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Today’s Agenda
• Supplier Onboarding Updates
• What is Supplier Onboarding
• Supplier Liaisons
• Searching for a Supplier in PeopleSoft
• Invitation Letters
• My System Profile – Business Email Check
• New Supplier Registration Template Letter
• Self-Service Portal

– Supplier Onboarding Form
– Registration/ Approval Workflow
– New User ID Request Template Letter

– User ID Request
– Change Request

• Cash Custodians
• Student Reimbursement Process
• Resources
• Contacts



Supplier Onboarding Updates
• Went live with “Forgot My Password” functionality on 

July 21, 2022.

• Suppliers can now reset password through self-service 
portal.

• Supplier Team will no longer reset passwords.

• For suppliers with a user ID prior to July 21, 2022, 
that has forgotten password will need to request a 
new user ID and set password questions at that time.



What is Supplier Onboarding
• An online supplier registration system that gives 

potential suppliers access to self-service registration 
and change requests through a supplier portal in 
Finance PeopleSoft. 

• The self-service portal allows:
– Potential suppliers to register 
– Current suppliers to request a User ID 
– Registered suppliers to complete a change request

• Provides specific forms for domestic 
(business/individual) and international 
(business/individual) suppliers

• The system includes email notifications and approvals 
at the department and Supplier Team levels.

• Go live date was Monday July 27, 2020.



Supplier Liaisons
Supplier Liaisons are responsible for:
• Determining if a supplier is already in our system
• Sending the link to the Supplier Portal in an email 

invitation to potential and current suppliers
• Approval of Supplier Registration at department 

level
• Being familiar with the Registration and Change 

Request forms
• First level of contact for all initial supplier set up 

and their questions



Searching for a Supplier in Peoplesoft
Navigation: Main Menu > Suppliers > Supplier Information > Add/Update > Review Suppliers



There are 2 invitation letters.  Which 
one should I send?



My System Profile – Business Email Check
Navigation: Main Menu > My System Profile

1. Workflow Attributes – check both Email 
User and Worklist User, giving you the 
option to approve Supplier registrations 
both ways.

2. Business Email – Be sure to have your 
business email populated here as the 
primary email account. All supplier related 
emails will go to this specific email.

3. Save Changes – Click the Save button to 
save all changes made on this page.



New Supplier Registration 
Invitation Letter



Supplier Onboarding Self-Service Portal
Potential Suppliers that are not currently in the system will use the applicable invitation letter sent to 
them by the Supplier Liaison to enter the self-service portal where they will Create an Account and 
complete a New Supplier form.  *NOTE ABOUT REQUEST MORE INFO*

Current Suppliers that are in the system but do not have sign in credentials will use the applicable 
invitation letter sent to them by the Supplier Liaison to enter the self-service portal where they will 
Create an Account and complete a Get User ID form.   

Once a Potential Supplier or Current Supplier has sign in credentials, they will Sign In and complete a 
change request from the Manage Supplier Information tile.

Use the Supplier Homepage to access various pages on the portal, by clicking a tile.



Supplier Registration Form
Navigation: Supplier Home Page > Create an Account (New Users) > New U.S./International Supplier Request

Use the Supplier Registration Request form to enter the details to register as a Supplier. You will need 
your Tax Identification Number (US or Foreign) and electronic copies of a W-9, W-8BEN-E, W-8BEN, or 
8233 in order to register. Select a form based on whether the supplier is Domestic or International. 



Which tax form should my 
supplier use?

• U.S. Citizen: W-9.
• International individual providing service OUTSIDE the 

U.S.: W-8BEN
• International Individual Providing Service INSIDE the 

U.S.: Form 8233
• International Business Entity: W-8BEN-E



Approval Workflow
• All new Supplier Registrations will be approved first at 

the Department level and then a final approval made at 
the Supplier Team level. 

• Departments are responsible for denying the 
registration if they are not familiar with the supplier or 
do not intend to do business with the supplier.

• Departments will not request more information, only
the Supplier Team will Request More Information.

• All new User ID Requests will be approved by the 
Supplier Team only. These are current UofSC suppliers 
that need access to their profile on the self-service 
portal to make changes to the information already in the 
system.



Supplier Approval - Department
Navigation: Main Menu > Worklist or Click the link in the email (Just be sure you aren’t logged into HCM as 
you cannot access both Finance PeopleSoft and HCM simultaneously)

Use the Manage Request Approval page to manage approvals for registration of new suppliers.



New User ID Request Invitation Letter

*NOTE ABOUT SUPPLIER ID*



Supplier User ID Request
Navigation: Supplier Home Page > Create an Account (New Users) > Get User ID – Active Supplier / Current 
Int.

Use the Get User ID form to request a user ID and/or request additional user IDs for individuals in your 
organization. You will need your Supplier ID and Tax Identification Number in  order to request a User ID. 
Select a form based on whether the supplier is Domestic or International. 



Supplier Change Request
To create a Supplier Change Request, all registered Suppliers will be required to Sign In.

Reminder: To receive a User ID and Password, a potential supplier will need to register as a 
New Supplier while a current supplier will need to Get User ID.



Supplier Change Request
Navigation: Supplier Home Page > Manage Supplier Information > Domestic/International Change Request

Use the Supplier Change Request form to start a new supplier change request or select an existing request 
to continue the request process. Select a form based on whether the supplier is Domestic or International. 



Cash Custodians
A Cash Custodian Supplier is any employee that needs a cash advance or 
is a custodian for a petty cash and/or change fund.  This form is also to 
be used for students needing a travel advance. 

The current process is still in effect. Complete the form and email to 
apsupplr@mailbox.sc.edu. Be sure to include support documentation.

Employee or Student Information –
Ensure this is a UofSC mailing address.

Select the type of custodian.

Complete only for petty cash and 
change fund custodians.

Department Information –
Department Contact, Department 
Approval and date.

mailto:apsupplr@mailbox.sc.edu


Student 
Reimbursement Process

Student Non-employees
• Student non-employees will no longer be setup up as a supplier in 

PeopleSoft. Instead, departments will use a new Student 
Reimbursement form for any reimbursements to student non-
employees and send these forms to Accounts Payable using the AP 
Upload mailbox, apupload@mailbox.sc.edu. Accounts Payable will 
then enter these reimbursements into PeopleSoft as a single pay 
supplier.

• For reportable expenses such as stipends and fellowships, 
students will be required to use the new Supplier Onboarding self-
service portal to register as a supplier to receive a supplier ID. The 
department will then use Payment Request for payment. 

Student Employees
• For all non-travel expenses, use the Travel and Expense module to 

reimburse student employees for expenses related to the work 
they do at the University. 

mailto:apupload@mailbox.sc.edu


Student
Reimbursement Form



Where to Find Resources



Contacts



Questions




