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Company 
This should be the payees' name. 
If you are an individual please use your full name, first then last. 

Example: John Smith 
If you are a commercial supplier, please use your company's full 
legal name. Do not use an acronym or another abbreviated version 
of your company name. 
 

Select the Tax Organization 
Type as indicated on the Form 
W-9 or W-8. Further information 
may be found on the IRS 
website: www.irs.gov/forms-
instructions 

If you are registering in response to a formal solicitation, 
please enter the Bid Number. 

Please enter the administrative contact information for your organization here. This name and email address will be used to create 
your user account. 

• Your user account will be solely responsible for maintaining and updating general information about your organization's 
supplier record including tax documentation, payment information, addresses, contact information and business classifications. 
You will also have full visibility of historical and current purchase orders and invoices. 

 
Individuals should use their personal contact information here. 
 

http://www.irs.gov/forms-instructions
http://www.irs.gov/forms-instructions
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Enter the Tax Country and Taxpayer 
ID from W-9 or W-8 form. 
 
Note: For an individual, the Taxpayer ID is typically 
the Social Security Number. 
 

If you are a commercial supplier 
please use your company's TIN 
# as your Taxpayer ID. 
 
If you are an individual please use 
your SSN # as your Taxpayer ID. 
 

Throughout this process, use the Next button 
to continue towards Registration. 
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Select the existing contact information and click the Edit icon to edit your information. 
(and/or) Click the create icon to add additional contacts to your supplier record. 
Note: Individuals should only have one contact on their registration request. 
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To assign user roles: 
1. Click Actions 
2. Click Select and Add 
3. Select all roles that apply (pressing and hold CTRL to select more than one role) 
4. Click Apply 
5. Click OK 

The administrative contact box must be checked for at least one contact on 
every supplier registration request. Individual suppliers should leave this box 
checked 

 
Commercial suppliers should choose the role(s) for each contact 

Request user account must be checked 
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When all users are added, click the Next button to continue.  
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Click Create to add your address. 
• You can create additional addresses as needed. 
• You must have an address for both Ordering and Remit to address purposes (these may be the same). 
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Select the Address Purpose(s).   

When ready either 
Create Another 
or click OK.  

When all addresses are entered, click the Next button.   

If you want to be able to respond to TWU formal solicitations, check 
the RFQ or Bidding option in the Address Purpose area.  
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Only check the box - None of the classifications are applicable if you are not a certified 
HUB (Historically Underutilized Business). 
Note: Do not check the box if you have selected a Business Certification. 

Select the appropriate Business Classification for your organization. 

 

Click Create icon to add your 
Business Classification 

Click  icon to attach 
your certification. 

• Your certification 
must have a start and 
end date 

• You can attach your 
companies COI here 
(The COI's business 
classification is 
insured business) 
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Click Create to add a Bank Account 
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Click Select and Add to select your Product and Services category. 



Texas Woman’s University – Supplier Portal Instructions – Published 11/12/23                   
12 

 
 

• If you wish to return to your registration request to complete at a later time, click the Save for Later button. 
• You must click the Register button in order for the registration request to be forwarded to the TWU Supplier Maintenance team for 

review and approval. 
Note: If you do not click Save for Later button or Register button before closing this registration request, all information will be lost. 


