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How to create a change request for an International Supplier using the Supplier Self-Service Portal:
This guide is intended for external suppliers wishing to do business with the University of South Carolina. The job aid outlines the necessary steps for a supplier to
create a change request in the University of South Carolina’s Supplier Self-Service Portal.

Processing Steps Screen Shots

Receive an email invite to request a User SOUTH CAROLINA + Supplier Home Page

ID from a UofSC Supplier Liaison. Training | FAQs | Contact Us Welcome: UofSC Supplier Portal Announcements

The approved User ID received in an C%? i‘D \\\
email and the password created when ) Weltorm Brest ¢ <
completing the Request a User ID form Welcome to the University of South Carolina Supplier Poral

will be used to sign in when a change Get helpful informalion here. 0 Announcements
request is needed. Solicitation Opportunities Notice Of Intent to Award User Registration Sign In

T e 1 \ [ ]
Step 1: On the Supplier Home Page, click ,T., i R o i ‘_\/..
the Sign In tile to sign in, using your User r ‘ ’

ID and password.

12 opportunities 03 Notices in 90 Days View Registration Options.
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Step 2: Enter your User ID and p— — .
Password. SOUTH CAROLINA v Sl R PR

Training | FAQs | Contact Us Welcome: UofSC Supplier Portal

Announcements

Step 3: Click the Sign In button. % °

ﬂ (f\m
|
‘ Welcome Guest
Welcome to the University of South Carolina Supplier Poria

Get helpful information here. 0 Announcements

Solicitation Opportunities UserID |SCS41738116

o Password esessssss
D e
\' [J Enable Screen Reader Mode
12 Opportunities
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Notice when you sign in, the Manage ,
N . SOUTH CAROLINA v Supplier Home Page
Profile tile is now available. ‘
Training | FAQs | Contact Us Welcome: UofSC Supplier Portal Announcements
Step 4: Click the Manage Profile tile to G%@ ﬂ \\\
¢

begin the change request.
g g q - Welcome Joan Robbins h ¢

Welcome to the University of South Carolina Supplier Portal

Get helpful information here 0 Announcements

Solicitation Opportunities Notice of Intent to Award | Manage Profile 0 Awarded Solicitations

¥ 2 it

0 Award(s) in 90 days
0 Non Award in 90 days

12 Events 29 Notices in 90 Days Update your Registration and Profile
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Step 5: Select International Change
Request.

Note: If you have pending change
requests, the first page you will see is
the Supplier Change Request Selection
page. If necessary, review the list of all
pending change requests. If you do not
need to review the pending change
requests, click Create New Request to
move on to the Welcome page.

For this example, the supplier has no
pending change requests.

Step 6: Begin the change request
process by reading the Welcome text,
then click the Next button to move on to
the Supplier Profile.

< Supplier Home Page

Manage Profile

| Domestic Change Request

[ = = = =
Ig:‘ International Change Request Welcome Supplier Profile Addresses Contacts Submit
Exit | save for Later < Previous Next » |
Welcome Douglas Bailey B Review Changes

( NICOLL LIMITED)

Welcome fo the University of South Carolina international supplier change request portall
This portal permils you to submil for approval changes about your company such as address, contact infermation, and payment information. Upon receipt, your changes

will be reviewed by our Supplier Team before they are applied to your profile. Please allow a minimum of three business days for your requested change o be approved

Use the navigation buttons "Next" and "Previous" fo move between sleps. Use the "Save for Laler” bution to finish change request al a laler ime. Once you have provided
all the required information, use the "Submit™ button to complete your change request. You will receive an email confirmation shorlly after submittal. Should we need any

additional information, a member of our team will contact you. If you have any questions, please contact apsupplr@mailbox. sc edu
u ﬁ}c 6 Review Changes
Exit | save for Later 4 Previous m
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Step 7: Click the expand arrow to view
and answer the profile questions.

It is important to note that the first time
you answer these questions, the same
responses default when you create
additional change requests. Be sure to
always read each question carefully to
ensure they are answered appropriately
for that specific request.

If you are an International Business
Supplier, attach an updated W-8BEN-E.

If you are an International Individual
Supplier, attach an updated 8233 if
receiving compensation for a personal
service performed in the U.S., otherwise
attach a W-8BEN.

Step 8: Click the Next button to move
on and add or edit an address.

Help
El ! ml m |
Lk 1) T L d
Welcome Supplier Profile Addresses Contacts Submit
Exit Save for Later 4 Previous | Next »

Supplier Profile for NICOLL LIMITED

b&—- Review Changes

This portal allows you to update general information such as address and contact information. If your U.S_ (SSN), (ITIN), (FEIN) or name has changed, please exit this

application and contact us via email at apsupplr@mailbox.sc.edu for instructions.

Unique ID & Company Profile

*Supplier Name  NICOLL LIMITED

Expand All Collapse All
» Additional ID Numbers

* Profile Questions

*4} If you have a U.5, Social Security Number (55N}, Individual Taxpayer Identification Number (ITIN), or U.S.
Tax ID Number (TIN) has it changed or has your name changed? If yes, please exit this applicafion and
contact the Supplier Team at apsupplr@mailbox.sc.edu for further instruction.

