
 
 

Supplier Self-Registration Process 

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

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

suppliers, such as yourself, will be able to provide all of the pertinent information 

that is needed in order for purchase orders to be placed with you by the 

University and your invoices to us to be paid, and update your information 

through your own secured supplier portal. 

Regardless if you are a new supplier or an existing supplier, you may receive an 

email invitation, such as the example shown below, inviting you to self-register 

your information so that orders can be properly placed for your goods or services 

and payments can be made to the proper address. 

To begin the self-registration process, click the “Register Now” button. 



 
 

 

 

 



 
 

You will then be taken to the Supplier Registration page, which will give you an 

opportunity to provide the University of Virginia with the necessary information 

for you to receive purchase orders for the goods and/or services that you provide. 

This self-registration is on a secured server in order to protect your information. 

Once completed, you will be able to access your portal in order to update the 

information, keeping it current and accurate. Additional information / assistance 

is available through the blue links on the left hand side of the page. After carefully 

reading the information, please click “Continue with Registration”. 

 

 

You will first be required to create your account by entering your contact and 

login information. After you have entered your information, click “Create 

Account”. 



 
 

 

The initial step to the self-registration is to provide or verify that the Legal 

Company Name is correct. Once you have verified that it is correct, or made the 

necessary correction, click “Next >”. 



 
 

 

 

On the Company Overview section, you will be required to provide your country 

of origin, indicate whether you have a DUNS number, your Legal Structure, your 

Tax ID number, and answer how your entity should be classified. You will also be 

able to enter an alternative company name if you do business as a name other 

than the previously entered legal name, your DUNS number, and your company 

web site address. Some of the fields have a blue circle with a “?” in it, which will 

provide you with additional details and information. When completed, click “Next 

>”. 



 
 

 

 

The Business Details section allow you the opportunity to let us know what you 

have to offer, making it easier for our departments to find you and order from 

you. You will be able to give a brief description of your business, provide NAICS 

and Commodity Codes on the products and/or you provide, and enter keywords 

that will help as our departments do a product search in our system. In addition, 

you will be able to provide us with any supplier diversity information that 

properly fits your company. When your Business Details section is complete, click 

“Next >”. 



 
 

 

 

In the Addresses section, you will enter any physical or mailing addresses from 

which your company does business to help us route information and 

communications correctly. You will be able to specify if the entered address is for 

order fulfillment or for payment remittance. Please read the bolded Important 

Note carefully.  

 If you are registering for the first time and there is not an address already 

listed, you can proceed by clicking on “Add Address”.  

 If you are changing/editing an existing address you must follow the noted 

procedure. To change any location information (address, city, state, 

country, zip code), do not use the “Edit” button to make these changes. 

Instead, click “Edit” and then “Make Inactive” on the current address, and 

then proceed to enter your new information by clicking on “Add Address”.  

 If you are changing/editing non-location information, such as PO delivery 

method, fax number, or phone number, please use the “Edit” button, and 



 
 

then the “Edit” option, and proceed to make your changes to the non-

location information. 

 

For this example, no address has been previously entered. To begin, click on “Add 

Address”.  

 

 

You will need to fill out your address information over the next 3 screens, clicking 

“Next >” when done on the first two screens and “Save Changes” after the third 

screen. 



 
 

 

 



 
 

 

 

In this example, an address for both Remittance and Fulfillment were entered, 

with the entered contact applying for both. If additional contacts need to entered, 

click on “Add Contact”. If the entered contact information needs to be 

changed/edited, click on “Edit”. When everything is entered correctly, click “Next 

>”. 



 
 

 

 

You will then be taken to the Payment Information page. Please read the 

Important Notes carefully. When ready, click on “Add Payment Information”. 

 

 



 
 

Since this information is being entered for payment by check, please leave the 

“Electronic Remittance Email” field blank. Also, leave the “Active” field at the 

defaulted “Yes”. When done, click “Save Changes”. 

 

 

After verifying that this is correct, click “Next >”. 

 



 
 

In the Tax Information section, you required to upload your W-9 tax document, so 

make sure you have that available to upload. When ready, click on “Add Tax 

Document”. 

 

 

When done, click “Save Changes”. 

 

 



 
 

If everything is correct, click “Next >”. 

 

 

You will be taken to the Certify & Submit page. Please read that information 

carefully. If all of your information is complete and accurate, click on the 

certification box and then click “Submit”. 

 

 



 
 

Thank you for registering! Please read the Next Steps section for some helpful tips 

and links. 

 

Shortly after submitting your registration you will receive an email similar to the 

one shown below. This email contains some valuable information, along with the 

link to the Customer Portal Login Link.  You will be able to use this link to update 

your information as needed. We recommend that you bookmark this link in your 

browser for easy access. 

 

 

 

 


