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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. o ¥ Supplier Home Page

Welcome: UofSC Supplier Portal User Registration

Step 2: Click the link in the invitation to
enter the Supplier Self-Service Portal. 7

[ ]
el
—
Welcome Guest

Welcome to the University of South Carolina Supplier Portal

View Registration Options,

Announcements FAQs | Contact Us

7 joy

: PN

0 Announcements Get helpful information here
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Step 3: Click the Welcome tile to view
additional information and an initial
greeting from the university.

Welcome: UofSC Supplier Portal

Welcome Guest
Welcome to the University of South Carolina Supplier Portal

»

< Supplier Home Page UofSC Supplier Portal

South Carolina

Welcome to the University of South Carolina Supplier Portal! This secure self-service system allows our invited business partners and
current UofSC suppliers access to do the following:

« Create a registration and maintain an online profile

+ Add and update business information, including addresses and contacts
- Enroll in payment programs, such as ACH (direct deposit)

+ Request a user ID

When creating a registration or updating a supplier profile, any field marked with an asterisk requires a response, and you will not be
able to move forward until the field is completed.

Once you have successfully submitted your registration, it will be reviewed by the UofSC Supplier Team. Upon approval, your profile
will be created. You may update it at any time via the change request icon, by clicking on the appropriate section name, making the
necessary changes, and returning to the Submit screen to resubmit your profile.

Please note that it is the preparer's responsibility to ensure information is accurate and current. Knowingly providing false
information may result in disqualifying you or your company from doing business with the University of South Carolina.

Introduction to the Supplier Portal
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Step 4: Click the User Registration tile
to register as a new supplier or request a
User ID.

User Registration

@)
R
/F

View Registration Options.

< Supplier Home Page User Registration

Domestic Supplier Request

Are you a new supplier? Register here as a U.S. (Domestic) supplier.

Register now

International Supplier Request

Are you a new supplier? Register here as a foreign (International) supplier.

'Q‘ More...

Register now

User ID Request-Domestic

Already a UofSC Supplier? Request a user ID here as a U.S. (Domestic) supplier.

I >, More...

Register now

User ID Request-InternationalA
Already a UofSC supplier? Request a user ID here as a foreign (Intemational) supplier if you have a foregin tax ID number.

-A . More...

Register now

User ID Request-InternationalB
Already a UofSC supplier? Request a user ID here as a foreign (Intemational) supplier if you have a U.S. tax ID number.

‘, — More...
=)

Register now

»
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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.

Announcements

(3

0 Announcements

<€ Supplier Home Page

Announcements

»
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FAQs | Contact Us

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 Get helpful information here.
in the FAQs, reach out to the university
using the contact details provided. < Suppier Home Page FAQs and Contact Us

View by Category | EXIRNNNNN

Note: The FAQs in the guest portal are
for suppliers new to the university. Generstnformation

- What is a domestic supplier?

* What is an infemnational supplier?

= What information will | need to request a user ID for a domestic supplier?

= What informafion will | need to request a user ID for an international supplier?

* What information will | need to register as a domestic supplisr?
* What information will | need to register as an internafional supplier?

How do I?

* How do | request a user ID if | am a domestic supplier?

* How do | request a user ID if | am an international supplier?

* How do | request a user ID if | am an international supplier and do not have a foreign tax 1D or U.S. tax 107
» How do | register as a domestic supplier?

* How do | register as an international supplier?

Didn't find what you were looking for? Contact Us

General Information

What is a domestic supplier?

A domestic supplier is a U.S, ciizen, resident alien, or U.S. organizationfentily, This includes U.S. students
receiving a payment other than reimbursement such as a stipend or award.

What is an international supplier?

An international supplier is a non-U.S. cilizen, nonresident alien individual, or foreign organizalion/eniity. This
includes infernational students receiving a payment other than reimbursement such as a stipend or award

What information will | need to request a user ID for a domestic supplier?

To request a user ID for a domestic supplier you will need the follovring
* Valid ten digit supplier ID

* Tax ID number (SSN or FEIN)

* Valid email address

What information will | need to request a user ID for an international supplier?

To request a user ID for an inlernational supplier you will need the following:
* Valid ten digit supplier ID GotoTop A
T —
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Step 7: As a registered Supplier, click the Sign In
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 SOUTH CAROLINA v Supplier Home Page

future cha nge req uests. Sign In Welcome: UofSC Supplier Portal User Registration

i ¥
4:] Welcome Guest *#

Welcome fo the University of South Carolina Supplier Portal

View Registration Options.

Announcements SONAD

User ID ||User ID

N
‘é} Password | Password

O Enable Screen Reader Mode

0 Announcements
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University of South Carolina

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.

Manage Profile

4

Update your Registration and Profile

< Supplier Home Page

9——\ Domestic Change Request

i International Change Request

Manage Profile

Supplier Change Request Selection

Select Supplier

“Supplier

GRAND VALLEY STATE UNIVERSITY v

Create New Request

Pending Change Requests

Supplier ID

m 0000040290

Name Request ID

GRAND VALLEY STATE UNIVERSITY CHGO0000001

New Window | Help

Change Status Date

Pending Approval  07/10/2020

av

Personalize Page

0000040290 GRAND VALLEY STATE UNIVERSITY CHG0000007 Pending Approval ~ 07/14/2020

0000040290 GRAND VALLEY STATE UNIVERSITY CHG0000004 Pending Approval  07/13/2020

0000040290 GRAND VALLEY STATE UNIVERSITY CHGO0000011 Pending Approval  07/16/2020
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