v (v ©
Comp: t Adaresse:
Dera
Register Supplier: Business Classifications @ Back  Next  SaveforLater Register  Cancel
e
x 1</} Detach
Subclassification ;g_'.‘:‘;;"”“ “:;[‘n';"“"‘”“ Certificate # Start Date Expiration Date Attachments. Notes
King County | w Y m e Nane 4+ B
»
H “ » g
= Click the plus “+” icon to add an attachment.
0
mKingCounty m T ©® o~
(v (v ©)
Comp: t Adaresse:
Dera
Register Supplier: Business Classifications @ Back  Next  SaveforLater Register  Cancel
Nons [0 -alions are appiicable
Adions w View w Fomalw sk X [} Detach
* Classification Subclassification ;g_':c‘;"”“ g;:'n';'""’””“ Certificate # Start Date Expiration Date Attachments, Notes
[I 1. King County + Kng County | w mayy O mayy (g wanef] =]
»
H H n n
= In the upper right corner, click "Next.
0
mKingCounty m F ©® o~
(v ©) 4 )
,,,,,, s Adoresses  Business
ciassimicat.
Register Supplier: Business Classifications @ Back E saveforLater Register  Cancel
Nor
ACtions v =l Detach
* Classification Subclassification ;E_'::?i”“ g;['n';:'"""‘”“ Cartificate Start Date Expiration Date Attachments Notes
midyy g midyy (g None B

[I 1.King County ~ King County | w

v. 2.3/2022
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NAICS Codes

= "NAICS CODES" REQUIRED SECTION: ANAICS Code is a classification
within the North American Industry Classification System.
The NAICS Code System was developed for use by Federal Statistical Agencies
for the collection, analysis and publication of statistical data related to the
U.S. Economy.

= |dentification and selection of NAICS codes are critical components to firms
wanting to do business with King County and establishes the solicitation (formal
and informal) notifications and invitations received by your firm.

= Select all NAICS codes applicable to your firm.

= The "NAICS Codes" page will display. Enter all the appropriate NAICS Codes for
all the products and services the supplier sells or provides, or for any industry
which may relate to solicitations a supplier could be interested in.

Note: IMPORTANT - NAICS codes selected will determine which
solicitations you are invited to/receive notifications. Refer to Identifying
NAICS Codes User Guide to find a full list of possible NAICS Codes.

At least one code is required for all suppliers.

= Click "Select and Add."

EKing County n ¢ ®

Register Supplier: NAICS Codes Back  Next  SaveforLater Register  Cancal

ot &l NAICS codes desciibing your business. Important. You wil only receive information for solicitations hat use those codes. For more infarmation navigate 1o hips:aww naics comy

mat v | [ Select and Add 71 Detach
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https://kingcounty.gov/~/media/depts/finance/procurement/Documents/eprocurement-supplier-guide-identifying-naics.ashx?la=en
https://kingcounty.gov/~/media/depts/finance/procurement/Documents/eprocurement-supplier-guide-identifying-naics.ashx?la=en

= The "Select and Add: NAICS Codes" page will display. In order to select the child
NAICS codes, click on the arrow to the left of the 4-digit NAICS code to display
the child 6-digit NAICS codes.

Note: enter the NAICS code number in the “Category Name” field to
quickly find and select your NAICS codes. The “Category Name” and
“Description” search fields require exact matches. Refer to Identifying

NAICS Codes User Guide to find a full list of possible NAICS codes
and enter exact category hames or descriptions.

Select and Add: NAICS Codes x
4 Search
Category Name Description
| Search HE|
View w Format w Freeze || Detach Wrap
Select Category Name Description
$4 '-_ 1111 Qilseed and Grain Farming
» E 111110 Soybean Farming
» E 111120 Qilseed (except Soybean) Farming
» B 111130 Dry Pea and Bean Farming
» B 111140 Wheat Farming
» B 111150 Corn Farming
» B 111160 Rice Farming
» E 111191 Qilseed and Grain Combination Farming
» B 111199 All Other Grain Farming
» '-_ 1112 Vegetable and Melon Farming
v. 2.3/2022 17



https://kingcounty.gov/~/media/depts/finance/procurement/Documents/eprocurement-supplier-guide-identifying-naics.ashx?la=en
https://kingcounty.gov/~/media/depts/finance/procurement/Documents/eprocurement-supplier-guide-identifying-naics.ashx?la=en

= Select all the appropriate 6-digit NAICS codes by clicking on the checkbox. Or
select the 4-digit parent NAICS code to automatically select all of the 6-digit child
NAICS codes associated with it.

