UCSF Supplier Portal Registration Instructions LK‘.SF Controller's

Office

Thank you for taking the time to register for electronic

invoicing using our Supplier Portal. These instructions will

guide you through the process of registering for UCSF’s |  Secure Account Login Welcome to the UC San Francisco -
. . . =1 BearBuy Portal for Suppliers
Supplier Portal. Before you begin, you will need to have Pt
the foIIowing items to I’egiSter: Email The BearBuy Supplier Portal was created
to facilitate and streamline the Procure-to
e A company distribution email address — Example: -Pay process between UCSF and its
accountsreceivable@yourcompany com Password suppliers. In this portal, you will be able
. to:
e Aninvoice you've submitted to UCSF in the past 90 Frouble Iogging in? - View your purchase Order detais
days = Submit your invoices for payment

= Check the payment status of your

e The exact dollar amount of that invoice invoices

If you are already have an account, please login by entering your e-mail address,

Registration Eststso\.:f]obrc:,l:":d then click on the "Login” button. Otherwise, click the "Create Account Full instructions on how to use this

. . . . . BearBuy Supplier Portal.
Begin the registration process by going to the following
website: UCSF BearBuy Supplier Portal 0 Creste Account

1. Click Create Account

2. Read the information for registration prior to continuing

. . . . . Welcome to Supplier Registration
3. Click Continue with Registration Registration Checklist PP 9

I you already have an account, please go badk 1o previous page and kogin by entenng your e-mail
address, passward and then dick an the “Login” button

Note: Registration FAQ’s are available should you need
additional information

If you are a supplier that has not yet registered, chick the button below to create your acoount

Browse the topics below to kearm more about registenng and o begin the registrabon prooess:
The Registration Process

Click the button, belaw, to begin the registration pracess,

Ensure all the required fields and sections are completed

Attest to the validity of the nformation and submit the form electronically.

vau will recene your Login I and Passward via email once you have submitted ypour
completed form.

Login when needed to update youwr profile or to add additional contact information.

Bedore ¥ou Begin Regestering

With the ne<essany data coleded, the registrabon prodess should not take more tham 15
minutes,

Compiling the necessary informatan prar te begnning the process will ensure a smooth
and trouble-free registratson.

Continue with Registratson
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4. Fill out name, title, and phone number. Use a general
phone number, perhaps a customer service number or
departmental number.

5. Enter a customer service or general email address.
Use a general email address that multiple people have
access, this will ensure multiple staff members can log
in and submit invoices

6. Under the Supplier Verification heading, enter an
invoice number that’'s been submitted to UCSF within
the last 90 days

7. Enter the exact dollar amount of that invoice entered in
step 6

8. Enter a security question and answer

9. Enter the numeric Security Check code

10. Click Create Account to continue

Supplier Registration

Contact Information

@

First Name *
Lzst Mame *
Title

Phone Mumber *

Login Information

Ernail *

Confirm Email =
Create Password ®
Confirm Password *

Supplier Verification

Eniter the information for

Security Information

Invoice Mumber *
In

wodoe Amount ®

* Reguired to Create Acoount

| o |
ce that has been submitted to the customer within the last 20 days
nd enter an answer. This information will be used in the future if you forget your password

Privacy & Terms
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11. An email will be sent to the address you registered with
and you must click the Complete Registration Now
link to finalize the registration process.

12. An acknowledgement email will then be sent
confirming your registration with UCSF’s Supplier
Portal

If you have any questions, please contact Gilbert Ortega at
elnvoicelnquiries@ucsf.edu .

Supplier Registration for UC San Francisco
Diear ABEC

Thank vou for garting the regisniion process with UC San Frandwoe Phearr click the "Complete Reginntion Mow" lizk below 1o contizue yeur regiszstion
procesi

Complete Begeiratos Now 0

Pleave remember, vour mpplier prodile b nat compleie wniil vou finish all required fields on the reghcniion form and cick the sobmit bosion o the las b, [ vou need oo leave dhe fomm and
semplele the reglitration ot & lates dite, pledde be dure 10 ddve you mfematios before exitisg, Ouse yous prafile is jobea od completdy, you will reddve o confimmation email that yoer
company war seccesifuly reginered

Company ABC

Emal

Thank Yeu

UC Sis Fraacises

18 sva hisve sy Reckaicil guedtiond, please coalicn i & fof kidiMisee iid idemily vousudl bd segsileiag in tke UC Sia Fraacises Supplia Netwodk

Supplier Registration Complete for UC San Francisco @

Dear ABC

Thanlk voe for completing vou regneatica profile ea UC Saa Fradsce UC Sam Frmcticn 1 3 bem i class Supplier Regismation sad
eProcerement system. Accessible via the wordd-wide-web, UC S Fradseo provides 3 ome-siop, complete sohtion for Buyer Suppber communications

A 3 peminder, vou can log imo voer ssoere socount by visiting UC Sum Fredscn Cusiomer Partal Legin Link

Thaak You,

TIC San Francisce

18 wou have any tecknical questions, plexse contact o o for assistance ind identify voursef w reginering in the UC Sim Frandieeo Seppler Nerwoek
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