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Supplier Registration 

  

 
 

Purpose: Below are instructions for completing your registration with the University of South Florida’s (USF) 
Supplier Portal.  

 
Steps Supplier Registration 

1 When an USF department invites you to register for the supplier portal, you will receive the following 
email from suppliersetup@usf.edu. 

 
You must use the Register Now link contained in the email to access your profile. If you do not receive 
the link, please contact suppliersetup@usf.edu. If you start your registration, but need to come back to it 
at a later date, you can access you profile here.  

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.  

 

Bull Marketplace – Total Supplier Manager 
Tutorial: Supplier Registration Instructions 

mailto:suppliersetup@usf.edu
https://solutions.sciquest.com/apps/Router/SupplierLogin?CustOrg=USFlorida
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Supplier Registration 

 Steps Supplier Registration 
3 Complete all fields that have the star symbol next to them and click Create Account.  

 

 
4 Verify your legal company name. This is the name that will be entered on all Soliciation Responses, 

Purchase Orders and Payments. The Legal Company Name entered on the registration must match line 
1 of your W-9 or W-8. If your company’s legal name is different from the one you were invited under, 
this is where you would correct it. Verify the information and click Next.  
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 Steps Supplier Registration 
5 This is the page where you can add your DBA (doing business as) name, if applicable, and your tax 

information.  International suppliers should select Non-US Based Entity or Foreign Individual as their 
Legal Structure. When you have completed the information on this page, click Next.  

 
 

6 This is where you will provide your NAICS and Commodity codes. Selecting NAICS Codes are optional, 
however Commodity Codes are required. 
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 Steps Supplier Registration 
7 We recommend using the search feature to determine your NAICS and Commodity codes. Enter text 

related to the type of business you do. To get the most complete list of available options enter just one 
keyword related to the kind of business. If you have any questions about the appropriate commodity 
code to select please contact USFPurchasing@usf.edu.  

 
8 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.  

 
  

 
 
 
 
 
 

mailto:USFPurchasing@usf.edu
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 Steps Supplier Registration 
 

9 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.  

 
10 If the entry is for fulfillment, you will need to enter an email where POs can be sent. Fill out all the 

required information and click Next.  
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 Steps Supplier Registration 
11 You will then be able to add contact information. You may also select Not Applicable and add the contact 

information on the next page. 

  
12 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.  

 



 

Supplier Management, Controller’s Office 
Updated December 2020 

Page 7 of 11 

 

Supplier Registration 

 Steps Supplier Registration 
13 

 
14 USF is committed to utilizing small-, minority-, veteran- and women-owned businesses in the 

procurement of goods, services, supplies and construction service contracts. USF continues to actively 
pursue diverse businesses for contracting opportunities, so if your business qualifies in one or more of 
the aforementioned designated categories, please select “Yes” at the top of this page.  For additional 
information about the USF supplier diversity program, please visit: www.usf.edu/osd.  

 

http://www.usf.edu/osd


 

Supplier Management, Controller’s Office 
Updated December 2020 

Page 8 of 11 

 

Supplier Registration 

 Steps Supplier Registration 
15 

 
16 Providing insurance information is optional. If insurance information is not provided it may be requested 

later if required during our procurement processes.  

 
  

 
 
 
 
 



 

Supplier Management, Controller’s Office 
Updated December 2020 

Page 9 of 11 

 

Supplier Registration 

 Steps Supplier Registration 
17 We issue payments to domestic accounts by ACH and to foreign accounts by wire. Click Add Payment 

Information to select your payment method and provide required payment information. A Remittance 
Address must be selected for each payment method. Each remittance address may only be associated 
with a single payment type (ACH or wire). 

 
18 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.  
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 Steps Supplier Registration 
19 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.  

 
20 On this page you will be required to upload your tax document. You have the option to use the pre-

populated document, which has been completed by the system based on your previous answers. If you 
do not use the pre-populated form, please be sure to use the most recent IRS version of the form. If you 
are a domestic supplier, your only choice will be a W-9. International suppliers will be shown a list of W-
8s to choose from. If you have questions about which form to use, please refer to the W-8 resource 
guide on our website: https://www.usf.edu/business-finance/controller/payment-services/vendors.aspx

 

https://www.usf.edu/business-finance/controller/payment-services/vendors.aspx
https://www.usf.edu/business-finance/controller/payment-services/vendors.aspx
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 Steps Supplier Registration 
21 

 
22 All completed sections of the registration should now have a green checkmark. If not, please review the 

section for any fields marked (*) as required. Once all sections are complete you must certify and submit 
your registration for final review.

 
23 Once submitted your registration is now complete. It will be reviewed by USF’s Supplier Management 

team and you will be contacted if more information is required. If you have any questions during this 
process, please contact suppliersetup@usf.edu. 

 
 

 

 


