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Requesting a New Supplier

e From the dashboard, click Marketplace and click View Suppliers.
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e Click Actions
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e Click Request Supplier to request a new supplier.
e Click View Request to see previously made request.
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e Click Actions again.
e Click Request New Supplier.
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e Complete the Request New Supplier form with Supplier Name, Contact Name, Contact Email,
and Contact Phone.
e Please put the Contact Address in the Reason box.
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e Forward Request To — click the drop down arrow and select Stephanie Sechrist.



T T . —. |~

a =) |n https://messiah.unimarket.com/app/community/ rp L] G—| 3 MCSquare %, Oracle Fusion Middleware For... | & Unimarket Directory | Messi... *

S 53
et

Eile Edit View Favorites Tools HE\p
= a Visa IntelliLink Spend Man... B Suggested Sites = a Web Slice Gallery ~ a MCOneSource Live MCOneSource Demo 33 ApplicationXtender Web

ﬁ Marketplace Orders Invoices

P S — 7 ,Bw

Request New Supplier X

lactions: ™ Request New Supplier

Unimarket Directory Supplier Name *  [Tre Test Group |
Contact's First
O e s |
Contact's Last ‘W\Ihams |
Name

1 Staff Training
computer fraining Contact Email

‘rww\llams@mmcast,n&l |

Contact Phone 717 |[1404a00 Ext
123 Wellness Inc —_— l:l
Forward *§ Stephanie Sechrist-Suit v
Request To

1996 Corp. -Inter Reason *

1st Westco Corpi

=B

201 West 79th Si

21st Century Adverusimyg; wic— s reguesrrccess

e The Reason should also state what goods or services will be purchased from this supplier and
approximately how often the supplier will be used. (Be sure to include supplier address.)
e Click Send.
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e Stephanie Sechrist will then contact the supplier and forward the appropriate forms to be
completed. The employee requesting the supplier will be cc’d on all email correspondence sent
to the supplier.



