
 
 

Search for and Request Non-Supplier  

to be Invited to Register Using the Request Form 

 

Beginning in October, 2018, UVA’s Procurement and Supplier Diversity Services 

will be implementing the Total Supplier Manager (TSM) system. Through TSM, 

individual non-suppliers (such as research participants, individuals seeking 

reimbursement (including Medical Center employees), individuals to whom the 

University is providing a monetary gift, and pre/post doctorate fellows) will be 

able to provide all of the pertinent information that is needed in order to be paid 

by the University, and update their information through their own secured 

individual portal. 

These individuals will be paid by UVA through a payment voucher. You will 

process the payment voucher as normal, by entering the information into the 

Payment Voucher Form.  

[For instructions on how to enter information in the Payment Voucher Form and 

to search to see if the individual is already a supplier in our system, see the 

bottom of this job aid under the bolded heading “Payment Voucher Entry and 

Individual Search Process”. It is important that you search for and verify that the 

desired individual does not already exist as a supplier in the system.] 

 

TSM Non-Supplier Invitation Request Process 

If the correct individual’s name is not listed in the Payment Voucher search 

process, you may request that they be invited to register as a non-supplier in the 

TSM system by submitting a few pieces of information to Accounts Payable using 

a request form. 

To access the request form, go the UVA Marketplace, click on the Suppliers icon 

on the far left, click on “Requests”, and then click on “Request New / Update 

Supplier or Non-Supplier”. 



 
 

 

Make sure that the dropdown menu is set at “Add New Non-Supplier”. 

 

Enter the individual’s name (Last name, First name Middle Initial (no period)) and 

click on “Apply”. 



 
 

 

You will be taken to the Instructions page. Please read carefully and then click 

“Next >”. 

 

Fill in all appropriate information. The “    “ indicates required information.  

The program will check within the system to see if there is a potential name 

match in the supplier database. If there is a potential match, a blue message bar 

will appear. Because you have already verified through the Payment Voucher 

form that your desired individual did not exist, or is not active, in our system, you 

can ignore this blue message bar. 



 
 

If the non-supplier is willing and able to complete their own registration, and 

thus be able to update their own information in the future as needed, all you will 

need to supply is their name, email address, and your computing ID.  Make sure 

to select “Yes” under the question “Is the non-supplier willing to complete their 

own registration?”  When done, click “Next >”. 

 

If the non-supplier is not willing and/or able to complete their own registration, 

and thus not able to update their own information in the future as needed, you 

will need to supply their name, email address, and your user ID on this initial 

page, and additional information on the following page.  If the individual does not 

have an email address, please enter their name in the following format 

“firstnamelastname@noemail.com” into this field since an email address is a 

required field. Make sure to select “No” under the question “Is the non-supplier 

willing to complete their own registration?” (NOTE: This should be the exception. 

We want to highly encourage individuals to self-register and to be responsible for 

their own information.) When done, click “Next >”. 



 
 

 

 

 



 
 

 

 

A couple of notes of clarification on the non-supplier overview questions when 

the individual is not willing and/or able to complete their own registration: 

 Legal Structure: For non-suppliers, you will likely choose either 

“Individual/Sole Proprietor” or “Foreign Individual”. 

 Tax ID Number: For individuals this will likely be their Social Security 

Number (entered with no dashes). For a foreign individual that does not 

have a tax ID number, please enter “999999999”. 



 
 

 First and Last Name: Make sure that the name entered matches what was 

initially entered, as shown in bold in the upper left of the screen, 

remembering to put First Name Middle Initial (with no period). 

 Please select how you should be classified: This field indicates how the non-

supplier should be classified based on the dropdown options of Foreign 

Individual – Non-Supplier, Individual, Medical Center Employee, NRA UVA 

Fellow, or UVA Fellow. 

 Visa type: This only applies to foreign individuals. If the non-supplier is not a 

foreign individual, please leave blank. For foreign individuals, you will need 

to get this information from them. 

 Name: This field reflects the “Name” of the address label, such as “Home”, 

“Office”, “Post Office Box”, etc. This field is not a repeat of the individual’s 

first name or last name. 

 Address Type: For non-supplier individuals, this will likely be a “Remittance” 

address. DO NOT choose “Physical”, as doing so will not carry the address 

over into Oracle. 

When done filling out the required information, click Next >. 

 

You will then need to certify that the information you provided is true and correct 

by checking the checkbox. Once you click on “Complete Request” the information 

will be sent to Accounts Payable, who will review the information, verify that the 

individual does not already exist in the system, and, if appropriate, proceed with 

inviting the individual to register as a non-supplier in our TSM system. 



 
 

 

You will then need to confirm that you indeed are ready to submit the Non-

Supplier Request form. The completed form will be sent to Accounts Payable to 

verify the information and to either invite the individual to self-register or to 

ensure that the individual who is not willing and/or able to self-register is properly 

added into the system. 

 

The individual will be invited, or their information entered, within 24-48 hours. To 

see where the request is in the process, follow the steps of the “Check Request 

Status” job aid. If the request is in the Invite status of the process, feel free to 

email the individual and ask for action so that they can be paid. Once the 



 
 

individual submits their information form, they should be entered into the system 

within 48 hours. 

 

 

 

Payment Voucher Entry and Individual Search 

Process 

You will process the payment voucher by entering the information into the 

Payment Voucher Form.  

 

Once in the Payment Voucher form, click in the Trading Partner field, and then 

click on the drop down menu. 



 
 

 

Enter the last name of the individual in the Find field, followed by a “%”. For 

example, “Wilkerson%”. 

 

Click on “Find”, and list of individuals with the last name of Wilkerson will appear. 



 
 

 

If the individual’s name appears in the list, highlight it, click “OK”, and proceed 

with creating the payment voucher.  If the name appears more than once, or if 

there is question as to whether the listed individual is the individual to whom you 

are wanting to make a payment, click “OK” and then click on the drop down list in 

the “Supplier Site” field. This will show the individual’s address.  



 
 

 

This will allow you to verify that it is the correct individual, and, if it is, select the 

proper mailing address for the check by highlighting the address and clicking 

“OK”. 

 

 

 


