Vendor Registration Overview

When

Each vendor awarded a contract with the Commonwealth must be registered, and all potential vendors wanting to be notified of opportunities to do business with the Commonwealth should be registered. Registration allows vendors the opportunity to identify those products and services they wish to offer to the Commonwealth. In addition, vendor registration makes it easier for agencies to find your company. 

Where

Vendors may register on the eProcurement web site: https://eprocurement.ky.gov. A vendor registering for the first time may go to the New Vendor Registration web site on the eProcurement page and provide the requested information. 

What

Vendors must provide all mandatory information, as identified by a red asterisk (*). Vendors must also create an Authentication Code that will allow them to access or edit their registration information online whenever the need arises. 

Any vendor wishing to submit bid responses online must also create a Bid Authorization Code. This code represents the company's official electronic signature for submitting formal bids online and should be safeguarded. Both the Authentication Code and Bid Authorization Code are case sensitive, must be at least eight characters in length, and contain no special characters (letters and numbers only).  Additional information about the Authorization and Bid Codes is located at https://eprocurement.ky.gov/ECWEB/HTML/AuthenticationNotice.htm. 

Vendors may enter commodity code information for the their product or service, as well as a commodity category. While this information is optional, vendors who select a commodity category and provide a valid email address with a contact person will automatically receive an email notification each time a solicitation for their identified product or service is posted to the eProcurement site. 

Vendors must also indicate their desired method of payment - either check or EFT (electronic funds transfer). A vendor who wishes to be paid by EFT must provide the requested banking information, including routing and account numbers. If a vendor offers a prompt payment discount, this information may also be entered and will automatically become part of any contract awarded to the vendor. 

The vendor’s federal employer identification number or social security number will be the basis for an eleven-digit Vendor ID in the procurement system.  A Vendor Registration Confirmation will be provided immediately upon completion of the registration process. The confirmation will indicate the new Vendor ID. Please make note of it.  A separate bidding status review is normally completed within 24 hours of your online registration.  A vendor must be granted an Active bidding status to be awarded contracts.  The contact person will be notified of your bidding status via email; therefore, a valid email address must be included in your registration.

Please contact the Division of Statewide Accounting Services via e-mail to FinanceVendorCodes@mail.state.ky.us or phone 502-564-6690 if you wish to establish a separate remit to address.

Update Registration Information

Previously registered vendors may update their vendor information by accessing the Update Vendor Information area on the Commonwealth’s e-Procurement website. Vendors may update their own vendor record by logging on using the Vendor ID and Authentication code. 

The web site allows vendors immediate access twenty-four hours a day, 7 days a week to their registration information.

Note: Please contact the Division of Statewide Accounting Services if you wish to establish a separate remit to address.

Online Bidding

The e-Procurement site also contains online bidding. Online bidding allows a vendor to submit a response to a solicitation through the web. A Bid Authorization Code is required to submit a Final Bid. The response is protected using SSL - Secure Socket Layer during its transmission. After transmission, it is encrypted and held within Kentucky's firewall until the bid closing date and time, at which point system security will allow appropriate individuals to access it. 

Forget Your Code?

Vendors who do not know or have forgotten their current Authentication Code and/or Bid Authorization Code must fax a request to have the code(s) reset. Fax the request on company letterhead to:

Commonwealth’s Vendor Administrator

Division of Statewide Accounting Services
502-564-1486 (fax)

If you have questions pertaining to the resetting of your code(s), please. As an added security measure, vendors should update their vendor codes that have been reset by the Commonwealth prior to submitting an online bid.

For additional information about vendor registration, please read How to Do Business with the Commonwealth (http://mars.ky.gov/howto.doc) and Vendors’ Online Bidding Guide (http://mars.ky.gov/Online_Bidding_Guide.doc). 

