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New Supplier Request 

 
 

 
 

Purpose: Below are instructions for completing your New Supplier Request  

Navigation: Navigate in Bull Marketplace to Suppliers > Requests > Request New Supplier 

Notes: In order to access the request form, you must have a REQUESTOR or APPROVER role. 
 
Before Starting, please search our Supplier Database to make sure this supplier has not already been 
setup or to see if another already established supplier can provide the goods/services you need.  
 
REQUIRED INFORMATION 
please have available the following:  
 

1. Supplier Full Legal Name  
2. Full Address including country of origin  
3. Supplier Legal Structure 

a. If the supplier is an individual/sole-proprietor or non-resident alien (NRA), then you will 
be required to provide additional information to define the relationship between USF 
and the supplier.  

b. If the supplier is a non-resident alien you will be asked to provide the location of work 
and any travel dates to the USA.  

c. If the supplier is a current USF employee you will asked to provide eDisclosure 
information. 

 
SUPPLIER RESOURCES:  
please provide the supplier with the following to help them to complete their profile.  
 
Supplier Registration Guide  - for corporations/gov entities and non-resident aliens 
Individual Registration Guide   - for individuals/sole-proprietor 
 

JUMP TO: 1. NON-RESIDENT ALIEN REVIEW 
2. INDEPENDENT CONTRACTOR REVIEW 
3. MONITORING REQUESTS 
4. SEARCHING FOR SUPPLIERS 

 REQUESTING A NEW SUPPLIER 

1 In Bull Marketplace navigate to the New Supplier Request. 

 

Bull Marketplace – Total Supplier Manager 

Tutorial: New Supplier Request 

https://www.usf.edu/business-finance/controller/documents/supplier-registration-instructions.pdf
https://www.usf.edu/business-finance/controller/documents/individual_registration_instructions09.01.21.pdf
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2 Enter the supplier’s name. 

Please use the Supplier’s Complete Legal name 

 

3 The instructions will appear. Review and then select Next. 

 

**PLEASE TAKE THE TIME TO READ AND REVIEW ALL INSTRUCTIONS PRIOR TO 

PROCEEDING AS INSTRUCTIONS ARE SUBJECT TO CHANGE** 

 

 
4 On the Questions page select Next. 
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5 General Information is collected for ALL Supplier Requests regardless of the Supplier Legal 

Structure or the Relationship with USF. Scroll down to see the entire form as you fill in the 

information. You cannot submit until all the fields with a star are completed. 

Then hit “SAVE” and “NEXT”.  

 
 

 



 

Supplier Management, Procurement & Payment Services 
Created August 2024 

Page 4 of 14 

 

New Supplier Request 

 
5A Depending on your answer to the “Method of Payment” question you may be asked to 

provide additional information on the employment status or legal structure of the 

supplier.  
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5B Florida Statute 112.313(3) outlines guidance for conducting business with one’s 

employment agency.  Some exemptions may apply but must be reviewed and approved 

via eDisclose in the form of an FCOE form. To ensure compliance, if your intended 

supplier is a current USF employee, they must have an approved FCOE form for their 

business.  

  
6 Select Next and complete the supplier contact information.  This section will be the same 

for ALL REQUESTS.  

This person will receive the invitation to create a supplier profile in the Bull Marketplace 

system if approved by Supplier Management and other workflow approvers.  
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 NON-RESIDENT ALIEN REVIEW (If Applicable) 

7 All requests to pay nonresident aliens as suppliers are reviewed by Payroll.  After you 

submit the New Supplier Request form, Payroll Services will review it and create a profile 

for the supplier in Sprintax Calculus. A link will be emailed directly to the supplier, who 

will have 24 hours to enter the required information and complete their profile. 
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 INDEPENDENT CONTRACTOR REVIEW (If Applicable) 

8 Review completed by Human Resources, with support from Procurement and USF TAS 

We have incorporated the INDEPENDENT CONTRACTOR WORKSHEET into the Supplier 

Request Process to drive efficient review and to make the supplier and department 

experience more streamlined.  This section may be completed with support from the 

supplier, or by someone with knowledge regarding the intended relationship. 

 

For an individual to be classified as an independent contractor, the relationship must pass 

the ABC test: 

• Absence of Control: Contractor is free from the control and direction of USF in 

connection with the performance of the work and has financial risk of loss. 

• Business of the worker: The contractor performs tasks that are outside the usual 

course of USF’s business. 

• Customarily engaged: The contractor is routinely engaged in running an 

established trade, occupation, or business of the same nature as the work 

performed for USF. 

  

This page is separated into (3) Sections.  
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 Internal Use only 

 Click next to skip this page. No actions are needed. 

 

 

 

 

 Submitting your Request 

9 Navigate to the Review and Complete page. Once all required fields are complete you will 

have all green check marks. Check the certification check box and select Complete 

Request. 
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10 Confirm submission.  

 
 

 MONITORING NEW SUPPLIER REQUESTS 

1 Notifications will be sent during the supplier registration process to keep you updated. 

The notification contains a link to take you the request. You must be logged in to Single 

Sign‐On in the browser you will be using Bull Marketplace for the link to work. 

 
 

2 Alternatively, In Bull Marketplace navigate to My Supplier Requests. 
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3 At the top of the page you can filter by supplier name or request status. 

 

 
4 Select a request to review further. On the Supplier Request select Supplier Request 

Workflow. On this page you can see the active workflow step. This is the step with a 

double border. 

 

 
 

5 When the request has been fully approved, Supplier Management will send an invitation 

by email to the supplier requesting that they complete their registration. 
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6 From the My Supplier Requests page you will also be able to see the status of the 

supplier’s registration. 

 
7 The Registration Statuses are as follows: 

 

Invited – Invitation to register sent by email to supplier 

In Progress – The supplier has started though not submitted their registration 

Profile Complete – Supplier has completed their registration and it has been submitted 

for USF review. 

Approved – Supplier registration has been approved through the workflow and is now 

available for use. 

8 To view the Supplier Registration Workflow select the supplier under Supplier Profile and 

navigate to the Supplier Registration Workflow. On this page you can see the active 

workflow step. This is the step with a double border. 
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 SEARCHING FOR SUPPLIERS 

1 In Bull Marketplace navigate to Search for a Supplier 

 

2 Enter the supplier’s name and select the search icon. 

 

 
3 You may also utilize the filters to search for suppliers by other search criteria. 
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4 Results will appear and you can see supplier information. Select the supplier name to 

view additional profile information. 

 


