
To be reimbursed for travel and per diem at the conference, you will need to obtain 
a vendor number/supplier ID.  

A vendor number/supplier ID is assigned to an individual (Bob has a vendor number, not his 
organization).  

If you are a current state employee, you may have a vendor number/supplier ID. Speak with 
the person that manages your travel reimbursements, or fill in the attached W9 and email it 
to OKSuppliers@omes.ok.gov  for assistance. 

If you do not have a vendor number/supplier ID, please fill in the attached W9 and then 
follow the directions below. 

1. Fill in the W9 for who ever is applying for the supplier number. 
2. Log onto the Oklahoma Supplier Portal 
3. Click the blue button that says “Oklahoma Supplier Portal Login” 

 

4. On the next screen, select “Register a New Entity or User” 

 

mailto:OKSuppliers@omes.ok.gov
https://oklahoma.gov/omes/divisions/central-purchasing/suppliers-and-payees/supplier-portal.html


5. On the next screen select “Register now” under the Supplier or Payee 
Registration 

 
6. You have now entered the application.

 
7. Select Individual then Next 

 



8. A pop up screen will come up that says, “You have selected Individual. Do you 
wish to proceed? (10320, 1020).” 

a. Select Yes 
9. In the Tax Identification Number field, enter the person’s Social Security 

Number” as it appears on the W9 without any dashes (numbers only). 
10. In the Entity Name field, put the person’s name as it appears on the W9.  
11. Select the appropriate answer in the drop down next to the *Are you employed by 

an Oklahoma state agency 
12. Click the magnifying glass next to *Select entity type and select 1 INDIVIDUAL

 
13. Select No from the drop down list next to Are you a non-profit business (remember 

this is for an Individual and not the agency.) 
14. Click Add attachment and add the filled in W9. 

a. Select Add Attachment 
b. Click Choose Files 
c. Go to wherever you have saved the W9. Find the W9, and double click on it. 
d. Click Upload 
e. Put “W9” in the Description field 
f. Click OK 
g. A (1) should be next to “View/Modify Attachment” to show that there is 

something there.  



15. Next to *Enter the primary entity name that appears on your IRS Form W-9 and 
tax return” put the person’s name as it appears on the W9 again

 
16. Scroll down until you see the next Asterix  

a. *Are you currently certified a Diversified Business 
b. Select No 

17. Scroll down and select Next 
18. Enter the address of the person registering as it is on the W9 
19. Enter their email address 
20. If the check needs to be mailed to a different location than the address entered 

above, click the Remit To Address button and enter the address where the check 
should be sent 

21. Click Next 
22. If you are filling this out for someone else and you want the notification to come to 

you, click Add Contact and enter your information and create your own user ID for 
this account 

23. Click Next 

  



24. On step 5 of 6, just select Next 

 
25. Verify that the information is correct 
26. You can change the email communication to your email address here if you need to.  
27. Click the button next to Select to accept the Terms of Agreement below 
28. Click Submit 
29. Screen shot, or write down your registration ID 

You will receive an email with your registration ID. This is not the Supplier ID. This ID 
number is how you log back into the system to make corrections or to look up your supplier 
ID later. 

 

  



If there are no issues that need to be corrected, you will receive two (2) additional emails 
from OMES. One with log in credentials, and another with the supplier ID number.  

 

 

Supplier ID Email: 

 

Email that to me when you get it please. 


