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How to Complete the CMU Supplier Onboarding
Form
Learn how to navigate the WSS portal to successfully submit your onboarding
information. This guide covers entering business details, banking info, and contact
settings to ensure your account is correctly registered with Colorado Mesa University.

Supplier Profile Access

1 From the link send by email, please log into the Workday Strategic Sourcing home
page.
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2 Click 'Manage' on the appropriate Profile Request.

3 Click 'Edit' to begin filling out the onboarding form.

Supplier Information
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4 Fill out the supplier information fields. All required fields will have an asterisk near
the title. Choose a supplier category that best fits your service and provide a brief
description.

Address Configuration
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5 Please enter an accurate address. If this is your primary address, please mark it as
such.

6 Select the usage of the address. You may select multiple usage types for the same
address.
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7 To add another address to your information, click 'Add Address'. You may add as
many addresses as you like and specify the usage for each address.

Contact and Tax Details

8 Once you are happy with your address fields, please fill out your phone
information. You may add more than one phone number if needed.
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9 Fill out the email address field and select a usage for your email.

10 NOTE: You will need the 'Procurement' usage to be added to at least one email
address.
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11 Fill out your tax information. You will be asked to attach your documents to the
bottom of the form.

12 Select the contact email for PO issuance. If the 'Default PO Issue Email' field is not
populating, please refer to 'Step 10' and make sure an email usage is set to
procurement.
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13 Select a PO issue option.

14 Enter your banking information. You may add multiple bank accounts to your
profile if needed.
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15 If unsure what to choose for a default payment term, select 'Net 30'.

16 Choose a preferred payment type from the drop down list and set it as your
default.
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Onboarding Completion

17 Fill in your contact information. You may add more than one contact to your
profile.
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18 Attach your W9 and COI. CMU Students do not need to attach a COI. Click 'Submit'
when you're done.

CMU Students and Independent Contractors: This form is designed to collect
information from all suppliers working with CMU. Some fields may not seem
applicable to your situation—please complete them to the best of your ability. If
any information appears incorrect or requires clarification, CMU will follow up
with you directly.


