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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

e 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.

Q  search mail o @ @ i o
< a 06 3 o ¢ B » 2006 < > pm-~ B
Louisville Regional Airport Authority invited you to access applications within their organization ineox s 2
Microsoft Invitations on behalf of Louisville Regional Airport Authority <invites@microsoft.com= 1210 PM (2 minutes ago) ¥y 4

to CrowePortalTest17 +

O Please only act on this email if you trust the organization represented below. Inrare cases, individuals may receive
fraudulent invitations from bad actors posing as legitimate companies. If you were not expecting this invitation, proceed

with caution.
Organization: Louisville Regional Airport Authority +
Domain: flylouisville.com
If you accept this invitation, you'll be sent to https: ille-test sandbox.operations.dynamies.com

o Accept invitation

Block future invitations from this erganization,

This invitation email is from Louisville Regional Airport Authority and may include q
content. Louisville Regional Airport Authority has not provided a link to their privacy statement for you to review.
Microsoft Corporation facilitated sending this email but did not validate the sender or the message

« Reply » Forward

NEW ACCOUNT ESTABLISHED ACCOUNT

r HE 2
B Microsoft mm Microsoft
CI"EETE account tairravptest@gmail.com
Looks like you don't have an account with us. We'll Sign in

create one for you using
We'll send a code to tairravptest@gmail.com to sign

you in.
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e Microsoft will send an email with a unique verification code. Enter the code from the email and click Next.

NEW ACCOUNT

Verify your email address inaox x

Microsoft account team <account-security-noreply@accountprotection. microsoft.com=
tome =

Microsoft account
Verify your email address

To finish setting up your Microsoft account, we just need to make sure this email address is yours.
To verify your email address use this security code: 0361
If you didn't request this code, you can safely ignare this email. Someone else might have typed your email address by mistake

Thanks,

The Microsoft account team

4 Reply ®» Forward

ESTABLISHED ACOUNT

Your Louisville Regional Airport Authority account verification code Inbox x

Louisville Regional Airport Authority (via Microsoft) <account-sscurity-noreply@accountprotection microsoft com=

tome =

Louisville Regional Airport Authority

Account verification code

To access Louisville Regional Airport Authority's apps and resources, please use the code below for account verification. The code will only work for 30 minutes.

Account verification code:
23673404
If you didn't request a code, you can ignore this email.

Privacy Statement

Microsoft Corporation, One Microsoft Way, Redmond, WA 98052

=. Microsoft
€ CrowePortalTest17@gmail.com

Verify email

Enter the code we sent to
CrowePortalTest17@gmail. com, |f you didn't get the
email, check your junk folder or try again.

| would like information, tips, and offers about
Microsoft products and services.

ext means that
and privacy an

Choos
Agree:
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o Next, you will be asked to accept permissions to access Microsoft Dynamics. Click Accept to continue.

Tailored Procedure Document

tairravptest@gmail.com

~ Receive your profile data

~ Collect and log your activity

" Microsoft

Permissions requested by:

Louisville Regional Airport Authority
flylouisville.onmicrosoft.com

By accepting, you allow this organization to:

~~ Use your profile data and activity data

You should only accept if you trust Louisville Regional Airport

I Airport Authority has not
provided links to their terms for you to review. You can update

https://myaccount.microsoft.com/organizations.

This resource is not shared by Microsoft.
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19

9

INITIAL VENDOR PORTAL ACCESS

e Dynamics session displaying the vendor registration wizard will launch. To begin the vendor registration
process, click Next.

Finance and Operations

Standard view v

Vendor registration

Thank you for using the Louisville Regional Airport Authority's Vendor Portal. Completing the requested questions and information will enable the establishment of your company as a
vendor. To make the process quick and efficient, please have these items available to be uploaded. The vendor set-up is not complete until the appropriate forms are submitted.

