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The Office of Procurement Services 

Request a Non-Catalog Supplier 
Use the Non-Catalog Order (Purchase Order) supplier request form to request a new supplier ahead of entering a Non-
Catalog item order. This form allows you to submit the supplier’s basic information for Purchasing’s review.  

Submission of the supplier request form does not result in an automatic invitation to complete the onboarding process 
or guarantee the establishment of a new supplier. Purchasing reviews all supplier requests prior to invitation. 
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Complete the Request Form 
Access the supplier request form by navigating to the Requests section of the Supplier module. Click Request New 
Supplier and a dialog box opens. 

 

Select Non-Catalog Order (Purchase Order) from the drop-down menu and enter the supplier’s name in the Supplier 
name field. Click Submit to access the request form. 
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Review the Instructions and click Next. 

 

The next page provides an overview of the form’s fields. Click Next to proceed to the General Information section of the 
form. 
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Business Purpose 

Form fields marked with a star are required. 

If the supplier was used in the Kuali Financial System (KFS), answer “Yes” to the question Does this supplier already 
exist in KFS? and enter the supplier’s KFS vendor number. 

 

Purchasing will use the supplier’s previous information to help establish the new record in BUY.IU. 

We are entering a new supplier in BUY.IU, so we will answer “No” to the next question, Is this request to edit an 
existing supplier in BUY.IU? If you are updating a supplier record, review the Supplier Edit Request Form document for 
guidance. 

 

https://purchase.sitehost.iu.edu/buying/doc/BUY.IU-Supplier-Edit-Request-Form.pdf
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Mark whether the supplier is a foreign supplier and choose the Country of Origin from the drop-down menu. The 
Country of Origin represents where the supplier is taxed. This field is required for domestic and foreign suppliers. 
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Commodity Types and Other Information 
Select a commodity code associated with the goods or services the supplier provides.  

If you aren’t sure which category applies to the supplier, review the Who Buys What? page on Purchasing’s website. This 
site provides a listing of the goods and services grouped by commodity code. 

In this example, we’ll select “MRO” from the drop-down menu. 

 

  

https://purchasing.iu.edu/buying/buying.php
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Next, provide a description of the goods or services you plan to purchase from the supplier in the text box. Enter as 
many details as possible in this section. This information helps Purchasing review your request. 

Upload a quote or estimate provided by the supplier, if you have one, by clicking Upload.  

 

Click Save Progress to save your work and return at a later time, or Next to continue to the next section of the form. 
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Company Information 
The information entered in this section is used to research the supplier and eventually invite them to complete the 
onboarding process. 

If the supplier does business under additional names, enter that information in the Doing Business As (DBA) field. In this 
example, the parent company name is Hawthorne Consumer Products. This company also does business using the name 
Hawthorne Gaming Technologies, so we’ll enter that information in the field. This helps Purchasing research the supplier 
and ensure we are not creating a duplicate record. 

Enter the supplier’s website in the Web Site URL field if one is available. 

 

Supplier Invitation Contact Information 
Information entered in this section is used to invite the supplier to complete the onboarding process.  

A company contact usually consist of an accounts receivable or accounting representative within the company. Enter the 
individual’s contact information in the appropriate fields. An email address is required. 

Click Next to continue or Save Progress to save your work and return later. 
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Comments 
Additional information may be shared with the Supplier Data Management (SDM) team in the Comments To Share with 
SDM field.  Select Next to continue or Save Progress to save your work and return later. 

Review and Complete 
Review and submit the form. Once submitted, you will not be able to make edits. Make changes to a section by selecting 
it from the left-hand menu. Click Save Progress after any changes to save your edits. 

 

When complete, return to the Review and Complete section and check the box in the Certification section attesting that 
the information you have entered is correct, to the best of your knowledge, and click Complete Request. 
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BUY.IU prompts you to confirm your choice. Click Yes to submit the supplier request form. 

 

After Form Submission 
Upon submission, your request form routes to the commodity team you selected while completing the form. Purchasing 
reviews and approves, or rejects, the request. You will receive an email notification when the form is approved or 
rejected.  

The approval of the request form coincides with the supplier’s invitation to the portal. The invitation is sent from the 
email address supplier@iu.edu. If you haven’t already, share the New Supplier Flyer with your contact. This flyer 
provides an overview of the onboarding process as well as contact information for the Supplier Workgroup in 
Purchasing. 

At this point, the supplier is responsible for acting on the invitation. Review the For Suppliers page for additional supplier 
resources. You can monitor the supplier’s progress by reviewing the My Supplier Requests page. 

My Supplier Requests is available in the Supplier module under Requests. 

 

mailto:supplier@iu.edu
https://purchase.sitehost.iu.edu/buying/supplier-info.pdf
https://purchase.sitehost.iu.edu/buying/suppliers.php


 

Request a Non-Catalog Supplier Page | 11 Last Updated:  5/18/2021 

The Office of Procurement Services 

Enter a supplier name in the search field and click the magnifying glass to search for a supplier.  

Check the box next to Approved and click Apply to return approved requests.  
 

 
Click a column header to sort using that header. 

 

  



 

Request a Non-Catalog Supplier Page | 12 Last Updated:  5/18/2021 

The Office of Procurement Services 

The information provided in the Registration Status column reflects where the supplier is in the onboarding process. 

 

The table below describes the different Registration Statuses you may see. 

Registration Status Description 

None Supplier has not been invited or completed the registration process. 

Invited Onboarding invitation has been sent to supplier. Supplier has not logged into portal. 

In Progress Supplier has accessed portal and started onboarding process. 

Profile Complete Supplier has submitted information; under review by Purchasing. 

Approved All registration workflow steps complete. Active and approved supplier records are ready 
to use. 

Rejected Supplier is ineligible to work with Indiana University. 
 
You will receive an email notification when the supplier’s Registration Status reflects an Approved status. Assuming the 
supplier record is active, the supplier is now ready to use in Non-Catalog item orders. 
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