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Onboarding in the Apex Supplier Portal
Use this guide to register in the Apex Supplier Portal

The Apex Supplier Portal is an 
online tool that suppliers use to 
maintain company financial 
profile information and check 
invoice and payment status. As 
suppliers are onboarded, they 
are invited to the Apex Supplier 
Portal by Chick-fil-A. Suppliers 
will receive an invitation to 
register via email.

Suppliers have 10 business days 
to complete registration. 

Suppliers must register and 
receive credentials to the Apex 
Supplier Portal PRIOR TO 
submitting any invoices to 
Chick-fil-A.  Chick-fil-A cannot 
make payment to a supplier 
unless registration is complete.

The registration email should be 
directed to whomever has 
access to the financial 
information for the supplier’s 
business, such as an accountant 
or controller.

Follow the instructions in the 
email to begin the registration 
process.
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On the home screen you will see a place to type in the username 
and password in the top right of the screen. 

Enter the username and password provided in the email invitation, 
then click Log In.

On the next screen, you will see additional security settings that must be 
established.

Enter the authentication code that was sent to your email. This establishes 
two factor authentication on the account.

Choose security questions and type in your answers.

These two steps ensure the account stays secure.
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Establish your password.

Once Step 1 and 2 are complete and the submit button is clicked, a new pop-up 
screen will appear that tells the supplier that they will need to create a new 
password.

Passwords in Apex follow specific requirements. After entering the provided 
password from the original email into the current password field, you will 
create a new, unique password for the account.

On the next screen, select the 
supplier country of residence 
and click Submit.
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On the next page is the Chick-fil-A privacy notice. Read this notice and check 
the Agreement box.  Then click Submit.

The types of information that will be needed to update the profile are on the left side of the 
screen. You will need to go through each screen, ensuring that any information with a red 
asterisk is completed.

Read the Terms of Use and click the box indicating you’ve read them.  Click Next to proceed.
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You may click Save 
Draft to save and enter 
data at a later time.
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On the General Business Information page, you will see pre-populated 
information.  Verify the supplier name is correct and click Next.  If the supplier 
name is not correct, update to the correct supplier name.

For the Business Address section, you must enter at least one physical address and one 
remit address. Click the Edit button next to each of the items and enter the address 
information on the pop-up screen.
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For the Supplier Contact section, you must have at least one primary contact.  
You will see your name pre-populated in this section.  You MUST click the Edit 
button and complete the information in the pop-up screen in order to proceed.

You may also click Add new record to add more users to your account.  This can 
be used for users who may need to review invoice and payment status but may 
not need to see banking information.

On the pop-up screen, you must select an Address. Click the Edit button and enter the 
phone number for the specific contact.  Click Ok.
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On the Country Specific Tax Information page, complete all fields with a red 
asterisk.

When you select the Tax Reporting Country, you will see specific tax information 
that is required in the “Add New Tax Information” section.  You must complete 
the information by clicking Edit.

Make sure that the Validation column indicates OK before proceeding.  If it does 
not say OK, you may have entered incorrect tax information.

As you scroll down, you may see additional information required.  Complete any 
required information that is indicated with a red asterisk.  Then click Next to 
proceed.
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Complete the California Withholding Questions.  Click Next to proceed.
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Based on the questions you’ve answered, you may need to either upload or 
eSign a document.  Under the Electronic Signature, click to eSign.  Once 
signature is complete, click Next to proceed.
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On the next screen, click Submit.  Once you click Submit, you will receive an 
email stating your registration is complete.

You are now registered and credentialed in the system and can being submitting 
invoices.


