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Important:  New and updated vendor registrations are currently experiencing a 30-day 
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to expedite the process.
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Vendor Registration Process 

a) Introduction

The initial screen of the registration process presents a summary of the process and a list 

of the information the vendor needs to complete the forms. NOTE:  Not all fields may be 
necessary for all vendors.  It is OK to skip fields which don't apply.
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b) Step One – Identification

The vendor provides general identification, including a Legal Name  (as it is shown on 

federal tax forms) and a tax ID. 
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c) Step Two – Company Contact

The vendor provides the primary contact information. The User Name provided is used to 

maintain the vendor’s profile and to access Online Bidding. 
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d) Step Three – Communication Profile
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e) Step Four – Mailing Address

Step four is made up of 2 possible scenarios. 

Scenario 1 – If only a company name was provided in Step 1, the user is prompted to supply 

an address for the company. 

All addresses can be marked as “Order from” (requests for goods and services are mailed to 

that address) and/or “Remit to” (payments are mailed to that address). 
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Scenario 2a – If the legal name and the business name provided in Step 1 are different, the 

user is first prompted to provide an address for the legal name and then an address for the 

business name (separate forms). 
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Scenario 2b – When the form for the business address is displayed, it is initialized 

with the information from the “legal name” address.  It can be updated if needed. 



10 

f) Step Five  - Alternate Address

Then vendor can also provide an alternate address by clicking the link on the top of the screen 

on step 5. 

This will make the form for the alternate address appear: 

Alternate addresses must be marked as “Order from” and/or “Remit to.” 
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g) Step Six – Company Emergency Contact

The vendor is encouraged to provide emergency contact information so they can be used as a 

“source of supply” in the event of an emergency, a disaster, or a significant business 

disruption. 
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h) Step Seven – Company as a Procurement Source
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A number of the search results may have a + beside them.  These search results can be 

expanded to display items that appear underneath that general header. 
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These items may be selected individually but selecting the main header will select them all 

automatically. 

They may also be selected individually as shown before.
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i) Step Eight – Contact List

Three additional contact people can be submitted with the registration data. User Names are 

not assigned to these individuals.  
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j) Step Nine – Vendor Submits

The system then confirms that the registration has been received. 
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Submission / Update Process  -- What to expect

It may take up to four (4) weeks for the vendor’s registration request to be 
processed.  Once a vendor registration has been approved, the vendor will receive an

E-mail notifying them of this.  The vendor may then log into the system using the

username and temporary password entered in step 2 of the vendor registration process.

The vendor should immediately replace this temporary password with a new one.

shawkins
Highlight
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The vendor will then be prompted to change their password 

The vendor may then proceed with the vendor update process using the same screens 

featured in the vendor registration process. 

DIRECT DEPOSIT / PAYMENTS:  As a vendor for the State of South Carolina, you are 
encouraged to enroll in the SC State Treasurer’s Electronic Payment System. This allows 
that office to deposit ACH payments directly into your bank account, making it the 
fastest, most efficient, and secure way to receive payments. You can learn more about 
how the enrollment process works at:  https://www.treasurer.sc.gov/what-we-do/for-
businesses/electronic-payment-information/.  

We have included on the following pages some further instructions from the State 
Treasure's Office regarding this process.

DIRECT%20DEPOSIT%20/%20PAYMENTS:%20%20As%20a%20vendor%20for%20the%20State%20of%20South%20Carolina,%20you%20are%20encouraged%20to%20enroll%20in%20the%20SC%20State%20Treasurer%E2%80%99s%20Electronic%20Payment%20System.%20This%20allows%20that%20office%20to%20deposit%20ACH%20payments%20directly%20into%20your%20bank%20account,%20making%20it%20the%20fastest,%20most%20efficient,%20and%20secure%20way%20to%20receive%20payments.%20You%20can%20learn%20more%20about%20how%20the%20enrollment%20process%20works%20at:%20%20https://www.treasurer.sc.gov/what-we-do/for-businesses/electronic-payment-information/.


THE HONORABLE CURTIS M. LOFTIS, JR. 
State Treasurer 

Wade Hampton Building, 1200 Senate Street, Suite 214     (803) 734-2101 Fax (803) 734-2690
    Columbia, SC 29201         www.treasurer.sc.gov

Vendor Sign Up for ACH/Direct Deposit 
• Go to procurement.sc.gov. Under the Doing Business With Us section, click on Vendor

Registration and then select Enroll in ACH Payments.

• Prior to enrolling in ACH, you will need your user ID and password for the Vendor portal. Please note,
each vendor is limited to one username and password.

• If you do not know your user ID and password or do not have an email on file with the state, you will
need to complete the New Vendor registration through the Vendor Portal. On Step 9 - Messages to
Administrator, write "update vendor number," and include your old ten-digit vendor number. After you
receive the email including your vendor number, please allow up to 24 hours before attempting to use it
in the ACH Enrollment Portal.

• If you change your password, please close your browser and open a new browser before navigating
back to the Vendor Registration page to login and enroll in ACH payments. If you have trouble logging
into the portal or changing your password, please call the SCEIS Help Desk at (803) 896-0001.

• Once logged in to the Vendor Registration Portal, click on the Sign up for ACH Payments link to begin
the ACH enrollment process.

• Complete the ACH enrollment screens in their entirety and provide the preferred bank account and
routing numbers. Each vendor account can be assigned a separate bank account, so be sure to identify
which specific bank account should be used for each of your vendor accounts with the State of South
Carolina.

• You will receive an immediate onscreen notification as to whether your bank account number has been
validated. If your account is unable to be verified, it will not affect your status as a vendor or your ability
to receive payments by check from the State.

Post-Enrollment: Receiving Remittance Advice 
Once enrollment is complete and you have begun receiving payments via ACH, the following remittance advice 
data will be available for each transaction: 

• Invoice Number
• Invoice Date
• Invoice Amount
• Customer Reference Number (which will be used as a memo field to describe what the payment is for

or the Customer Account Number)

Three options are available for receiving your remittance advice data: 

https://procurement.sc.gov/
https://procurement.sc.gov/doing-biz/registration
https://procurement.sc.gov/doing-biz/registration
https://webprod.cio.sc.gov/SCVendorWeb/mainFrame.do
https://webprod.cio.sc.gov/SCVendorWeb/mainNewFrame.do


THE HONORABLE CURTIS M. LOFTIS, JR. 
State Treasurer 

Wade Hampton Building, 1200 Senate Street, Suite 214     (803) 734-2101 Fax (803) 734-2690
    Columbia, SC 29201         www.treasurer.sc.gov

• Provide an email for remittance advice during the ACH enrollment process (REQUIRED)
• Access the SC Vendor Payment Search page at applications.sc.gov/STOvendorinquiry/
• Contact your financial institution

Thank you for participating in this important payment transition. 

https://applications.sc.gov/STOvendorinquiry/
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