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SUPPLIER REQUEST FORM — NEW DOMESTIC INDIVIDUAL

Objective

To conduct business with a supplier, the entity or individual must be onboarded and have an
“Enabled for Procurement” status in BuyWays. "Enabled for Procurement" in BuyWays signifies that a
supplier has completed the necessary onboarding process and is now authorized to receive and
fulfill purchase orders through the BuyWays system.

This job aid details how to use the BuyWays Supplier Request Form to onboard a new domestic entity.

After the Supplier Request Form is completed by the department and submitted, the UPST will vet the
supplier request and invite, proxy, and/or update the information requested within the supplier
record. What happens after | submit my request?e

Process Overview

Department 1]:49) Supplier 11:49)

Completes Supplier Review request, proxy, i Portal Registration Approve Supplier

Request Form and/or approve Record
supplier record or send
invitation

Additional Job Aids:

1. Update an Existing Supplier Job Aid
2. Domestic Entity Job Aid

3. Foreign Entity & Individual Job Aid
4. BuyWays Notifications Job Aid

Additional Resources

Supplier Reguest & Registration Reference Guide | Supplier Registration and Management FAQs

Determination of Independent Contractor
Status Questionnaire

Supplier Request & Management Glossary

Log Into BuyWays
BuyWays Login (A-B-D-L-P-M)
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https://www.dropbox.com/s/mxkyur5vhuth128/Supplier%20Request%20Form%20-%20Update%20an%20Existing%20Supplier.pdf?dl=0
https://www.dropbox.com/s/6rgsh9sdn3rku1a/Supplier%20Request%20Form%20-%20Domestic%20Entity.pdf?dl=0
https://www.dropbox.com/s/xtz95xudm4y5lho/Supplier%20Request%20Form%20-%20Foreign%20Entity%20%26%20Individual.pdf?dl=0
https://www.dropbox.com/s/y6yr6xflrmk4dwk/Streamline%20Contract%20%26%20Contract%20Request%20Form%20Notifications.pdf?dl=0
https://www.dropbox.com/s/6fjty00zd68aboe/Supplier%20Request%20%26%20Registration%20Reference%20Guide.pdf?dl=0
https://help.umassp.edu/s/upst-supplier-registration
https://www.dropbox.com/s/5j73zzcp62lu9r2/Supplier%20Request%20%26%20Management%20Glossary.pdf?dl=0
https://www.dropbox.com/s/xwl1g64frvevoto/Contract%20Request%20Independent%20Contractor%20Questions.docx?dl=0
https://www.dropbox.com/s/xwl1g64frvevoto/Contract%20Request%20Independent%20Contractor%20Questions.docx?dl=0
https://solutions.sciquest.com/apps/Router/SAMLAuth/UMass
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1. Access Supplier Requester Dashboard: From the BuyWays homepage, on the righthand side
select the Supplier Requester Dashboard.

Shop - Guided Buying Dashboard

Purchasing Categories
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Dashboards
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Requester

2. Conduct a Supplier Search: Search for the Supplier to determine if the Supplier already exists in

the Supplier Database.

ZABuyWays st
Dashboards « Supplier Requester Dashboard

< Sourcing Events Dashboard  Supplier Requester Dashboard PST Training Dashboard

Supplier Message

Quick Links

The new Supplier Request Form & Process will be
deployed in a phased manner, with Boston,
Dartmouth, and the President’s Office deploying
February 131

Supplier Request Form

We encourage you to view the Project Page for

Supplier Search

My Supplier Request Dashboard
Advanced Supplier Search
@ Supplier Request Job Aids

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

WORK IN PROGRESS - Guided

Supplier Search

Search [Fnter search terms such as Legal Company Name or Supplier ID. n

Advanced search

If the supplier is not found, select the Request a Supplier link.

. Results not found| Request a supplier

Note: Search results may be filtered by default. Some show "All'(Enabled and Not Enabled),
while others default to 'Enabled'. To see all possibilities, select the 'All' option.

