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User Guide

How to Respond to a Payment-Only Vendor Application Invitation

Step 1: Upon completing the log-in, the user is directed to the Choose Your Language page, where a
preferred language must be selected before proceeding.
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Step 2: On the Privacy Notice page, carefully review the information to understand how data is
collected, used, and protected. Once reviewed, check the agreement box, then click the Agree
button to proceed to the next step.
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How We Protect The Information

Check to indicate
agreement and
understanding of
the Privacy Notice

Step 3: After reviewing the information presented, click the Start Registration button to confirm
understanding and proceed with the registration process.

Thank you for your interest in becoming a potential vendor for the World Bank Group (WBG).
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Step 4: On the Registration Details page, complete all required sections, including Company Information,
Contact Information, and Category Assignment. The primary contact's information will be pre-
populated from the invitation, and all mandatory fields are marked with a red asterisk.

In the Category Assignment section, the primary category is also pre-populated from the invitation. If
applicable, up to two additional categories can be selected from the drop-down menu, though this is
not mandatory.

If needed, the application can be saved at any point by clicking Save as Draft to return and complete
it at a later time. Once all sections are filled in, click Next to continue.
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Step 5: On the General Information Questionnaire page, provide key details about the company, including
date of establishment, owners or officers, and confirm whether any have a relation to current or former
World Bank Group staff. Once complete, click Next to continue.
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General Information Questionnaire
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Note: Please complete the

cionnaire In full. All mandatory fields are marks scbe compleced

4. When complete, click "Next" to proceed to next steps.

* Business Start/Establishment Date

Owners or officers

*First Name * Last Name

*Title / Designation

+ Add More

Note: WORLD BANK GROUP (WBG) POLICY RESTRICTS COMPANIES FROM BIDDING OR RECEIVING WEG CONTRACTS IF A BANK GROUP STAFF MEMBER OR THEIR IMMEDIATE FAMILY MEMBER IS AN OWNER, OFFICER,
PARTNER OR BOARD MEMBER OR IF THE STAFF MEMBER OR THEIR IMMEDIATE FAMILY MEMBER HAS A FINANCIAL INTEREST IN THE COMPANY. FOR FURTHER INFORMATION, REFER TO VENDOR CODE OF CONDUCT

* Does any current or former employee of WBG have a role as Owner, Officer, Partner, Board Member, or hold any financial interest in your company/organization?

*Does any relative of a current or former WBG employee have @ role as Owner, Officer, Partner, Board Member, or hold a financial interest in your company? If “Yes" please provide the name of the staff

member and the relationship.

B Saveas Draft Cancel

Step 6: On the Diversity Questionnaire page, confirm whether the company qualifies as a diverse-owned
business per the definition and, if applicable, select the relevant diversity category from the available
options and provide supporting certificate. Once complete, click Next to continue.
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*Is your company considered a diverse-owned business as defined above?
No, our company is NOT diverse-owned

(@) Yes, our company IS diverse-owned per the above definition

s your company considered a diverse owned business in any of the following categories?
(Please select all apply)

Disabied-owned @
LGBTQ-owned @
Micro or Small Enterprise. @
Minority-owned ®
Wormen-owned &

*ls your company certified by any recognized 3rd party certification body for disabled-owned businesses?
Yes

No

*ls your company certified by a 3rd party certification body for LGBTQ-owned businesses?
Yes

No

*ls your company certified by any recognized 3rd party certifications for Micro or Small Businesses (Following International Finance Corporation definition)?
Yes

No

*Is your company certified by any recognized certification bodies for minority-owned businesses?
Yes

No

#ls your company certified by a 3rd party certification body for Women-owned businesses?
Yes

No

B Save as Draft Cancel




Step 7: On the Bank Information page, provide the banking details to enable payments, including the
beneficiary’s name, banking institution, country, and currency, and attach supporting documents as
proof. If applicable, intermediary bank information may also be provided. Once complete, click Next to
continue.
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Provide your bank information for payments.

Q@ rRegistration Details * Goods/Services Delivery Location
@ United States of America (WBG Headquarters)
Q eneral Questionnaire Nen-US (Country Office)

@ oiversity Questionnaire

+
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Add New Beneficiary Bank Account

O Review & Submit Add account that will receive payments directly
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Enter details for the bank account that will receive payments address Of the WBG

+Warld Bank Group Point of Contact email address & representative or

point of contact

Beneficiary Name Confirmation
Registered organization name:
Official Company Name

* Please confirm whether your bank will accept payments made in the above vendor name.

Yes

No
* Beneficiary Bank Country * Currency of Payment

Account Information

* Beneficiary Name *Bank Name

Country Specific Information

ABA* @

*Attach documents
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*Choose an option for intermediary bank:
@® Enter New Intermediary Bark
No Intermediary Bank Needed

+ Add Intermediary Bank

Step 8: On the Review Application Summary page, review all information entered throughout the application,
acknowledge eligibility and compliance, and confirm there are no conflicts of interest. Once reviewed,
click Submit to finish.



'WORLD BANK GROUP

Vemdor Management Partal

N T ——
[ —

reew & Submit

Click to acknowledge
eligibility and
compliance

Review Application Summary

~ Registration Details

Company information

Company prafile information

General Information Questionnaire

office

Additional Information

~ Diversity Questionnaire

~ Bank Account Information

WBG Contact Information

ountry Spec

mtarmediary Sank information

~ Acknowledgement of Eligibility and Policy Compliance

"

FAQ/User Guides  Help

Use the pencil icon
to edit information
as needed




Step 9: Upon submission, a success message displaying the application number is shown on screen, and a
confirmation email is sent to the primary contact. Click on "Go to My Dashboard" to track the
registration status and view the submitted application. An email to confirm the submission will also be

sent.
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@ Registration Details ]

Application
Number

Application submitted!

@ General Questionnaire

Application number: VMP0002271
° Diversity Questionnaire

Thank you for submitting the vendor application

@ sankinformation
Go to My Dashboard

@ Reviews submit
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Welcome, Here's an overview of your vendor account S
ee the
A vy Dashboard application

Need help?

Registration status

status

Ifyou have any questions or need assistance with your

® Pending Approval
vendor account, our support team is here to help.

Pending Approval

A Pending Pending
Vendor information =
Review
Application Number Business Name . .
VMP00D2271 Colombia nc. appl |Cat|0n
information
Vendor Management Portal = w
corporateprocurement@worldbank.crg
Dear
Thank you for submitting your vendor registration application to the World Bank Group.
Application ID: VMP0002271
Vendor Company Name:
What happens next?
a. Your application will be reviewed by the Corporate Procurement Team
b. You may be contacted if additional information or decuments are required.
. You will receive a notification once your application status is updated
You can track your application status and manage your profile by logging in to the Vendor Portal:
Click here to access your dashboard.
If you have any questions, please contact Corporate Procurement at:
corporateprocurement@waorldbank org
Having trouble? View setup guide
N h B
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Corporate Procurement corporateprocurement@worldbank.org | 202-458-5858 | http://www.worldbank.org/corporateprocurement/
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