Dear Vendor:

There are three steps to follow in order to become a vendor with the Office of

Vocational Rehabilitation:

1) Register in eMARS.

i. Detailed eMARS instructions are located at here
a. If you need assistance with this step, please contact the Finance
and Administration Cabinet by email at
Finance.CRCGroup@ky.gov or by phone at 502-564-9641.

ii.  Upon completion, you will receive an eMARS Vendor Number (that
begins with either KY or KS).

2) Fill out and sign the Office of Vocational Rehabilitation Vendor Application.
i. Office of Vocational Rehabilitation Vendor Application Form

3) Complete the Process:
i. Sendthe eMARS vendor number and the Office of Vocational

Rehabilitation Vendor Application to Kari Shipp by email, fax, or mail:

a. Email: OVRSystemSupport@ky.gov
b. Fax: 502-564-6745
c. Mail: Office of Vocational Rehabilitation

500 Mero Street, 4t Floor NE
Frankfort, KY 40601

ii.  Kari Shipp will contact you when you have been successfully imported

into the Vocational Rehabilitation payment system.
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Registration in eMARS

When you make your entries into the eMARS system, please make sure that the

name you enter matches exactly what the Internal Revenue Service (IRS) has for

you. Your taxpayer identification number and legal name are checked against the

Internal Revenue Service database and unless they match exactly, your vendor

registration will not be approved by the state Finance Department.

By setting up your own vendor profile with a unique username and password, you can

make changes instantly to your address, phone number, contact name, email address,

etc. You can also view your payments.
Go to the vendor self-service portal located HERE.

The following screen will appear:
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Figure 1 - Click on "Register"
Next, click on the button to "Accept Terms" and then click on "Next".

The following screen will appear:
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If you are registering as a business please enter EITHER your taxpayer identification
number or your legal business name in the top set of blank boxes and click "Search" as

shown by the red arrow.

If you are registering as an individual, please enter BOTH your last name and the last 4

digits of your Social Security number and click "Search" as shown by the blue arrow.

Once you enter your information and click "Search", if you are not currently listed in the
state vendor database, you will get the screen on the next page. If you get a message
that you are already registered, please skip the rest of the registration process and call

502-564-9641 or email finance.crcgroup@ky.gov for further instructions.
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When you get the "Results Not Found" page, you will have the option of a "New
Registration” as shown by the red arrow. This is where you begin setting up your

vendor profile.

Please remember a couple of things when you are registering:

= Keep a record of the username and password that you select. This will allow you
to sign back in any time and make any necessary address changes, etc.

= Double check that the vendor name and taxpayer identification number you enter

match EXACTLY with your Internal Revenue Service name and number.

= You might want to make a note of the vendor number you are assigned as you
complete the registration process. You can use that vendor number to do

business with any state agency.
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