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What is Supplier 
Onboarding



What is Supplier Onboarding 
• An online supplier registration system that gives potential suppliers access to self-service 

registration and change requests through a supplier self service portal in PeopleSoft 
Finance.

• The self-service portal allows:
Potential suppliers to register 
Current suppliers to request a User ID 
Registered suppliers to complete a change request

• Provides specific forms for domestic (business/individual) and international 
(business/individual) suppliers.

• The system includes email notifications and approvals at the department and Supplier Team 
levels.

• Go live date was July 2020.



Supplier Liaison 
Responsibilities



Supplier Liaisons 
Supplier Liaisons are responsible for:

• Determining if a supplier is already in our system
• Sending the link to the Supplier Portal in an email invitation to potential 

and current suppliers
• Approval of Supplier Registration at department level
• Being familiar with the Registration and Change Request forms
• First level of contact for all initial supplier set up and their questions



Searching for a Supplier in PeopleSoft
Navigation: Main Menu > Suppliers > Supplier Information > Add/Update > Review Suppliers



2 Invitation Letters: Which one should I use?
If supplier is found:

• Supplier Status is Approved: Send the Supplier ID and the User Account Request Letter ONLY to the 
supplier if they need to make an update to their profile. If they do not need to make an update to their 
profile, proceed to enter the payment request or purchase requisition.

• Supplier Statis is Inactive: Request that the supplier send an updated W9 (for U.S. suppliers), W-8BEN-E 
(for foreign businesses/entity suppliers), or W-8BEN or 8233 (for foreign individuals) to 
APSUPPLR@mailbox.sc.edu. 

If supplier is not found:
• Send the New Supplier Registration Letter ONLY and your PeopleSoft email address to the supplier so 

that the submitted registration can be routed to you for approval. Use the How to Add Your Email Address 
to PeopleSoft Quick Reference to ensure your email address is set up in PeopleSoft so that registrations 
can be routed to you for approval.

Helpful Tip – The link to the portals is in the User Account Request Letter as well as the New Supplier 
Registration Letter. If the link does not launch in the supplier’s default browser, please instruct them to use one of 
these browsers: Internet Explorer, Safari, or Firefox. If the link still does not launch, please instruct them to 
close all browsers, clear cache, and relaunch the portal using the link in the letters. For instructions on how to 
clear cache for any browser, visit the Refresh Your Cache website.

mailto:APSUPPLR@mailbox.sc.edu
https://sc.edu/about/offices_and_divisions/controller/documents/how_to_add_email_address_to_peoplesoft.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/how_to_add_email_address_to_peoplesoft.pdf
https://www.refreshyourcache.com/en/home/


My System Profile: Business Email Check
Navigation: Main Menu > My System Profile

1. Workflow Attributes: check both 
Email User and Worklist User, giving 
you the option to approve Supplier 
registrations both ways.

2. Business Email: Be sure to have 
your business email populated here 
as the primary email account. All 
supplier related emails will go to this 
specific email.

3. Save Changes: Click the Save 
button to save all changes made on 
this page.



New Supplier 
Registration

Letter



Supplier Onboarding 
Self-Service Portal



Supplier Onboarding Self-Service Portal
Potential Suppliers that are not currently in the system will use the applicable 
invitation letter sent to them by the Supplier Liaison to enter the self-service portal 
where they will Create an Account and complete a New Supplier form.  

Current Suppliers that are in the system but do not have sign in credentials will 
use the applicable invitation letter sent to them by the Supplier Liaison to enter the 
self-service portal where they will Create an Account and complete a Get User 
ID form.   



Supplier Onboarding Self-Service Portal
Once a Potential Supplier or Current Supplier has sign in credentials, they will Sign In and complete a 
change request from the Manage Supplier Information tile.

 Use the Supplier Homepage to access various pages on the portal, by clicking a tile.



