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Guide — First-Time Supplier Registration in Workday

Overview
This guide is for individuals in this role: New Suppliers
This guide is associated with this Workday Task: Onboarding to Workday Strategic Sourcing

Workday Strategic Sourcing is the portal you will use as a new supplier to create your account, verify your
email, set your password and multi-factor authenticator (MFA) and complete your initial supplier registration
so your company can be onboarded. After your first log in, you will enter key company and contact details and
may also be asked to complete additional onboarding forms such as questionnaires, tax documents or banking
information. Once setup is complete, Workday becomes your self-service portal to manage your supplier
information and handle future requests in one place.

This guide includes the following sections:

e Workday Registration

e Set Up Your Account

e Account Has Been Created

e Supplier Onboarding Form

e Supplier Onboarding — Additional Information

Workday Registration

Follow these steps to self-register your account and authentication as a Clemson Supplier in the Workday
system with the information required for onboarding.

Account Registration and Tenant Access

1. You will receive an email invitation with a unique link directing you to the Workday Strategic Sourcing
portal.

2. Click the Sign Up and View Form Button. If you do not receive this email, refresh your email page and
check your spam/junk folders.
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Clemson University | Supplier Onboarding | You're invited to respond to a Form

@ Workday Strategic Sourcing I:l <no-reply_strategicsourcing@workday.com>

Invitation to Supplier Onboarding Form

Company

Clemson University

Form

Supplier Onboarding

Owner

Form Due
7/1/2026 at 8:00 PM EDT

Clemson University is using Workday Strategic Sourcing to manage the submission process for this
form.

‘ SIGN UP AND VIEW FORM

Image 1: Email from Workday Strategic Sourcing with Registration ‘Sign In’ Link

3. Upon clicking the link, you will land on a registration page. The link will open in your browser and ask
you to verify your email address, which is the same email address the invitation was initially sent to.

4. Enter the supplier email address and verify by sending a verification code to your entered email. Click
‘Send a Verification Code’.
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Start By Verifying Your Email

e********@d *kkdkkk com

Send A Verification Code

Image 2: Start by Verifying Your Email landing page through Workday

5. Check the email inbox (and junk folder) of the email account you entered into the Workday registration
form.
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[EXT] Workday Central Login OTP: 271563 £
no-reply-wcl@workday.com ‘ © ‘ © ‘ © ‘ ” ‘ ‘ s J
To @ Good| | 1:49 PM

@ If there are problems with how this message is displayed, click here to view it in a web browser.

I You don't often get email from no-reply-wcl@workday.com. Learn why this is important

workday.

Please verify your email address to activate your Workday Central
Login account by entering in the following one-time code

271563

Image 3: Workday Email — Verification Code for Workday Central Login

6. Once you receive this 6-digit verification code, go back to the Workday registration website and either
type or copy/paste it to verify your email and select ‘Verify Email’.
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Enter Your Verification Code

To verify your email and finish setting up your account, Workday sent

you an email with a 6-digit verification code.

e********@ d*‘k*****. com

=

Resend a Verification Code

Image 4: Enter your Verification Code
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Set Up Your Account

workday.

Set Up Your Account

irst Name

Enter your first name ‘

_ast Name

Enter your last name ‘

New Password

‘ Enter your password LO4 ‘
Eonfirm New Password
Enter your password LO ‘

Create Account

Image 5: Create and set up your account

1. Enter the necessary information, including First Name, Last Name, a New Password, and password
confirmation. Remember to write down this password/save it in a safe place!
a. Password requirements are subject to change but should include uppercase letters, lowercase
letters, numeric digits, special characters, and be at least 8 characters long.
2. Set up your authentication methods. You can select SMS (Phone) or an Authenticator App for multi-
factor authentication (MFA).
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SMS Setup

Set Up Authentication Methods

Multifactor authentication strengthens your Workday account

security by requiring a secondary device to verify your identity.

SMS
Register a phone number to
receive a one-time passcode on

your device.

Authenticator App

Receive a one-time passcode

using your authenticator app.

Image 6: Set up Authentication Methods (SMS or Authenticator App)

3. If you select SMS as the authentication method, add the phone number that you would like to be
attached to the WSS account.
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Add a Mobile Number

Add a mobile number to better protect your account. Message

& data rates may apply.

Mobile Number

Us v +1 Enter your phone number

Add Your Mobile Number

By enrolling your mobile number, you consent to receive

automated text messages from Workday related to account
security.