Select and Add: NAICS Codes x
4 Search
Category Name Description
‘ Search HE‘
View w Format w =" Detach
Select Category Name Description
A '-_ "M Oilseed and Grain Farming
» B 111110 Soybean Farming
2 E 111120 Oilseed (except Soybean) Farming
» E 111130 Dry Pea and Bean Farming
> E 111140 Wheat Farming
> E 111150 Corn Farming
> E 111160 Rice Farming
» E 111191 Oilseed and Grain Combination Farming
b E 111199 All Other Grain Farming
b '-_ 1112 Vegetable and Melon Farming

v. 2.3/2022
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= Click "Apply" and "OK."

View w Format w Freeze |=| Detach
Select Category Name

4w 1M
» B 111110
v » B 111120
111130
111140
111150

111160

v

111191
» B 111199

» 112

Columns Hidden 1

Wrap

Description

Oilseed and Grain Farming

Soybean Farming

Oilseed (except Soybean) Farming

Dry Pea and Bean Farming

Wheat Farming

Corn Farming

Rice Farming

Qilseed and Grain Combination Farming

All Other Grain Farming

Vegetable and Melon Farming

= Click "Next."

l’g King County
©

Company
Delals

Register Supplier: NAICS Codes

Actiens w View w Format w  [F] Selectand Add 3 Remove Freeze " Detach wrap
Category Name

m

@O0 © 0

Conlacls  Addresses _ Business  NAICS Codes Raosers and
c Certif

Classifications Certifications.

Select all NAICS codes describing your business. Important: Yeu will only receive information for solicitations that Use those codes. For more information navigate 10 Ritps-/www naics com/

n w9

10 J&

Back E SaveforLater Register  Cancel

Description

Oliseed and Grain Faming

Remove

v. 2.3/2022
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Rosters and Certifications

= "ROSTERS AND CERTIFICATIONS" REQUIRED SECTION: the "Rosters
and Certifications" page will display. You will answer additional questions related
to the Rosters, Sustainable Purchasing Certifications, Business Registration &
Licensing, and Small Contractor and Supplier Certification (SCS).

Note: King County recommends you opt into rosters (select Yes)

to streamline future processes.

E King County N @ sign
OO O 6 @ O

Company Contacts Addresses Business ~ MAICS Codes Rosters and Review
Details Classifications Certifications
Register Supplier: Rosters and Certifications Back Next  Saveforlater Register  Cancel

Would your company like to participate in King County's roster solicitations? Rosters are used to award contracts for small capital projects. Roster contracts are not advertised; only roster members may be
invited to participate. Please also indicate if your business has any of the below sustainable business certifications.

Attachments None

Questions

Consultant Roster (Architecture & Engineering) (Section 1 of 5)
Section .
1. Would you like to join the Consultant Roster?
D 1. Consultant Roster (Architecture & Engi...
The Censultant roster may be used to award contracts for capital prejects with an estimated cost of less than
$500,000. Projects solicited via the Consultant Rester are not advertised. King County will invite at least one
SCS-certified small business to submit a preposal for every project, if available in the solicited NAICS Industry
code category. There's no limit on how much work can be awarded to SCS-certified small businesses through
EI the Consultant Roster. Larger firms can be awarded up to 5500,000 annually, per agency.

+ You must select "yes” to be invited to submit a propesal on a roster solicitation within your NAICS code categories.

