
VENDOR INSTRUCTIONS FOR ON-LINE REGISTRATION 
(Rev. 4/3/2014) 

 
All vendors doing business with The University of West Florida (UWF) are required to complete the registration process. 
 
Per Federal Tax Law, UWF must be able to determine the vendor’s type of business before invoices can be paid in full. 
Failure to complete the registration process could affect payments from UWF, i.e. deduction of withholding amounts from 
your invoice. 
 
Required * fields on the form: 

1. FEIN/TIN or SSN – Unless you are a Foreign Vendor, you must supply a valid ID number for one of these fields.  
If you check the “I am a Foreign Vendor” box, the FEIN/TIN and SSN boxes can be left blank and a temporary ID 
number will be generated for you.  However, if you supply an ID number, it will be used. 

2. AREA CODE and PHONE NUMBER – A Toll Free Number is preferred. (no spaces, dashes or special 
characters.) 

 
Optional fields on form: 

1. PHONE EXTENSION. 
2. EMAIL – If populated, you will receive two email notifications: the first is a confirmation that your information has 

been received; the second is a confirmation that your information has been added to our database.  Examples are 
at the bottom of this document. 

 
 
 

 



 
If Required fields have not been supplied or if there is an error in the information, Error Messages will be displayed at the 
top of the form.   
 
 

 
 
 
Once you have corrected the errors and submitted the information, you will receive one of four confirmation messages.  
 

1. New Vendor – the information you provided has not been matched to an existing Vendor within our database.  
Please click the “PROCEED” button. 
 

 
 

2. New Vendor – Your ID number has not been matched to an existing Vendor within our database, however your 
phone number has been matched.  At this point you can use your browser’s BACK button to return and correct 
your phone number, or you can proceed to the registration form.  If you proceed, the phone number you provided 
will not be carried forward and you will be prompted to supply a new one. 
 



 
 

3. Existing Vendor – your FEIN/TIN or SSN you provided has been matched to an existing Vendor within our 
database.  At this point you may PROCEED to enter information you wish to have updated. 
 

 
 

4. Existing Vendor (Foreign) – Currently this system does not accept updates to Foreign Vendor’s information.  
Please follow the email link (procurement@uwf.edu) to send any update requests to our Procurement & Contracts 
department for review and processing. 
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If you are a vendor who has not registered with the University of West Florida, you will see the following Vendor 
Registration Form Parts A & B. 
 
Please provide information in all fields.  Note: No spaces, dashes or other special characters in “Phone” fields. 
 
If you are using an FEIN/TIN, the form will require a Business Name.  If you are using an SSN, the form will require a 
First and Last Name. 
 
If you have provided a valid email address, you will be sent a confirmation email that your information has been accepted 
and, pending review, will be added to our database.  After your information has been processed and added to our 
database, you will receive another confirmation email. 
 
Reminder: Error messages will be displayed at the top of the form. 
 
PART A. 

 



 
PART B. 
 

 
 



If you are a foreign vendor who has not registered with the University of West Florida, you will see the following Vendor 
Registration Form Parts A & B. 
 
Please provide information in all fields.  Note: No spaces, dashes or other special characters in “Phone” fields. 
 
PART A. 

 

 



PART B. 
 

 



If you are a vendor who is already registered with the University of West Florida, you will see the following Vendor 
Registration Update Form Parts A & B. 
 
Please provide information in all fields. 
 
 
If you are using an FEIN/TIN, the form will require a Business Name.  If you are using an SSN, the form will require and 
First and Last Name. 
 
If you have provided a valid email address, you will be sent a confirmation email that your new information has been 
accepted and, pending review, will be updated in our database. 
 
Reminder: Error messages will be displayed at the top of the form. 
 
PART A.   
 

 
 



 
PART B. 
 

 

 
 



Upon acceptance of your Vendor Registration Form or Vendor Registration Update Form, you will see Part 2. 
 

Although this information is not required to complete the registration process, it is very important that you select all the 
applicable Commodity or Service Codes in order to appropriately identify the services and/or commodities your company 
provides. A vendor must be registered with assigned commodity codes to be considered as a viable recipient for future 
quote and solicitation notices. Ensure that you enter a permanent email address for your company in order to receive 
future quote and solicitation notices.  

 
If you do not see the commodity or service that applies, please email procurement@uwf.edu to have particular 
commodity/service codes added to your vendor information in our database. Please include in your email your complete 
business name and Tax ID Number (FEI/TIN) 
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ON-SCREEN NOTIFICATIONS: 
 
Existing vendors submitting updated information will see the confirmation notice below when your updated information has 
been accepted for review. 
 

 
 
New Vendors will see the confirmation notice below when your information has been accepted for review. 
 

 
 



EMAIL NOTIFICATIONS: 
 
For existing Vendors submitting updated information, if you have provided a valid email address, you will receive the 
following email shortly after you have completed the update process. 
 

 
 
For New Vendors, if you have provided a valid email address, you will receive the following email shortly after you have 
completed the registration process. 
 

 
 
 
For New Vendors, once UWF has reviewed your input and added you to our database, you will receive the following 
confirmation email notification.  
 

 
 


