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Top 10 Supplier 
Management
Q and A

     



 

What’s holding up my supplier’s registration approval?

#1 Supplier Q and A 

Tip: Encourage suppliers to double check the Request More Information 
email to make sure everything is completed before resubmitting in the 
portal. 

Supplier registrations flow first through Department approval, 
then final Supplier Team approval.

Only the Supplier Team can Request More Information. Departments 
should Deny if unfamiliar.

You can check approval status on the Manage Request Approval 
page. 

 Use the navigation, Main Menu > Worklist, or the email link.

Suppliers can view messages in their portal > Communication 
tab to see what’s missing.



 

Why can’t my inactive supplier use the portal?

#2 Supplier Payable Q and A 

Reminder: Reactivation ensures up-to-date tax and compliance 
records.

Inactive suppliers lose portal access automatically. Inactive 
suppliers can’t log in until reactivated.

They’ll need to email an updated W-9 (US) or W-8BEN(E) 
(international) for reactivation to apsupplr@mailbox.sc.edu.

Once reapproved, provide their Supplier ID and the User ID 
Request Letter to restore portal access.

Only the active suppliers’ link in the User Account Request 
Letter will work.

mailto:apsupplr@mailbox.sc.edu


Applicable Tax Forms by Supplier Type
Supplier Type Applicable Tax Forms

US Citizen W-9

International Individual providing 
service OUTSIDE the US W-8 BEN

International Individual providing 
service INSIDE the US Form 8233

International Business Entity W-8 BEN-E



 

What if my supplier doesn’t know their User ID or 
never had login credentials?

#3 Supplier Payable Q and A 

Credentials can’t be looked up or reset for security 
reasons.

Provide the Supplier ID and User ID Request 
Letter so they can request new login credentials 
themselves.

Once approved, they’ll regain portal access to make 
updates.

Security first: This protects both supplier and 
university data.



Requesting a User ID

• Use the Requesting a User 
ID Supplier Self-Service 
Portal Job Aid for step-by-
step instructions on 
submitting the form and 
setting up their password.

• They must enter the 10-digit 
Supplier ID and their U.S. 
Tax ID or Foreign Tax ID. 

https://sc.edu/about/offices_and_divisions/controller/documents/supplier_onboarding_user_id.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/supplier_onboarding_user_id.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/supplier_onboarding_user_id.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/supplier_onboarding_user_id.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/supplier_onboarding_user_id.pdf


 

What should I do if the supplier portal won’t accept 
my liaison email?

#4 Supplier Q and A 

Pro tip: Keep your PeopleSoft profile updated to avoid portal errors.

Check your official email address in My Supplier Profile 
within PeopleSoft.

 To verify your PeopleSoft profile, use the navigation: 
 Main Menu > My System Profile.

 Make sure your business email (not personal) is 
listed. That’s where routing and approvals go.

That’s the address tied to supplier approvals — make sure 
it’s current.



Email Address in PeopleSoft
To verify your PeopleSoft profile, use the navigation: Main Menu > My System Profile.

Step 1: Confirm boxes for Email User 
and Worklist User are checked.

Step 2: Make sure your business email 
(not personal) is listed. That’s where 
routing and approvals go.

Step 3: Click Save to finalize — 
registrations route only to that address.

Use the Adding an Email Address to 
PeopleSoft Job Aid for more 
information. 

https://sc.edu/about/offices_and_divisions/controller/documents/supplier_liaison_adding_email_to_peoplesoft.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/supplier_liaison_adding_email_to_peoplesoft.pdf


 

Why isn’t the supplier portal working properly for my 
supplier?

#5 Supplier Q and A 

Quick fix: Switch browsers before calling IT — 90% of issues 
resolve instantly.

Usually caused by an unsupported browser or device.

Approved browsers: Internet Explorer, Safari, or 
Firefox.

Do not use Chrome, Edge, or mobile devices — 
they’re not compatible.



 

How do I add or update an address for a university 
or hospital supplier?

