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How To Request A New Supplier

1 Click the "Search" field.

2 Type "create supplier"
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3 Click "Supplier"

4 Click the "Supplier Name" field to input the name of the supplier
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5 Type " CapsLock NINYA BAKERY SHOP"

6 Click the "Supplier Category" field.
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7 Click this radio button to choose the correct category

8 Click here.
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9 Click "1099 (MISC/NEC)"

10 Click the "TIN Type" field to choose
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11 Click this radio button for the correct TIN Type

12 Type the tax ID and proceed to justification of the request
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13 Click the "Justification" field.

14 provide phone number of the vendor
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15 Click "Add"

16 Click to select the correct phone device that goes with the number provided
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17 Click the box for Primary

18 Click "Add" to provide the remit to address of the vendor



10

19 Click the "Address Line 1" field for the street address

20 Type "455 PROSPERITY AVENUE"
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21 Click the "City" field to input the city

22 Click the "State" field for the state
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23 Click this radio button.

24 Click the "Postal Code" field.
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25 Click here to mark the address provided as primary

26 Click "Add"
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27 Click the "Email Address" field and input the email address of the supplier

28 Click the box to mark as primary
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29 Click "Attachments" to attach your supporting documents-w-9 and registration
form

30 Click "Select files" to select the scanned documents from your file



16

31 Click "Upload" to attach the signed w-9

32 Type "W-9" in the comment box then click upload again to attach your signed
Registration form
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33 Click the "Comment" field.

34 Click the "Comment" field and type "REGISTRATION FORM"
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35 Click "OK"to Submit