[ QuickFilters My Searches. Relationship: In Network ~  Status: All | VERIZON

o @Al

(Ul Approved By v © & © VERZON O Enabled for Procurement
COMMUNICATI - ) Not Enabled for Procurement
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piTy Zuev, Anna o CCONNECT FLEE
USALLC) Apply Cancel
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B Show More © 43 ® Verizon Business 10/11/2022

Network Services 42927 PM
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3. Enter Preliminary Information: You will enter some preliminary information in the Request New

Supplier popup. In the request form field, click the dropdown and select Supplier Request
Form. Next, enter the Supplier Name and select Submit.

Request New Supplier

Select a supplier request form * supplier Reguest Form ~
SUNNY SUN

* Required l Submit ] Close

Supplier name *

4. Review the Instructions: We encourage you to read the Supplier Request Form instructions
before you begin the form. It contains the information you will need to know and an outline of

the process. Once finished, select Next.

Instructions 4 Print Request ~ History | 2

BuyWays Supplier Request Form Instructions

The Supplier Request Form is used to request a new supplier, request a change on an existing supplier, or request a supplier proxy. Ensure you have conducted a supplier
search to minimize duplicate requests if the supplier already exists in BuyWays.

Use this form to request support on all supplier types i.e., domestic individual, foreign supplier, entities, etc.

Prior to completing the form, you will need to know the answers to the questions below and have that information available:

1. If the supplier is foreign or domestic

2. The supplier's email address

3. If the supplier is an existing UMass supplier

4. If we will be using the supplier more than once

5. What the department is trying to purchase or pay the supplier for

You will also be able to attach any supporting documentation pertaining to the supplier.

The questions on the form are conditional based on the answers you provide. Complete the required and applicable sections and Certify and Submit to UPST for processing
Resources:

» Domestic Individual Job Aid
» Domestic Entity Job Aid

« Foreign Entity & Individual Job Aid
» Update an Existing Supplier Job Aid

5. Complete the Questions:

a. Registration Type: For the Registration Type, select Domestic Individual.

Registration Type *
Instructions

Questions

Domestic Individual

Requester Contact Inform...

Review and Complete Foreign Supplier
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b. Email Address: Enter the Supplier's email address.

Email Address * @ '
Enter the supplier's email

l | address

¥ Required

c. Existing UMass Supplier: Select “No” to whether this is an existing supplier.
Note: If this is an existing UMass supplier, please use the Update an Existing Supplier job
aid.
i. Ifselecting “No,” select “New Supplier Request” or “Other.” If Other, please
explain.

|5 this an existing UMass supplier? *

) Yes No

Purpose of Invite Request *

() New Supplier Request] (O) Other
I
by

d. Supplier Address: Enter the Supplier Address if known for the new Supplier.
Note: If an address update is requested for an existing Supplier, the Supplier Address is
required.

Supplier Address (Street, City, State, Zip Code)

e. Use Supplier More Than Once: Select the appropriate radio button, Yes, or No, on
whether this is a one-time payment or for multiple payments.
Note: If unsure whether the Supplier will be paid more than once, select Yes.

Are you expecting to use this Supplier more than once? *

) Yes ) No

f. Supplier Purpose: Select why the supplier needs to be added. Multiple options can be
selected.

Please indicate Business Purpose for Supplier use (select any that apply) * @

() Goods () Services () IT Equipment/Services () Capital EQuipment
() MRO/Facilities () Medical/Clinical () Rentals () Grants/Subawards/Sponsor
() Other
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Then, in the textbox, provide detail on the “Description of Purchase” to ensure the
supplier is treated appropriately for onboarding/tax reporting/payment/etc.

Description of Purchase *

~
2000 characters remaining

g. Current or Recently Terminated UMass Employee/Student/Scholar: Select the
appropriate radio button, Yes, or No, on whether this is a current or recently terminated
UMass employee, student, or scholar. Based on the answer, a Student ID or an
Employee ID may be required.

Is the individual a current or recently terminated UMass employee (Faculty or Staff)? *

%O Yes O No

Is the individual a current or recent UMass student or research scholar? *

O Yes O No

h. Additional Documentation: Attach any additional documentation, whether a quote or
the ‘Determination of Independent Contractor Status’ form, etc.