Set up another way

Image 7: Add Your Mobile Number

4. Verify your Mobile Number. WSS will text a 6-digit code to the phone number you entered; input that
6-digit pin in the verification field.

Today 3:56 PM

Workday Central Login OTP:
867335. This OTP expiresin 5
minutes. Please do not reply to
this message.

Image 8: Example 6-Digit Verification Code Received via SMS (yours will be different!)
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Let's Verify Your Mobile Number

For your security, Workday sent you a text message with a 6-

digit verification code.

+] *¥FxxEkkk%kk P

Enter the 6-digit code

]

Verify Code

Resend a Verification Code

Image 9: Authenticate Phone Number 6-digit verification code

Authenticator App Setup

5. If you select Authenticator App as the authentication method, ensure you have Google Authenticator
or Microsoft Authenticator downloaded onto your mobile device as that is required to sign into

Workday Central Login.

a.

Step 1:‘Scan This QR Code with your Authenticator App’. Once your authenticator app reads

the QR code, you will receive a 6-digit code.

Step 2: Connect Workday account to the Microsoft/Google Authenticator by following the

prompts on your mobile device.
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Set Up Authentication Methods

Multifactor authentication strengthens your Workday account

SMS
Register a phone number to
receive a one-time passcode on

your device.

Authenticator App

Receive a one-time passcode

using your authenticator app.

security by requiring a secondary device to verify your identity.

Image 10: Authenticate via Authenticator App

Note: For Authentication methods, you can set up both the SMS and the Authenticator App, but you must set
up at least one of them as the multi-factor authentication and verification.

6. Once you have set up your multi-factor authenticator, continue to Set up your Account. Input Job Title,

Phone Number and select your time zone, then click ‘Create Account’.
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w Strategic Sourcing

Set Up Your Account

Job Title

Phone Number

Timezone

‘ Select a timezone v ’

Create Account

By creating an Account you accept the Terms of Service and
acknowledge the Privacy Statement.

Image 11: Set up Your Account > Create Account

Account Has Been Created

1. Your Landing Page — this is where your assigned Onboarding Form and Onboarding Additional
Information Form live as well as any self-service actions on the left side of the page.
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Clemson University Onboarding Form noT sTarTeD

|«
8 General Profile v
I Supplier Information YOUR ONBOARDING JOURNEY!
Commodity Codes
Business Information Supplier Onboarding - Additional Information DUE 7/1/2026
Banking Information
Contacts Supplier Onboarding [ DUE 7/1/2026 CURRENTLY VIEWING

Attachments

ONBOARDING INFORMATION MESSAGE CENTER E u

Thank you for expressing an interest in doing business with Clemson University. Clemson values the quality of its suppliers and the strength
of its collaborative partnerships. The Department of Business Services works in tandem with University suppliers to provide professional,
responsive, and quality goods and services in support of Clemson University's academic, research, social, and economic goals.

You are required to complete and submit this online application before you can be authorized to conduct business with the University. Yol
will receive confirmation once your application has been processed. This application collects pertinent tax and business information that fire
necessary for ensuring compliance with university and federal policies.

Before you begin the registration process you will need the following:

» Electronic Copy of Current Tax Documents
- Domestic Suppliers provide a W-9 (Please find a W-9 Form Here on the IRS Website) or the link below

Image 12: Clemson University Onboarding Form

Supplier Onboarding Form

ONBOARDING INFORMATION : MEssace cEMfER ::

Thank you for expressing an interest in doing business with Clemson University, Clemson values the quality of its suppliers and the strength
£i AL Li s il I3 H L

E ik (TP Y i Thoo M Y b Dheari = i im kol T P ik

Image 13: Clemson University Onboarding Form Edit Button

1. To make any changes/edits/adjustments to the general onboarding information form, you must select

‘Edit’ in the top right corner.

Make sure you have your necessary tax documents in order, i.e. W-8, W-9, |-312, etc.

Required Fields

a. Supplier Name
Supplier Category
Supplier Description
Business Information > Addresses (Address and Usage)
Primary Phone (Phone Country, Phone Device Type, and Phone Number (no dashes))
Tax Authority Form Type (if applicable), Primary Tax ID, Tax Country
g. Procurement Options ‘Default PO Issue Email’

Updated 06/24/2026 12
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h. Bank Account (Country, Type, Payment Term, Payment Type)

i. Contact Information (First name, Last name, phone, email)

j.  Upload your Tax Attachments

k. Note: WSS updates may also update the required fields so take note of any alerts you may
receive when submitting your onboarding form. A new release could mean a new required field
that is not listed above.