OYes
@No

*2) If you are an individual, pleage attach an updated form 8233 if you are receiving compensation for
personal services performed in the United States, otherwise attach form W-8BEN. If you are an
organization / entity, please attach an updated form W-8BEN-E.

Please note that the W-8BEN, 8233, or W-8BEN-E expires at the end of the third year from the date that the
form was signed.

Attachments (1) Add/View Attachments

» Comments

Exit | Save for Later

l'[g-. Review Changes
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2 O Ll 1] i i
Step 9: Click the pencil icon “ to edit Welcome Supplier Profile Addresses Contacts Submit
an eXIStlng address' — ’ Exit ‘ SaveforLater | | < Previous ‘ Next »
To add a new address, click the Add New Addiesses for NIE “f. Review Changes
Address.

If your primary or remit address has changed, please ensure fo attach
the “Supplier Profile” tab prior to updating any addresses below.

For this example, we are updating the

Re m it a d d ress Description Address Line 1 Change Action

TAX/REMIT 62 SHAFTESBURY AVE, 1ST FLOOR .

Remit Address: If applicable, checks will

-8BEN, W-8BEN-E, or 8233 in

Change Effective
Da

be sent to this address. ORDER ATTN: INHOUSE BOOKING 7
| Add New Address
m ‘P& Review Changes
Exit Save for Later ‘ & < Previous | ‘ Next »
Change Request for an International Supplier 6 3/25/21
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Step 10: Update all of the necessary
fields. An email address is required.

Step 11: Add a new phone number.

Step 12: Click OK.

Address Information for TAX/REMIT

o

O rRemove Address

Address Information

Description | TAX/REMIT

Country |GBR Q| ypgeq Kingdom
Address 1 | 48 Gracechurch Street

Address 2

Address 3

City | LONDON

Post Code | EC3VOEJ

County Q

Email ID | JOANNEC@mailbox.sc.edu

Phone Information

Pnons Type Location Prefs

Telephone

Help

I Business Phone ~ Joanne Callahan

| 803-777-7777]

Extansion Ramava
” | 0O

| Add Phone |

Approv es Take Effect: ©Approval Date
O Future Date
OK | Cancel ‘
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Step 13: Notice the Remit Address is =
edited . . = - e
) Welcome Supplier Profile Addresses Contacts Submit
. Exit Save for Later | < Previous Next » |
Step 14: Click the Next button to move J| | |
on to Contacts. 4
Addresses for NICOLL LIMITED "B+ Review Changes
If your primary or remit addi has changed, please to attach a new W-8BEN, W-8BEN-E, or 8233 in
the “Supplier Profile” tab prior to updating any addresses below.
Description Address Line 1 Change Action Gharige Chfective Edit
TAX/REMIT 438 Gracechurch Street Update 07/23/2020 4
ORDER ATTN: INHOUSE BOOKING 4
| Add New Address
m k iew Changes
4
Exit \ ‘ Save for Later ‘ ‘ < Previous [ Next » I
Change Request for an International Supplier 8 3/25/21
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Use the Contacts page to add additional
contacts or edit existing contacts.

Use the pencil icon E?A%N
information for an existing contact: -

Use the Add New Contact button to add
an additional contact.

Step 15: Click Next to move on to
complete and submit this change
request.

[~ 1 m ]| =
- J - [_] L
Welcome Supplier Profile Addresses Contacts Submit
Exit | Save for Later | < Previous ‘ Next »

Contacts for NICOLL LIMITED "B Review Changes

Add new contact or select the penciti to edit the details for an existing contact.

m request a supplier user ID.

If a new contact needs access to maintain your profile, please

Change Effective

Name Address

Na::o Polo

I Add New Contact l

n b&:. jew Changes
Exit |  Save for Later ‘ ‘ < Previous Next »

Change Action

Change Request for an International Supplier 9
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Step 16: Check to make sure the change
t ications are going to @ @ d d L]
reques communlca g g Welcome Supplier Profile Addresses Contacts Submit
the approprlate contact.
Exit ‘ | Save for Later < Previous | Next »

Step 17: Add a comment describing the Review and Submit Changes for NICOLL LIMITED
change.

Review and confirm your changes before submitting

Use the "Review" button to review changed information.
Step 18: Select the box to confirm that Use the "Submit" button to submit your change request.
yOU have reviewed your Changes. Email communication regarding this request will be sent t

Baileydk@mailbox sc.edu
Step 19: Click the Submit button. *UofSC type e —

Please describe your changes | Updated the remit address.

1 8 228 characters remaining
Note: You can click the Review button to | | check if you have reviewed your changes 19
review the registration information. Click ﬂ | Review Withdraw | submit |
the pencil icons within the review page
to make any necessary edits. T e R —
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The supplier change request has been
submitted.

All Supplier Change Requests will be
approved by the Supplier Team.

You will receive an email informing you
the change request has been approved
or additional information is needed.

Thank you for keeping your
supplier information current and
we look forward to continuing to
do business with you!

Supplier Change Request Submit Confirmation

Pending Approval

Qf You have successfully submitted your Supplier Change Request
Your Change RequestID CHG0000022

Any email regarding the request status will be sent to:

Baileydk@mailbox_sc.edu

Return to Supplier Change Request Selection Page

Ai‘,l Return to Supplier Home Page
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