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The KCTCS's Self Service Supplier System - Updating Your Account 

 

You will need… 

• The User ID you entered when you registered with the Kentucky Community and Technical College System’s self service supplier 

system. This ID should begin with ‘SUP$’. 

a. Are you new to KCTCS? Click here and register using the ‘New Suppliers’ link. 

b. Have you done prior business with KCTCS, but you do not have a User ID? Email KCTCS-Purchasing@kctcs.edu for an 

invite. 

• Your password. 

a. Forgot your password? Click here to reset it. 

 

Use the link provided to begin your registration. 

PRD:  KCTCS self service supplier system 

 

  

https://kctcssupplier.kct.mycmsc.com/psc/supf9prd/SUPPLIER/ERP/c/SUP_OB_MENU.AUC_BIDDER_REGISTR.GBL?Action=U&SUP_OB_TEMPLATE_ID=SUPPLIER&
mailto:KCTCS-Purchasing@kctcs.edu
https://kctcssupplier.kct.mycmsc.com/psc/supf9prd_1/SUPPLIER/ERP/c/K_SUP_UTILITIES.K_SEC_RESET_PWD.GBL?Page=K_SEC_RESET_PWD&Action=U
https://kctcssupplier.kct.mycmsc.com/psp/supf9prd/SUPPLIER/ERP/h/?tab=DEFAULT
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Login Page 

 

 

 

 

1. Enter your User ID using all caps. 

 

2. Enter your password (this is case 

sensitive). 

 

3. Click ‘Sign In’ to proceed. 

 

 

 

 

 

*Note: 

To access these directions from the sign-

in page, click ‘Click here for 

instructions’. If you have forgotten your 

password, click the ‘I forgot my 

password’ link. If you have never done 

business with KCTCS before, click on the 

‘Register as a Supplier’ link to start a 

new registration. 
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KCTCS Supplier Portal homepage 

  

1. Initiate Supplier Change tile:  

Click this tile to make updates 

and submit account changes 

for approval. This tile can also 

be used to view pending 

change requests. More details 

can be found on pg. 4, below. 

 

2. FAQs | Contact Us tile:  Click 

this tile to view commonly 

asked questions and their 

answers. This tile can also be 

used to submit a question.  

 

3. Change My Password tile: Click 

this tile to change your 

password.  

 

4. Home Button: Click this at any 

time to return to the KCTCS 

Supplier Portal homepage. 

 

5. Actions List: Click this to sign out 

of the Supplier Portal. 
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Initiate Supplier Change tile 

Welcome train stop 

Once you click on the Initiate Supplier Change tile, unless you already have pending change requests in the system, the Welcome train 

stop (page) is the first page that will appear. If you have pending requests, they will appear on a review page and there will be a 

Create New Request button to initiate a new change request.  

 

1. Click the Exit button to 

return to the Supplier Portal 

homepage. 

 

2. Click the Save for Later 

button to save your 

changes without 

submitting the changes for 

approval. 

 

3. Click the Previous button to 

return to the previous train 

stop. 

 

4. Click the Next button to 

advance to the next train 

stop.  

 

 

*Note: 

These buttons are available on 

each train stop. To use any of the 

buttons mentioned above, you 

must first enter a value for each 

required field on that train stop. 
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Company Profile train stop 

 

Th Company Profile train stop displays general information about your company. All of this information can be updated as 

needed.  
Required Fields: 

      At least one Standard Industry 

Code (SIC) is required. You must 

also have a Supplier Name and 

an answer to each Profile 

Question. 

 

1. Click the SIC Code Type 

drop down box and select 

‘US - NAICS Codes’. 

 

2. Click on the Loop Up  

icon next to the Standard 

Industry Code field. 

 

3. The first 300 codes will be 

displayed. If you do not 

see your code, enter a 

description of the goods or 

services you provide in the 

Description field. 

 

4. Click Look Up. 

 

5. Click the link associated 

with the code that best 

describes the goods or 

services you provide. 

 

6. You can click the Add 

Code button to add 

additional SIC codes. 
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Company Profile (cont.) 
 

7. All fields under the Profile 

Questions section are 

required. 

 

If you have answered 

these questions in the past, 

then your answers will 

appear and there will be 

no action required on your 

part. 

 

If you have not answered 

these questions, then each 

one must have a response 

before you can move to 

the next train stop. 
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Company Profile (cont.) 

Optional Fields: 

 

1. Use the Comments field to 

give additional detail 

regarding the goods and 

services your company 

provides.  

 

This information will be 

used to supplement the 

SIC codes that are 

entered. 

