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The Supplier Management Process 
Job Aid 
FROM SEARCHING FOR A SUPPLIER TO REQUESTING A NEW SUPPLIER 

The Supplier Management portal in Sm@rtBuy allows you to access and update supplier 
information or request a new supplier. 

The Process 

To issue a Purchase Order (PO) or process a payment to a supplier, a supplier profile is required 
in Sm@rtBuy. 

This job aid will guide you through the following steps to ensure that a supplier profile exists or 
an existing supplier profile is up to date: 

1. Search for an Existing Supplier.  
2. Add New Supplier (if a supplier profile does not exist)  

NOTE: A suppler quote, invoice or contract/written agreement is required* to complete 
this step 

3. Update Supplier Information (if supplier profile exists) 
4. View request status 

Roles available in Sm@rtBuy 

All active York employees have access to Sm@rtBuy and are assigned different roles in 
Sm@rtBuy according to their assigned responsibilities within the platform. 

Understanding your role is important as each role is unique and has specific core functions. 

Shopper: These users can shop for items but cannot submit carts. Shoppers must assign a 
Requisitioner to the cart. Only Requisitioners can submit carts in Sm@rtBuy. 

Requisitioner: These users can shop for items and submit carts (that they created or were 
assigned from a Shopper).  

Approver: These users can review (approve, reject, or return) Purchase Requisitions but 
typically cannot submit their own shopping cart. They must ask a Shopper or Requisitioner within 
their department to create and submit a shopping cart. 

Need help finding your Sm@rtBuy role? Visit the Sm@rtBuy Roles Reference Guide to access 
your Sm@rtBuy profile and confirm your assigned role. Watch the How-To Understand Your 
Role in Sm@rtBuy training video for a visual walkthrough. 

https://www.yorku.ca/procurement/wp-content/uploads/sites/305/2026/07/Supplier-Management-SOP-SmartBuy-Roles-1.pdf
https://yorku.ca.panopto.com/Panopto/Pages/Viewer.aspx?id=4c620bb2-6089-4c28-b318-b478010a0d6f
https://yorku.ca.panopto.com/Panopto/Pages/Viewer.aspx?id=4c620bb2-6089-4c28-b318-b478010a0d6f
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Quick Links to Specific Steps 

Walk through this document or click on the heading below for the step you want to explore. 

Sign-in to Sm@rtBuy ................................................................................................................... 4 
Search for an Existing Supplier ................................................................................................... 5 

Quick Search ............................................................................................................................ 5 
Detailed Search ....................................................................................................................... 6 

Add a New Supplier..................................................................................................................... 8 
View New Supplier Request Status .......................................................................................... 12 
Update Supplier Information .................................................................................................... 14 
View Update Supplier Information Status ............................................................................... 16 
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Sign-in to Sm@rtBuy 
1) Click on this Faculty & Staff 

Resources and Services link to 
access the Faculty & Staff 
Resources and Services page in 
the York main website (bookmark it 
for future reference) 

2) Select Sm@rtBuy in the 
Administrative Quick Links 

3) Click on Login after entering your 
Passport York Login credentials 

   

  

https://www.yorku.ca/about/faculty-staff/
https://www.yorku.ca/about/faculty-staff/


Page 5 of 17  The Supplier Management Process Job Aid 

Search for an Existing Supplier 
Before requesting to add a new supplier or update supplier information, you must first 
complete a supplier search to see if a supplier already exists in the system.  

• If no existing supplier profile is found, click on this link to add a new supplier. 
• If a profile is found and the supplier information requires an update, click on this link to 

update supplier information 

Note: Supplier banking information is not viewable by faculty and staff.  

There are two primary ways to search for a supplier in Sm@rtBuy: 

• Quick Search - by Supplier Name 
• Detailed Search - by Supplier details (e.g. Diversity Classification, Registered Ontario 

Business) 
 
Note: The "Quick Search" option will return only Active supplier profiles, while the "Detailed 
Search" option will return both Active and Inactive supplier profiles. 

Quick Search 
1) Sign-in to Sm@rtBuy via Faculty & Staff Resources and Services 
2) Select Browse: Suppliers  
3) Click on the “+” button to 

expand the Search criteria 
section  

4) Type the name of the 
Supplier on the Search 
Field and click “Search” 
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5) Click the Supplier Name and select the Supplier to view supplier details 

Detailed Search 
1) Sign in to Sm@rtBuy and navigate to 

Suppliers>Manage Suppliers>Search 
for a Supplier  

2) Type the Supplier name in the Quick 
Search box if you know the supplier you 
want to search OR 

3) Click on “Quick Filters” on the left 
hand of the page and select the 
information type you want to 
search by.  

• For example: Search by Specific Diversity Classification: 
• Navigate to “Supplier Classes” in the Quick Filter section of the page 
• Select “Show More”  
• Check the checkbox(es) of the specific Diversity Classification(s) you are looking for 
• Select “Apply” to view the list of Suppliers aligned to the search criteria  
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Add a New Supplier  
Always obtain a supplier quote, invoice or contract/written agreement first before completing 
this form (this is required for all new supplier requests or reactivations).  

Follow the steps below once this supporting documentation is available. 

Note: For guidance on how to address each field in this section, access the help text icon 
available for each required field. 

