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

Avendor 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. Fillin the W9 for who ever is applying for the supplier number.
2. Logonto the Oklahoma Supplier Portal
3. Click the blue button that says “Oklahoma Supplier Portal Login”
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4. Onthe next screen, select “Register a New Entity or User”
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5. Onthe next screen select “Register now” under the Supplier or Payee
Registration

User Registration
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, ‘ Select this option if you will i receiving payment from a state agency or institute of higher education.
\Q More...
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6. You have now entered the application.
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Welcome - Step 1 of 6
Welcome ta the State of Oklahoma Registration System.

The individusl completing the registration will serve as the Autharized Account Manager (1AM], responsible for creating and mamtaining the information on fle. An email with UserlD lagin information, the assigned PeopleSoft Suppler 10, and
instructions for accessing the online account will be sent upon registration approval

You must have & US Taxpayer dentiication Numbes (e, Socisl Security Number, Employer identification Number, or ITIN) Non-US entities without a US Tapayer 1D Mumber shoukd contact OMES Supphier Registration via email at
Diu g fo svivtance
Select an activity below:

® Start a new registration form Choose Template ]

What type of entity do you represent?

® Business
O Individual

) Continue from where you left

* Required field

7. Select Individual then Next
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Welcome to the State of Oklahoma Registration System.

The individual completing the registration will serve as the Authorized Account Manager (AAM),
instructions for accessing the online account will be sent upen registration approval.
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You must have a US Taxpayer Identification Number (i.e., Social Security Number, Employer Identification Number, or ITIN.) Nan-US entities without a US Taxpayer ID Number should contact OMES Supplier Registration via email 3
OKSuppliers@omes.okgov for assistance.
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8. A pop up screen will come up that says, “You have selected Individual. Do you

wish to proceed? (10320, 1020).”
a. SelectYes

9. Inthe Tax Identification Number field, enter the person’s Social Security
Number” as it appears on the W9 without any dashes (hnumbers 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
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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
Click Choose Files
Go to wherever you have saved the W9. Find the W9, and double click on it.
Click Upload
Put “W9” in the Description field
Click OK
A (1) should be next to “View/Modify Attachment” to show that there is
something there.
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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

Bidder\Supplier Registration

* Select entity type [INDvIDUAL Q

* Are you a non-profit business? ‘ No

View/Modify Attachment (1) &

Gomplete and upload the appropriate US
Taxpayer Verification document.

W9 form

W8 required for all domestic U.S. individuals and
businesses. If you are a non-US entity, please
visit www.vendors.ok.gov for guidance

*To best ensure compatibility, please upload
attachments as .PDF files

* Enter the primary entity name that appears on ‘ David J Crilly
your IRS Form W-9 and tax return.

If applicable, enter any additional registered ‘
tradenames, doing business as (DBA) names,
and disregarded entity names reported fo the IRS
under primary filing entity Taxpayer Identification
Number. Additional names should only be
provided if different than the legal name and
future payments or procurement activities will be
applicable to the additional name.
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16. Scroll down until you see the next Asterix
a. *Are you currently certified a Diversified Business
b. SelectNo
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



24.0n step 5 of 6, just select Next

Bidder\Supplier Registration
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Zategorization - Step 5 of 6

If you are a payee registering only to receive payment from the state and are not registering to receive bid notifications, you do not need to complete this section.
Select to add or de-select to remove categories applicable to your business

My Categories
Sourcing Procurement Categories

ESourcwng - Sourcing Categories
Buy Categories

. No categories selected
Sell Categories

[ Exit H Save for Later ] I 4 Previous I[ 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.

N noreply@omes.ok.gov (L) € Reply % Replyall 7 Forward [P
To: Jennifer Crilly Thu 3/12/2026 11:09 AM

Your Oklahoma Supplier Portal registration, ID 0000016856, has been submitted for approval. You will be notified at this email address of
any changes in your registration status.

For information regarding the Oklahoma Supplier Portal and how to navigate your account, visit www.vendors.ok.gov. If you have further
questions or issues regarding your registration, email OKSuppliers@omes.ok.gov for assistance.

Thank you,
Office of Management and Enterprise Services



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.

NI roreply@omesckgoy &) & oreply F Replysl S Fowsre @ E - A E -
Tor lennifer Crilly Fri 3/13/2026 1:59 PN

Your User ID request has been approved. A user profile has been created for you in our system.

Lser IDx

Password: .

Supplier Mame:A I o N
Supplier ID:0000631642

Mavigate to wanayendors.olgoy.

Select the blue Okdahoma Supplier Portal Login button.

Select ‘Existing Users Sign In” and enter the User ID and temporary password provided above.

Follow the prompt to reset the password.

Once logged in to the home page, navigate to ‘Manage Profile’.

. Select "Update Profile’ to set up forgotten password help and establish a security question and response needed for future password
updates,
7. Select Supplier Change Request’ to access your supplier account information and registration.
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For information regarding the Oklahoma Supplier Portal and how to navigate your account, visit wwwyendors.ok ooy, If you have further
questions or issues regarding your registration, email OKSuppliers@omes.ok.gov for assistance.

Thank you,
Office of Management and Enterprice Services

Supplier ID Email:

N noreply@omesokgov (Z) €~ Reply 4 Replyall > Forward [P
To: Jennifer Crilly Fri 3/13/2026 1:59 PFM

Your Oklahoma Supplier Portal registration, ID 0000016856, has been approved.

Supplier Name:AINSLEY G CRILLY
Supplier ID:0000631642

For information regarding the Oklahoma Supplier Portal and how to navigate your account, visit www.vendors.ok.gov. If you have further
questions or issues regarding your request, email OKSuppliers@omes.ok.gov for assistance.

Thank you,
Office of Management and Enterprise Services

Email that to me when you get it please.



