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Before you begin the registration process, please be sure to have the following documents available: 

• A completed Supplier Tax Information form (if you are an individual registered with a SSN) 

• A completed W9 form (if you are a company registered with an EIN) 

• If you are updating or adding banking information, provide ONE of the following: 

o Image of a voided check 

o Bank statement with your name, bank name, and account number (all other information 
may be redacted). 

Please note: UF requires payment to suppliers via ACH or ePay. 
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1. To begin registration, navigate to the Supplier Portal Website and click the Supplier Portal 
Box. This will take you to the Supplier Public Homepage. 

 

                                                 

 

 

2. Select Supplier Sign In  
 

 

https://cfo.ufl.edu/procedures-training-resources/payments/supplier-portal/
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3. Enter your User ID and click Send Email. The User ID is the ID you previously created. If you 
have not yet created your User ID, please do so by selecting User Registration before 
beginning.  
 

                          

 

                                           Note: Remember: Your User ID begins with SUP 

 

4. Check your email for the verification code and enter it in the box. Then click Verify to proceed. 
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5. Enter your password and click Sign In. This will take you to the Supplier Secure Home Page. 
 

                                

 

6. Select Supplier Change Request to update your information 
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7. Create a New Request. If you have any pending change requests, you will see them in the 
pending section. You may click the link under Request ID to view your pending request 
 

 
 
 
Note: If you need to modify a change request, please contact our team so we can send the 
request back to you. 
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8. Review the information on the Welcome page and select next to begin. 
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9. On the Company Profile page, review your information and make any necessary updates. 
 
Note: You must attach your W9 (businesses) or your Supplier Tax Information form 
(individuals) by clicking the Add/View Attachments link, otherwise you won’t be able to 
move forward. 
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10. On the addresses page you may edit your addresses by clicking the pencil icon or clicking the 
Add New Address button. 
 

 

 

11. On the Contacts page you may edit your contacts by clicking the pencil icon or clicking the 
Add New Contact button. 
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12. To edit your banking information, click the pencil icon and modify the bank’s account, 
routing number and name of the bank if applicable. 
 

 

 

13. If you are adding a bank account, select Add bank account at the bottom. Please make sure 
to attach a voided check or a bank statement (transactions can be redacted) in the 
Attachments link. 
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14. Enter your bank details (bank’s name, routing number, account number and account type). 
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15. Select the two boxes to acknowledge the Foreign Countries of Concern Florida Statute 
287.138 and Anti-Human Trafficking House Bill 7063. 
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Note Failure or refusal to disclose status, or change in status, shall result in denial of supplier registration 
request and/or immediate termination of the supplier, without liability, to ensure the University’s 
continued compliance with the aforementioned and subsequent statutes or legislation. 

 

 

16. Enter your email to receive status notification and select the box and then Submit to submit 
your registration. The Supplier Maintenance team will email you directly with any questions 
if needed. 
 
 

 

 

 

 

Note: You will receive a change request number via email as confirmation of your 
submission. You will also get a notification one you request has been approved, denied or if 
we need more information.  


