Supplier Add

1. Supplier Add Link

* Inthe homepage of buyND+, click Supplier Add under

Forms.

Receiving

o= 2 Forms

Supplier Add

PO Changes

2. Search for the Supplier

* Use the Supplier Search to make sure the supplieris not

already in the system.

Supplier Search

Search Enter search terms such as Legal Company Name or Supplier ID.

Advanced search

buy@nd.edu

buyND+

3. Icon
* Click the Supplier Add icon to begin the process

Supplier Add Form

4. Instructions

* Please read the detailed instructions on adding suppliers
* Click Next

Instructions ’
Complete this form to add a new supplier or contract second party in buyND. A supplier profile must exist in buyND prior to
creating a requisition or contract.

Please ensure all supplier information is correct. Any errors will delay processing of the requisition and/or contract.

Adds are usually processed in 24 to 48 hours from submission but it depends on the responsiveness of the supplier. If the
supplier does not respond to our information request after multiple attempts, your supplier add request may be rejected

An expedited option is available if you are able to provide all required information on a document directly from the supplier.

Campus users are encouraged to use existing strategic or preferred suppliers in most cases. All new supplier requests are
reviewed by the Procurement Specialist responsible for that commeodity area to ensure that the product/service is not already
available from a strategic or preferred supplier.

You will receive an email natification once the supplier has been added.
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5. Questions

This supplier add request is for *

Required questions will have a star.

Supplier or Second Po Add Request

(O Purchase Requisition
O Contract with buyND Purchase
O Contract without buyND Purchase

Once all required questions have been answered, click Next
in the bottom right corner.

< Previous Save Progress
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6. Review and Submit

* Make sure all pages are complete and have a green check
mark, then click Submit.

Review and Submit Request Actions w  History 2

' Required Fields Complete

Section P ss

Questions ¥ Required Fields Complete

< Previous

Add to Favorites

7. Form Approvals

* To view where the Supplier Add is currently, click the Form

Approvals page.
* Click View Approvers to get contact information.

Workflow Step Approvers (Procurement Specialist Rev

[Approver Group : Supplier Add Review- Mike \Inss]
Alfredo Rangel  arangel2@nd.edu  +1574-631-8216

Close

PROCUREMENT SERVICES

UNIVERSITY OF
@NOTREDAME

5/26/2021

2


mailto:travel@nd.edu

	Slide Number 1
	Slide Number 2