4. When you are ready to submit this form, select ‘Submit’ on the bottom right. If you want to save this as
a draft for later, click ‘Save as Draft’.

\’I-\V Strategic Sourcing HOME SUPPORT v :-

Clemson University Onboarding Form noTsTarTED

|«

ATTACHMENTS
A General Profile ~
I Supplier Information Please attach the following documents:
Commodity Codes 1. A W-9 if you are a domestic supplier (found here) OR a W-8 if you are an international supplier (found here)

2. If you have an 1-312 for the State of South Carolina, please upload it here (found here).
Business Information
Find a W-9 Form here on the IRS Website: https.//www.irs.gov/pub/irs-pdf/fw9.pdf

Banking Information
Find a W-8 Form here on the IRS Website: https./www.irs.gov/pub/irs-pdf/fw8ben.pdf

Contacts
Find an 1-312 for the State of South Carolina here: https:/media.clemson.edu/procurement/buy/1312.pdf

Attachments

REQUIRED™

FILE NAME FILE SIZE UPLOAD DATE UPLOADED BY FILE TYPE

No items available.

DRAG/DROP DOCUMENTS or BROWSE FILES

CANCEL SAVE AS DRAFT SUBMIT

Image 14: Clemson University Onboarding Form Submission Button

Supplier Onboarding — Additional Information Form

1. Once you submit your Supplier Onboarding Form, a Next Steps screen will appear and prompt you to
complete the Additional Information form. Select ‘Open Form’.

Updated 06/24/2026 13
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NEXT STEPS

You submitted your onboarding form.

@ Supplier Onboarding ©® SUBMITTED

Supplier Onboarding - Additional Information DUE 4/30/2026 OPEN FORM

Image 15: Next Steps Screen for Supplier Onboarding Forms

2. The Supplier Onboarding - Additional Information page will open — select ‘Open Questionnaire’ to get
started entering your additional supplier information.

7~ - -
w Strategic Sourcing HOME  SUPPORT ¥ -

Supplier Onboarding - Additional Information e

FORM DETAILS

All times are displayed in the Central Time (US & Canada) time zone. You can change this in your User Profile.

SUBMISSION DEADLINE ISSUING COMPANY SUPPLIER COMPANY PRIMARY CONTACT
7/1/2026 Clemson University
FORM

WV  QUESTIONNAIRE OPEN QUESTIONNAIRE

Fill out the questions in the Form below then submit your response.

SECTION DESCRIPTION LAST UPDATED STATUS # OF FEEDBACK ACTIONS

This information helps
Clemson University

»
Y Never Not started - OPEN
track general details “ ¢ ) -

about the supplier's...

Business Details

Clemson requires that

you maintain the & Never (Not started) - OPEN
proper levels of

insurance as outline...

Insurance Infarmation

Follow this link to

Image 16: Supplier Onboarding — Additional Information Form
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OPEN QUESTIONNAIRE

Image 17: Open Questionnaire Button

3. Once you have completed all the Additional Information, click ‘Review & Submit’.

Saved at
10:52 AM

REVIEW & SUBMIT

Image 18: Review & Submit Button

4. Review and ensure all your information is correct, then click ‘Submit Form’.

Changes save
. PREVIEW SUBMIT FORM
automatically

Image 19: Submit Form Button

5. Confirmation Screen and Email Confirmation:
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Supplier Onboarding - Additional Information

SUCCESS! WHAT'S NEXT?

Workday Strategic Sourcing will notify the event owner of your submission.
If further action is needed, the event owner or Workday Strategic Sourcing will contact you.

You can retract your Form and edit it until the submission deadline

NEXT STEPS
@ Supplier Onboarding 2 SUBMITTED
@ Supplier Onboarding - Additional Information 2 SUBMITTED

GO TO DASHBOARD

Image 20: Submission Confirmation Screen

@ Workdaf Strate?lc Sourcing Sandbox <no-reply_str:

If there are problems with how this message is displayed, dlick here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic downl|
message.

CIk

Form Submitted

‘You submitted your form to Clemson University.

Company

Clemson University

Form

Supplier Onboarding - Additional Information

Submitted
6/4/2026 at 10:55 AM EDT

Image 21: Email Confirmation Screen

Questions about this process or about Workday? Send an email to workdaytraining@clemson.edu.
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