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REQUEST NEW SUPPLIER

Last updated March 26, 2018

For the creation of Purchase Orders and/or to submit a
Non-PO Payment Request, a Supplier/Payee
must be in the Penn Marketplace database.

From the Penn Marketplace Homepage

e Under Supplier Requests, click on <.>-"7 oo
Request New Supplier. Supplier Requests

Request New Supplier

My Supplier Requests
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¢ Select either: Request New Supplier

v New Non-PO Payee Request it sapplie request o 7 e peane S
New Non-PO Payee Request
New PO Supplier Request

v New PO Supplier Request*
S Close

*Independent Contractors are covered
under the PO Supplier Request

Request New Supplier

Enter the Supplier Name.
. . Select a supplier request form * Mew Non-PO Payee Request ¥
Click on [Submit]. —

Supplier name *

sample Supplie]

e Read/Print the Instructions. b
. Sample Supplier Instructions ;
< Note the check marks. This . {
EREZY ew Non- e n 'enn emplo) can initiate requs to
lets you know where you are Request o busines it ars sl ek s e i o
3 Request Status lier database if ppl \sl\sled)
in the process.
Instructions Upon receipt of the request, Purchasing Servlzej
the designated supplier representative with instr
Questions upload 9 {or respective W-5) Form.

e supplier/individual must (umpl‘q
Review and Complete

Click on [Next >].

Note: For a PO Supplier
instructions are different.

Supplier Request Wo
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Questions — Company Overview r For a PO Supplier, the
< Note the message

in red! Quention - Company Overden goods/ services is a
: T freeform field, i.e. there
is no drop-down.

e Select the
goods/services to be
provided from the
drop-down list, e.g.
Honorarium, Human
Subject Payments, etc.

e Indicate whether the
Supplier/Payee will be
used more than once

is the form for a Non-PO supplier such as for Guest Travel Reimbursements,

Do not use this form for a
PO supplier. This is the form
for a Non-PO supplier such
as for Guest Travel
Reimbursements,
Honorarium, Awards, etc.

e Complete the
remaining fields, R SV e L N
including Street Address, City, State, Zip Code etc. and Supplier
Contact

e Answer the question ‘Is this a proxy registration for a business
entity/individual?’

e Answer the Requester Information.

e Click on [Save Progress], [< Prewous] or [Next >], as needed
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Is this a proxy registration for a business entity/individual? *

CYes {3 No
Requester Information

Please provide the following information so that we can contact you in case there is a question regarding your request.

To the best of your knowledge, is the company controlled, or actively influenced fwith regard to any proposed transaction with the University] by you, a member of
your immediate family, or any employee, faculty member, trustee, member of a board of overseers of the University? *

iYes % No

To the best of your knowledge, does this company employ in a sales capacity, y
faculty member, trustee, member of a board of overseers of the University? *

Ci¥es 8 No

Note: For a PO Supplier this [
statement is not included.

SERVICE PROVIDER: The requested individual will be participating in the Engagement as a service provider and not as an employee or agent of the University, are not
enrolled as a student or an employee of the Trustees of the University of Pennsylvania, including the Health System or any subsidiaries.

@& True " False

e Click on Certification checkbox.
e Click on [Complete Request].
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MY SUPPLIER REQUESTS

From the Penn Marketplace Homepage

e Under Supplier Requests, click on S e e een e T

My Supplier Requests ;ﬂ
Request New Supplier

e Filter the Supplier Requests by the
following options: S

(@]
(@]
o
O
O

o

My Supplier Requests

e T A

Approved
Rejected
Under Review
Incomplete
Returned
Completed

e Click on [Apply]

<

Note the Request Status and Registration Status fields

My Supplier Requests

* Filter Supplier Requests

Request Status * [~ Approved ™ Rejected ¥ Under Review
¥ Incomplete ¥ Returned T Completed
Requested Supplier Template Request Status
e
Brad Hunt Mew Mon-PO Payee Request Under Review H

Sample Supplier Mew Mon-PO Payee Request Under Review
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/.‘f'd Created Supplier Profile Registration Status
: 1/25/2018 11:59 AM KATCUSTOMTC Profile Complete Actionz w

- View
< Tew

Supplier Registration Status

Invited New Supplier formally invited to register via link but has not
started registration process.

In Progress New Supplier received invitation link, started registration process
but has not completed.

Profile The Supplier completed registration and is under review by

Complete Purchasing Services Operations Center.

Approved New Supplier has been approved by Purchasing Services

Operations Center and is now available for use.

Supplier Requ;st Status

Incomplete

The user has started New Supplier Request; not completed.

Under Review

Request submitted and is under review by Purchasing Services.

e Action drop-down is ‘View’ when the Request is ‘Under
Review’, ‘Approved’ or ‘Completed’

< The Action dropdown selection is Edit or Delete if Request is
‘Incomplete’, ‘Rejected’ or ‘Returned’

e Click on View to access the Supplier Request Workflow

My Supplier Requests

Review and Complete

4
New PO Supplier Supplier Request Workflow ,
Template New PO Supplier /
S P Al I P Notificati
W ——— > rocurement Approval rocurement Notification .
Submitted Future™ Future = /
Future Firish
Instructions view approvers ;
uestions v r
S Y
?
%

< Supplier Request Workf... >

Approved Request approved by Purchasing Services Operations Center;
Supplier and record created in Penn Marketplace.

Rejected Request rejected by Purchasing Services Operations Center.

Returned Request returned by Purchasing Services Operations Center for

further review and/or information.

Additional Questions? Please Contact Us
Phone: BEN Helps (215-746-4357)
E-mail: SupplierSupport@upenn.edu
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