  
1) Sign-in to Sm@rtBuy via Faculty & 

Staff Resources and Services. 
2) Navigate to: 

Suppliers>Requests>Request 
New Supplier 

3) Enter the Supplier name and select 
“Submit”  

 
4) Read the information on the Instructions page which emphasizes Vendor of Record (VOR) 

prioritization and the need to search for a supplier first, then select “Next” at the top right-
hand side of the page. 
Note: The summary box at the right-hand side shows the status and workflow of the form 
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5) Complete the required information on the General Information page: 
• Select your Sm@rtBuy role 
• Select the Supplier Business Type 
• Indicate if the Supplier is being created for a “one-time purchase/payment”  

Note: If a potential match exists for the supplier’s name, a message will appear at the top of 
the General Information page, Click the link to review the information in the pop-up window 
and ensure supplier does not exist before proceeding. 

 

6) Select “Save Progress” and “Next” at the top right-hand side of the page to navigate to 
next page.  
*This should be done on every page to save the information you have entered on the form. 

 

https://yuoffice.sharepoint.com/sites/UIT-SupplierManagement-58522-SM-Training/Shared%20Documents/SM%20-%20%20Training/All%20needed%20training%20documents/Supplier%20Management%20SOP%20-%20SmartBuy%20Roles.docx
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7) Complete the following information and attach the required documentation (e.g. quote, 
contract, invoice) under the New Supplier Request Fields section, Save progress and click 
Next: 
• Supplier contact information 
• Reason for Engaging Supplier 
• Their GST/HST Registration number (if available) 
• Currency of payment the supplier will be paid for goods/services rendered 
• Conflict of Interest 
• Building Ontario Business Initiative Act -  BOBIA  
Note: You must attach a quote, contract or invoice to proceed 

 
8) Confirm that your Requester Contact information is correct and click Next. 

Ensure a green checkmark appears next to all the listed sections. Click the certification 
checkbox and select “Complete Request” to verify the supplier information and submit 
your New Supplier Request. 
Note:  
- You can click the edit button next to each section to edit its information 
- The “Complete Request” button will be greyed out until you check the certification box  

 

https://www.yorku.ca/procurement/purchase-goods-and-services/bobia/
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9) Select “Yes” on the Confirm pop up screen. This completes your request. 
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View New Supplier Request Status 
1) Sign-in to Sm@rtBuy via Faculty & Staff Resources and Services 
2) Navigate to 

Suppliers>Requests>My Supplier 
Requests to view all requests 
submitted by you 

3) Search for a specific request by 
entering the supplier’s name in the 
search box and clicking the search 
icon OR view the status of all your 
requests under “Request Status”. 
Click on the Supplier name to view 
information in the form. 

 

Note: To view requests with a specific status e.g. “Under Review”, check the box(es) that 
applies to the specific Request Status and select “Apply”. This will generate a list of only 
supplier requests that have been rejected
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Note: The “Results” section will display all existing requests that match the Search 
criteria. 

 

• Request Status column 
o Incomplete – request form is incomplete and has not been submitted for 

approval. Reopen the form to add information and submit. 
o Under Review – request form was submitted and is under review. 
o Approved – request form has been approved 
o Rejected – request form has been rejected. Requisitioner cannot resubmit form 
o Returned – request form needs to be updated. Requisitioner will get a 

notification to update where necessary and resubmit form 
o Complete – request form is complete and ready for review 

• The Workflow Step identifies the approval step in which the request is currently 
pending for review and approval.  
To view this, click on the Supplier name under the “Requested Supplier” column. The 
workflow is on the right side of the page 

 
• The Status Last Updated column indicates the date and time the request was last 

modified. 
• The Created column indicates the date and time when the request was created. 
• The Registration Status –column indicates the status of the Supplier’s company profile 

registration process once the request form is approved, and they have been invited by 
the Procurement Operations to self-register via York’s Supplier Management Portal: 

o In Progress – Supplier has started the registration process but has not 
completed. 

o Profile Complete – Supplier has completed the registration process, and the 
submission is currently with Procurement Operations for review and approval. 

o Approved – Supplier profile is available and ready for use in Sm@rtBuy. 
• The Actions dropdown button is to view, edit or delete the request form. 
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Update Supplier Information  
1) Sign-in to Sm@rtBuy 

via Faculty & Staff 
Resources and 
Services 

2) Click on the Update 
Supplier 
Information form 
under the “Forms” 
category. 

3) Review the 
Instructions page to 
confirm how to search for the supplier and then select “Next” at the top right-hand side of 
the page. 
Note: The summary box at the right-hand side shows the status and workflow of the form 

4) Select Next on Details page
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5) Complete the following in the Questions page and select “Save Progress” and “Next” at 
the top right-hand side of the page to navigate to next page.   
• Supplier Name  
• Supplier Contact Email Address  
• Specify the information that requires an update  
• Provide the required details 
• Upload supporting documentation (i.e. quote, invoice, contract or written request from 

the supplier requesting the update 

6) Select Submit in the “Review and Submit” section of the form, to submit your update 
request. 
Note: 
- Ensure a green checkmark appears next to all the listed sections 
- You can click the edit button next to each section to edit its information 
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View Update Supplier Information Status  
1) Sign-in to Sm@rtBuy via Faculty & Staff Resources and Services 
2) Navigate to Orders>Search>Requests

 
3) Review the form status and specific information about the request including the date the 

request was submitted (“Submitted Date”) and the date the request was approved 
(“Completed Date”). Click on the form to view its information.

 

Note: The “Current Workflow Step” column identifies the approval step in which the form 
is currently pending for review and approval. To view this, click on the specific form under 
the “Form Name” column. The workflow is on the right side of the page
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Note: Use the “Discussion” section to post additional comments or notes regarding the 
request.  

Click on chat icon   at the top of the screen, then click “Start Discussion” to start a 
discussion with anyone working on the request. Enter the Subject, message and 
attachment (if applicable), then click the check mark at the top to send your message 
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