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GUIDE FOR SUPPLIERS Updated 11/19/2025 

Learn to use the HHMI Supplier Portal, powered by apexportal, an application that validates supplier identity, enables 
supplier self-registration and maintenance, and provides increased efficiency and security in supplier management.  

• As a new supplier, you must first receive an invitation to log into the portal and submit your registration.  

• As an existing supplier, you must first receive an onboarding email to log into the portal to review, update, and 
submit your supplier registration profile. 
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SUPPLIER REGISTRATION 

This section details the steps required to complete the supplier registration process as a new or existing supplier.  

 

  

Important:  When the supplier completes their registration, they are advised to provide the following information to 
ensure successful validation and registration in the HHMI Supplier Portal.  If any of the information is not met, they 
may receive an email requesting more information.  

1. Legal name, DBA (if applicable), and address exactly as shown on your W-9 or W-8, and bank account.   
All spelling, abbreviations, and punctuations should be consistent. 

2. Tax registration information (TIN, FED ID, VAT, CIF, NIF, as applicable) 

3. Banking information where payments will be sent — make sure the bank account name and address match what’s on 
file with your bank. For assistance, contact your tax office if necessary. 

4. Primary contact name, email, and phone number. Add each contact only once, even if they serve multiple roles. 

5. DUNS or business registration number (if applicable) 
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FIRST-TIME SUPPLIER LOGIN 

1. Receive an email from apexportal-noreply@hhmi.org and follow the detailed instructions to log into your account. 
Your username and temporary password are provided.  Copy and paste the temporary password exactly and 
make sure not to include a space before or after the password.    

As a new supplier, you will receive the  
Invitation for Supplier Registration email. 
 

 

Once in the portal, you will enter all required supplier 
registration information. 

As an existing supplier, you will receive the  
Supplier Record Management email once you have agreed to 
be converted to a supplier-managed registration.   

 

Once in the portal, you will review and update as needed,  
all details of your existing supplier registration profile.  
 

 

 

 

If you are an existing supplier and are interested in 
managing your supplier profile in the portal, contact 
apexsupport@hhmi.org.    

Foreign Supplier Language Support 

Foreign suppliers can access the HHMI Supplier Portal in their preferred language. To do this, open your internet 
browser settings, locate the translation tool, and select your desired language for portal navigation. 

mailto:apexsupport@hhmi.org
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2. Enter passkey (optional)  

 

3. Configure security questions. 

 

4. Change password  

 

  

Password must: 

• Be 14-50 characters in length with no spaces 

• Contain at least 
□ 1 numeric character 
□ 1 upper case character 
□ 1 lower case character 
□ 1 of the following special characters: 

- + ( ) * , : [ { } \ ] |  
(no other special characters are allowed) 

• Not be the same as the ‘Username’ 

• Not be the same last 10 passwords 

Password expires in 60 days.  

For assistance, reference: Forgot Password, First time user 
/ Forgot Username, or reach out to your HHMI Contact to 
resend your credentials or contact apexsupport@hhmi.org.    

mailto:apexsupport@hhmi.org
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COUNTRY OF RESIDENCE 

 

Select Supplier’s country of residence.  Default value is United States. 

PRIVACY NOTICE 

 

Click on Privacy Notice and review terms.  Navigate back to the portal and click on Agreement checkbox and Submit. 

SUPPLIER AGREEMENT 

 

All of the information gathered during this process will be used to create the Supplier’s applicable tax documents.  

1. Click on each HHMI terms and policy link and review content.   

2. Click on Agreement checkbox and click Submit. 
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REGISTRATION CHECKLIST 

 

1. Be prepared with the required information listed on the Registration Checklist.  

Note: A checklist (on the left) is provided to show the steps completed (blue dot), and those still requiring 
information to finalize the process (white dot). 

2. Once you’ve gathered all the required documents, click Next on the Registration Checklist to access the Business 
Information screen. 

BUSINESS INFORMATION 

 

Enter (or review and update if needed) all information from the top to the bottom of the screen. The Supplier Country, 
Supplier Name, and Contact Information are pre-populated based on the information provided by your HHMI Contact. Note 
the Supplier Country selection will customize the remaining information requested.  Fields marked with an * are required.  
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If, at any point during the entry of the information, you need to complete the registration at a later date, click Save Draft. 
This will save a copy that can be accessed at the next login. 

Field Description 

Supplier Country Select the country where the supplier is located 

Supplier Name Name as it appears on W-9/W-8 or Invoice 

Doing Business As Name Enter alias company name 

Is this Supplier a Public Official? Is this supplier a federal, state, or local public government official (as determined under IRC 
Section 4946(c)), or the family member of a public government official (as determined under 
IRC Section 4946(d))? 

