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Supplier Onboarding
New Supplier set up and payment enrollment. Existing Supplier changes or updates.

Payment Processing and Compliance

    



Important
o The presentation will be recorded. All Zoom participants will receive an email 

with the link to the recording. The recording will also be available on the 
Purchase, Pay & Travel website following the session. 

o All participants are automatically muted on Zoom to avoid any background noise 
throughout the presentation.

o Enter any questions into the chat feature of Zoom throughout the presentation. 



Payment Processing & Compliance

1. All forms required for new supplier set up, supplier reactivation, and supplier 
updates

- W-9, W-8BEN, W-8BEN-E
- Individual SVF and Business SVF

2. The information that the supplier must fill out on these forms.
3. Where to locate these forms
4. Which forms to use and when
5. Common reasons why these forms are returned for corrections
6. How to request a supplier name or address update

Supplier Set Up and Updates Overview
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All new suppliers, inactivate suppliers, and supplier 
updates will require one of the following.

 US Citizens
 US Citizens living 

abroad
 US Business
 Resident Alien

 Foreign Business Foreign Individual
W-8BEN-EW-9 W-8BEN
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W-9 FORM – US Citizens, US businesses, and Resident Aliens

 Name – Individual or Tax Reportable
 Business Name –Only required if they 

have a DBA (Doing Business As)
 Tax Classification box along with the 

additional information if LLC or Other 
box is checked

 Full mailing address including 
Apartment or Suite #, PO Box,   Zip 
Code

 TIN – SSN or EIN
 Sign and Date
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W-9 FORM
Required Fields



W-8BEN FORM

W-8BEN – Foreign individuals only

 Foreign Individual’s Name
 Country of Citizenship
 Full permanent address including the country
 Full mailing address if different from 

permanent
 US Tax ID – if they have one, they must 

include it
 Sign and Date
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Required Fields



W-8BEN-E FORM

W-8BEN-E  -  Foreign Businesses ONLY

 Name of organization on line 1– DBA on 
line 3 if they have one

 Country of organization
 Full permanent address
 Full mailing address if different than 

permanent
 US Tax ID - only required if they have one
 Sign and Date
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Required Fields



SUPPLIER VERIFICATION FORMS (SVF)

Supplier Verification Forms

Individual SVF
This form can only be used for 

suppliers that are individuals using a 
Social Security Number (SSN) as 

their tax identification number 
(TIN).  If the individual supplier has 
a business name or they are using 
an Employer Identification Number 
(EIN) instead of a SSN, they must 

use the business SVF.

Business SVF
This form should be used for all 

suppliers other than individuals.  All 
businesses and sole proprietors are 

required to use this form.

Slide 8



Individual SVF

 Full Name
 Full mailing address including apartment number if they have one
 Phone Number
 Email address
 Sign and Date
 Section 2 must be completed by the department

INDIVIDUAL SUPPLIER VERIFICATION FORM (SVF)
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Required Fields
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Individual SVF



Business SVF

 Business Name– Must match the business name on the W9 or W-8BEN-E
 Address of Business
 Authorized Representative – First and last name of the suppliers authorized representative who is 

filling out this form and will be signing this form
 Phone Number and Email Address of authorized representative
 Remittance Address – This is a physical address where a check would be mailed, regardless of their 

payment selection. There should NOT be an email address in this field.
 PO Email Address
 Accounts Receivable Email Address – This should be the suppliers contact for the person who will be 

completing the ACH or VC enrollments.
 Sign and Date
 Section 2 must be completed by the department

Business Supplier Verification Form (SVF)
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Required Fields
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Business SVF



WHERE ARE THESE FORMS LOCATED?
The newest forms will always be in Docusign...

Go into DocuSign from the eSignature Service app in MyPitt. Select the Templates 
tab and on the left sidebar, you should see Shared Folders.

If you click that dropdown to display the folders you have access to, you will see the 
PITT CFO –DO NOT DELETE folder. Every employee in the University’s system has 

access to this folder

The names of these forms are...
PITT CFO SVF/W-9 (individuals Only) for a US individual

PITT CFO SVF/W-8BEN (personal) for a foreign individual
PITT CFO SVF/W-9 for a business

PITT CFO SVF/W-8BEN-E for a foreign business
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SUBMITTING IN PANTHEREXPRESS

Required Forms for New or 
Inactive Suppliers
 W9, W-8BEN, or W-8BEN-E
 Supplier Verification Form (SVF)

Common reasons forms are returned 
for corrections
 Missing information on W9 or SVF
 Supplier provided an email address 

on the remittance address line on 
SVF

 Submitting an old SVF
 Using the individual SVF for a 

business
 Payment terms have been altered 

on the SVF
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SUBMITTING IN CONCUR – GUEST POLICY

Required Forms for New or 
Inactive Suppliers
 W-9 or W-8BEN
 Individual SVF if they would like 

to enroll in ACH payments. We 
highly recommend this.

