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Supplier Registration User Guide 
Overview 
York University has implemented the Supplier Management Portal within Sm@rtBuy, enabling 
current and prospective Suppliers to create and maintain their company information. 

Registration in York's University's new Supplier Management Portal is essential, as it ensures 
compliance with University requirements for payment of goods and services. It also streamlines 
ordering, invoicing, and payment processes, resulting in more efficient and timely transactions. 
Additionally, the portal provides a secure platform for managing supplier profiles. 

Please note that access to register on the York University Supplier Portal is by invitation only. 
Suppliers cannot self-register without a formal email invitation from York University. 

The following instructions are intended to help you as a Supplier to register your business with 
York University. Supplier registration via our supplier portal is quick and easy. Refer to the Quick 
Reference Guide for a quick overview of the process or refer to the detailed instructions below. 

Important: If you are an existing supplier of York University, your company information has been 
pre-populated on the Supplier Registration portal. You are still required to review and 
update/change the pre-populated information and Save Changes. 

Supplier Registration - Company 
An invitation to register will be sent from yorkuniversity@sciquest.com to the supplier email on 
file, which contains the URL/Link to complete the Supplier Registration. Please check your spam 
folder if you cannot find the invitation in your inbox 

 

 

 

 

 

https://www.yorku.ca/procurement/wp-content/uploads/sites/305/2026/06/York-University-Supplier-Registration-Quick-Guide.pdf
https://www.yorku.ca/procurement/wp-content/uploads/sites/305/2026/06/York-University-Supplier-Registration-Quick-Guide.pdf
mailto:yorkuniversity@sciquest.com


Page 3 of 11  Supplier Registration User Guide 

How To Register 
 

 Step 1: In the email invitation, click the Register Now button to start the process. 

 

 Step 2: On the Welcome to Supplier Registration page, select Continue with 
Registration 

 

 Step 3: Enter your Company contact information as well as the phone number, email 
address. 
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• Acknowledge the Terms and Conditions and acknowledge the CAPTCHA challenge, then 
click “Create Account” to proceed. 

 

• Set your Password. 

 

 Step 4: Once the account is created, you will be logged in York University’s Supplier 
Portal. Navigate through the various Sections on the left navigation pane and fill out the 
required information in each Section. 

Required fields are marked with a star  icon. For more information click on the question mark 
 icon. 

 Step 5: Welcome page: enter/update your Legal Company Name. Select Next to 
navigate to the next page and Save Changes to save the data entered. 
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 Step 6: Company Overview: Provide the name you are Doing Business As (if other than 
your company’s Legal Name), select a Country of Origin for your business, indicate if your 
company has a DUNS number. 

Select “YES” to the GST/HST Registration Number question, if your company is registered to 
collect GST/HST on your invoice. 

 

 Step 7: Business Detail: Enter the requirement information including one or more NAICS 
Codes and Commodity Codes related to your area of business. Optionally, you can 
provide some additional information about your business in this section. 
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 Step 8: Address: Click the Add Address button to provide one or more addresses 
representing Fulfillment and Remittance addresses. 

• Fulfillment Address: for Purchase Order fulfillment centres 
• Remittance Address: location/address that receives payment. 

In the “Addresses” section, each Remittance address must be entered with a corresponding 
Fulfillment address. If an address is for both fulfillment and remittance, ensure to select both 
checkboxes on the Add Address page. If address is not same for fulfillment and remittance, add 
fulfillment and remittance addresses separately. 
 
Select Add Address to add both the fulfillment and remittance addresses 

 
 
Provide all the Address information on the Address Page. 
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Note: The “How would you like to receive purchase order for the fulfilment address?” Question 
is important as this information will be used for Purchase order receipt. 
 
Note: For Canadian Postal Codes, the system requires a space between the two segments and 
capitalization matters. 

 
 Step 9: Contacts: Enter the contact information for any individuals at your organization 

who may provide assistance regarding your organization. This helps ensure we are 
always contacting the correct individual. 
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 Step 10: Insurance: Click Add Insurance and select the type of insurance your company 
is required to maintain as a supplier of York University. On the pop-up page, enter the 
pertinent Insurance details that apply to your business with York University. 
 

Suppliers of York University are required to carry adequate insurance as required. If this section 
does not apply to you, select “NA” to the WSIB question. 

 

 

 Step 11: Payment Information: Depending on your location and currency to be paid in, 
different payment methods may be available to you. Electronic payment or the virtual 
credit card are preferred payment methods by York University. 

In the Direct Deposit section, select the type of payment and upload the required supporting 
documentation (i.e. Bank Letter or Void Cheque for ACH or EFT payments). 

https://www.yorku.ca/riskmanagement/certificates-of-insurance/
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 Step 12: Diversity Classification: Select YES from the dropdown if you identify as a 
diverse supplier and select the classification that applies to you. Note that additional 
information or procedures may be required to verify Diversity declaration. 

 

 Step 13: Bookstore Supplier Information: section is only required to be completed by 
suppliers providing goods or services to the York University Bookstore. Select YES if your 
organization is a Bookstore Supplier and complete the additional information required in 
this section.  Select NO in this section if you’re not a Bookstore Supplier. 
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 Step 14: Business Attestation form: York University has certain legislation requirements 
that we must follow and as such, this section is required to be completed by current and 
potential Supplier of goods and services to York University. 

Complete the sections highlighted below and ensure the proper responses are entered in this 
section. 
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 Step 15: Declaration of Conflict of Interest: Each Supplier is required to declare any 
known or perceived conflict of interest that a supplier and/or its employees may have 
with York University in this section. 

 

 Step 16: Certify & Submit: add the Preparer’s name and email address. Checking the 
Certification checkbox and selecting the Submit button will complete your submission 
and send a notification back to York University to begin the review and approval process. 
Once approved, this account will be able to receive orders and corresponding payment 
for goods or services rendered to the University. 
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