Please note: A public official is defined under IRC Section 4946(c) and refers to specific 
individuals serving in governmental roles. A governmental entity (i.e. any part of a city, state, 
local municipality) cannot be a "public official" for the purposes of this question. 

Company Website Enter a valid website URL (i.e. http://companyname.com) 

Supplier Contact Information 

 

  

https://www.law.cornell.edu/uscode/text/26/4946#c
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Enter (or review and update if needed) supplier contact information. 

• Contact Information: This is pre-populated based on information provided by your HHMI Contact. First name, last 
name, email address, and a contact phone number are required. Initial contact entered is the primary contact. 

• Clicking on the Edit button will open the Contact Information window where changes can be made to the existing 
information. 

• Clicking on the Add new record button will open the Contact Information window where information can be entered 
for the new contact.  

o Add each contact only once, even if they serve multiple roles (e.g., sales, accounts receivable, etc.).  

Each contact listed should have a unique contact name and email address.  Duplicate contacts listed will create 
an error in the registration process. 

o Select Role = Supplier Admin for contact to be able to maintain and update all supplier profile information. 

 

Classification Number 

 

As optional, enter (or review and update if 
needed) the supplier’s Classification Number. 

1. Click on the Add New Classification button 

2. Select Classification Agency.  
Note additional fields will display based on 
your selection. 

3. Enter information and click Ok. 

 
 
 

Once all Business Information has been entered (or reviewed and updated), click Next to move to Business Address. 
 

  

Note other roles applicable for HHMI:  
• Supplier Registration to view and edit all of the pages in the registration.  

• Supplier View Registration allows read-only access to the supplier profile – for secondary users  
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BUSINESS ADDRESS 

 

1. On the Business Address screen, click Edit next to 
the Address Type. Business address is required to 
proceed and there can only be one Business 
Address, which cannot be deleted, but can be 
updated.   

Additional addresses can be added if needed. 

If needed, the address Country can be changed 
only in Business Information.  

2. Enter (or review and update if needed) address 
information and click Ok. 

• Address Type is defaulted to BUSINESS address. 

• Fill out all fields as needed.  
Note: If the Supplier has a PO Box, enter PO 
Box and the number in Address 1 field.  

• An address validation to the postal service will occur. The portal will 
autocorrect city, state, and zip code if two of the three are correct. 
Select the suggested address if correct and click Ok. 

3. The Address Information screen reappears, and the updated address 
displays. Click Ok. 

4. If you need to add another address, click Add new record button. 

5. Once all addresses have been added (or reviewed and updated), click Next to move to Business Size. 
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BUSINESS SIZE 

 

As optional, select the Supplier’s appropriate Business Size and click Next. 

COUNTRY SPECIFIC TAX INFORMATION 
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1. Select (or review and update if needed) the following: 

a. Tax Reporting Country.  Default value is United States. 
Note when country is not U.S., other tax information required will display. 

b. Business Entity Type 

Note if value = Others, also enter any additional information under 
Additional Tax Information section, field: Others (See Instructions on 
W9 Form).  This information should match supplier’s W9 form.   

c. Tax Document Type – auto populates based on Tax Reporting Country.   

d. Is a 1099 Supplier? Yes or No 

2. Click Edit to enter tax information and click Ok.  The portal will validate tax information entered.

 

3. If additional tax information is needed, click Add New Tax Information button.  A new window will display.   
Select the appropriate Tax Type and enter tax information.  Then, click Ok. 

4. Under Additional Tax Information, enter additional information as needed. 

5. Once all tax information has been entered (or reviewed and updated), click Next and the portal will validate tax 
information.   

Note, if tax information is invalid, the portal will provide guidance on next steps.  
For example, if TIN is invalid, a message will display. 

 

If tax information needs to be 
updated, click on the Delete 
button on the previous table 
view and click on the  
Add New Tax Information 
button to enter new tax 
information. 
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COMPANY INFORMATION 

 

1. Default Payment Terms is Net 30 Day and Payment Method is ACH.   

Update Payment Method if needed.  Click Edit, select Payment Method and click Ok.  

 

2. When done, click Next to move to (Banking) Account Information. 

Payment Method Description 

ACH An electronic transfer of funds (EFT) from one bank or credit union to another passing through the 
Automated Clearing House (ACH) network.  

Check Physical check sent by mail to the Supplier. 

Wire An electronic transfer of funds (EFT) that is a direct transfer of funds from one institution to another. 
Typically for high-value or urgent payments, such as real estate transactions, international business 
payments, or emergency funds. 

Do not select HHMI Internal Use Only options (EFT CTX and Manual Payment). 

