KPVM Portal
WHAT DOES THE VENDOR SEE?

Vendor receives email with subject line
Kaiser Permanente - Invitation to
Register which will include an assigned
username and password from
VendorMgmt-
donotreply@APEXVendorPortal.kp.org

Vendor clicks on the link directing
them to self-register with the portal.

Vendor logs in using the
username/password provided in the
Invitation to Register and lands on
the passkey setup page.

VENDOR
REGISTRATION
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Vendor enters the Passkey Device
Name and begins to register the
device.
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We require that you setup a passkey (1)

Passkeys are a substilute for passwords that provide faster, easier, and more secure sign-ins

Unlike passwords, passkeys are always strong and phishing-resistant and stored in user's

device. These include smart phones, USB Keys, Face ID and Windows Hello.

We require that you have at least 1 passkey.

Enter Passkey Device Name

Device Name Register Device
Device Name Created Date
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Vendor scans the QR code with the
device they are registering.

Vendor is prompted to continue
registration on their device.

Vendor successfully logs in with
the passkey and accepts Vendor
Agreement. Clicking on the
hyperlink opens the Supplier
Access Agreement.

Vendor reviews Registration
Checklist for registration
requirements.

VENDOR
REGISTRATION

We require that you setup a passkey (|

T windows secury x

iPhone, iPad, or Android device

i this QR cade ta save a passkey for “uat-kp.apexportalnet”

Corpration”.

O windows secity x

iPhone, iPad, or Android device

Scan

QR code to save a passkey for “uat-kpaperpontalnet”
USB Keys, Face 10 and Windows Helo.

Ths request comes rom the 39p “msedge exe” by Microsoft
Corporation”,

v ®

Device connected!
Continue on your device
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Vendor Agreement
Digital Certificate Agreement

Please review the supplier agreement (Terms of Use). You must agree to the terms and conditions of the agreesnent in order 10 access the secure sell-service site.

@ Complete
Olncomplete

® Vendor Agreement

@ Registration Checklist
Ogusiness Information
OBusiness Address
OTax Information

O state Withholding Tax
O Account Information

O Business Certifications:

O Document Upload
OReview and Submit

Registration Checklist

Please be prepared to provide the following before you proceed with registration:

1. Company contact information
2. Tax Registration Information (TIN, FED 1D, VAT, CIF. NIF as applicable)
3, Banking Information

< 4. Business classification
5. Government and small business certifications

Please reach out with any questions or support you may need: KP-VendorPortal-Support@kp.org
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Vendor completes all Business
Information fields.

Vendor completes all required
Business Address fields and
provides contact information.

NOTE: All required items must be
complete to move forward. Do
not delete required address or
contact types.

If more addresses/contacts are
necessary, vendor can click on
Add New Record in each section,
as needed.

Vendor must click on the Edit
button next to each Address

Type and complete the required
address fields.

Vendor must click on the Edit
button next to each Contact
Type and complete the required
contact information fields.

VENDOR
REGISTRATION

@ Compicts
Olncomplcte

@ endioe g

Business Information

Vendor Courtry:

Vendor Registered Neme:

Company Name DBA:

Contract Number

What product orservice do you primsrity provide {please choose

KP Cantact Name:

KP Contact Email

Are you providing Goods, services or both to KP?:

VENDOR REGIETRATION 030422
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Services

Business Address

ACCOUNTS

FECENABRLE

19 New Recond 19 enter the infarmation
e
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=] Address Information

Address Type:
Payee Name:
Payee DBA Name:
Country:

Address 1;
Address 2;
Address 3;

Postal Code:

City
State/Province:
PO Dispatch E-mail id:

PO Dispateh Fax
Number:

75 FAR DAKS AVE

Trpe

s

Please cick on pencil ic
Phona Numbers) in grid below.

on to update/edit Primary Phone Number and "Add new Record” to add additional

e ]
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Tax Information: Vendor

references their W9 to complete

tax information and required

fields.

State Withholding Tax: Vendor
should complete this section as
appropriate.

Account Information: KP
preferred method of payment is
ACH. Vendor updates banking
information to set up ACH.

Vendor clicks on Edit to
open Banking Information
window. Vendor completes
required fields.

VENDOR
REGISTRATION

Tax Information

Us Tax Secti

TacType TaxId Number Validation

EMPLOYER IDENTIFICATION NUMBER [ peete |

State Withholding Tax

‘Withholding Tax Grid

Withholding Check Box Default Class

) BEMPT

Account Information
Banking Information

Depoutory Aushorization, Recoupmen of Eronecus Depasits
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WHAT DOES THE VENDOR SEE? REGISTRATION

Business Certifications: If formn Business Certificatons
available, vendor can enter

NAICS & SIC codes.

Document Upload
® Complete
O lIncomplete

Document Upload: Vendor

completes document e 1 G e —
requirements and can e-sign —
available documents or upload a ol -
signed copy. s s s st
[ i U et

. . Review and Submit
Review & Submit: Please —

. . Fheampiete Small Business
remind your vendors to submit  Nevwosmaluies? .

their registration! KP cannot
complete the registration
process until the registration is
completed and submitted by pee - s
the vendor.

Please click the ‘SUBMIT' button to finalize your information for approval.

Additionally, by submitting this registration, vender certifies that all information provided is true and accurate
Knowingly providing false information may result in disqualifying vendor from doing business with Kaiser
Permanente, and its affiliates
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