
 
 

 
 

 
 

 
 
 
 

 
 

LOUISVILLE REGIONAL AIRPORT AUTHORITY 
(LRAA) 

 
VENDOR PORTAL REGISTRATION 

 
 
 
These instructions are to be used to complete vendor information requested to establish a vendor account with 
the Louisville Regional Airport Authority (LRAA).  The information requested through the Vendor Portal is secure 
and accessed only by approved LRAA employees. 
 
These instructions will walk you through the process of accessing the LRAA Vendor Portal through Microsoft 
Dynamics.  Once an email address is provided to LRAA, an email will be received from Microsoft on behalf of 
Louisville Regional Airport Authority inviting you to register at the domain flylouisville.com 
 
To complete this registration, you will need the completed Form W9 and any documents to support certifications.  
If you have any questions about the registration or information needed, please contact 
LRAAVendor@flylouisville.com.  
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REGISTERING IN VENDOR PORTAL 
 

• You will receive an email with an invitation to the Vendor Portal.  Follow the prompts to create and 
authenticate a user account in Microsoft Dynamics.  You will go through the steps to create a user account 
and password, verify your email address and receive an authentication code.  The following screen captures 
show examples of the registration pages.  If you have already established a user account, the screens are 
slightly different. 
 

 
NEW ACCOUNT     ESTABLISHED ACCOUNT 
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• Microsoft will send an email with a unique verification code. Enter the code from the email and click Next.  
 
NEW ACCOUNT 

 
 
 

ESTABLISHED ACOUNT 
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• Next, you will be asked to accept permissions to access Microsoft Dynamics. Click Accept to continue.  
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INITIAL VENDOR PORTAL ACCESS 
 
• Dynamics session displaying the vendor registration wizard will launch. To begin the vendor registration 

process, click Next. 

 
 
 
• If the vendor registration wizard doesn’t automatically launch, select the Home button on the left side of the 

screen.   
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• Within the Country/region registration step, please enter USA then select from the list and then click Next.  
 

 
 
• Accept the terms and conditions to “Yes”, then click Next. 
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• Provide the requested information in the Company information section. Click the +Add button to provide a 
company address. 

 
• Within the New address pop-up form, complete the information fields. Click OK to add the address to the 

company listing.  Click Next at the bottom of the page. 
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• The Contact information screen will open. Complete the contact information.  If the main address is to be 
used, click Copy from company address. If a new address is needed, click +Add and complete the 
address information.  

 
 
Click Next to move to the next registration step.  

• The Business information screen will open. These fields that apply must be completed:  
• Tax exempt number (if applicable) 
• Federal tax ID type 
• Federal tax ID – Required selection 
• Name to use on the 1099 (if applicable) 
• 1099 box (if applicable) 
• State tax information (if applicable) 
• Currency – set to USD – Required selection 
• Terms of payment  
• Cash Discount (if applicable) 
If ACH remittances are preferred, complete the following information: 
• Bank name 
• Bank account number – mandatory  
• Routing number – mandatory if you want ACH payments 
If any of the Ownership Profile categories apply, complete the following by toggling between “Yes” or “No”: 
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• The Procurement categories screen will open. Click the + Add category dropdown to open the procurement 
category catalog. Procurement categories must be selected one at a time and click OK to add that category 
to the list.  Use the Remove button to get rid of any undesired procurement categories.  After selecting all 
applicable procurement categories, click Next.   

 
 
 
• The questionnaires section collects additional information about ownership profiles and supporting 

documentation. Click Complete questionnaire to begin the process.  

 
 
• Respond to the questions and progress through the questionnaire by clicking the Forward button. If you 

answer any question “Yes”, attach supporting documents as instructed using the Paperclip. Click Add 
comments for a dialogue box to add comments. The last question asks for the Form W9.  This form has 
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to be submitted using the paperclip or the vendor registration will be rejected. Once the questions are 
completed, click End. 
 
 

USING THE PAPERCLIP TO ATTACH DOCUMENTS  
 
• The Questionnaire section is where supporting documents for licenses, certifications and Form W9 are 

submitted as an attachment.  Attachments can be added by using the paperclip located at the top right of the 
screen in the Questionnaires pages.   

 

    
 
 
• Select the paperclip to go to the Attachments form.  Click +New dropdown menu then select the type of 

attachment you wish to attach to the questionnaire. In the example below, File is the usual type of attachment.  

 
 

• From the Upload document dialog box, click Browse.  

 
 

• From the Open form, navigate to the folder where the file you want to attach is located. Select the file, then 
click Open.   
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• You should see a message displayed saying the file has been uploaded. Click the back arrow icon seen at 

the top left of the form to go back to the previous screen.  

 
 
 

 
 

• Note that the Status updates to “Finished” upon completion of the questionnaire. The replies can be 
reviewed by selecting View Answers.  Changes to the answers can be made by selecting Restart 
questionnaire.  Prior attachments will remain but the answers and comments must be reentered.  When the 
review is complete, click Next. 

 
REMINDER – A completed Form W9 must be attached.  Support for disadvantaged classifications must 
be attached. 
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• The Submit registration screen will be displayed. If all information has been accurately documented, click 

Finish to finalize the registration.  
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• You will receive an email confirming the submittal of the registration information.  Once LRAA has reviewed 
and processed the registration, another email will be received confirming the vendor account has been 
established. 

 
 


