New Supplier Request

UNIVERSITY 9 Bull Marketplace - Total Supplier Manager
SOUTH FLORIDA

Tutorial:
TAMPA BAY

Purpose: To define procedures for requesting new suppliers.

Navigation: Navigate in Bull Marketplace to Suppliers > Requests > Request New Supplier

Notes: In order to access the request form you must have a Reg-Initiator, Req-Approver or Req-

Manager role.
Steps Requesting a New Supplier
1 In Bull Marketplace navigate to the New Supplier Request.

Enter the supplier’s name.

The instructions will appear. Review and then select Next.

My Supplier Requests

™ Shop Shopping Shopping Home w

Shopping

W Shop

Advanced Search ~ Everything

Suppliers

Requests

Manage Suppliers

Request Mew Supplier

Requests
My Supplier Requests

Performance

Request New Supplier

Supplier request form Supplier Request

Supplier name * Rocky T. Bull

i Required

Zs Suppliers > Requests > My Supplier Requests w nstructions

Rocky T. Bull Instructions & print Request | History 7

Template Supplier Request

Form to be completed by USF employees only to request a new supplier in Bull Marketplace.
Request Status  Incomplete

MNote: Incomplete forms could result in processing delay.

Instructions

Questions
General Info & Company ...
Address and Contact Info...

Review and Complete

Supplier Request Workflow
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Steps

Requesting a New Supplier

4

On the Questions page select Next.

L Suppliers > Requests > My Supplier Requests w

My Supplier Requests

Rocky T. Bull Questions
Template Supplier Request
Request Status  Incomplete Overview

Instructions
Address and Contact Information
Questions
General Info & Company ...

Address and Contact Info...

Review and Complete

Supplier Request Workflow

General Info & Company Overview

Progress

Incomplete

Incomplete

B Print Request | History 2

< Previous
5 The Supplier Request requires that you fill in the information below:
s Suppliers > Requests > My Supplier Requests w Questions - General Info & Company Overvie
My Supplier Requests
Rocky T. Bull Questions - General Info & Company Overview & print Request | History | 7

Template Supplier Request

Request Status Incomplete On This Page

General Information (6)

Instructions Company Information (8)

Questions

General Information
General Info & Compa... Department™
Address and Contact Info...

Review and Complete

Requested By *
Supplier Request Workflow

Requester's Email Address *

Requester's Phone Number *

Priority of Request

Need By Date for this Supplier

* Required

< Previous
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Steps

Requesting a New Supplier

6

are completed.

Zs Suppliers > Requests

My Supplier Requests w

Scroll down to see the entire form as you fill in the information. You cannot submit until all the fields with a star

Company Information

supplier Name *

Rocky T. Bull

Doing Business As (DBA)

Erief description of the Product and/or Service to be provided by the supplier*

2000 characters remaining

Is the supplier a former or current employee of USF?*

(O Neither (O Current Employee () Former Employee

Is the supplier a current student at USF? *

() Yes O No

Is the supplier a foreign company, entity or individual? *

() Yes O No

Country of Origin*

Web Site URL
(%]
7 Select Next and complete the supplier contact information.
Zs Suppliers > Requests > My Supplier Requests w Questions - Address and Contact Information
My Supplier Requests
Rocky T. Bull Questions - Address and Contact Information Brprint Request | History | 2
Template Supplier Request
Request Status  Incomplete Supplier Contact Information
i First Name *
Instructions
Questions
General Info & Company ... v
Last Name *
Address and Contact In...

Review and Complete

Email Address*
Supplier Request Worlflow

phone Number *

Supplier Address *

2000 characters remaining
* Required < Previous MNext »
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Steps Requesting a New Supplier
8 Navigate to the Review and Complete page. Once all required fields are complete you will have all green check
marks. Check the certification check box and select Complete Request.
£4 Suppliers > Requests > My Supplier Requests w Review and Complete
My Supplier Requests
Rocky T. Bull Review and Complete Buprint Request | History | ?
TEmpEE EplsRoqls " Required fields complete
Request Status  Incomplete
Instructions Section Progress
Questions 4 Instructions No Required fields
B @@= v Questions Required fields complete
Y ..
General Info & Company Overview Required fields complete
Address and Contact Info...
Address and Contact Information Required fields complete
Review and Complete
Certification
Supplier Request Workflow
EA | affirm the information in this request is accurate to the best of my knowledge.
9 Confirm submission.
-
Confirm
Are you sure are ready to complete your new supplier request?
Steps Monitoring New Supplier Requests
1 Notifications will be sent during the supplier registration process to keep you updated. The notification contains a

link to take you the request. You must be logged in to Single Sign-On in the browser you will be using Bull

Marketplace for the link to work.
UNIVERSITY oF

SOUTH FLORIDA
: TAMPA BAY

RE: Update on supplier requested by you

Dear Jodi Northway,

MySafeRx has an update on registration status for University of South Florida.

The supplier requested by you is In Progress.

