How To Request A New Supplier

1 Click the "Search" field.
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2  Type "create supplier"



3  Click "Supplier"
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4 Click the "Supplier Name" field to input the name of the supplier

Create Supplier Request

Complete as much information about the supplier as you know. If you have a list of the sup|

Worker # Ninya Domingo (007842}
Supplier Name #||
DUNS Number

Unique Entity Identifier

Restricted to Companies

Supplier Category




5 Type" CapsLock NINYA BAKERY SHOP"

6  Click the "Supplier Category" field.

Worker # Minya Domingo (007842)
Supplier Name # | MINYA BARKERY SHOP
DUNS Number

Unigque Entity Identifier

Restricted to Companies

Supplier Category Frearch =
Parent =
Tax Authority Form Type select one v ‘
TIN Type = |

Cancel
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Click this radio button to choose the correct category

Click here.

Create Supplier Reque

Complete as much inform|

Worker *
Supplier Name *
DUNS Number

Unique Entity Identifier

Restricted to Companies

Supplier Category

() Advertizging

() Aleoholic Beverage

O Bakery

() Benafits

() Beverage - Alcohol

() Bewerage - Mon-Alzohol
() Board of Trustees

() Charitable Contributions
[ ) Cleaning Supplies

() Computer

() Customer Refunds

vou have a list of the su

Unigue Entity Identifier
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Supplier Category
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Tax Authority Form Type

TIN Type

TaxID

Justification
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9  Click "1099 (MISC/NEC)"

e -

Supplier Category % Bakery - =

Parent =

Tax Authority Form Type salect one v

TIN Type ‘
1042-5

TaxID 1098 (MISC/NES)

o DAS2

Justification

TDS
Contact Information Classification Attachrnents Supplier Contact

Cancel

10 Click the "TIN Type" field to choose

Restricted to Companies ‘

Supplier Category ‘ »% Bakery =
Parent ‘ =
Tax Authority Form Type ‘ 1099 (MISC/MEC) v

Alert: Entera TIMN Type and Tax |G if the supplieris 1099,
Alert: Enter an address for 1099 suppliers.

TIN Type [gearch =

TaxID

Justification
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11  Click this radio button for the correct TIN Type

Unigque Entity Identifier

Restricted to Companies

Supplier Category x Bakery - =

Parent =

Tax Authority Form Type 1090 (WMISCWECY hd
(O n-Em

1099.
() 2-58N or ITIN

TIN Type Search

TaxID

Justification

12  Type the tax ID and proceed to justification of the request



13  Click the "Justification" field.

Y i e = L | - -—]

Parent ‘ = I

Tax Authority Form Type ‘ 1099 (MISC/MNEC) v ‘
Alert: Enter a TIN Type and Tax D if the supplieris 1099,
Alert: Enter an address for 1099 suppliers.

TIN Type * 1-EIN = l

Tax 1D 999333555 l

Justification |

14  provide phone number of the vendor



15 Click "Add"

Tax ID 999333555
Justification SPECIAL BAGELS
Contact Information Classification Attachrents Supplier Contact
Phone

16  Click to select the correct phone device that goes with the number provided

Phone

Country Phone Code # | x United States of America (+1}

Phone Mumber #| (703) 840-0377 ‘
FPhone Extension ‘

Phone Device # | Mobile v
select one

Type
Business Phone

Primary
Fax

lse Far Landlina |

Iahile Cancel




17  Click the box for Primary

Create Supplier Request

Phone Extension | ‘

Phone Device # | Businass Phone x ‘

Type # Business

Primary D

Use For » Billing =
* Remit To
» Shipping

Yisihilit

SERERY Public

Comments

18 Click "Add" to provide the remit to address of the vendor
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19 Click the "Address Line 1" field for the street address

Search Address =

Google

> Use of Address Lookup

Address Line 1 #

Address Line 2

City *

State *

Cancel

20 Type "455 PROSPERITY AVENUE"



21 Click the "City" field to input the city

Search Address

Google

> Use of Address Lookup

Address Line 1 % | 455 PROSPERITY AVENUE

Address Line 2

City #|]

State * |

22 Click the "State" field for the state

i SALE JUNNITI REYUTIL
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AddressLine 1 # | 455 PROSPERITY AYEMUE

Address Line 2

City # | FAIRFAX

State #| PBearch

Postal Code  #

County

Usage

Type # Businass
Primarv [

Cancel
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Click this radio button.

City

State

Postal Code #

County

Usage
Type
Primary

Use For

Click the "Postal Code" field.

# | FAIRFAX

*

# Bus

VIRGI

-J South Caralina
_J South Dakota
) Tennessee

) Texas

7y United States Minor Cutlying
"y

lslands

) Utah

=3
Warmont

Yirginia

) Wirginlslands, U.S.

) Washington

West Virginia

AddressLine 1 # | 455 PROSPERITY AVEMUE

Address Line 2

City # | FAIRFAX

State # | * Virginia =
Postal Cade  #| |

County

Usage

Type # Businass

Primary |:|

Use For | » Billing =
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Click here to mark the address provided as primary

Click "Add"

State *‘ » Virginia = ‘
Postal Code % | 22031 ‘
County ‘ ‘
Usage
Type # Business
Primary D
Use For » Eilling =

* RemitTo

* Shipping

Yisihilit
by Public

Comments

Remove

Add

Email

Add

Instant Messenger

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

Remove

!
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Email Address #

Type #* Business

Primary D

Use For ¢ Billing =
»* RemitTo

Canc

28  Click the box to mark as primary

Add

Email

Email Address # | MINYABAGELS@BAKERY.COM

Type # Businass

Primary D

Use For | » Billing =
* Remit To
* Shipping

Wisibility Bubii
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Click "Attachments" to attach your supporting documents-w-9 and registration

form
Create Supplier Request
e (== -
TaxID ‘ 9093335355
Justification SPECIAL BAGELS
Contact Information Classification Attachrnents Supplier Contact
Phone
Country Phone Code # | % United States of America (+1) e |
Fhone Number # | (703) 84G-0377 |
Phene Extension ‘ |
30 Click "Select files" to select the scanned documents from your file

mtact Information Classification

ttachments

Attachments Supplier Contact

Crop files here

ar

Select files

( Cancel ) (SaveforLater) ‘
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Click "Upload" to attach the signed w-9

Contact Information Classification Attachments Supplier Contact

Attachments

Adoox
1
poc + Suecessfully Uploaded!

Comment |

Upload

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.

Attachments

Adoex
+  Successfully Uploaded!

Comment ‘ -

Adocx
"  Successfully Uploaded!

Comment ‘ |

Upload

enter your comment

- :: \-
[ )

34 Click the "Comment" field and type "REGISTRATION FORM"

Attachments
Adoox
DOGC « Successfully Uploaded!

Comment w-g

A docx
1
DoC W Suecessfully Uploaded!

Comment REGISTRATION FORM|

Upload

enter your comment

& 2 \u
| |
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Click "OK"to Submit
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