
New Supplier  
Registration (Business)  

Welcome, new supplier!  
 
Before you begin the registration process, please be sure to have the following documents 
available: 
 
1) Banking information—provide ONE of the following: 

• Image of a voided check  
• Bank statement with your (business) name, bank name, and account number (all 

other information may be redacted) 
2) A copy of your W-9 form 
 
Please note: UF requires payment to suppliers via ACH or ePay.  
 
To begin registration, navigate to the UF Supplier Portal home page and select “New Supplier 
Registration.”  
 
 
 

 

IMPORTANT: This application is for DOMESTIC (U.S.) SUPPLIERS ONLY. International suppli-
ers should not complete the application and must reach out to payroll-services@ufl.edu 
for assistance.  

https://supplier.ufl.edu/psc/ps_sup/SUPPLIER/ERP/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL?NB=Y&
mailto:payroll-services@ufl.edu


Step 1 

Select US Company (EIN) 

Step 2 

Enter your EIN/TIN with no hyphen 

Your company name 

Leave blank if you do not have a DBA 

Select “Outside Party” 

Leave blank if you do not have a website 

Attach your W-9 here. If you need a  
W-9, click “W-9 Form” to download, 
then complete and attach. 



Step 2 (continued) 

Enter email address for the UF department contact you are working with 

Select “No” in drop-down if NO UF employee has an 
ownership interest of 5%. 
 
If “Yes” is selected, you must answer the three COI 
questions below. 

If you have any of the certifications or insurance 
documents noted in this section, please attach 
them.  
 
If you do NOT have  any certifications or insurance 
information to include, please do not enter any-
thing in this section and continue with the registra-
tion process.  
 
Small businesses should attach their small business 

Add UNSPSC 

Please note the UNSPSC entry is optional. UF departments may use the codes to locate 
suppliers who offer specific goods or services, so it is recommended that you add the 
UNSPSC code(s).  
 
 
To select a UNSPSC, click the magnifying glass and a pop-up list should appear. Click 
“Look Up” for the list of codes and select the option that corresponds to the type of 
good or service you provide.  You may select all that apply.  

Enter your UF departmental contact’s email address 



Step 3 

Enter your mailing address and phone number.  
 
If you have a remit address, include it by clicking on 
“Remit to Address” below and enter the remit address. 

Step 4 

Select “Add Contact” to enter your contact information and user profile information. 



Step 4 (continued) 

Enter your contact information in this section. 
 
Name, email, and phone number are required. 

Choose your supplier User ID and password. The User ID must begin with SUP. 
 
Retain your User ID and password for future reference. You will use these to login 
to the Supplier Portal if you need to make changes or update your supplier infor-
mation. 
 
You will also need to select a Password Hint and Hint Response. 



Step 5 

Default is Net30. Do not change this field. 

Use the drop-down 
menus and select 
your “Primary Ad-
dress.” 

Enter your email address. 

Select “Direct Deposit” from drop-down.  

Enter your email address here. 

Leave blank if you do not have a fax number. 

Enter your bank’s name. 
Select account type 
from drop-down.  

Enter your routing number here. 

Enter your bank account number here. 

IMPORTANT! You must attach an image of a voided check OR a bank statement showing your busi-
ness name, bank name, and account number. All other information can be redacted.  



Step 6 

Confirm your email address(es) are correct. 

Review the Terms of Agreement and click the box to accept.  
 
Click “Submit” to submit your registration. The UF Supplier team will  email you directly with 
any questions, if needed.  Thank you for submitting your registration! 