 

2. The Review Changes link 

can be clicked at any time 

to review the changes that 

have been entered. 

 

3. Click the Add Attachment 

link and follow the 

directions on the next 

page to add attachments 

related to your company. 

 

While no attachment is 

required, some examples 

would be a certificate of 

insurance, updated W9, 

diversity certification, etc. 
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Company Profile (cont.) 
 

4. Click the Upload button. 

 

 

 
5. Click the Browse button. 

For Safari browser click the 

Choose a file option.  

 

 

 

6. Select the PDF file you wish 

to attach and click Open.  
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Company Profile (cont.) 
 

7. Click the Upload button.  

 

8. Add a description as needed 

and click the OK button. The 

file has now been added as 

an attachment. 

 
 

 

9. Click the Next button to 

advance to the next train 

stop.  
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Addresses Train Stop 

 

1. To edit an existing address, 

click the Edit icon  next 

to the address that needs 

to be changed. 

 

 

 

 

 

 

 

 

 

 

2. Update any address fields 

as necessary and click OK. 

 

*Note: 

You can also Inactivate an 

address so long as it is not 

currently being used as your 

ordering or remit address. If you 

would like to add a new ordering 

or remit address add a new 

address using the directions 

below. 
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Addresses (cont.) 
 

3. To add a new address, 

click Add New Address. 

 

 

 

 

 

 

 

 

 

 

 

 

4. Enter new address 

information and click OK. 

 

*Note:  

Addresses must have values 

for at least Address 1, City, 

State and Postal (Zip Code). 

 

 

 

 

 

 

 

 

 

5. Click the Next button to 

advance to the next train 

stop.  
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Contacts train stop 

 

1. To edit an existing contact, 

click the Edit icon  next 

to the contact that needs 

to be changed. 

 

 

 

 

 

 

 

 

 

 

 

 

2. Update any contact fields 

as necessary and click OK. 
 

*Note: 

You can also Inactivate a 

contact using the Remove 

Contact box in the top left. 
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Contacts (cont.) 
 

3. To add a new contact, 

click Add New Contact. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Enter new contact 

information and click OK. 

 

*Note:  

Contacts must consist of at 

least First Name, Last Name, 

and Email Address. 

 

 

 

 

 

 

5. Click the Next button to 

advance to the next train 

stop.  
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Payment Profile train stop 
 

1. To edit an existing payment 

profile, click the Edit icon  

next to the profile that 

needs to be changed. 

 

*Note: 

If you have multiple 

ordering and remit 

addresses and you would 

like to add an additional 

payment profile, please 

contact us at KCTCS-

Purchasing@kctcs.edu. 

 

 
 

2. Click the Select a Different 

Address link under either 

the Invoicing or Remitting 

section to update the 

address. 

 

 

 

 
 

3. Click the radio button  

next to the address you 

would like to use for 

ordering or remitting 

(depending on the link 

clicked in the last step) and 

click OK. 

 

 
 

 
 

 
 
 
 
 
 

 

mailto:KCTCS-Purchasing@kctcs.edu
mailto:KCTCS-Purchasing@kctcs.edu
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Payment Profile (cont.) 
 

 

4. Use the Payment Method 

drop down to choose 

either ‘Automated 

Clearing House’(ACH) or 

‘System Check’ as your 

preferred payment 

method. 

 

5. If you choose ACH, update 

the Email ID for the 

emailing of payment 

advice as needed. 

 

6. Click the Add Bank 

Account button to add a 

new account to your 

payment profile. 
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Payment Profile (cont.) 
 

7. Enter the information for 

your new account and 

click OK. 

 

*Note: 

A new account requires at 

least a Bank Name, Bank 

ID, DFI ID (which should 

match the Bank ID), and a 

Bank Account Number. 
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Payment Profile (cont.) 
 

8. Check the box next to your 

new account. 

 

9. Click OK. 

 

10. Click the Next button to 

advance to the next train 

stop.  
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Submit train stop 
 

1. Enter an email for 

communication regarding 

the approval of your 

changes. 

 

2. Enter Comments as 

needed. 

 

3. Click the Review button to 

review your changes. 
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Submit (cont.) 
 

4. Review all changes and 

click Return. 

 

 

 

 

 

 

 

 

 

 

 

5. Click on the Confirm 

Changes checkbox 

 

6. Click the Submit button. 
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7. Click on the ‘Return to 

Supplier Change Request 

Selection page’ link to 

review your submitted 

request and enter 

additional requests. 

 

8. Click the ‘Return to 

Supplier Home Page’ link 

to return to the KCTCS 

Supplier Portal homepage. 

 

 

  
 

 

 


