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Overview

Before you begin 

The QRG outlines the steps for student to self register as a supplier 
within the University of Memphis Oracle procurement system. It is 
designed to help users accurately submit supplier details for 
registration, ensuring timely approvals and enabling smooth 
reimbursement payment processes.

Introduction: 

Students seeking reimbursement for approved out of pocket expenses.Audience: 

Items Needed to Complete Registration 
1. Your UID number

2. A screenshot of your student ID

3. A non-University of Memphis email address

The student self-registration process takes 15-20 minutes to complete. If you leave the 
webpage or close the tab in the web browser, you will not be able to go back to your 
location and will need to start over. Contact purchasing@memphis.edu before starting 
over.

For the best experience, we recommend using the Google Chrome web browser.

The registration page is not optimized for mobile devices. Please use a computer or 
tablet to complete.
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Initial Navigation

Navigate to the University of Memphis Procurement Page using the following 
hyperlink: Doing Business with the U of M
On the left-hand side, click on the link title New Supplier Registration

Step 1:
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Email verification

Enter your email address in the box on the right and click Send Access CodeStep 2:

Check your email for a message with the access code. The message may get 
flagged by your Spam/Junk Folder. The Code will expire after 15 minutes. If it 
expires click the blue link for a new code. Once you have the code enter it into 
the box and select Continue

Step 3:
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Enter Company Details 

Fill out the required Company Details fields, working from left-to-right, 
including the Company, Business Relationship, Procurement BU, Request 
Reason, and Country. For Organization Type select “Individual”,  and 
complete field Supplier Type field selecting “Student”. Click Continue.

• When registering an individual, put their Full Name as it is on their Student ID in the 
Company field

• Please leave Business Relationship as Prospective
• For request reason select Check Request
• Select United Sates for the country field.
• Please put enter the student’s UID in the Taxpayer ID Field. 
• If the supplier is being paid through the University Foundation, please make a note of 

this in the Justification field.
• The supplier type field MUST me set to “Student” to ensure that the payment for the 

student is processed correctly. Failure to do this WILL delay payment from being 
issued.

Step 4:

Notes:
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Enter Contact Details 

In the Contacts section, enter the student’s name, email address, and phone 
number.

Step 5:

Select Yes to indicate that this individual is the administrative contact for the 
supplier. 
Select No for “Does this contact requires a user account?” This is ONLY for 
businesses/companies doing active business with the University.
Click the Continue button to proceed to the next section of the supplier 
registration process.

Step 6:
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Enter Contact & Address Details 

In the Address section, enter the supplier’s full address, including street, city, 
state, and zip code. Select the check buttons Receive Purchase Orders, 
and Receive Payments.

• For Address Name, please use the best of the following options: Mailing 
Address, or Home Address

Step 7:

Notes:
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Under “Which contacts are associated to this address?”, check the box 
with your name to associate with the contact. Click Continue. 

Step 8:

Update Business Classification 

In the Business Classification drop-down choose the classification “None of 
the Classifications are Applicable” at the bottom pf the list. Click Continue.

Step 9:
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Enter Banking Details 

If you wish for your payment to be made via ACH/Direct Deposit, please 
complete the Bank Accounts section. If you are being paid by check you may 
skip this section. Click Continue

This section is for US-based banks Only..

Step 10:

Notes:
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Update Products & Services

In the search bar, type in “Supplier” and press the enter key on your 
keyboard. Select the checkbox to indicate the Category as Supplier 
Product & Services. Click Continue.

Step 11:
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Questionnaire

Answer all questions on the questionnaire as all are required. 

• For Question one select option A and attach the screenshot of your 
student ID

• For Question 2, select option B if you entered your banking information, 
and option D if you did not.

Step 12:
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Questionnaire (cont.)

• For Question 3 & 4, select option B.

• For Question 5, enter your year of birth.

• For Questions 6 & 7, enter you non-U of M email address.

Once completed press the Submit button.

Step 13:


