
Timeline and Supplier’s View of the New Supplier Registration 

 

 

 

This is a snapshot of the what the supplier sees:   

1. Campus fills out the Supplier Request Form which is routed to a buyer in Procurement 
and Business Services for approval.   Supplier does not see this. 

 



2. Once it is determined there is a need for this new supplier, the Supplier Relationship 
Manager invites the supplier to register.  This is the email that the supplier sees. 

 

  



3. The Supplier clicks “Register Now” in the previous screen shot and is directed to the 
Supplier Portal and the Registration checklist: 

 

  



4. Once the supplier clicks “Continue with Registration”, the supplier will be directed to 
the Supplier Portal to create an account. 
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5. Once the supplier clicks “Create Account”, the supplier will be directed to the Supplier 
Registration welcome page where they begin the supplier registration by entering their 
Legal Company Name. 

 

 
 
 

  



 
6. The supplier completes the Company Overview page. 

 

 
 

  



7. The supplier completes the Business Details page. 
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8. The supplier adds addresses.  The supplier labels the address location (ie. Main Office, 
Springfield Office) 
 

 

  



9. The supplier completes the address details. 

 

 
 
10. The supplier files out the primary contact for this address.   

 



11. The supplier enters contact information.  Contact information for PO Failure, 
Remittance and Fulfillment is required.  In the example below, PO Failure contact is 
missing. 
 

 

 

  



12. The supplier enters a contact label (ie. Main Street Office, etc.) 

 

 

 
 
 
 
 
 
 

 

 
 

 

 

 

 



13. The supplier adds additional contacts if necessary. 
 

 
 
 
 
 

  



14. The supplier completes the diversity classification section.  If no classification, they 
should choose one of the options in the “no classification” section. 

 

 

  



15. The supplier adds their insurance information. 

 

 

  



16. The supplier completes their payment information as outlined on the page.   

 

  



17. The supplier will add payment information – either wire transfer (international business), 
ePayable (individual) or PayModa (domestic business). 

 

a. ePayable example 
 

 

 

b. PayMode example 
 

  



18. This is the TigerPay landing page when the supplier follows the instructions on the 
payment information page above - “You can complete your registration for TigerPay/Zelle 
through the Zelle/clearXchange website now by clicking here, or when first payment from 
Clemson is issued.” 

 

 

19. This is the Paymode landing page when the supplier follows the instructions on the 
payment information page above – “Create an account prior to completing this section 
by clicking here to register with PayMode.” 

 

 



20. The supplier will fill out payment terms. 
 

 
 
 

21. The supplier will attach a W-9 if they are a domestic supplier or a W-8 if they are an 
international supplier. 
 

 

 

 



22. The supplier will upload the W-9 or W-8. 
 
 

 
 
 
 
 
 
 
 

  



23. The supplier will continue to Proceed to Certify and Submit. 

 

 
24. The supplier will comfirm that all of the information is correct and click submit. 

 

 
 
 



25. The supplier will receive a message that the registration is complete. 

 

 

 
 
 
 
For more information and FAQs, see our New Supplier Registration Process page. 
 
 
 

http://www.clemson.edu/procurement/faculty-staff/New%20Supplier%20Registration%20Process.html

