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Identify Preferred

Vendor is Not in

Information Gathering

When submitting a supplier
registration request, please provide as
much information as possible to
describe the business purpose for
onboarding the vendor into Workday.
This includes supplier quotes, invoices,
and/or emails.

If the vendor is a former UW 5B
employee, the Independent
Contractor Classification Checklist is
required for registration.
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credit card
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Pay Vendor as a Guest
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Request Review

Visit the Guest Payments
and Reimbursements
workflow for next steps on
paying a vendor as a guest

in Workday.
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Use ProCard to Pay
Vendor

Register Preferred
Vendor via the Supplier
Request form

Visit the ProCard Purchases

workflow for next steps on
making purchases on ProCard.
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Registration

/—) Register as Supplier &
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Follow Up With Vendor
Contact
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Use Find Suppliers or /

Find Suppliers R1495
Report to Verify Supplier
Registration

Has a
purchase been
made from the

vendor?

Is vendor in
Workday as a
registered
supplier?
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Supplier Available in Workday

Visit the_Supplier
Invoice workflow for

next steps on X2
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Pay Supplier Invoice

11E

\ Create Requisition E

Ne——> Request (RQ) or Supplier
Invoice Request (SQ)

If you are unsure of which
process to use, visit the
Purchasing Decision tree to

help identify your next
steps.

Send Registration Invite
to Vendor


https://uwconnect.uw.edu/finance?id=sc_cat_item&sys_id=88d1b0b0dbdf01506ccf6a9ed39619b2
https://uwconnect.uw.edu/finance?id=sc_cat_item&sys_id=88d1b0b0dbdf01506ccf6a9ed39619b2
https://finance.uw.edu/tax/files/Form%201632_1.pdf
https://finance.uw.edu/tax/files/Form%201632_1.pdf
https://admin-support.artsci.washington.edu/sites/admin-support/files/inline-files/Guest%20ReimbursementPayment%20SLWorkflow%20FINAL%202025-SEP11.pdf
https://admin-support.artsci.washington.edu/sites/admin-support/files/inline-files/Guest%20ReimbursementPayment%20SLWorkflow%20FINAL%202025-SEP11.pdf
https://admin-support.artsci.washington.edu/sites/admin-support/files/inline-files/Guest%20ReimbursementPayment%20SLWorkflow%20FINAL%202025-SEP11.pdf
https://admin-support.artsci.washington.edu/sites/admin-support/files/inline-files/Guest%20ReimbursementPayment%20SLWorkflow%20FINAL%202025-SEP11.pdf
https://admin-support.artsci.washington.edu/services/pay-pro/payments#workflows
https://admin-support.artsci.washington.edu/services/pay-pro/payments#workflows
https://admin-support.artsci.washington.edu/sites/admin-support/files/inline-files/ProCard%20Purchasing%20and%20Verification%20SLWorkflow%20FINAL%202025-OCT14.pdf
https://admin-support.artsci.washington.edu/sites/admin-support/files/inline-files/ProCard%20Purchasing%20and%20Verification%20SLWorkflow%20FINAL%202025-OCT14.pdf
https://admin-support.artsci.washington.edu/services/pay-pro/purchasing#workflows