#6 Supplier Q and A 

Email the W-9 and an invoice showing the new 
address to the Supplier team at 
apsupplr@mailbox.sc.edu. 

Address updates for institutional suppliers must be 
done manually — the portal can’t handle these.

Hospitals and universities have complex tax 
setups that require staff validation.

mailto:apsupplr@mailbox.sc.edu


 

What should my supplier do if their registration was 
denied?

#7 Supplier Q and A

Pro tip: Help your supplier fix the issue before they resubmit to speed up 
approval.

Review the denial email carefully. It lists what needs to be corrected.

They’ll need to start fresh by registering as a New Supplier.

Departments should deny rather than request info if they won’t 
use the supplier.

Suppliers can check the denial email for correction notes before 
reapplying.

Only the Supplier Team can issue “Request More Information.”



 

Why won’t my international supplier appear in the 
payment request?

#8 Supplier Q and A 

The Payment Request form defaults to USA suppliers.

Remove “USA” from the country field, and your 
international supplier should appear.

Don’t forget to clear that default field!

Ensure the supplier registered using the International form 
(W-8BEN-E or 8233 required).

The portal distinguishes between Domestic and 
International at registration — that field must match.



 

Why don’t I see any changes after my supplier says 
they saved their request?

#9 Supplier Q and A 

Saving ≠ submitting! “Save” is a pause; “Submit” is 
action.

They’ll get an email after saving with steps to 
complete the submission.

Only submitted requests route to Supplier 
Management for approval.

Check the Review Supplier page — if the update’s 
approved, the new address or info will appear.



 

Why is my supplier still being paid by check after 
adding ACH?

#10 Supplier Q and A 

ACH setup now includes automatic bank account validation.

If details don’t match bank records, ACH won’t activate. 

• Some banks don’t participate — those require manual 
verification, which takes longer.

Mismatched info or non-participating banks trigger 
manual review by Supplier Management. Manual 
validation takes longer but prevents payment fraud.

Fraud prevention first: This process ensures secure 
payments but may delay ACH setup.



Resources & 
Contacts

  



Supplier Management Resources
• Introduction to the Supplier Self-Service Portal 
• Registering as a US Business Supplier Job Aid 
• Registering as a US Individual Supplier Job Aid 
• Requesting a New User ID Job Aid [pdf]
• Change Request for a US Supplier on an 

Address Job Aid 
• Change Request for a US Supplier on ACH Job 

Aid 
• Change Request for a US Supplier on a PO 

Email Address Job Aid 
• Change Request for an International Supplier 

Job Aid 
• Registering as an International Business 

Supplier Job Aid 
• Registering as an International Individual 

Supplier Job Aid 
• Requesting a New User ID Job Aid

• Supplier Liaison Job Aid 
• How do I add my email address to PeopleSoft 
• Supplier Departmental Approval Job Aid 
• Supplier Onboarding - Supplier Liaison 

Training Recording
• Supplier Onboarding - Supplier Liaison 

Training Presentation 
• Supplier Onboarding – Supplier Perspective for 

the Liaison Recording
• Directing Suppliers to the Self Service Portal 

Job Aid 
• Adding email address to PeopleSoft for 

Supplier Registration Approval 
• Approving a Supplier Registration Job Aid
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Where to Find the Resources

For Supplier 
Management 

resources, visit the 
Supplier 

Management page 
in the Compliance 

and Tax 
Management 

section.

https://sc.edu/about/offices_and_divisions/controller/compliance_and_tax_management/supplier_management/index.php
https://sc.edu/about/offices_and_divisions/controller/compliance_and_tax_management/supplier_management/index.php


Where to Find the 
Resources 

For Accounts Payable 
training resources, visit 
our Business Manager 

page.

https://sc.edu/about/offices_and_divisions/controller/toolbox/business_manager/index.php


Questions



Contact Us

For specific 
questions, please 
visit our website to 
find the appropriate 

contact.

https://sc.edu/about/offices_and_divisions/controller/index.php


Questions  



THANK YOU!
Office of the Controller

 

Alone, we can do so little; together, 
we can do so much.
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