Supplier Onboarding Process

Submission of a supplier request does not immediately activate the supplier.

The supplier will complete the onboarding process which may include:

Company Overview
Business Details
Contacts, including:

o Fulfilment Contact

o Physical Address

o Remittance Address
Diversity Information
Tax Information
Additional Requirements

Suppliers performing work on campus may be required to provide a Certificate of
Insurance (COI) as part of the registration and approval process.

Direct deposit enrollment is required for all domestic suppliers.

If a supplier indicates that they cannot accept direct deposit payments, the
registration will be routed through workflow to Accounts Payable for review and
approval prior to supplier activation.
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Browse the topics below to learn more about registering and 1o begin the registration process:

1. The registration process should take less than 3 minutes!
Welcome 2. Click the "Continue with Registration” button below, to begin the registration process.
3. Ensure all the required fields and sections are completed.

Company Overview A
Business Details A If you are a Small Business Enterprise (SBE) or Small/Minority Business Enterprise (SME), please be prepared to upload documentation verifying your certification or business
Addresses A |
Contacts A Required to Start Registration
e v Legal Company Name * Order, Law and
Diversity A
v

Tax Information

“ Required to Complete Registration Get Started » Save Changes

e Supplierregistrations may undergo some or all of the following reviews:

Workflow Purpose Review Owner
OFAC Check Federal sanctions screening Automated/System
Duplicate Supplier Review Prevent duplicate supplier records  Procurement

TIN Validation Verify tax ID and legal name Automated/System

Diversity Verification Validate diversity certifications Procurement
Nonresident Alien Tax Review Tax compliance review Accounting
Direct Deposit Review Banking and payment method review Accounts Payable

Once approved, the supplier will be available for use in OWL Buy.
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