
Supplier Registration Guide

Step 1

To begin your registration, enter your email address and click Send Access Code.

Enter your access code and Click Continue.

*If you do not receive your access code, please make sure to check your spam or junk folder*

If your Oracle Guided Learning (OGL) guide pauses or needs to restart, please use the Oracle Guided

Learning widget  to resume or relaunch it. The widget can be accessed at any time from the on-
screen menu or toolbar.



Step 2

The following fields need to be completed if applicable to your company:
Company, Country, Taxpayer ID, and Organization Type.

Please note:
If you include dashes in the Taxpayer ID field, this format will result in a rejected application.



Step 2.1

If this replaces a existing registration due to an acquisition, merger, or restructure to indicate such here.

Step 3

Verify the Roles below are correctly needed.

If not either check or uncheck the box accordingly before continuing.



Step 3.1

Add another contact if needed.

Make sure to select the appropriate roles for the contact.

Step 4

Provide values for all required and optional fields, and ensure the correct contact(s) is linked to the
address by checking the box.





Step 5

To be considered spend authorized (eligible for purchase orders and/or payments), vendors must:

Upload a current W-9 (for U.S. vendors) or W-8 (for international vendors).
Enter banking information and upload a completed ACH Form.

Note:
Failure to include this information during registration may delay the issuance of purchase orders and/or
payments.

ACH Form

https://filetransfer.nashville.gov/portals/0/sitecontent/Finance/Purchasing/Forms/ACH%20form%20Sept%202019.pdf


Step 6

You can search by commodity code number or the description.

Example:

43230000 (Category Code)

Software (Description)

Select all category codes for your company. Click Save and Continue



Step 7

Please verify the information provided is correct before submitting your registration. Olick on the
following tabs:

Company Details

Contacts, Addresses

Bank Accounts

Products and Services

Questionnaire

Click Submit