Note: HR approval is required to determine the status of an independent contractor
when the contract is with an individual. Based on the responses in the Determination of
Independent Contractor Status form, the HR approver determines whether the
individual should be processed through BuyWays as a supplier or through the HR system
as an employee. The proper classification of individuals in the workplace is essential to
the university, and this form review/approval serves as official documentation of the
determination of independent contractor status

Note: For address updates, additional documentation is required, such as a supplier
letter, invoice, efc.

Do you have a Supplier quote and/or additional documentation?

() Yes ) No

[

Page 5 of 9
Last Revised 4/1/25



[/ Unified Procurement
Unags Services Team

Total Supplier Management
Domestic Individual

6. Select Next: At the bottom of the page, select Next. The Requester Contact Information page
captures the requester details in case the UPST needs to contact the department.

SUNNY DAYS INC

Template Supplier Request
Form

Request Status Incomplete

Instructions

Questions

Requester Contact Infor...

Review and Complete

Supplier Request Workflow

Requester Contact Information

Requester Name:
Requester Email
Requester Phone Number:

Requester Business Unit:

Claudia Cortes
ccortes@umassp.edu
+1774-455-7100

Dartmouth

2 Print Request | History 2

< Previous

7. Complete Request: In the Review and Complete section, checkoff the certification and select
Complete Request. The form will automatically route to the UPST for review.

Certification

* Required

| certify that the statements and information in this request are true and correct to the best of my knowledge and belief,

< Previous

Complete Request
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After the Supplier Request Form is completed and submitted by the department, the requester will be
able to see the status on their Supplier Request dashboard. If no action is taken by the supplier within
two weeks (14 days) the department/campus will be notified on next steps.

To ensure complete transparency, the new My Supplier Requests dashboard provides a status as the
request moves through the entire process. Complete self-service!

The Supplier Request Form Status

Here is where the message will be.

Request New Supplier Total Supplier Requests: 6

My Supplier Requests Form Name ~
Advanced Supplier Search Miss Frizzle
& supplier Request Job Aids

Jimmi Hendrix

Jimmi Hendrix

_ -
Supplier Search Y
TESTY TEST

Search Enter search terms such as Legal Company Name or Supplier ID ﬁ < 3

Advanced search

Template Name

Supplier Invite Request 12/23/22
Supplier Invite Request 12/23/22
Supplier Invite Request 12/23/22
Supplier Invite Request 12/23/22

Supplier Invite Request 10/20/22

Page |1 of 2 1-5 of 6 Resul

Supplier Message Quick Links Py Supplier Request Form Status a

Current Workflow Step Created Date/Time ~
UPST Approval 1/12/2023 1:32:40 PM
1/10/2023 2:00:118 PM
1/10/2023 2:00:16 PM
1/3/2023 12:10:00 PM

12/12/2022 3.04.03 PM

5 Per Page «

The Supplier Request Form status are listed below:

Supplier Request Status

Meaning

Request form that is still with the requester and has not been submitted for review

supplier not needed, stakeholder requested.

Incomplete

or approval.
Returned Request form was returned for additional information or documents.
Rejected Request form was rejected and cannot be processed. Ex: duplicate supplier,

Under Review

Request form that has been submitted and is in the queue to be

processed/approved.

Approved

Request form that has been fully approved by UPST and UPST will proxy/send

invite.

If your Supplier Request Form is Returned, you will receive and automated email from BuyWays
providing the reason and necessary next steps.

Dear Anne Zuev,

RE: New Form Request Returned for Yoo Hue

Your request was returned by: Manager, Supplier

for student payment/ AZ

The reason for the return was: Return to requester/ update question 3 with addl. information

To modify this request, click the link below:

Click here to view the request in your organization’s site
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If your Supplier Request Form is Rejected, you will receive an automated email from BuyWays stating
it was rejected.

