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UCSF SCM - Supplier Registration

New supplier
setup?

Yes

Complete and sign 
required form

Send completed 
form to 

vendors@ucsf.edu

Receive form from 
supplier

Set up supplier in 
PeopleSoft within 3 
business days of 

receiving completed 
form

No

Send notification 
email to supplier 
(copy department 

contact if available) 
via ServiceNow 
when setup is 

complete

End

Send UCSF 
Substitute W-9 & 

Supplier Information 
Form to the supplier

U.S. or foreign 
supplier?

U.S.

Send Substitute 
W-8BEN-E to foreign 
supplier (W-8BEN if 

individual)

Foreign

Start

Receive notification 
email

Supplier Request Process

ServiceNow ticket generated

Supplier profile 
created in 

PeopleSoft and 
synced with BearBuy
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- For supplier updates, 
follow the new supplier 
setup process

- Complete only the 
section(s) of the UCSF 
Substitute W-9 & 
Supplier Information 
Form or W-8BEN(-E) 
that require updating


