
Supplier Registration Instructions 

To access active Bids and Request for Proposals for goods and services in Lucas County, you must be a 
registered supplier.   

To register as a prospective supplier in Oracle CLICK HERE  

In Oracle  you will go through each tab and complete your business information: 

1. COMPANY DETAILS 
 
         
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Complete all fields possible but required fields are: 

• Company Name  
• Tax Organization Type 
• Attachments – must attach a W9 for your organization or yourself. 
• Tax Country 
• Taxpayer ID (this is the Company Tax ID number or individual’s social security number – this 

must match the W9 attachment) 
• Nonprofit Organization – yes or no 
• Contact information – Name, email and confirmation of email 
• Click the red “next” bottom on the top right of the screen 

 

You must 
attach a W9 

https://eieb.fa.us6.oraclecloud.com/fscmUI/faces/PrcPosRegisterSupplier?prcBuId=300000007278812&_adf.ctrl-state=xn10mityp_499&_afrLoop=64414107979733750&_afrWindowMode=0&_afrWindowId=null&_afrFS=16&_afrMT=screen&_afrMFW=1920&_afrMFH=927&_afrMFDW=1920&_afrMFDH=1080&_afrMFC=8&_afrMFCI=0&_afrMFM=0&_afrMFR=96&_afrMFG=0&_afrMFS=0&_afrMFO=0


 
2. CONTACTS 

The contact information entered on previous screen is auto populated into the “Register Supplier: 
Contact “ screen. If you would like to add additional contact information, follow the below steps: 

• Click the + next to “Create” 
 
 

 
 
 
 
 
 
 
 
 

• Add contact information.  An email is required.  Please sure to check the box “Create User 
Account” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
• After all contacts have been added, click the red “Next” button at the top right of the screen. 

 
3. ADDRESSES 

 
On the addresses tab, you will add the Organizations address information.   
 
• Click the + next to “Create” 

 
 
 
 
 
 
 
 

• Complete the address information. 
• Required fields: 

o Address name – enter Bidding 
o Country 
o Address Purpose – check RFQ/Bidding 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• When all information is complete, click OK 

In address name 
type Bidding 



• Click the red “Next” button in the top right of the page 
 

4. BUSINESS CLASSIFICATIONS 

The following screen is to identify your business classification.  It is important to identify your business 
classification, to do so, you click the + button: 

 
• Choose the appropriate business classification 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Once business classification is selected, please complete the information if you know. 
• This is a required field so if business classifications do not apply to your organization, please 

check the box for “None of these classifications are applicable” 
 

 
 
 
 
 
 
 

• Click Next on the top right of the page 



5. PRODUCTS and SERVICES 

On this screen you will want to identify what type of products and services your organization provides.  
This is your NIGP Category code.   

• Click the Action button 
• Select – Select and Add 

 
 
 
 
 
 
 
 

• You can search by category or by description. 
 

 
 
 
 
 
 
 
 
 
 

• Choose the category that best suits your organization. 
• Click Apply 
• If there are multiple categories (i.e. Contractor, electrical, etc) you will want to add all of them.  

This information allows Lucas County to identify businesses by category when looking for 
vendors. 

 

 
 

• Click Next on the top right of the page 



6. REVIEW 

Review information and click register 

 

 

Lucas County will review the registration request and if you are already a registered supplier, the 
request will be rejected, and you will be notified. If you are a new supplier, you will receive an email to 
set up your password.  


