Search for and Request Supplier
to be Invited to Register Using the Request Form
Beginning in October, 2018, UVA’s Procurement and Supplier Diversity Services
will be implementing the Total Supplier Manager (TSM) system. Through TSM,
suppliers will be able to provide all of the pertinent information that is needed in
order to do business with the University of Virginia, and update their information
through their own secured supplier portal.
As you are looking to place an order with a supplier, you will first need to verify
whether or not the supplier is active within the UVA Marketplace. If the supplier
is active, you can proceed with creating the order as normal. If the supplier is not
present, or present but not active, in the UVA Marketplace, you may request that
they be invited to register their information within our TSM system.
Note: Suppliers which are paid strictly by a method other than a purchase order
or a payment voucher, such as through our Travel & Expense Card, do not need to
be registered in the TSM system.
[For instructions on how to perform a supplier search, see the bottom of this job
aid under the bolded heading “Supplier Search Process”. It is important that you
search for verify that the desired supplier does not already exist in the system
prior to requesting that they be invited to register.]

TSM Supplier Invitation Request Process
If the supplier’s name does not appear in the search list, close the search screen.
Click on the Suppliers icon on the left, click on “Requests”, and then click on
“Request New / Update Supplier or Non-Supplier”.

Make sure that the dropdown menu is set at “Add New Supplier”.

Enter the Supplier’s name and click on “Apply”.

The Instructions screen will appear. Click on “Next >”.

The program will check within the system to see if there is a potential name
match in the supplier database. If there is a potential match, a blue message bar
will appear. Because you have already verified through the Catalog search and the
Non-Catalog order form supplier search that your desired supplier did not exist,
or is not active, in our system, you can ignore this blue message bar.
Fill in all appropriate information. The “ “ indicates required information. The
Supplier Name is self-populated. You will be asked to enter the supplier’s Tax ID

Number, if known, the email address for the supplier’s primary contact, and your
User ID. You are also able to add any additional information that Procurement
should know prior to inviting the supplier to register.

You will then need to certify that the information you provided is true and correct
by checking the checkbox, and clicking on “Complete Request”.

You will then need to confirm that you indeed are ready to submit the Supplier
Request form.

The completed form will be sent to Accounts Payable, who will review the
information, verify that the supplier does not already exist in the system, and, if
appropriate, proceed with inviting the supplier to self-register in our TSM system.

The supplier will be invited within 24-48 hours. After 48 hours, check in Oracle to
see if the supplier is set up. If not, feel free to email the supplier and ask for action
so that an order can be placed. Once the supplier submits their information form,
and Accounts Payable has verified that the information is accurate and complete,
they should be entered into the system within 48 hours.

Supplier Search Process
In order to perform a supplier search, you would first click on the UVA
Marketplace.

Once in the UVA Marketplace, search the listed catalogs to see if your desired
supplier is one of our catalog suppliers. If not, click on the Shopping Cart icon on
the far left side of the screen. And then click on Non-Catalog Item.

Enter the name of your desired supplier into the Enter Supplier field. If their name
appears in the list, they are an active supplier and you may proceed with placing
your order.

If the supplier appears, you may need to verify that the supplier fulfillment
address is your desired location.

If it is not, check to see if your desired location is listed in the “select different
fulfillment center” list. If your desired location is not in this list, request that your
desired site be added to the supplier profile by completing the “Change
Supplier/Non-Supplier Information” form. (See the “Change Supplier/NonSupplier Information” job aid)

