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SUPPLIER PORTAL 

The University of Florida welcomes suppliers interested in doing business with the university. We 

strive for an open and competitive process with our sup1Pliers in order to foster a mutually 

beneficial relationship. 

SUPPLIER PORTALS 

New Supplier 
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NEW INDIVIDUAL WALKTHROUGH
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The University of Florida requires all suppliers to be paid electronically.
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                                                         Documents you will need:
- Supplier Tax Information form (Completed.  Blank forms will result in registration being returned.)
- Image of voided check
OR
- Bank statement that shows your name, bank name, and account number.  All other information on the statement can be redacted.
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Click "New Supplier"
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Select "US Citizen or Resident" and then click "Next."
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If you are an international supplier, please reach out to payroll-services@ufl.edu as they are the department that reviews and approves international suppliers.
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Enter your social security # with no hyphens.
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Your name
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This is where you will attach your Supplier Tax Information form.  If you need one, click on "Form" to download, fill out, and attach a completed Supplier Tax Information form to your registration.
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Select "Outside Party."
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Please note you can skip the UNSPSC part if you prefer otherwise...
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In regards to the UNSPSC Code, all you need to do is click the magnifying glass next to the box under UNSPSC and a pop-up box should appear.  Click "Look Up" and a list of codes should appear.  Select the option that matches (as close as possible) the type of good or service you provide.  Our departments can use that code to bring up a list of suppliers who offer that good/service so feel free to select more than 1 if it applies.  

andreas.gross
Text Box
Select "NO" if no UF employee has an ownership interest of 5% or more.
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If "YES" is selected, answer questions below.
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Please enter your mailing address and phone number.  You do not need to select any "Other Addresses" below.
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Enter your UF Department contacts UFL.EDU email address here.
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Leave blank if you do not have a dba.
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Leave blank if you do not have a website.
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Select "Add Contact" to enter your contact information.
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Use the drop-down menu for these two items to select your "Primary Address."
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Select "Direct Deposit."
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This attachment is important.  Please attach either an image of a voided check or a bank statement that shows your name, bank with, and account number.  All other information on the statement can be redacted.
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Enter your email address here.
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Enter your email address here.
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Leave blank if you do not have a fax number.
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Enter your banks name.
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Enter routing number here.
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Enter your bank account number here.
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Click the drop down and select your account type.
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Reconfirm your email address and submit.  You are finished!  

UF Supplier Management will email you directly with any questions about your information if needed.

Thank you!
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Yours and your UF contacts email address will prepopulate here.
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