
City of Grand Rapids 

Vendor Registration Instructions 

Thank you for your interest in doing business with the City 
of Grand Rapids. We look forward to working with you. 
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Please contact accountspayable@grand-rapids.mi.us with any questions. 

mailto:accountspayable@grand-rapids.mi.us
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Introduction to Registration 

The following pages have instructions, 
highlighting common errors. Please contact 
us if you have difficulty with registration. 

accountspayable@grand-rapids.mi.us 

 
New registrations and changes to existing registrations 
must be made on a laptop or desktop. No smart phones. 

 

When making changes to your Supplier Profile, do not 
simply click “Save and Close.” You must click “Review 
Changes.” Then click “Submit” for the change to be 
submitted to the Accounts Payable team for approval. 

 

 

 

 

  

 

 

 

mailto:accountspayable@grand-rapids.mi.us
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Existing Vendors 
 

This link is for vendors who have already registered in Oracle.  

If you have submitted a profile and need to modify it, you are an EXISTING 
VENDOR. This includes registration, addresses, contact information, and any 
other information that needs to be updated or corrected. 

 

Existing Vendor Registration Site 

 

For additional instructions, please see Making Changes to Your Profile on 
page 14. 

 

 

Registration and any changes to your registration must be done on a laptop 
or a desktop. The system is not optimized for mobile devices. 

 

 

 

 

 

 

After all of these steps are complete, you must click Review Changes, 
Save, and then SUBMIT. 

 

 

 

https://ibmjjb.fa.ocs.oraclecloud.com/
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New Registration 
 

Have you registered as a supplier with the City’s new Oracle system since it 
was implemented in May?  

If no, click on NEW REGISTRATION link below.  

The City of Grand Rapids switched to an Oracle supplier portal in May 
2025. If you have not created an Oracle profile, you must do so now as a 
NEW REGISTRATION. Even if you are a long-established supplier with 
the City, you must have an Oracle profile.  
 
Please contact accountspayable@grand-rapids.mi.us if you are not sure 
whether you have an account. 

 

Oracle New Registration Site 

 

 

 

 

 

 

Registration and any changes to your registration must be done on a laptop 
or a desktop. The system is not optimized for mobile devices. 

 

 

 

 

mailto:accountspayable@grand-rapids.mi.us
https://ibmjjb.fa.ocs.oraclecloud.com/fscmUI/redwood/supplier-registration/register-supplier/register-supplier-verification?id=SJEruLv7Q8rrlibvt72B18jaLFJcst0DjVILKWIgp1ww4n0k%2BxXOGAjuYf3AjhDR
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New Registration 
Enter your email. 

 

 

 

 

 

 

 

 

Access Code (case sensitive) will be generated. The code is good for 15 
minutes. 
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1) Company Details 

Per IRS standards, your vendor registration should be completed just like a 
paper W-9. The EIN is used for employment taxes whereas your social 
security number is used for income taxes. When the City of Grand Rapids 
sends out 1099s at the end of the year, you will use the 1099 to report how 
much income the City of Grand Rapids paid you. 
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Are you a Partnership, Corporation, LLC filing as a 
Partnership, LLC filing as S-Corp or C-Corp, or a Non-

Profit? 

Organization type: Partnership, Corporation, LLC filing as S- or C-        
Corp, or Non-profit 

Company Name: Your Company’s Name 

Tax ID:   Your EIN 
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2) Contacts 
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3) Addresses

A few reminders:

Add your “remit to” address, in addition to any business addresses.

Address Name is not your street address. This is where you put “AP 
Address or Billing Address or Corporate Office," whatever you want to 
nickname it to differentiate between your “remit to” address and your 
physical location (IF they are different).

Put your address on Address Line 1. This is the location of what you put 
in Address Name.

In the screenshot on the following page, you can see it says to add at least 
one purpose. You must add two.
RECEIVE PURCHASE ORDERS and RECEIVE PAYMENTS. Both of them.

Add the Postal Code (ZIP) first and it will populate the City and State. The 
address must be complete, or it will be rejected by Oracle. You must 
select the correct ZIP from the pulldown options. All address fields must 
be filled.

If you have multiple billing locations or sites, you can add them in the Add 
Another Address field.
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Nickname (billing, 
corporate, etc) You must choose TWO, not one. 

Add Postal (ZIP) code first and choose from the 
pulldown menu to populate the city and state. 

Add secondary addresses here. 

The address from line 1 
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4) Business Classifications 
Your tax classification must match your W-9.  
If you do not have a business designation, please select “None of the 
classifications are applicable” at the bottom of the list. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Choose if no designations apply. 
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5) The final step is Products and Services.
To access the search feature, you must type 0% (zero percent, with 
no spaces) and then your search term. You may select as many 
Product and Service category codes as needed. For assistance on 
category codes, please contact purchasingbids@grcity.com. 

The example below searched for “pool supplies” by typing 0%pool. 

After all steps are complete, you must hit Save and then SUBMIT. 
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You will see a message similar to the one below. THIS DOES NOT MEAN YOUR 
REGISTRATION HAS BEEN FINALIZED. 

 

 

Likewise, you will receive email confirmations of your registration. This simply means your 
account has been initiated. It is not approved until all fields have been correctly filled and 
accepted by the Oracle registration system. 

 

If your registration has errors (typically Business Classification or incomplete address), it 
will be rejected. You must contact accountspayable@grand-rapids.mi.us to have your 
account unlocked for corrections. 

 

 

 

 

 

 

 

mailto:accountspayable@grand-rapids.mi.us
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Making Changes to Your Profile 

 

When you log in, you will see a link to the Supplier Portal. Click here. 

Choose Manage Profile. 



 
 

15 | P a g e  
 

 

 

 

 

 

 

 

 

 

 

 

 

Click Edit in the top right corner. 

When 
done 

making 
edits, 
click 

Review 
Changes.

 

Once you’re done, click Submit. 