Country/region

- W9, completed and signed. The form can be found at www.irs.gov/pub/irs-pdf/fw9.pdf
TR R - State or federal licenses or certifications that apply to the following:
o Minority owner
o Women owner
o Small business
o Locally owned
o Veteran owner
o Owner is disabled
o Government entity
Erocurement,categories o Disadvantaged business entity — KY or IN DOT certificate

Company information
Contact information

Business information

Clsestionnatias. Payments of invaices can be set up as ACH. Please provide the bank name, routing number and account number to establish ACH payments.

Submit registration

X

e |f the vendor registration wizard doesn’t automatically launch, select the Home button on the left side of the
screen.

Finance and Operations

LOUISVILLE

MUHAMMAD ALI

INTERNATIGNAL AIRPGRT

LOUISVILLE

REGIONAL AIRPORT AUTHORITY

B © :}Em
¥
2

< June 2025 >

Su Mo Tu We Th Fr  Sa

15 16 17 8 v 2 2

2 23 24 25 26 271 28

Work items assigned to me ~

Work items will be displayed here after they are
sssigned to you
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o Within the Country/region registration step, please enter USA then select from the list and then click Next.

Finance and Operations

Standard view

Vendor registration

]

| Select the country or region from where you conduct business, and then click Next

® Cou ntry/region

£ usa |
Terms and conditions O Country/region Long name

| USA United States of America
Company information

Contact information

Business information

Procurement categories

Questionnaires

Submit registration

| Back |-I| Cancel |

e Accept the terms and conditions to “Yes”, then click Next.

Finance and Operations.

Standard view
Vendor registration
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e Provide the requested information in the Company information section. Click the +Add button to provide a
company address.

Finance and Operations

Standard view

Vendor registration

L]
| GENERAL INFORMATION
Q Country/region Name Doing business as Organization type
[LRAA CRP 0410 ] l | [Organizat'\on ]
@ Terms and conditions Telephone Fax Email Website
| l6263209641 ] l ‘ lLRAAVPTestOS@out!cok.com l l

| [ ] Company information

ADDRESS INFORMATION

Contact information

e 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.

Standard view v

New address

Location ID

[ 000045901 l

Name or description

lBusiness Address l

Purpose

[Busiﬂess Vl

Country/region

USA v

ZIP/postal code

23453 hd

Street

100 Main St

City

[virginia beach Vl

State

VA v

County

Primary
@ v

Primary for country/region

D Yes

- e
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e 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.

Finance and Operations

Standard view Vv

Vendor registration

| GENERAL INFORMATION
@ Country/region First name Middle name Last name Email Telephone
lEnny ] I I [Cumnado I [‘_RAA.VFTESIC‘;‘@'EL\ﬂOOK‘EOm 1 I
@ Terms and conditions
ADDRESS INFORMATION
(] Company information |I Copy from company address Il
} Add ¢ Edit
@ contact information
Name or description Address Purpase Primary
Biisinessimormation Business Address 100 Main 5t Yes

virginia beach, VA 23453

Procurement categories

Questionnaires

Submit registration

= - [0

Click Next to move to the next registration step.

e 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:

e Bank name

e 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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PYS

LOUISVILLE

MUHAMMAD ALI

INTERNATIONAL AIRPORT

VENDOR PORTAL

REGISTRATION

Finance and Operations

Standard view

Vendor registration

Country/region
Terms and conditions
Company information

Contact information

o—0—0—0—0—0

Business information

Procurement categories

Questionnaires

Submit registration

Tailored Procedure Document

OWMERSHIP PROFILE

Minority owned

@) N

Ethnic origin

Asn/Pacific

Weman owner

(] No

=

Small business

) No
Locally owned

® ) No

—_—

Owner is a service veteran

® ) No

Owner is disabled

(] No

-/
HUBZone
@® ) No

Green business

® ) o

Government entity

® ) No

Foreign entity indicator

(] No

-/

DBE

@) No

Tax exempt number

]

Fiscal code

Federal tax ID type

TERMS OF PAYMENT
Currency

usD e

Terms of payment

Routing number

Bank account number

[N15

I

Y]

I Unknown

V‘ Cash discount

Federal tax ID

992255333

Name to use on the 1099

L ¥

BANK INFORMATION

[Vendor name

Bank name

1099 box
L =

State tax ID type

L

I Unknown

State tax ID

Tax state

=3 - |
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e 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.