For any questions on payment terms or payment method, email apexsupport@hhmi.org.  

mailto:apexsupport@hhmi.org
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ACCOUNT INFORMATION (BANKING) 

 
1. Click on Add Bank Account. (or Edit to review and update banking information).   

You can also click the Delete button to delete any existing banking information and then click Add Bank Account.   
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 2. Enter (or review and update if 

needed) the Banking Information for 
electronic (ACH and Wire) payments. 

• Address: The supplier address tied to 
the bank account. Each address on 
file is required to have a bank account 
assigned. Multiple addresses can be 
tied to the same account.  

• Bank Country: The country where 
the bank is located.  

Note if bank country is not U.S., bank 
information fields required will change. 

• Payment Currency: Select the 
currency for payment.  

• ABA Routing Number: A nine-digit 
code at the bottom of negotiable 
instruments to identify the financial 
institution on which it was drawn. 

Note: Banking validation will occur 
for the ABA Routing Number and 
auto-populate some banking fields. 
If failure occurs, a message will 
appear. Please verify number and 
re-enter.  

• Bank Swift Code: The code is used 
to uniquely identify banks and 
financial institutions globally. These 
codes are used when transferring 
money between banks, in 
particular for international wire 
transfers.  

• Account Number: The account number provided by the financial institution. Note, if account number is already 
entered and it needs to be updated, click the pencil icon . You will be prompted to enter the previous bank 
account number in order to update it.   

• Account Holder: The company name on the bank account, or individual permitted to access the bank account.  

• Bank Name: The name of the financial institution. 

• Bank Address – Bank Name, Street Name, City, County/District, State/Region, Postal Code where the bank is 
located. 

• Account Type: The type of banking account: Checking or Savings. 

• Remit Email Address: The email address where all Remit correspondences are submitted. Enter up to 3 Remit 
email addresses. 

• Do you have Intermediary Banking? Select Yes, if supplier is using an intermediary financial institution, a bank 
that acts on behalf of the beneficiary bank. Payments will reach the intermediary bank before being credited to 
the beneficiary. If no intermediary is used, the supplier can skip this portion. 

3. Click Ok when complete to return to the Account Information screen. 

4. Click Next to move to Document Upload. The portal will re-validate banking information. 
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DOCUMENT UPLOAD 

The Document Upload section is where all required documents will be displayed. Some documents are auto created by 
the portal and others will need to be uploaded. Make sure all documents are available on your local PC to access and 
upload to the registration.  

 

Auto created W-9 document 

For U.S. based suppliers, the W-9 will be 
shown in the document listing when a 
Supplier creates the registration.  

This was auto created as the information was 
being populated through the prior steps.  

Be sure all documents are e-signed where required. A 
warning will appear if any of the documents are not e-
signed.  

1. Click on the link, Click here to eSign for the W-9 
document. A pop-up window will appear with the 
electronic version of the document, and several 
checkboxes.  

 

2. Review the entire document.  

3. Click on Agree on each box and then Submit.  

Note: If you click the  icon on the Banking Information window without entering the banking information, the portal will display 

a message stating that accounts and banks must be valid. The portal will not allow any additional information to be entered until 
validation is complete. Once the information is available, click Edit to add the required information. The portal will re-validate and 
allow you to move forward. 

Note: For existing suppliers, you may see a 
Regenerate button to auto-create the W-9. Click on 
it if you choose and follow instructions below. 
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4. A pop-up window will display. Click Ok.  

After agreeing to the terms of the document, the Electronic Signature 
column will show the supplier’s contact who e-signed the document.  

 
Upload document 

1. On the Document Upload page, click the  button for the document to upload. 

2. On the File Upload window, populate the following information. 

a. Document Type: Select the type of document from the dropdown menu.  

b. File: Click Select and attach the document from the local desktop machine. 

c. Document Name (optional): Title the document.  

d. Expiration Date (optional): Notate if there is an expiration to the document.   
Note expiration date is required for the W-8 document.  

 

3. Click Upload File  

4. After uploading each document, it will appear in the file box. 

5. Repeat the upload process for each document required.  

Note, if a required document has not been uploaded, a warning will appear with the name(s) 
of the documents still needed.  

6. After all required (and optional) documents are uploaded, click Next to continue to Review and Submit. 

Note: If you prefer to upload the file instead, click   for the W-9 on the 

Document Upload page.  A pop-up window will appear; Would you like to delete 
this record?  Click Yes and follow steps to upload document. 

Note: The portal requires uploaded files to be under 10MB in size.  As a suggestion, if you have a file that exceeds this requirement, 
you can try and save it as a PDF file and upload it.   
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REVIEW AND SUBMIT 

 

 All sections have now been completed. All sections should have blue dots. If not, please click Previous to go back to 
the section, or click the name of the section to go to it. Note, if you update any information in any of the sections, 
you will need to proceed through all of the pages by clicking Next until you get to the Review and Submit page. 