Supplier Registration Form
Navigation: Supplier Home Page > Create an Account (New Users) > New U.S./International Supplier Request

Use the Supplier Registration Request form to enter the details to register as a Supplier. You will need your Tax 
Identification Number (US or Foreign) and electronic copies of a W-9, W-8BEN-E, W-8BEN, or 8233 in order to register. 
Select a form based on whether the supplier is Domestic or International. 



Applicable Tax Forms by Supplier Type

• U.S. Citizen: W-9

• International individual providing service OUTSIDE the U.S.: W-8BEN

• International Individual Providing Service INSIDE the U.S.: Form 8233

• International Business Entity: W-8BEN-E



Approval Workflow
• All new Supplier Registrations will be approved first at the Department level and 

then a final approval made at the Supplier Team level. 
• Departments are responsible for denying the registration if they are not familiar with 

the supplier or do not intend to do business with the supplier.
• Departments will not request more information, only the Supplier Team will Request 

More Information.
• All new User ID Requests will be approved by the Supplier Team only. These are 

current USC suppliers that need access to their profile on the self-service portal to 
make changes to the information already in the system.



Supplier Approval: Department
Navigation: Main Menu > Worklist or Click the link in the email 

• Cannot access if logged into HCM.  
• Can do registration status check here as well.

Use the Manage Request Approval page to manage approvals for registration of new suppliers.



New User ID 
Request 

Invitation Letter



Supplier User ID Request 
Navigation: Supplier Home Page > Create an Account (New Users) > Get User ID – Active Supplier / Current Int.

Use the Get User ID form to request a user ID and/or request additional user IDs for individuals in your organization. 
You will need your Supplier ID and Tax Identification Number in  order to request a User ID. Select a form based on 
whether the supplier is Domestic or International. 



Supplier Change Request 
To create a Supplier Change Request, all registered Suppliers will be required to Sign In.

Reminder: To receive a User ID and Password, a potential supplier will need to register as a New Supplier while a 
current supplier will need to Get User ID.



Supplier Change Request 
Navigation: Supplier Home Page > Manage Supplier Information > Domestic/International Change Request

Use the Supplier Change Request form to start a new supplier change request or select an existing request to 
continue the request process. Select a form based on whether the supplier is Domestic or International. 



Non-Resident Suppliers 
If a supplier does not reside in South Carolina and is not registered with the SC 
Secretary of State or SC Department of Revenue, additional income tax must be 
withheld as outlined below:

• For Services: 2% of each payment under a contract exceeding $10,000
• For Rents or Royalties: 7% of each payment exceeding $1,200 (and 5% for 

corporations)

To avoid the additional tax, non-resident suppliers are required to complete SC 
DOR Form I-312 to certify that they are registered with one of the state agencies 
noted above.

https://dor.sc.gov/forms-site/Forms/I312.pdf
https://dor.sc.gov/forms-site/Forms/I312.pdf


Cash Custodians



Cash Custodians
A Cash Custodian Supplier is any employee that needs a cash 
advance or is a custodian for a petty cash and/or change fund.  
This form is also to be used for students needing a travel 
advance. The current process is still in effect. Complete the form 
and email to apsupplr@mailbox.sc.edu. Be sure to include 
support documentation.

• Employee or Student Information – Ensure this is a USC 
     on campus mailing address.

• Select the type of custodian.

• Complete only for petty cash and change fund custodians.

• Department Information – Department Contact, Department 
Approval and date.

mailto:apsupplr@mailbox.sc.edu
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Process



Student Reimbursement Process
Student Non-employees

• Student non-employees will no longer be setup up as a supplier in PeopleSoft. Instead, 
departments will use a new Student Reimbursement form for any reimbursements to 
student non-employees and send these forms to Accounts Payable using the AP Upload 
mailbox, apupload@mailbox.sc.edu. Accounts Payable will then enter these 
reimbursements into PeopleSoft as a single pay supplier.

