Submitting a Supplier Invite Request

In order to do business with a supplier, they must first register in BennyBuy. The
Supplier Invite Request should be used to generate a request to setup new suppliers in

BennyBuy.

Submitting a Supplier Invite Request

1. From the BennyBuy homepage, locate the Suppliers tab on the left hand side
menu, select Requests and then click Invite New Supplier.
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2. A popup box will appear. Type the supplier's name in and click submit.
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Supplier name Lone Pine USA LLd|

* Reguired

Request New Supplier

Supplier request form New Supplier Invitation Request

3. You will be taken to the Supplier Invite Request form. To begin filling out the
form, click on the Questions tab or select the Next button.

Lone Pine USA LLC

Template New Supplier
Invitation Request
Request Status  Incomplete

Instructions

Questions l

Review and Complete

Supplier Request Workflow

#8 Oregon State
7 University

Instructions

& Print Request | History | 7

Please provide the necessary information in arder to properly enboard the vender you are wanting to do business with. You will be notified once the vender completes the
Qregon State University Vendor registration process.

You will also be notified via email if your request is rejected and unable to be processed
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Submitting a Supplier Invite Request

4. The Questions tab is where you'll fill out the information regarding your supplier
request. Please note that any field with an:™* icon next to it is a required field.

Questions - Company Overview & Print Request | Histon

@ Potential matching suppliers have been found in your network based on information given. Click here to view the list of potential matching supp

Vendor Information

Supplier Name * 4

Lone Pine USA LLC

Email Address * 2

joe@lonepineusa.com

Type of Vendor * 3

(O Individual Person @ Business/Entity

Motes to assist with the invitation process 4

2000 characters remaining

Additional Documentation, such as vendor Invoices, Quotes, or Emails that might be useful in inviting this vendor. 5

& Vendor Registration Info =

Tax ID Number 6

123456789

* i .
Required < Previous MNext >

1. Supplier Name: This field will automatically populate based on the name
entered when the request was generated. It can be changed if needed.

2. Email Address: Enter an email contact for the supplier. This is where the

registration email will be sent.

Type of Vendor: Click the radio button to select the vendor type.

Notes: Enter any notes you think may assist with the registration process.

5. Additional Documentation: Use this field to upload any backup
documentation that may assist with the request. To attach a file, click the
Upload button, enter a Title for your attachment, the click the Choose File
button to add the attachment from your file explorer.

6. Tax ID Number: Enter the Tax ID number for the vendor, if known.

s
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Submitting a Supplier Invite Request

5. Once all the required information has been entered, click the Next button. This
will take you to the Review and Complete page. Click the checkbox under the
Certification section and then click Complete Request.

Review and Complete 1 Print Request | History | 7

€ Potential matching suppliers have been found in your network based on information given. Click here to view the list of potential matching suppliers.

+" Required fields complete

Section Progress
Instructions (]
Questions (]
Certification

certify that the statements and information in this request are true and correct to the best of my knowledge and belief

* Required

< Previous Complete Request

6. A popup box will appear asking you to confirm your request. Click Yes to
complete.

Confirm

Are you sure are ready to complete your new supplier request?

Yes Mo

7. Once the request is completed, it goes to the eProcurement office for review. If
approved, the eProcurement office will send an invite to the vendor to register.
Once the vendor is registered and approved, you'll receive an email notification
from the system.

Oregon State

RE: LONE PINE USA LLC has been Approved in
Supplier Registration Workflow

Dear Alex Sims,

LONE PINE USA LLC has been Approved in Supplier Registration Workflow
Thank You,

Oregon State University

Support Team Contact Information:

+1 541-737-3830

eprocurement@oregonstate.edu

8. Please note there is a 1 hour lag between when you receive the email and when
the vendor becomes active in the system. If the vendor is not active after 1 hour,
please contact the HelpDesk.
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Submitting a Supplier Invite Request

9. If your request is rejected, you will be notified via email. To see the reason it was
rejected, click on the link in the email.

RE: Form Request Workflow for Lone Pine USA
LLC has been Rejected

Dear Lane Bymes,

Your request for Lone Pine USA LLC has been rejected

Click here to view the request in your organization's site

Thank You,

Oregon State University

Support Team Contact Information:
+1541-737-3830

eprocurement@oreqgonstate.edu

10. This will take you into the invite in BennyBuy. From there, select the History tab

near the top right. A popup box will appear and in the Notes column, there will be
a reason for the rejection.

1 Frint Request 7

*k based on information given. Click here to view the list of potential matching suppliers.

200 Per Page «

= Context = Field Old Value MNew Value (Note \
Supplier rejected due to
Registration profile already
Workflow: exists, see
Duplicate Supplier 930182126 invite
MName sent using email in

@is request )
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Submitting a Supplier Invite Request

How to Search for Requests

To check on the status of your requests, begin by clicking on the Suppliers tab
on the left hand side menu. Select Requests, then My Supplier Invitations.
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the My Supplier Requests screen. When you come to this
we recommend checking all the boxes in the Request

Status field and clicking Apply. You will only need to do this once.

My Supplier Requests

“ Filter Supplier Reguests
Requested Supplier, Template Name

I Request Status * l

Include public Supplier
request form?

Approved
Incomplets

O

Requested

Supplier = Template =
Robnett's New Supplier Invitation

Hardware Request

Lone Pine USA
Lc

New Supplier Invitation
Request

Amazon.com New Supplier Invitation

Request

If a request is listed

Rejected
Returned

Under Review
Completed

Request Workflow Status Last Supplier Registration

Status = Workflow Step =  Assignee Updated = Created = Profile Status

Incomplete - - 10/28/2020 10:01 10/28/2020 10:01 - Actions -

AM AM

Under Review Duplicate Supplier - 10/28/2020 2:54 AM 10/28/2020 5:34 - Actions -
MName AM

Under Review Duplicate Supplier - 10/27/2020 5:14 PM 10/27/2020 5:11 - Actions -
Name PM

as incomplete, you can click on the request name or click on

the Actions button and then click Edit to finish the request.

Requested Request
Supplier = Template = Status =
Robnett's MNew Supplier Invitation Incomplete
Hardware Request
Lone Pine USA New supplier Invitation Under Review
Lc Reguest
P Oregon State
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Workflow
Assignee

Status Last
Updated

Registration
Status

Supplier

‘Workflow Step = Created = Profile

10/28/2020 10:01
AM

10/28/2020 10:01 tion:
AM
| Delgte

10/28/2020 8:34
AWM

Duplicate supplier
Name

10/28/2020 9:54 AM
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