Finance and Operations

Standard view

Vendor registration

(]

| Select procurement categories for the products or services that your company requests to provide

(_:' Procurement category
@ Terms and conditions

(] Company information
We didn't find anything to show here.

@ Contact information

@ Business information

I
@ Procurement categories

Questionnaires

Submit registration

Back -|| Cancel

e The questionnaires section collects additional information about ownership profiles and supporting
documentation. Click Complete questionnaire to begin the process.

Finance and Operations

Standard view v

Vendor registration

©

| Questionnaire 1 of 1

[] Country/region

Description

Vendor Registration Requirad
@ Terms and conditions Questions

(] Company information

Status

@ Contactinformation
| Not started
@ Business information
Complete questionnaire

@ rrocurement categories

Submit registration

e 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

e 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.

@ L 0 © | @ 2

e 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.

Finance and Operations

€ = & Edit Ti] Delete View history  Deleted attachments  “ Created by ] Settings O References L
Standard view

oo P ] Attachments for Prospective vendor questionnaire - Questionnaire: Register, 5637156576
Nete Description Type Attached
Q @ o
General
We didn't find anything to show here
DETAILS CREATE

Notes Created by

Created date and time

e From the Upload document dialog box, click Browse.
?
Standard view ™

Upload document

Browse

Cancel

e 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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e 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.

Finance and Operations

- New~  [i] Delete ,”Open View history

Standard view v

cript Type

LRAA-352864-VP-FDD-Ques... ion
352864-VP-FDD-Questionn | | File

Descrip
File |LRAA

Prospective vendor questionnaire
General
DETAILS

Finance and Operations

Deleted attachments

| Attachments for Prospective vendor questionnaire - Questionnaire: Register, 5637156576

IRAA O 53

File uploaded as 'LRAA-352864 ~

VP-FDD-Questionnaire

Attachment.docx

Created by v Settings O References  Options

Attached

CREATE

- New [i] Delete Options
Standard view v
Questionnaire

(1) Do you currently hold any local government licenses? If so, please provide deta...
(2) Are you registered with the state of Kentucky? If so, please provide details in...
(3) Do you currently hold any professional licenses? If so, please provide details ..
(4) If you are certified as a woman or minority owned business, what is the certify...

(5) Are you currently suspended or de-barred from a contract award by the state or ..

Vendor Registration Required Questions Question 5 of 5

Please answer the following question:

ment? If 5o, please provide any attachments that may

e yor or detenred o a cork By the stste or fedkiersl gorverry
Yes . 4
Overview | | Add comment | | < Back | | end ||| cancel |

¢ 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.

Tailored Procedure Document
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Finance and Operations

Standard view v

Vendor registration

]

| Questionnaire 1 of 1

0 Country/region

Procurement categories

| Description
Vendor Registration Required
@ Terms and conditions Questions
] Company information
Q Contact information DEEHE
| [F\n'\shed
@ Business information ) )
| | Restart questionnaire | | View answers
|
|

Questionnaires

Submit registration

|. Back | Cancel |

e The Submit registration screen will be displayed. If all information has been accurately documented, click
Finish to finalize the registration.

Finance and Operations

Standard view

Vendor registration

| When you have submitted your registration, you cannot modify the information. Click Finish to submit.

(] Country/region

@ Terms and conditions
(] Company information
@ Contact information
@ Business information
@ Procurement categories

@ Questionnaires

| @ Submit registration |

‘: Back “ Cancel |
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e 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.

Finance and Operations O Search fora page

Vendor registration

A —
*
© Your request has been received. Please allow 10-15 business days for processing. LRAA thanks you for registering.
Al details provided here will be transferred on to your permanent vendor record for the Authority. If you need to change any information provided, please return to this system after completing registration to update your
= information in our self-service portal. You may also email for changes at purchasing@flylouisville.com.
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