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Creating a New Supplier 

When creating a new supplier, please be sure that the UPDATED forms are submitted.  

To access our updated forms, please visit our New Supplier Information website.  

1. On the Workday search box, type in Create Supplier Request and select 

 
2. Please ensure to check all related links and add attachments to the request as appropriate 

 

3. Enter details under Create Supplier Request – please ensure the following: 

• Names and addresses match all documents provided 

• All paperwork is signed accordingly 

• All forms are filled out completely 

4. For “Tax Authority Form Type” select “1099 (MISC/NEC), the supplier will update this if 

needed. 

5. For Justification, explain that you are adding the supplier to purchase goods/services 

https://www.fau.edu/procurement/vendorinfo/new-supplier-information/
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6. Under Contact Information, click the Add button under Phone. 

 

7. Then, enter all the required information for the phone number and click OK. 

*Note: Please select Primary box* 
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8. Select Add under Address 

 

 

 

9. Then, enter all address information available for this supplier and click OK. Note: Select 

Primary box 
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10. Under the Email tab Click Add 

 

11. Then, add the email address for this supplier and click OK.
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12. Under Attachments Tab – include all necessary back-up for your request. Please visit our 

website to view what documentation would be required for the type of supplier you are 

looking to onboard – New Supplier Information 

 

13. When completed, select Ok 

 

 

https://www.fau.edu/procurement/vendorinfo/new-supplier-information/

