
 

   

   

                                                                                                              

   
 

 
              
           

              
               

      

          

            
          

           
    

 

  
       

 

    
              

              
         

            
            

             
  

SUPPLIER: ONBOARDING PROCESS 

Introduction 
The Supplier Onboarding Process is the external vendor process used to convert a vendor 
into an approved supplier, enabling access to the Workday Supplier Portal. 

This job aid is designed for external suppliers and explains how the onboarding process 
works, including the actions Suppliers must complete based on whether they are part of a 
Portal-managed onboarding or a Non‑Portal onboarding. 

The onboarding path depends on how the Supplier is initiated: 

 Portal Suppliers will begin the onboarding process through the eRSP system, 
where Procurement initiates the request and drives the initial steps 

 Non‑Portal Suppliers will be onboarded directly through Workday (WD), without 
using the eRSP system. 

Security Roles 
- Supplier – External Supplier Portal User. 

Onboarding Process for Portal 
1. External vendors that have not previously done business with DWP may receive a 

supplier registration link directly from SCS. Use the link provided to access the DWP 
Vendor Self‑Registration landing page and begin the registration process. 

2. Alternatively, vendors can access the registration page by performing an online 
search. Enter “LADWP vendor self-registration” in the search engine and select the 
result that directs you to the DWP public vendor self‑registration landing page, as 
shown below. 
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3. Clicking in the “Learn more about eRSP” hyperlink will redirect vendors to eRSP 
landing page (https://ersp.ladwp.com/open.dll/welcome) 
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4. The eRSP self‑registration process consists of five steps, all completed by filling out a 
registration form. 

a. Contact Information: enter and complete vendor contact details. 
b. Commodity Profile Selection: select the commodity of commodities that best 

describe the goods or services offered. 
c. Location Information: identify the geographic areas where the vendor would 

like to do business. 
d. Business Class Selection: select the business clasification that applies to the 

company. 
e. Company Information: provide company details, including BTRC number, 

5. After completing all five steps, vendors review the information entered and submit the 
registration. 
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6. Once vendor self-registration is submitted: 
a. VLC would look to see if the vendor doesn’t exist already in the system. If so, 

then this new registration would be treated as an affiliation to the existing 
supplier account in eRSP. 

b. In some cases, a new Branch location of the company would be created under 
an existing supplier profile in eRSP. 

c. The Vendor Authentication team validates the vendor’s financial stability and 
historical business transactions with other companies, by reviewing and 
authenticating both within eRSP and outside eRSP (external systems/sites such 
as Dun & Bradstreet and California State website). 

7. At the end of this process VLC would authenticate the new vendor registration in 
eRSP. 
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8. After vendor registration authentication is complete, the vendor can then participate in 
DWP’s procurement bidding process. Once the vendor submits a bid for an 
opportunity, then SCS Buyers will evaluate all presented bids and select a particular 
vendor’s bid. The Buyer would then start communicating with that vendor to initiate the 
procurement process, by requesting the vendor’s W-9, Child Support form etc. The 
Buyer will also start creating a draft PO for the award. 

9. At the end of the draft PO creation step, the vendor is deemed to have gotten 
promoted to a supplier status and the trigger to send the vendor data from eRSP to 
WD happens at this stage for the WD supplier account to get created. 

10.Once the Workday account is created the supplier will receive an email notification 
with instructions to log in to Angeleno and will use those credentials to access the 
Workday Supplier Portal. 
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11.The first time the Supplier accesses the portal, they are required to upload the W-9 
and Child Support documentation. 

12.DWP reviews the submitted documentation. Once approved, the supplier profile 
becomes an active supplier record in Workday. 

Onboarding Process for Non-Portal (Workday only) 

The onboarding process for non-portal suppliers is handled by LADWP. 
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