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Introduction to 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 introduces all the tiles found within the Supplier 
Portal. 

Processing Steps Screen Shots 

 
 
Step 1: You should have received an email 
invitation to register or request a User ID 
from a UofSC Supplier Liaison.    
 
Step 2: Click the link in the invitation to 
enter the Supplier Self-Service Portal. 
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Step 3: Click the Welcome tile to view 
additional information and an initial 
greeting from the university. 
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Step 4:  Click the User Registration tile 
to register as a new supplier or request a 
User ID. 
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Step 5: Click the Announcement tile to 
view a list of announcements from the 
university. Each time an announcement 
is added the page will  display a count of 
the announcements listed. 
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Step 6: Click the FAQs and Contact Us 
tile to view the Frequently Asked 
Questions containing information 
around various topics pertinent to the 
way you interact with the university. For 
specific questions that may not be listed 
in the FAQs, reach out to the university 
using the contact details provided. 
 
Note:  The FAQs in the guest portal are 
for suppliers new to the university. 
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Step 7: As a registered Supplier, click the 
Sign In tile to update supplier 
information such as a remit address, 
additional contacts, and payment 
information. 
 
To sign in, use the User ID and Password 
received during registration, or when a 
User ID was requested. You will be 
prompted to create a new password that 
is easy to remember and can be used for 
future change requests. 
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Note: When a supplier signs in, the FAQs 
are specific to current suppliers 
requesting to make changes to the 
information currently in the system. 
 
Step 8: Click the Manage Profile tile to  
to start a new supplier change request 
or select an existing request to continue 
the change request process for a 
domestic or international supplier. 

 
 
 
 
 
 
 
 
 
 

 


