
VENDOR
REGISTRATION

WHAT DOES THE VENDOR SEE?

1
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

2 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.

3

4 Vendor enters the Passkey Device 

Name and begins to register the 

device. 
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5

6

7

8

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.
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Vendor completes all Business 

Information fields.

Vendor must click on the Edit 

button next to each Address 

Type and complete the required 

address fields.   

10
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.

10B

10A

Vendor must click on the Edit 

button next to each Contact 

Type and complete the required 

contact information fields.   

B

A



Tax Information: Vendor 

references their W9 to complete 

tax information and required 

fields.
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State Withholding Tax: Vendor 

should complete this section as 

appropriate.

12

13
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.



Business Certifications: If 

available, vendor can enter 

NAICS & SIC codes.

VENDOR
REGISTRATION

WHAT DOES THE VENDOR SEE?

14

Document Upload: Vendor 

completes document 

requirements and can e-sign 

available documents or upload a 

signed copy.

15

16
Review & Submit: Please 

remind your vendors to submit 

their registration! KP cannot 

complete the registration 

process until the registration is 

completed and submitted by 

the vendor.
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