• For reportable expenses such as stipends and fellowships, students will be required 
to use the new Supplier Onboarding self-service portal to register as a supplier to 
receive a supplier ID. The department will then use Payment Request for payment. 

Student Employees
• For all non-travel expenses, use the Travel and Expense module to reimburse student 

employees for expenses related to the work they do at the University. 

mailto:apupload@mailbox.sc.edu


Student 
Reimbursement 
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Where to Find the 
Resources

For supplier resources, 
visit our Supplier 

Management page.

https://sc.edu/about/offices_and_divisions/controller/compliance_and_tax_management/supplier_management/index.php
https://sc.edu/about/offices_and_divisions/controller/compliance_and_tax_management/supplier_management/index.php


Where to Find the 
Resources

For additional training 
resources, visit our 

Business Manager page.

https://sc.edu/about/offices_and_divisions/controller/toolbox/business_manager/index.php


Controller’s Office Contact List
General Accounting (JEs, JVs, Apex, GL issues/Questions Email Address

General Email Address genacctg@mailbox.sc.edu

Cash Advance Settlement cashadvc@mailbox.sc.edu

Payroll Retro Journal Entries retroje@mailbox.sc.edu

Chartfield Maintenance cfmaint@mailbox.sc.edu

Moving & Relocation Mailbox moving@mailbox.sc.edu

PeopleSoft Finance Security Requests pssecure@mailbox.sc.edu

Accounts Payable Email Address

General Email Address ap@mailbox.sc.edu

AP Uploads apupload@mailbox.sc.edu

Supplier Maintenance apsupplr@mailbox.sc.edu

Travel Office Email Address

General Email Address teoffice@mailbox.sc.edu

Student/Non-employee Travel Authorizations and Travel Reimbursement Vouchers tesubmit@mailbox.sc.edu

mailto:genacctg@mailbox.sc.edu
mailto:cashadvc@mailbox.sc.edu
mailto:retroje@mailbox.sc.edu
mailto:cfmaint@mailbox.sc.edu
mailto:moving@mailbox.sc.edu
mailto:pssecure@mailbox.sc.edu
mailto:ap@mailbox.sc.edu
mailto:apupload@mailbox.sc.edu
mailto:apsupplr@mailbox.sc.edu
mailto:teoffice@mailbox.sc.edu
mailto:tesubmit@mailbox.sc.edu


Controller’s Office Contact List
Capital Assets Email Address

Physical Inventory physinv@mailbox.sc.edu

Cash Management and Treasury Email Address

General Treasury Email Address treasury@mailbox.sc.edu

Business Expense Card cards@mailbox.sc.edu

Team Card teamcard@mailbox.sc.edu

Travel Card trvcard@mailbox.sc.edu

Compliance and Tax Email Address

General Compliance Email Address concpl@mailbox.sc.edu

General Tax Email Address tax@mailbox.sc.edu

Research/Development Sales/Use Tax Exemptions rdequip@mailbox.sc.edu

Time and Effort Reporting timeandeffort@sc.edu

mailto:physinv@mailbox.sc.edu
mailto:treasury@mailbox.sc.edu
mailto:cards@mailbox.sc.edu
mailto:teamcard@mailbox.sc.edu
mailto:trvcard@mailbox.sc.edu
mailto:concpl@mailbox.sc.edu
mailto:tax@mailbox.sc.edu
mailto:rdequip@mailbox.sc.edu
mailto:timeandeffort@sc.edu


Controller’s Office Contact List
Grants and Funds Management Email Address

Sponsored Award Specific Questions Contact your Post Award Accountant (PAA)

Payroll Email Address

General Email Account payroll@mailbox.sc.edu

mailto:payroll@mailbox.sc.edu


 

THANK YOU!
Address:
1600 Hampton Street
Columbia, SC 29208

Contact Number:
Phone: 803-777-2602
Fax: 803-777-9586

Email Address:
controller@sc.edu

Office of the Controller

Alone, we can do so little; together, 
we can do so much.
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