2. Small Works Roster (Construction)

3. Sustainable Purchasing Certifications

4. Busi Registration & Li i
usiness Registration & Licensing a Yes

5. Small Contractor & Supplier Certificatio.. b. No

End of Section 1 of 5 Next Section
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= The "Rosters and Certifications" page consists of 5 sections. Each section
contains questions that are related to the individual area. Answer each question
and click "Next Section" in the bottom right corner to proceed to the next section.

Note: answer ALL questions. The answer to some

questions may create additional questions.

mKingCounty A @ smon
OU—0C—0 O 6 @ O

Company Contacts Addresses Business ~ NAICS Codes Rosters and Review
Details Classifications Certifications
Register Supplier: Rosters and Certifications Back  Next | Saveforlater Register  Cancel

Would your company like to participate in King County's roster solicitations? Rosters are used to award contracts for small capital projects. Roster contracts are not advertised; only roster members may be
invited to participate. Please also indicate if your business has any of the below sustainable business certifications.

Attachments None

Questions

Consultant Roster (Architecture & Engineering) (Section 1 of 5)
Section *
1. Would you like to join the Consultant Roster?

D 1. Consultant Roster (Architecture & Engi
The Consultant roster may be used to award contracts for capital projects with an estimated cost of less than
£500,000. Projects solicited via the Consultant Roster are not advertised. King County will invite at least one
SCS-certified small business to submit a proposal for every project, if available in the solicited NAICS Industry
code category. There's no limit on how much work can be awarded to SCS-certified small businesses through

H the Consultant Roster. Larger firms can be awarded up to $500,000 annually, per agency.
= You must select "yes” to be invited to submit a proposal on a roster solicitation within your NAICS code categories

2. Small Works Roster (Construction)
3. Sustainable Purchasing Certifications
4. Business Registration & Licensin,

9 ° a Yes

5. Small Contractor & Supplier Certificatio... b. No

End of Section 1 of 5 Previc

| Next Section ‘

= Once all questions are answered, click "Next" in the upper right corner.

EKingCounty O @ seon
O O &0 @ O

Company Contacts Addresses Business NAICS Codes Rosters and Review
Details Classifications Certifications
Register Supplier: Rosters and Certifications ﬁack Save forLater  Register | Cancel

Would your company like to participate in King County's roster solicitations? Rosters are used to award contracts for small capital projects. Roster contracts are not advertised; only roster members may be
invited to participate. Please also indicate if your business has any of the below sustainable business certifications.

Attachments None

Questions

Consultant Roster (Architecture & Engineering) (Section 1 of 3)
Section %
1. Would you like to join the Consultant Roster?

0 1. Consultant Roster (Architecture & Engi
The Censultant roster may be used to award contracts for capital projects with an estimated cost of less than
W ( iom) §500,000. Projects solicited via the Consultant Roster are not advertised. King County will invite at least one
L] 2. Small Works Roster (Construction) SCS-certified small business to submit a proposal for every project, if available in the solicited NAICS Industry
. ) o code category. There's no limit on how much work can be awarded to SCS-certified small businesses through
@ 3 Sustainable Purchasing Cerifications H the Consultant Roster. Larger firms can be awarded up te $500,000 annually, per agency
+ You must select "yes” to be invited to submit a proposal on a roster solicitation within your MAICS code categories
(] 4. Business Registration & Licensing
@ aYes
c 5. Small Confractor & Supplier Certificatio b No
End of Section 1 of 5 Previous Section | Next Section
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Review and Submit Supplier Registration

= "REVIEW SUPPLIER REGISTRATION" OPTIONAL SECTION: the "Review
Supplier Registration” page will display. Optionally review the information you

entered.
» .
Lﬂ King County B ¢ P o~
@@«
Compeny coms
Review Supplier Registration: Test @ Back SaveforLater Register  Cancel
Company Details
SupplieriCompany Name  Test Tax Country Unit=d State
Tax Organization Type Corporation Taxpayer ID 0
supplier Type
Corporate W st
H n H 1]
= Click "Register" when complete.
-
Lg King County n O .
s —
Compary om0
Review Supplier Registration: Test @ Back save for Later cancel
Company Details
Supplier/Company Name Test Tax Country United State
Tax Organization Type  Corporation Taxpayer D 000000
Supplier Type
Corporate Web Site
. . . - C "
= A confirmation window will display, click "OK.
X

« Confirmation

Your registration request was submitted. You will receive an e-malil after your registration request is reviewed.

