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Procurement Operations Services - York University Supplier Registration — Quick Guide
Registering for the York University Supplier Network is important. It provides a safe and secure way to create and maintain your supplier profile, while helping to streamline purchase orders,
invoicing, and payments for faster and more efficient transactions.

1. Open the Registration Email Invitation sent from noreply@yorku.ca, and click Register Now to access the York University Supplier Registration Welcome Page.

2. After reviewing the tutorial, checklist and FAQ on the Supplier Registration Welcome page, click Continue with Registration.
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3. Add Contact and Login information to create the Supplier Portal Account.
Ensure to review and accept the Terms and Conditions before proceeding. Select

4. Create a strong password and complete Two-Factor Authentication (2FA) to secure your
account. You will use the login information to access your account, make changes or updates to your

5. Once you are in the Supplier Portal, complete all required sections listed in the left navigation
Insurance, Payment

YORK

UNIVERSITE
UNIVERSITY

Welcome to Supplier Registration T

Weicome (o York University Suppler Registration
Reolstation Tud 1. To begia the registration process, select ihe “Continue wilh Registraton” butlon
osiow

2 Encuro all he rocuired fekds (") and sacsions aro completed
3. Caretuty review, certty and submit e registraton.
h

approved
5 Suppiler

e —

Minimum of 12 characters
Must be different from email

Minimum of 1 special character (not AZ, a-z, or 09)
Minimum of 1 number

Minimum of 1 lowercase letters

Minimum of 1 uppercase letters

Passwords must match

One-Time Code Delivery Method

0000000

English US ~

Select a method to receive a One-Time Code.
This code will be used to verify your identity
@ Send to Email Address on Record

Use a Mobile Authenticator Application

Use a Mobile Phone Number

Add Address i

Basic Information (Step 7 of 3) ?

What would you like to label this address? X

]

Which of the following business activities take place at this address? (select all that apply) *

Takes Orders (fulfillment
Receives Payment (remittance

* Required to Complete Registration

6. A indicates the section is incomplete. Ensure that there is a green check mark v next to all sections in the left navigation pane before submitting.

Go to the Certify and Submit section, check the certification checkbox and select Submit. This notifies York
University that your registration is complete and ready for review.
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Once your registration is reviewed and approved, your supplier account will be activated and eligible to receive purchase order from York University.
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