
 

             

    
 

               
          

 

        
 

               
 
 
  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

    

               
          

        

               

     

SUPPLIER REGISTRATION: SUPPLIER GUIDE

This guide will help a Supplier-Company/Individual register for the University of Louisville. For the University 
to remit payment through our Finance System, registration is required. 

Select the Supplier Registration link provided via email. 

REGISTER: Enter your own email and confirm email (Supplier Contact Email) and then select Continue.
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Workday automatically sends an email to the email you provided to register. 

Go to your provided email and you will receive the email below. Select Create Account. 
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Verification code screen appears. Select “Send a Verification Code”. 

Navigate to your email to find the verification code. Enter the verification code in the below screen. 

SUPPLIER REGISTRATION Last Update 7/6/2025 



 

             

 
                   

                   
           

 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                   
                   

           

     

Once verification is successful, the screen below appears to fill in the details. Fill in the details and click 
Create Account. This should be the first and last name for the individual filling out the form for the 
Supplier or the Supplier’s first and last name if an individual. 
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AUTHENTICATION: The next screen will prompt you to use an authenticator phone app or web
application. If you already have an authenticator phone app including Authy, Duo Mobile, Google 
Authenticator, LastPass Authenticator, or Microsoft Authenticator, please open the app and scan the QR 
code on the registration screen. 

If you do not have a phone app, we recommend using the free web browser extension Authenticator. 
Save the new authentication in your application with a name that can be recognized for all future 
purposes. For further details click Learn More. 
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Next below screen appears, which is optional but can be used as needed.              
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Next you must check “Accept Terms of Service”. Job Title, Phone Number, and Timezone are not required 
fields. 
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Enter the Company Name (Supplier Name) and click Continue. User will be directed to the Supplier Self-
Registration form/page. 
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Fill in all the required details on the page and click Finalize. Once finalized, the details will be transferred 
to the UofL Accounts Payable team for review. 
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In the “Attachments” section please attach a W9 and also download, fill, and reattach the "Additional 
Supplier Questions" PDF. This is mandatory to complete supplier registration. 
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Accept the Terms and Conditions. 
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Save as Draft option can be used if the user wants to work on the form in intervals. 

The following link can provide answers to various questions related to the Supplier Self-Registration 
process: 

https://identity.workday.com/faq 

SUPPORT: 
Please reach out to us via email at acctspay@louisville.edu or via phone at (502) 852-6164 for our main 
office if you have login issues. 

How do I contact Workday Strategic Sourcing if I'm still unable to sign in? 
Contact Workday's support team for assistance at scoutsupport@workday.com if you: 

 Are unable to login after reviewing all documentation.
 Lost your authenticator app.
 Lost your authenticator app and your password.
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