TONJ U

Process Name: Entering a Supplier

STEP DETAIL

Sign in to Oracle Cloud through TCNJ Today app bar
Click Company Single Sign-On

1 Username: TCNJ login

Password: your password

Click Home button in upper Right corner

Click the Procurement
from the scroll menu

5 ¢ Budgetary Control Procurement My Enterprise Others
Click the Suppliers infotile
3
Click on the Task Library
Choose Manage Suppliers
H « Manage Suppliers
» Register Supplier
» (Create Supplier
» Merge Suppliers
4
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Search for Supplier to verify if supplier account already exists
Note: Enter any portion of the First, Last, or Company Name

Send all edits to purchase@tcnj.edu

Note: If a supplier exists with SR in their account number, create a new supplier account

Mo search conducted

Columns Hidden 19

5 Manage Suppliers @ p -
4 Search , ‘ Advanced ” Manage Watchlist | Saved Search
, * Required
* Keywords | dell ] ,
y T e
)y e | s | o
Adding a Supplier
Click + to add new supplier Search Result
Actions v View v Formatw o= FH Ef Free
6
Supplier

Supplier Details

Supplier: Indivdual — LastName, FirstName
Business — Line 1 on W9

Business Relationship: Prospective

Tax Org Type: From box 3 on W9

Tax Country

Taxpayer ID: SSN or EIN (no dashes)

7 **Note: Send all International suppliers to
purchase@tcnj.edu for entry

Click Create

Create Supplier

* Supplier | Name of Supplier

* Business Relationship

* Tax Organization Type | Corporation

Tax Country | United States

Tax Registration Number |

Taxpayer 1D | SSM or EIN

D-U-N-S Number ||

| Create ” Cancel |
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W9 Box 3 & corresponding Tax Org Types

* Tax Organization Type v
3 Check appropriate box for federal tax classification of the person whose name is entered on line 1. Check only one of the C ki
' following seven boxes. orp_ora o .
Foreign Corporation w
[J individual/sole proprietor or Oc Corporation Os Corporation O Partnership (] Trust/estate Foreign Government Agency
single-member LLC Faoreign Individual
Foreign Partnership
[:] Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=Partnership) » Government Agency
Note: Check the appropriate box in the line above for the tax classification of the single-member owner. Do not check Individual H
LLC if the LLC is classified as a single-member LLC that is disregarded from the owner unless the owner of the LLC is Mon-Profit
another LLC that is not disregarded from the owner for U.S. federal tax purposes. Otherwise, a single-member LLC that Other u
is disregarded from the owner should check the appropriate box for the tax classification of its owner. Partnership
[] Other (see instructions) » Sole Proprietorship
B AAdAdrace miimhar ctrant and ant Arv ciiita na\ Qan inctriintinne I Daniiactar’e nama ar

Click on Profile

Profile  Addresses

Actions » View v Format v &= B Status

Address Name Address

Mo data to display.
Columns Hidden 5

Supplier - Company / Government Agency

Profile  Addresses

Alternate Name: Name that prints on check — Supplier name or DBA (W9 Line 2) 4 General
Supplier Type: Supplier — Company/Government Agency

* Supplier ‘ Name of Supplier - Test |

Supplier Number 23708

Income Tax: Leave as is

* Alternate Name ‘ Supplier Name - Prints on check |

* Tax Organization Type ‘ Corporation v|

"SupplierType Supplier

Inactive Date ‘ mm/d [y |
9 Status  Active
Profile Details (3
Income Tax
Taxpayer Country ‘ United States | v ‘

Taxpayer ID ‘ 123456789 |

\:| Federal reportable
Federal Income Tax Type

\:| State reporiable
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NEW JERSEY