Common reasons forms are returned 
for corrections
 Missing SSN on W-9
 Missing Apartment #, City, State, or 

Zip Code in the Address
 Submitting to the guest policy for an 

active employee – The individual 
must make you a delegate so that 
you can submit to the Travel/Non 
Travel policy

 Submitting a W-9 or W-8 which 
includes a business name or EIN 
instead of a SSN
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Individuals are the only suppliers that can be set up through Concur’s guest policy



ACTIVE SUPPLIER UPDATES

Supplier Updates

Please contact PPT Customer Service for supplier updates with the 
following documentation/information. 
 Name updates will require an updated W-9, W-8BEN, or W-8BEN-E
 Address updates will require an updated W-9, W-8BEN, or W-8BEN-E
 To add an additional remittance (payment) address that differs from the 

address on the W-9 or W-8, please provide an invoice or bank letter from 
the supplier showing this address.

 If any of the addresses currently set up for the supplier are old, you can 
include that information when you contact PPT Customer Service and we 
can inactivate the old address.
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Net 60
Mailed via USPS and 
requires a 6 wk window 
before any void reissue 
for non receipt will be 
processed.

Check
Net 45
ACH is available for 
domestic bank 
accounts. All foreign 
bank accounts will 
require Fed Wire.

ACH/DD/EFT  
Wire

Immediate Term 
Must be able to process 
a credit card payment in 
USD.  This is not a cash 
card it cannot be used 
to make purchases 
online.

Virtual Card

University Payment Options
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Request taken from dept’s or 
supplier. Confirmation by email 
or phone regarding change of 
terms is confirmed prior to a 
new link. Updating banking 
additionally requires a phone 
verification.

Enrollment 
Changes

Term matches enrollment

Identified by PPT Staff creating 
new remit address. 
Confirmation by email or phone 
that the payment type and 
banking information has not 
changed and the enrollment is 
copied to the new address. 

New Remittance 
already enrolled

Net 60

Request taken from dept or 
supplier. Letter and Link is sent 
to enroll. Follow up call or 
documentation to approve 
required.

Unenrolled 
Existing 
Supplier

Auto Set Net 60  

Individuals/Small Local: 
Immediate

Information to enroll is pulled 
from the Remittance (payment) 
section of the Supplier 
Verification Form. 

New Supplier

Types of Supplier Enrollment
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Not available to foreign 
addresses. 

Check

Net 45

All foreign banks or 
foreign currency must be 
paid by Fed Wire. Wire 
Form and the source 
document required.

Federal Wire

Net 45
ACH is available for all 
domestic bank 
accounts. Must be 
paying in USD. ACH 
bank letter, remittance 
email, contact name and 
phone number required.

ACH/EFT/DD

Immediate Term 
Must be able to process 
a credit card payment in 
USD.  This is not a cash 
card it cannot be used 
to make purchases 
online.

Virtual Card

Foreign Suppliers

    



Pennsylvania State Map 

Small Local 
Businesses must 
be located in one of 
the 5 communities 
listed in yellow. 

    



Enrollment Letter

 Payment Options & Terms
 Edenred Link
 Details how to enroll in 

desired payment option.
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 Supplier Name & #
 Contact Name
 Contact Phone #
 Remittance(payment) Address
 Contact Email
 Payment method requested.

Enrollment Link:
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 From: noreply@pay.edenredpay.com

Enrollment Link:

    

mailto:noreply@pay.edenredpay.com
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 VC Methods Available
 Email
 Call In
 Fax
 Portal
 URL
 Other

Virtual Card Enrollment
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 GIACT Responses
 Successful Validation

 No further action required
 Risky Validation

 Validating document required
 Declined Validation

 Reentry of ACH information required

ACH Enrollment
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 No action required.  
 All suppliers are paid by check mailed via USPS until they successfully 

enroll in electronic payment method.
 Checks require a six-week delivery window before they are reissued.
 Globally checks pose the highest potential for fraud. 

Paper Check

    



Renata Holmes rdh62@pitt.edu
SueEllen Chamberlain suc108@pitt.edu

Questions?

    

mailto:rdh62@pitt.edu
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