BRYN MAWR | E-MARKET

Request New Supplier

Documents Required

Contact supplier and request they provide a completed Form W-9. Form W-9 is available on the
Finance-Purchases and Payments-Forms webpage.

If the supplier will be used to place orders for items, request they provide their order fax # or email.

If the supplier will be performing a service, a signed contract must be on file with College Counsel.

Complete Request Form

In the Non Catalog Suppliers/New Suppliers - Forms section of the E menu click on New Supplier

Add Form.

MNon Catalog Suppliers/New Suppliers - Forms

PO Order Form
PO sent to Supplier

PO Form- order already placed
PO NOT sent to Supplier

MNew Supplier Add Form

Usze to request 2 new supplier

Enter information requested in the New Supplier Add Information section (required fields are in bold).

Supplier's Name (Required)

Supplier Type Information Instructions

Product/Service/Both (Required)

Product/Service Description (Required)

Contract signed by College Officer and on file with College Counsel (Required)

Tax ID# Instructions

Supplier's 9-digit Tax ID# (Required)
Remit To Address Line 1 {Required)
Remit To Address Line 2

Remit To Address Line 3

Remit To Address City (Required)
Remit To Address State (Required)

Remit To Address 5/9 Digit Zip (Required)
Corporate Office Address

Supplier's Contact Name(s)

Supplier's Website Address (if available)
Supplier's Customer Service Phone # (Required)
Order FAX # OR Order Email Address (Required if Product type supplier)

Motes to Purchasing and/or Accounts Payable

Available Actions: Add and goto Active Cart = [[E] close

New Supplier Add Information (Use ALL CAPS)

KYZINC

Please choose from the list below either "product” or "service” or "both” based on the types of purchases you will be making from
this supplier. Then enter a DETAILED description of types of products or services that will be purchased or rendered. Providing this
information will help us properly categorize the college's suppliers.

Service

CONSULTING SERVICES FOR MELLOM TLT GRANT

ers remazining expand | clear
O Ne
@ Yes
Please enter supplier's 9-digit US tax ID# below and attach a copy of their completed Form W-9 under Internal Attachments at the

bottom of this section. The IRS requires the college to obtain a completed Form W-9 from all 3rd party suppliers prior to issuing
payment.

12-3456789
123 ANY 5T

BRYMN MAWR
PA =

19010

SAME AS ABOVE

ers remazining expand | clear

JOHN SMITH
racters remaining expand | clear
610-526-1111

610-526-1110
ENTER ANY ADDITIONAL NOTES HERE|

ers remazining expand | clear
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Request New Supplier

e Attach scanned Form W-9 in Internal Attachments section by clicking on |add attachment....

Internal Attachments
20131219130058 pdf (223k) remave..

2dd attachmant.

OPTIONAL-You may attach a copy of the contract under Internal Attachments,

o Next to Available Actions in top right corner Add and go to Active Cart should be selected, click E
Your form will be added and you will be brought to your cart.

Checkout

e With this form you are placing an order for a supplier to be added to E-Market so you need to checkout
(same as you would for any other order). To avoid delays in processing, the New Supplier Add Form
should be the only item in your cart when you checkout.

¢ You will automatically be brought to your Shopping Cart, click .

Shopping Cart * 1757835 ~ = Return Cart Assgnc

simple Advanced

b Details v
1 ltem O~ feme
2017-01-26 dmacintosh.shopper 01
New Supplier -+ 1 Item - 0.00 USD |
Estimate (0.00 USD) v
SUPPLIER DETAILS
Subtotal 0.00
Item Catalog No. Size/Packaging unit Price Quantity Ext. Price Shipping 000
New Vendor Add Form 0.00 aQty:1 0.00 | Handling 0.00
. no value
e A Summary screen for your order(s) opens. Click  or the Feaured  to add BMC — Account Code.
Requisition * 1757835 ~ ® = @ Assign Cart Piace Orde
o
General rd e Billing # ~

Total (0.00 USD) ~
sutotal 0.00
Shipping 0.00
Handiing 0.00

Delivery Options
0.00

Accounting Codes @ v

BMC - Fund BMc - Dept BMC - Project -

01310 99999

e Enter any account code available for your default department, then click . It does not matter
which code you choose because there will not be anything charged against your budget.

Edit Accounting Codes x

Accounting Codes

BMC- Fund BMC - Account Code BMC- Dept BMC - Project
Organization Values
Subscriptions ‘ prw—) ...
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51701 - Office Supplies

51720 - Minor Equipr

51722 - Books/F

51728 - Coier Supolies
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Request New Supplier

Click IEE "

Requisition * 1757835 ~ = ® W @  Asonca

Summary  Taxes/S&H PO Previe Comments @) Attachments  Histo

sener P — # - bilng + - I

Total (0.00 USD) e
Cart Name 2017-01-26 dmacintosh.shopper 01 Ship To Bill To

You will receive confirmation that your requisition was submitted.

® Requisition 2929054 Submitted

Summary Options
Requisition Number 2929054 @ erint
Requisition status Pending
Approval Status
Cart name 2020-03-25 dmacintosh.shopper 071
Recent orders
Requisition date 10/23/2020
Return to your home page
Requisition total 0.00 USD
Number of line items 1

You will receive an email when your new supplier has been added to E-Market.
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