 Click Submit to submit your registration for HHMI’s review.  Next, the home page displays and you should receive 
an email confirming the registration has been submitted for approval.  

Note, if you are not ready to submit, click Save Draft to complete at a later time.  

ACCESSING HHMI SUPPLIER PORTAL 

1. Access the link to the HHMI Supplier Portal from your invitation or onboarding email.  The Landing Page of the HHMI 
Supplier Portal displays. This is where you can log in to the portal and find links to reset your password or have your 
username and password emailed to the account on file. 

 

2. To log in to the portal, enter your username and password. (Note: If entering system-generated temporary 
password, it is recommended to copy and paste it instead of retyping it.) 

3. Click the Remember Me box to save the username. Uncheck the box if a shared or public computer is being used. 
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FORGOT YOUR PASSWORD 

1. Click Forgot your password? to have the password reset, 
and a new password emailed to the address on account. 

2. Enter User Name for the account to be reset.  

3. Enter the characters shown in box. 

4. Click on Submit to have the new password emailed to the 
account on file. 
 

FIRST TIME USER / FORGOT USERNAME  

1. Click First time user/Forgot username? to have the user name and 
password emailed to the address on account. 

2. Enter the Contact Information for the account to be reset.  
This information is required. 

3. Enter three of the four criteria shown for the Company Information. 
The TIN/FEIN/SSN is required. International users will not have the 
TIN/FEIN/SSN and will need to enter all of the criteria displayed. 

4. Enter the characters shown in box 

5. If the UserName lookup failed error message appears, reach out 
to your HHMI Point of Contact or email apexsupport@hhmi.org. 

 

 

 
 

 

SUPPLIER HOME PAGE 

 

Menu options: 

• Home – Go to Home page 

• Supplier – Supplier actions (Update profile, notes) 

• Help – User guide and HHMI resource links 

Click on your name to change password, 
preferences, or to log out. 

mailto:apexsupport@hhmi.org
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UPDATE PROFILE 

Click on Update Profile (or top menu bar: Supplier > Update Profile) to review, update, and submit any changes to the 
supplier registration profile.   

Note: 
• When you update a specific section in your profile, you will need to proceed through all of the registration pages by 

clicking on the Next button, until you reach the last page, Review and Submit, where you will click on Submit.  Any 
submitted changes will be validated and sent to HHMI for approval.  You will receive email notifications informing 
you on status.   

• If the Submit button is not clicked, any changes made through the record will not be transmitted.    

MY COMMUNICATION  

Click on My Communication (or top menu bar: Supplier > Update Notes) to read notes about the status of your 
registration/profile change and/or any comments/requests for more information from an HHMI employee. You can also 
add a note by clicking on the +Add New Record button. Enter your note and Submit. HHMI will receive an email 
notification.  

UPDATE CONTACT 

Click Update Contact to change supplier contact details (name, email, or phone). If assigning a new primary contact, 
enter their information and Submit; they will receive a login email. When prompted to complete registration, close the 
application—only the new primary contact should log in and finish the registration process.   

EMAIL NOTIFICATIONS 

The HHMI Supplier Portal sends the following registration/change notifications to the supplier to inform the supplier of 
the status of their registration. 

HHMI Email Subject Email sent to supplier when: 

HHMI – Supplier Registration/Profile Change Submitted A supplier registration is completed or profile change and has been 
submitted for approval. 

HHMI – Requesting Additional Information Additional information is needed.  Supplier is advised to log into the 
portal and update their profile and resubmit their registration or 
change. 

HHMI – Supplier Active The supplier registration or change has been approved. A vendor 

number is shared as a reference. You may receive 2 email notices. 

HHMI - Supplier Registration/Profile Change Rejected 

HHMI - Supplier Portal – Record Change Rejected 

The supplier registration or change is rejected and why. Two email 
notifications are sent. 

HHMI – Supplier Registration Reminder The supplier registration is pending completion and submission.  If no 
action in 21 calendar days, the registration will expire and no longer be 
available. 

HHMI - Supplier Record Management The supplier registration has been transferred to the supplier to 
manage.  The assigned supplier contact is provided login information 
and advised to verify supplier information. 

HHMI - Banking Information Updated Banking information is updated on the supplier profile. 
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HHMI Email Subject Email sent to supplier when: 

HHMI - Primary Contact Change for Supplier Portal Supplier is advised the primary contact has been updated and the 
primary contact is provided login credentials to access the portal. 

HHMI Documents are expiring soon Document(s) are near expiration or have expired. 

NEED ASSISTANCE? 
For questions, contact apexsupport@hhmi.org. 

Visit the Doing Business with HHMI page for resources to help you use the portal. 

mailto:apexsupport@hhmi.org
https://www.hhmi.org/about/doing-business-with-hhmi
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