Supplier Registration

Purpose: | Below are instructions for completing your registration with the University of South Florida’s (USF)
Supplier Portal.
| Steps | Supplier Registration |
1
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2 Once you click the Register Now link in the email, you will be brought to the welcome page for the
supplier registration. Please click Continue with Registration, you will then be taken to a page where you
can create your account and set up your login information.

3 Complete all fields that have the star symbol next to them and click Create Account.
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4 The next page will appear for you to enter with your newly created password and select “Login”.

Next, choose a method of delivery to receive a One-Timng verification code.
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12 You will need to enter fulfillment, physical and remit to addresses in order to proceed. The remittance
address is where payment will be sent and must match the remit to address on your invoices. The
address provided on the W9 must be included as an address in this section.
ROCKY T BULL Addresses ?
Registration In Progress for
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13 Click on the Add Address button. Enter line one of your address as the address label. Check all address

types that apply to the address you will be entering and click Next.
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16 If contact information was not provided on the previous page you will be required to provide a
remittance contact. Additional contacts may also be added.
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21 To receive payments by ACH complete the following information. For Payment Title enter a descriptor.
This can be anything that is meaningful to your business or can simply be the payment method. ACH is
the only option for Direct Deposit Format.

22 For wire transfers the following information is required. The requirements will be different based on the

country your bank is located in. For Payment Title enter a descriptor. This can be anything that is

meaningful to your business or can simply be the payment method.
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