To review the request for next steps, click the link below:

Thank You,

University of South Florida
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Steps

Monitoring New Supplier Requests

2 Alternatively, In Bull Marketplace navigate to My Supplier Requests.

Suppliers

‘ﬂa Suppliers

Manage Suppliers Requests

Request New Supplier
Requests

My Supplier Requests
Performance

3 At the top of the page you can filter by supplier name or request status.
A Suppliers > Requests > My Supplier Requests w . t
My Supplier Requests

 Filter Supplier Requests

Request Status * ] approved ] Rejected [l Under Review
] incomglete ] Returned [] Completed
Inclede public Supplier (W]
request form?
Requested Request Workflow Status Last Supplicr Registration
Supplier = Template = Status < Workflow Step ~  Assignes Updated Created = Profile Status
Raocky T. Bull Supplier Under Rewew Supp Reg - 47872015 12:47 PM 47872019 12:32 - Actions v
Request Purchising

P

Select a request to review further. On the Supplier Request select Supplier Request Workflow. On this page you
can see the active workflow step. This is the step with a double border.

S Suppliers > Requests > My Supplier Requests w > Supplier Request Workfle

My Supplier Requests

Rocky T. Bull Supplier Request Workflow

B print Request | Histary 2

Template Supplier Request
Request Status  Under Review
-, Supp Req-Purchasing Supp Req-Supp Mgmt

Submitted
4/8/2019 12:47 PM

Instructions Future =+

[

Finish

Active -

View approvers

R View approvers
General Info & Company ... «
Address and Contact Info...

Supplier Request Work...

When the request has been fully approved Supplier Management will send an invitation by email to the supplier
requesting they complete their registration.

Supplier Invitation for University of South Florida e s

5 Mniversity ol South Florids -

Supplier Invitation for University of South Florida
Dot Alescicy T Bl
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Steps Monitoring New Supplier Requests
5 From the My Supplier Requests page you will also be able to see the status of the supplier’s registration.
4 Suppliers > Requests > My Supplier Requests w ty Supplier Requests
My Supplier Requests ?
 Filter Supplier Requests
Rocky n
Request Status * Approved [ Rejected [J Under Review
[1 Incomplete [] Returned [ completed
Include public Supplier O
request form?
Requested Request Worlkflow Workflow Status Last Supplier Registration
Supplier = Template = Status = Step = Assignee Updated = Created = Profile Status
Rocky T. Bull Supplier Approved - - 4/8/2019 12:59 PM 4/8/2019 12:32 Rocky T. Bull Invited Actions w
Request PM
6 The Registration Statuses are as follows:
Invited — Invitation to register sent by email to supplier
In Progress — The supplier has started though not submitted their registration
Profile Complete — Supplier has completed their registration and it has been submitted for USF review.
Approved — Supplier registration has been approved through the workflow and is now available for use.
7 To view the Supplier Registration Workflow select the supplier under Supplier Profile and navigate to the Supplier
Registration Workflow. On this page you can see the active workflow step. This is the step with a double border.
S Supphiers 5 Manage Suppless B Seach fer a Supplies v
Rocky T. Bull % lier R £l 7
Registration Status  Profile Complete
Registration Type  Profile 2 - Domestic OFAC Chack Duplicate Check TIN Check Supplier Management Syme ta ERP
Subritted Compieted v e Future ™ Future ™ Future ™
internal Notes
Supplier Review Warkflow
it History
Steps Searching for Suppliers
1 In Bull Marketplace navigate to Search for a Supplier
Suppliers Suppliers
: Manage Suppliers
Sourcing Manage Suppliers 9 PP
Supplier Management Home
Requests ]
Reporting Search for a Supplier
Performance Search For Supplier Form Requests
View Saved Searches
2 Enter the supplier’s name and select Go.

Za Suppliers > Manage Suppliers > Search for a Supplier ¥

Search

banced ssrh

Enter search terms such as Legal Company Name or Supplier [D.
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Steps Searching for Suppliers
3 You may also select Advanced Search to search for suppliers by other search criteria.
A Supphers > Manage Supphers 3 Searchiee a Suppler w
Advanced search Simgte Searcn 7
Expand AN Colapse All
Suppher
Relabanship In Metwaork
Tipe all
Class
Shopping/aP Status All
ountry Of Origin
Contract Party Type
Prafile Last Updated By Supplier
Suppliers Set 10 Sync with ERP Al “
Current Supplher Revew Workflow Step
Hip Code Wihin |5 Miles
Registration Infarmation
Products / Services
Company Classification
2nd Tier Reporting
Status Flags
Custom
4 Results will appear and you can see supplier information. Select the supplier name to view additional profile
information.
¥ wch 2t On Showng 1- 1 of 1 Results
Seasch Details Fuescls Par Fage |20 Sort byt | Beat Match Page il (s lagend T
s i« lu:yl ( ;-( =30
1T
Lagn Invinatios Date
Registrateon Status
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