
Supplier Onboarding Invitation Request Instructions 
 
• Click on the website at Supplier Onboarding Invitation Request or in Aggie Buy.  
 

 
 

•  Click on Suppliers 
•  Click on Requests 
•  Click on Request New 

 

https://solutions.sciquest.com/apps/Router/RequestNewSupplier?tmstmp=1708111121905


 
 
 
 
 

 

•  Enter the Supplier/Individual(s) 
name 

     

•  Click on the Next 
 



 
 
 

 
 
 

•   Enter First Name of the individual receiving the invite 
•   Enter Last Name of the individual receiving the invite 
•   Enter Email Address of where the invite needs to be sent 

to 
•   Add to Concur (mark yes or no/individuals only) 
•   Add any notes for the vendor admin 
            

•   Requester Contact Information will be automatically 
listed 

        



 
 
 

 
 
 

•  Click on the Certification box 
•  Click on the Complete Request 

 

•   Click on the Yes 
 



 
 

•   After submitting a request, the request will be listed in your My Supplier Requests 



 
 
 
 •   You will also receive an email notification that the Supplier Request Onboarding Request has been 

completed.  
•   You can also click on the icon “Click here to view the request in your organization’s site” to view the status.  

•    



 
 
 
 
 
 
 
 
 
 
 
 
 

•   Once a Supplier has been approved & sent the award profile invite, the name will appear under the Supplier Profile 



 

•   This will take you to the supplier profile 
•   This will indicate which vendor admin sent the invite & who the invite was sent to. 
•   You will also be able to view the vendors registration status  
  If the vendor has started the process the registration status will indicate “In Process” 
  If the vendor has completed the registration the registration status will indicate “Profile Complete” 

• Please note that when the supplier does submit their registration it will enter workflow for the supplier 
administration team to review and activate the supplier.  At that point the supplier administration 
team will respond to the department requestor with the X number that has been set up for the 
supplier.   


