
SUPPLIER ON-LINE REGISTRATION  
QUICK HELP GUIDE 

 

HOW TO GUIDE – REGISTERING AS A SUPPLIER WITH ND OMB FOR 
EMERGENCY RENT BRIDGE (ERB) 

1. Click “On-line Registration” to begin the application process to register as a new supplier or 
individual to receive payment. 

 
 

2. Choose whether you are registering as an Individual or Business and click “Next”. 
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3. Provide identifying information about yourself or your business.  If at any time you need additional 
help for a field, you can click the HELP (?) next to the section heading.  

**Helpful hints……. 
Company Identification Number – A unique number of your choosing to identify yourself or 
business.  You may choose any numerical value between 4 and 6 numbers. 
Tax Identification Number or SSN – Individuals or Sole Proprietors should enter your Social 
Security Number.  Businesses should enter the Tax Identification Number (FEIN) used to file 
with IRS. 
Supplier Name – Individuals enter as LAST NAME, FIRST NAME, MIDDLE INITIAL (e.g. DOE, 
JOHN G). Business enter your business name. 
 
Profile Questions relate to how you file your tax information with IRS. 
Add Attachment – Use the link to the right of the paper clip to select and complete the 
appropriate IRS form. Once the form is completed, save it to your desktop or application 
that you can browse and select the document for attachment. 
 
Special program code:  Use program code COVID-ERB if you are registering to receive 
payments related to ERB from Department of Human Services. 
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4. Enter the mailing address for payments and correspondence to be sent.  If multiple addresses exist, 

use the “Additional Address” section to add as many addresses as necessary that will be receiving a 
payment.  

a. You may choose an “Address Nickname” for additional addresses to help you with their 
identification. 
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*Each address requires Payment/Banking Information and 1099/Withholding Information be 
defined if you file with IRS. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Choose “ACH” to have payments direct deposited into 
an account. 
 
Email ID - Choose the email address to receive 
notification of payment. 
 

Email Payment Advice – Opt in to receive payment 
advice for ACH. 
 

Bank Name – Name of financial institution as it appears 
on checks. 
 

Bank Account Type – Type of account. 
 

ABA Routing Number – Bank routing number (exactly 9 
digits). 
 

Bank Account # - Your bank account number. 
 

Personal Account – Select if this is a personal checking 
account.  

Choose the 1099 reporting type for the type of 
payments you will receive and your business type.  You 
may have gotten guidance from the agency issuing you 
payment.  
 

Three Withholding Types exist; 1099-Misc, 1099-G, or 
1099-S with their associated Withholding Classes. 
 

Helpful reference: 
1099-Misc/Withholding Information 
• “07 - Non-Employee Compensation” and/or 
• “03 – Other Income” for unearned income (grants, 

awards, etc.) or 
• “06 - Medical Corp or Healthcare payments” or 
• ‘07 and 14 Gross Attorney Proceeds; Legal Corp 
 

1099-G Certain Government Payments 
• “06 – Taxable Grants” and/or 
• “07 – Agriculture Payments” 
 

1099-S Proceeds from Real estate 
• “02 –Gross Proceeds” for Royalties 
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5. Provide contact information. At least one Primary Contact must exist.  Only Primary Contacts and/or 
Executive Management Contact Types will be able to edit supplier/individual profiles once the 
application is approved.  

 

 

Every contact must be linked to a Designated Address. A contact does not need to be created for every 
address. 
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6. Review your registration information and ‘Click to accept the Terms of Agreement’.  After submitting 

your registration application an email will be sent to confirm your registration was submitted.  The 
Vendor Registry Office will review your application for accuracy and approval. 

 

 

Note:  
If you receive a rejection email notice after submitting your application, it likely your information 
already exists in our system and is a duplicate. More information will be provided in the email you 
receive.  
 
If you have any questions or feedback regarding your registration please contact the Vendor Registry 
Help Desk at 701/328-2773 or email spovendor@nd.gov.  
 
 
ND Office of Management and Budget 
State Procurement, Vendor Registry  
www.nd.gov/omb/vendor 
 
 
 
 
 

mailto:spovendor@nd.gov
http://www.nd.gov/omb/vendor

