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QUICK REFERENCE: Updated Supplier Request Process

1. Have supplier information ready:
a. W9 or W8 in PDF
b. Invoice copy (if remit/payment address is different than W9)
c. supplier contact information

2. Fill out supplier request form at https://www.pittstate.edu/office/purchasing/vendor-information.html
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3. Receive confirmation email from purchstudent@pittstate.edu with request number.

Supplier Request: Ticket # 34 For TEST SUPPLIER Created

purchstudent © © « « -~ @
To: Sean Burke Thu 11/9/2023 10:53 AM

P

Dear Sean Burke,

The purchasing office has received your supplier request and assigned ticket # 34 to this
request.

REQ

TEST SUPPLIER

Status updates will be sent automatically to this email address

Please be aware that depending on the volume of requests, type of request, and other factors,
supplier requests can take up to 10 business days to be completed.

4. The Purchasing Office will contact you or the supplier if any additional information is needed.

5. Receive request completion email from purchstudent@pittstate.edu.

Supplier Request Completed For Test Supplier
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To: Sean Burke Thu 11/9/2023 11:14 AM
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Dear Sean Burke,
Your supplier request for Test Supplier has been completed.

Supplier Name: Test Supplier
Supplier Number: 13579

Please use this supplier number and name when creating a requisition/purchase order, and on
pay vendor forms.

If you have any issues using this supplier please contact the purchasing office at
purchstudent@pittstate.edu.

6. Include the supplier name and number from the completion email on the pay vendor form sent to
invoicescan(@pittstate.edu.




