
 
 
 

12/9/21 Purchasing.miami.edu M.R 

Supplier’s Registration Steps - UMarketplace  

The process below occurs after the UM Departments completes a New Supplier Request in Workdy. The  following 
document can’t be sent directly to suppliers as an application. Below are the basic steps and screenshots of what 
the supplier must complete to register.  After registration, the UM onboarding approval process will need to be 
completed for the supplier to become active in Workday. 

 

Before the invitation process begins the “New Supplier Request” form must be completed by the 
department and approved by Purchasing. The request form can be found under the “UM QuickLinks” on 
the Workday Homepage. Once approved by Purchasing the supplier will receive an email invite from 
UMiami@sciquest.com to complete.  Below is an example of the supplier’s process. 

  

2018-02-16 15:30 GMT+01:00 University of Miami <UMiami@sciquest.com>: 

Supplier Invitation for University of Miami 

Dear [Supplier Name], 

The University of Miami (UM) is pleased to invite you to register for its new supplier management 
system, UMarketplace, an integrated solution to transmit purchase orders and invoices 
electronically.  
  
To register for access, please click on the “Register Now” button below. Your application must be 
complete in order to be submitted. You will be notified via email once your application has been 
received and approved. Once your application is submitted and approved, you will have access to 
your secure information where you can add additional details about your organization, grant access 
to colleagues within your organization, and more. 
 
  

Register Now  

   

Thank You, 

University of Miami Supplier Onboarding Team 

If you have questions, please email the UM Purchasing Data Team at:  
supplychain.supplierapp@miami.edu or by phone at +1 305-284-5751. 
 
Thank you. 
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The steps below must be completed by the supplier. Then the UM onboarding approval 
process can begin. 

 

1. Welcome 

 

 

2. Company Overview 
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3. Business Details 
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4. Address 

 

 

5. Contacts 
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6. Diversity 

 

 

7. Insurance 
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8. Payment Information 

 

 

9. Tax Information 
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10. Independent Contractor 

 

11. Conflict of Interest 
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12. Certify & Submit 

 
 
 
 

The steps above must be completed by the supplier. Then the UM onboarding approval process 
can begin. See example below. 
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