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Supplier Module Onboarding Step-by-Step: 
 

1. Supplier candidates will receive an invitation via email, provided to CWRU by your point of contact.  The email 
will be titled Supplier Registration.  An example of the invitation email is below. 
 
Click Register as Supplier to get started.  You will need your Access Code to begin your registration. 
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2. Upon clicking the Register as Supplier link, you will be directed to the supplier onboarding Welcome page. 
Enter the Access Code from your invitation email where prompted.  Disregard the type of entity.  You will 
identify your tax classification on the next page.  Items marked with an asterisk * are required before you can 
advance to the next screen.  Click Next. 
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3. Enter your Tax Identification Number (TIN) – this can be a Social Security Number (SSN) for individuals or 
an Employer Identification Number (EIN) for non-individuals.  Enter your Entity Name – either your name if 
you are registering as an individual or the name of your company.  Disregard the Payment Card Provider check 
box. 

 

4. Optional – describe the goods or services being provided to CWRU. 
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5. Choose the Federal Tax Classification that best reflects your tax status and the payment you will be receiving 
from CWRU. 

 

 

6. Identify if you are a foreign individual or foreign business entity.  Choosing Yes for this question means you 
must submit a signed W-8BEN. 
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7. Upload a signed copy of your W-9 (US entities) or W-8BEN (foreign entities).  These documents must have 
a wet/handwritten signature or a certified digital signature.  Font signatures are not acceptable and will result in 
your application being returned to you for updated signatures. 
 

 
 

8. Select your preferred payment terms.  Supplier applicants can choose between Net45 – ACH, Net45 – Check, or 
Net20 – American Express. 

 

 

9. If Net45 – ACH is selected, supplier applicants MUST upload a voided check or bank verification letter.  The 
documentation must clearly identify you as the owner of the bank account. 
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10. Identify potential Conflicts of Interest by disclosing if any of the supplier applicant’s officers, owners, founders, 
directors, investors, and/or controlling members are current/past CWRU employees or family members of 
current/former CWRU employees.  Additional information is requested if your response is Yes. 

 

 

11. Formally acknowledge that any uploaded documents contain wet signatures or certified digital signatures.  
Font/Typeface signatures are not accepted. 

 

12.  Disclose if your company will provide software, IT hosting, or cloud services, or if they will access CWRU 
institutional/student data. 
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13. Identify if your company is certified as a Small Business, Small Disadvantaged Business, Service-Disabled 
Veteran-Owned Business, Veteran-Owned Business, or Historically Underutilized Business (HUBZone).  If Yes, 
upload federal/state certifications. 

 

 

14. Enter the name, email address, and phone number for the Billing point of contact.  Click Next once all sections 
have been completed. 
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15. Enter all applicable business addresses.  If your Remit To Address differs from your Primary Address, please 
check the Remit To Address box and enter the additional address. Click Next once all sections have been 
completed. 
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16. Enter information about important Company Contacts. Make sure to identify the Primary Contact. Click 
Next once all sections have been completed. 
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17. Create your User Profile Information.  Your User ID and Password will be used to access your Supplier 
Profile once your application has been approved.  Password requirements are shown below. 
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18. Designate an address for each Company Contact entered.  At least one contact person must be provided.  Click 
Next once all sections have been completed. 

 

19. Identify the correct Invoice Address and Remit Address based on the address information entered earlier.  If 
you chose ACH payment as your preferred payment method and wish to receive an emailed copy of your 
payment remittance, check the Enable Email Payment Advice box and enter a valid email address in the box 
below. 
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20. Supplier applicants who chose Net45 – ACH as their preferred payment method should enter the following 
information on the Payment Information screen. 

 Bank Name 

 Account Type 

 Bank ID (Routing Number) 

 Bank Account Number. 
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21. The remaining boxes on the Payment Information screen are optional. 
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22. The final Submit page allows the supplier applicant to review all answers provided during supplier onboarding. 
By clicking Review located at the bottom of the page, a new screen will appear allowing for a final review before 
submission.  Supplier applicants should double-check that all information is accurate before clicking Submit. 
 
The Password created on this screen will be used ONLY if an application is returned to the applicant for 
updates or review.  This password is different than the one created on the Contacts page and will NOT be used 
to access a supplier profile once a supplier has been approved.  Password requirements are shown below. 
 
Once the Terms of Agreement has been reviewed and accepted, and supplier applicants have reviewed and 
verified their information, the application can be submitted by clicking Submit. 
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23. Upon successful submission of the application, supplier applicants will be presented with their unique 
registration ID, and an email confirmation will be sent to the email address provided on the Submit page.  The 
registration ID is NOT an approved Supplier ID number - it is a record of your registration submission.  An 
official Supplier ID will be provided once CWRU reviews and approves your registration.  The official Supplier 
Name and Supplier ID will be emailed separately. 
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24. If, at any time during the supplier onboarding process, you need to save your information to return to later, click 
the Save for Later button.  The system will prompt you to create a password that can be used to access your in-
process registration later.  A screen will appear confirming your Registration ID, Tax Identification Number, 
and Email ID.  A confirmation email will be sent to the email address provided which includes a link to re-
access your application when you are ready. 
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25. Once an application has been fully reviewed and approved, an email will be sent to the supplier email address 
provided, complete with the official Supplier Name and Supplier ID.  Once received, this indicates that the 
supplier is approved and open for purchasing. 

 


