
 

Supplier Management 
 

Before submitting a new supplier request, it is recommended that you 
alert the supplier they will be receiving a New Supplier Request from 
the University of Wisconsin System’s Supplier Management Portal.  
The Supplier should check for the email in both their Inbox and Spam 
folder.  They must complete the registration invitation and submit a 
current W-9 within the last year.  

 

 

Entering a New Supplier Request  
• On the Home page, click the link for Supplier Management to open the 

Supplier Management Dashboard.  

 
• Click New Supplier Request.  



• Enter the exact Supplier name in the box provided and click submit. 
• Provide requested information on the Supplier Overview page 

o Tax ID (not required, but will expedite registration and approval process) 
o Email Address (required) 
o Supplier Type (required) 
o Contact First and Last Name (not required) 

• Upload W8 or W9 file (not required) 
• Provide any optional comments in the box provided.  
• Click Save Progress. 
• Click Next. 
• Click Review and Complete. 
• Click the Certification Checkbox and then select Complete Request. 

 

ShopUW+ Supplier Invitation e-mail 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Request Status types: 

• Incomplete – a requester started a New Supplier Request and either 
did not complete all the required fields or did not check the 
Certification box and click on Complete Request. 

• Under review – SSFA team has the request for review but has not 
sent out an invitation yet.  

• Returned – SSFA team sent the request back to you to get more 
information or clarification. 

• Rejected – SSFA returned the request back to you, most likely for a 
duplicate supplier in the system, and cannot be resubmitted.  

• Approved – SSFA team has sent an invitation to register to the 
supplier.  

 

 

Registration Status types: 

• None – Supplier has not been invited to register. 
• Invited – Supplier has received an email invitation from the UW 

System Supplier Management Team to register as a new supplier.  
However, the supplier has not yet responded to the invitation by 
activating their login. 

• In Progress – Supplier has been invited to register and has begun 
entering information into their registration profile but has not yet 
submitted the profile. 

• Profile complete – Supplier has completed all required fields on 
registration and submitted.  The registration is with the SSFA team for 
review and approval.  

• Rejected – SSFA team has rejected the supplier registration based 
on the information provided.  

• Approved – Supplier has completed registration and it has been 
approved by the SSFA team.  Supplier is now active for shopping in 
ShopUW+.  

 

 



What if the supplier has not received the registration invitation?  

• Email the SSFA team at supplierfile@bussvc.wisc.edu requesting to 
resend the supplier registration invitation.  

 

 

 

 

 

 

Checking supplier registration workflow 

• The Supplier Registration Workflow can be tracked when the Status 
is Profile Complete.   

• Several approval steps must be completed before a supplier 
registration status can be Approved and activated for Shopping in 
ShopUW+.  

 
 

• Click on the hyperlink of the Supplier Profile 

 
 

mailto:supplierfile@bussvc.wisc.edu


• Click on Workflow and Review  

 

• Click Supplier Registration and Workflow 

 
 



• Here you will find approval steps needed to be completed by the 
SSFA team for a supplier to be Approved and active for shopping. 

 
 

 

 

 

 

 

 

 

 

 