RE: Form Request Workflow for 1.24 Test has been Rejected

Dear Ashley Hunter,

Your request for 1.24 Test has been rejected. |

Click here to view the request in your organization's site

Thank You,

University of Massachusetts

Support Team Contact Information:

To understand why it was rejected, go to your original form and select History. The UPST team will
leave the reason why it was rejected. A reject message is not always due to a duplicate vendor. A
possible reason is that a record has been internally managed. Please check the history tab of your
request form to see the full message.

Request Form Created
[ FormName Number ¥ Status Date/Time € Template Name
[0 | THEBARNSTORE | 754428 2/10/2023  Supplier Request Form
9:37:27 AM
¢ Back to Results 180f 173 Results » € 3
THE BARN STORE Questions - compan'y Overview 1 Print Request]  History 7
Template Supplier Request
Form On This Page
Request Status  Rejected Supplier Information (3)
: Foreign Supplier Information (43)
Instructions
Questions v Supplier Information
< > Page 1 of 2 1-20 of 27 Results 0 PerF -
Date ~ User = Action = Section = SubSection = Context = Field Old Value  New Value Mote
2/10/202312:55:16  Supplier Farm Request Supplier Registration Workflow: testing
PM Manager Rejected UPST Approval reject
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The Supplier Request Form Workflow Steps

My Supplier Requests

Request Status * Approved
Returned

nclude public Supplier
request form?

1-6 of 6 Results

Requested

Supplier = Template =

Maya Angelow Supplier Invite Request
12/23/22

Miss Frizzle Supplier Invite Request
12/23/22

Junie E Supplier Invite Request
12/23/22

Jimmi Hendrix Supplier Invite Request
12/23/22

sst Supplier Invite Request
12/23/22

Supplier Invite Request
10/20/22

Incomplete
Under Review

Rejected
Completed

Status Last Supplier Registration

Status = Step = Assignee Updated ~ Created = Profile Status

Under Review UPST Approval 1/18/2023 2:11 PM 1/18/2023 2:06 PM - Actions =

Approved W8 Request 1/18/2023 10:28 AM 1/12/2023 1:32 PM Invited Actions w

Approval
Incomplete - 1/17/2023 12:14 PM  1/17/2023 12:14 - Actions w
PM

Incomplete - 1/10/2023 2:00 PM 1/10/2023 2:00 PM - Actions

Approved Foreign Source 1/5/2023 2:25 PM 1/3/2023 1210 PM  tesssst None Actions

Rejected - 11/18/2022 11:55 11/18/2022 11:53 - Actions »
AM AM

The Supplier Request Form workflow steps are listed below:

Supplier Workflow Steps

Meaning

UPST Approval

The Form Request is with UPST and awaiting approval.

Duplicate Name

The Form Request is with UPST and awaiting approval.

Student/Employee
Review

The Form Request is with UPST and awaiting approval. Because this involves a
student/employee, UPST will conduct the appropriate due diligence to review the request
and determine the appropriate processing.

Foreign Source

The Form Request is with UPST and awaiting approval. Because this involves a foreign
supplier, UPST must reach out to the supplier for the correct forms.

Foreign Reimbursement
Review

The Form Request is with UPST and awaiting approval. Because this involves a foreign
supplier, UPST must reach out to the supplier for the correct forms.

W8 Request Approval

The Form Request is with UPST and awaiting approval.

Other review

The Form Request is with UPST and awaiting approval.

Glacier/Treasury Review

The Form Request is with the Treasury’s Office. The request requires additional action for the
Glacier invite registration. The Glacier registration is to be completed and the
documentation to be submitted to proceed with final approval and foreign supplier setup.

Pending
Documentation

The Form Request is with the supplier. The necessary documentation has been sent out to the
supplier and UMass is waiting for the completed documentation submission from the supplier.

Page 9 of 9
Last Revised 4/1/25



	SUPPLIER REQUEST FORM – NEW DOMESTIC INDIVIDUAL 
	Objective 
	Process Overview 
	Department 
	UPST
	Supplier 
	UPST 

	Additional Job Aids
	Additional Resources 
	Log Into BuyWays 
	After You Complete Your Request 
	The Supplier Request Form Status 
	The Supplier Request Form Workflow Steps 





