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    How a Supplier Completes the Registration Process 

      Once a registration invitation is sent to the Supplier’s email, the Supplier will   

      receive an email and appropriate link to begin the registration process. 

1. Once the email invitation is received and opened, Select the Register Now 

Button  to start the process as shown below in Figure 1.  
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2. After clicking on the Register Now Button  in Figure 1, Page 1 on the 

welcome page will open as shown in Figure 2 below, then click on Continue 

with Registration  after reviewing the appropriate information from 

RFCUNY. 
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3. Next, create a Supplier Account. Start by completing the Supplier 

Registration. Complete the Contact and Login information to create the 

Supplier Account as shown in Figure 3 below.  

 

Select Create Account  when complete. 
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Figure 3 
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4. After clicking Create Account  in Figure 3, Page 3, the Welcome to Supplier 

Registration screen will appear as shown below in Figure 4. Here is where you 

will start the registration process. On the far-left side are the steps  you will need 

to complete. In the Welcome Step, fill in the Legal Company Name . You can 

click Save Changes or Next . We recommend clicking Save Changes then 

click Next to go to the second step Company Overview. This will ensure your 

changes are saved, and you can go back at any time without losing your 

information. 
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5. After clicking Next in step 1, Welcome in Figure 4, on Page 4, the Company 

Overview step two will appear as shown in Figure 5 below. If your company 

has another doing business as (DBA) name, enter the DBA . The following 

fields with an asterisk are required: Country of Origin , Does your Business 

have a DUNS Number , Legal Structure,  choose from the drop-down 

menu ˅, Type of Entity,  Click Save Changes, then click Next . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please Note: If you click Yes, Does your Business have a DUNS Number   

                       and Legal Structure  , there will be additional pop-up boxes that  

                       will open as shown in Figure 6, on Page 6.  
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If your Business has a DUNS Number , is clicked YES, Legal Structure and 

Tax Id Number  will appear as shown in Figure 6 below. Choose from the drop-

down menu ˅ to complete these boxes.  Also complete the Tax ID Number . 
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6. After completing step 2, Company Overview, and clicking Next step 3 

Business Details will appear as shown in Figure 7 below. This step is not 

required and does not need to be filled out. Click NEXT .  
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Figure 7 
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7. After clicking Next in step 3 Business Details in Figure 7, on Page 7, step 4 

Addresses will appear as shown in Figure 8 below. Click on Add Address . 

The Add Address screen will appear as shown in Figure 9 below. Fill in the 

Name of the address  such as Headquarters etc. and click on all applicable 

business uses of the address, then click Next . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 8 
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After clicking Next in Figure 9 on Page 8, the Add Address pop-up box will appear; 

you will need to complete it as shown in Figure 10 below. Complete Numbers 

,,,,, and . Then click Next . 

Please Note: The How would you like to receive purchase order for the 

fulfilment address? The question is important as this information will 

be used for the purchase order receipt. 
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After clicking Next in Figure 10, on Page 9, the Add Address for the Primary 

Contact for the address pop-up box will appear, you will need to complete as shown 

in Figure 11 below. Complete Numbers ,,,,, and .  Then click Next . 
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After clicking Next in Figure 11, on Page 10, the Add Address for the Assign this 

Address to a Location pop-up box will appear as shown in Figure 12 below.  

Complete What would you like to label this location , Location Type  is 

prefilled and Description .  

Then click Save Changes . 
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8.  After clicking Save Changes in Figure12, on Page 11, step 5 Contacts will 

appear as shown in Figure 13 below. If you want to add more contacts, click 

Add Contact  and follow the steps you did earlier otherwise click Next . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9. After clicking Next in Figure13, above, step 6 Locations will appear as 

shown in Figure 14 below. If you want to add more Locations, click Add 

Location  and follow the steps you did earlier; otherwise, click Next . 
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10.  After completing step 6 Locations Figure 14, and clicking Next on Page 12,  

step 7 Insurance will appear as shown in Figure 15 below.  This step does 

not need to be filled out, click NEXT . 

 

 

 

 

 

 

 

 

 

11. After clicking Next in Figure15, above, step 8 Payment Information will appear 

as shown in Figure 16 below. Read the screen thoroughly. Especially what 

is highlighted. Click on Add Payment Information .  A drop-down menu will 

appear , and select your payment type.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 15 
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After selecting from the Add Payment Information  drop-down menu  in Figure 

16, on Page 13 the Add Payment Information pop-up box will appear as shown in 

Figure 17 below. Complete all the information in this box. Then click Save 

Changes . 

Please Note: Your payment title must include the word “Default” for your preferred 

method of payment type. 
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Figure 17 

Default 
Remember, the Payment Title 

you must enter Default 
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After clicking Save Changes  in Figure 17, on Page 14, a New Payment 

Information screen will appear as shown in Figure 18 below. Click on Select 

Payment Type  that you have registered with and a drop-down menu will appear 

and select your choice. They are ACH, Wire Transfer, Other and Check. If you 

choose ACH a pop-up box will appear as shown in Figure 19 where you need to 

attache  a voided Bank Check, Bank Letter or Redacted Bank Statement.  

 

After completing that step, click Save Changes  in Figure 18. 
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Figure 18 
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12.  After clicking Save Changes in Figure19, on Page 15, step 9 Tax Information 

will appear as shown in Figure 20 below. Click on Add Tax Document .  

A drop down menu will appear and select W-9. After selecting W-9 the Add Tax 

Document pop-up box will appear as shown in Figure 21 below. Complete all 

the requested information and attach the W-9. Then click Save Changes .  

If this was a foreign company the option would show a W-8.  
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After clicking Save Changes in Figure 21, on Page 16 a Tax Information screen 

will appears as shown in Figure 22 below. Click Save Changes, then Next  if 

you’re not editing. An upload documents screen will appear as shown in Figure 23 

below. If no documents need to be attached click Save Changes, then Next . 
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13. After clicking Save Changes in Figure 23, on Page 17, step 10 Certify and 

Submit will appear as shown in Figure 24 below. Check I certify that all 

information provided is true and accurate . Then click Submit . This 

will send a notification back to RFCUNY to finish the review and approval  

process. 
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