OK

v. 2.3/2022
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Registration Emails

REGISTRATION EMAILS REQUIRED ACTION: do not skip — action is
required to finalize your supplier registration.

Once the registration is submitted, the supplier will receive a series of emails to
their registered email account (outside E-Procurement Supplier Portal). Login to
the supplier's email account is required.

Supplier Registration Request 30001 Was Received nboxx

King County Finance and Procurement System <epvh-test fa sender@workflow mail us2 cloud oracle.com= 7:11 AM (1 minute ago) Yy

King County Supplier Portal
We received your Supplier Registration Request. Your registration is NOT complete.

Next Steps

You will receive an email from cloud.oracle.com with a link to reset your password.
«» You must reset your password to complete your registration
« If you do not receive this email, contact Procurement.\Web@kingcounty.gov

You will receive an informational email verifying youraccount creation with the link to the Supplier Portal login. A separate email
will be sent confirming your password was reset.

Find more information on our King County Procurement & Payables Website.

Request Number 30001
Request Date 31 July 2020
Requested By

Company

User account information will be sent in a separate email

The supplier will receive an email to reset their password. Follow the prompts to
reset your password.

ACTION REQUIRED! Finish your King County E-Procurement Supplier Portal Registration meoxx X & &
epvh-test.fa.sender@workflow.mail.us2.cloud.oracle.com DR N

Dear First Name Last Name,
Welcome to the King County E-Procurement Supplier Portal! Your registration is almost complete
Please follow the link below to reset your password:

https /ifa-epvh-test-saasfaprod1.fa.ocs oraclecloud com:448/hcmUl/faces/ResetPassword?ase.gid=142d3875737e48488732e2889e03cb76&nextURL =https://fa-epvh-dev1-
saasfaprod1.fa.ocs.oraclecloud. com/supplierPortal/faces/FndOverview?fndGlobalitemNodeld=itemNode_supplier_portal_supplier_portal

Thank You,
King County
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= Once the password has been reset, the supplier will receive a password reset
confirmation email.

6 Note: in the below example, the supplier’s username will

be the email used to register.

><

n ||

King County E-Procurement Supplier Portal — Password Reset Confirmation inbox x
epvh-test.fa.sender@workflow.mail.us2.cloud.oracle.com w

Dear First Name Last Name,

The password for your King County E-Procurement Supplier Portal Account ¥ -Jvas successfully changed

If you made this change, you do not need to do anything more

If you did not request a password reset or for assistanée, contact Procurement & Payables at Procurement Web@kingcounty. gov.

Thank You,
King County

M

= The supplier can now access solicitation documents, respond to solicitations, and

view solicitations. Review and refer to the other E-Procurement Supplier Portal
user guides:
o "ldentifying NAICS Codes User Guide"
"Supplier Profile Maintenance User Guide"
"Supplier Reset Password User Guide"
"Supplier Questionnaire User Guide"
"Supplier Solicitation User Guide"

@)
@)
@)
@)

= End of process.

v. 2.3/2022
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https://kingcounty.gov/~/media/depts/finance/procurement/Documents/eprocurement-supplier-guide-identifying-naics.ashx?la=en
https://kingcounty.gov/~/media/depts/finance/procurement/Documents/eprocurement-supplier-guide-profile-maintenance.ashx?la=en
https://kingcounty.gov/~/media/depts/finance/procurement/Documents/eprocurement-supplier-guide-reset-password.ashx?la=en
https://kingcounty.gov/~/media/depts/finance/procurement/Documents/eprocurement-supplier-guide-questionaire.ashx?la=en
https://kingcounty.gov/~/media/depts/finance/procurement/Documents/eprocurement-supplier-guide-solicitation.ashx?la=en