Supplier — Individual

Alternate Name: FirstName LastName

Supplier Type: Other — suppliers that are Individuals
Employee
Student

Income Tax:
e Check Federal Reportable
o Add Federal Income Tax Type — MISC?7

Profile  Addresses

4 General

* Supplier | Last Name, First Name

Supplier Number 23708

" Alternate Name | First Name Last Name

* Tax Organization Type | Individual

Inactive Date | mmiddiyyyy E'e |
Status  Aclive
**Note: Employees: do not get a Federal Income Tax Type rotle Detals
rofile Details
Students: add Federal Income Tax Type for - Income Tax
Scholarship/Award payments
Art Work pUrChaseS Taxpayer Country |United States | - |
Do not add for GSALs Taxpayer ID |123456?89 |
\ w*| Federal reportable
* Federal Income Tax Type |MISC? | L 4 |
[ ] State reportable
Add Attachments
e W9
e Direct Deposit Form
e Check Request/Invoice Profile  Addresses
(for address & verification €
purposes) 4 General £
€ _ B
* Supplier ‘ TR T ‘ Business Relationship Prospective
1 O Supplier Number 2370& / Parent Supplier Q
& i
* Alternate Name ‘ First Name Last Name ‘ p Parent Supplier Number
Creation Date  06/25/2024
* Tax Organization Type ‘ Individual w ‘
y Creation Source Manual
supplier fype £ Registration Request
Inactive Date ‘ mm/ddiyyyy fe ‘ £ Attachments None 'I'/
Status  Active y
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Click on Addresses
Profile Addresses‘—-——'___.

4 General

" Supplier | Last Name, First Name |

Supplier Number 23708

* Alternate Name | First Name Last Name |

* Tax Organization Type | Individual v

Inactive Date | mm/d

0

Status _Acfive

12

Click + to add new address

7

Actions v View v Format L J B Freeze

Profile  Addresses

Wrap Status

Address Name Address

No data to display.
Columns Hidden 5

13

Enter the following address fields

e Address Name

e Address Line 1: copy of Address Name

e Address Line 2: use for - Suite, Bldg, Attn to:, etc.

e Postal Code: enter postal code click tab on keyboard

Choose City, State from list, click OK

Search and Select: Postal Code x

4 search | Agvancea |

* Required

* Postal Code | 08528

[earen] [roset|

Postal Code
08528, Trenton, Mercer, NJ

08528, Trenton, Mercer, New Jersey
08528, West Trenton, Wercer, NJ

08528, West Trenton, Mercer, New Jersey
08528, Ewing, Mercer, NJ

08528, Ewing, Mercer, New Jersey

08528, Ewing Township, Mercer, NJ

08528, Ewing Township, Mercer, New Jersey

_,‘ oK H Ccancel ‘

Create Address @

* Address Name

123 Main Sireet

* Country |

United States

* Address Line 1 |

123 Main Sireet

Address Line 2 |

Suite, Bldg, Attn fo:

"Cin.r|

* state |

* Postal Code

Ewing - I
NJ v I
log628 - I

Language |
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Address Purpose
Check Ordering & Remit to

Click Save & Close

Create Address ®@ y B = = B
,I 4 * Address Name | 123 Main Sireet | & * Address Purpoge |v/| Ordering
* Country | United States ‘ v l ’ Remit to
REQ orBieting
“ Address Line 1 | 123 Main Street | &
moe[+ W] [
Address Line 2 | Suite, Bidg, Attn to: | £
et ][ |
* City | Ewing | v l ’
Email ‘ |
* State | N | v l £
’ Inactive Date ‘ mmiddfyyyy E"@ |
* Postal Code |05828 | v I
Status  Active
A

Click Submit

Cwerview  Manage Suppliers »  Supplier: Name of Supplier - Test x \

Edit Supplier: Last Name, First Name @

Last Saved 06/25/2024 4:19 PM

Profile  Addresses

AN NN

15
Actions w View v Formatw o= & B Freeze Wrap  Status
Address
Address Name  Address Purpose Status
123 Main Street 123 Main Street, Suite, Bldg, Attn tol, EWING, NJ 08628 Ordering; Remitto  Active
Columns Hidden 5
**Note: ALL Edits and banking will be added by Purchasing
% Send backup to purchase@tcnj.edu
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