
SUPPLIER ONBOARDING INSTRUCTIONS 
*If any issues arise completing this process, contact complianceteam@nddefense.com 

**Primary contact will be the person to receive Purchase Orders and receive Compliance Documents 

*Copy the Registration Key and click the link below 

*Paste the Registration key and click Submit 

mailto:complianceteam@nddefense.com


*Click Next 

*Click Accept 



*Click Next 

*Select Business Type 

*Select Tax ID 



*Select UEI if Domestic, VAT if Foreign – Enter UEI in Tax ID field / Enter VAT in VAT Registration Number 

*Select Tax Country 

*Select Currency 



*Enter Company Website 

*Enter Company Phone 

*Select Employee Size 

*Select Revenue 



*Enter Company Address 

*Enter Remit to if different from Company Address, if same, Select check box 



 
*Click Add 

*Add Contact information 

⎯ Select (1) Primary and Active for each additional contact 

• Primary contact will be the person to receive Purchase Orders and Compliance Documents (Reps and 
Certs) 



*Each additional contact will have Active status 

*Click Next 

*Select Product Category 

⎯ Can select multiple if needed / Defense will also cover Commercial 

*Scroll down and click Next 



*Click arrow for first item (Buy From) 

*Assign a Site Name 

*Enter Description 

*Fill in your address for Buy From location 

*Click Save 

*Click arrow for next item (Ship From) 



*If address is the same as last entry, click drop down menu and select Buy From. Click copy 

*Assign a Site Name (change if copied) 

*Enter Description (or change if copied) 

*Fill in your address for Ship From location (if not copied) 

*Click Save 

*Repeat steps above until all are complete. Scroll down and click Next. 

*Bill From will have an extra step 

⎯ Select 140 - Net 60 for Payment Term 



*Attach completed signed copy of ND Defense’s Reps and Certs (blank copy can be found ND Defense Reps and 
Certs) 

*SAM.GOV Reps and Certs are not mandatory but please upload a copy if registered 

*Upload your file and select the Effective and Expiry date 

*Click Save 

*Click arrow to upload a fully signed copy of the NDA that was executed with your company 

https://cdn.prod.website-files.com/67f66e9ef4ab94f03bdad07d/67f66e9ef4ab94f03bdad365_Annual_Representations_and_Certifications.pdf
https://cdn.prod.website-files.com/67f66e9ef4ab94f03bdad07d/67f66e9ef4ab94f03bdad365_Annual_Representations_and_Certifications.pdf


*Attached document and click Save 

*Click Submit 

*Final Messages after completion 




