
 
Request New Supplier 

 

Documents Required 
 

• Contact supplier and request they provide a completed Form W-9. Form W-9 is available on the 
Finance-Purchases and Payments-Forms webpage. 

 
• If the supplier will be used to place orders for items, request they provide their order email or fax #. 

 
 

Complete Request Form 
 
• In the Non Catalog Suppliers/New Suppliers - Forms section of the  menu click on New Supplier 

Add Form. 

 
 
• Enter information requested in the New Supplier Add Information section (required fields are indicated 

and have an *). 

 
• Attach scanned Form W-9 in Internal Attachments section by clicking on . 
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• Next to Available Actions at the top right corner and click Add and go to Active Cart
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