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Supplier Onboarding 

Step Action 

Navigation:  Suppliers – Supplier Information – Add/Update - Supplier 

1 To request that a new supplier be added in PeopleSoft, first ensure that the supplier record 

does not already exist.  Click on the Accounts Payable tile on the Home Screen and select 

Suppliers > Supplier on the left side menu or use the NavBar and select Navigator > 

Suppliers > Supplier Information > Add/Update > Supplier. 

2 In the Supplier Name field, type in the beginning of the Supplier’s Name.  If you are unsure 

of the supplier’s name, change the selection drop-down from Begins With to Contains and 

type in part of the Supplier’s Name.  Click Search. 

 

3 If many results appear, review the information under Additional Name to confirm that you 

are not seeing the correct supplier. 
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4 To request a new supplier be added to PeopleSoft, login to 

apps.ouhsc.edu/FinancialServices with your normal User ID and Password.   

 

Hint: Students and research participants must be setup as suppliers in PeopleSoft to receive 

payments, but they are eligible to complete the paper supplier form since the normal supplier 

requirements do not apply for them.  Please see the Financial Services websites for more 

information on the Student/Participant form. 

5 Click on the Supplier Onboarding Request section.  

 

6 Your contact information will automatically populate. 

https://apps.ouhsc.edu/financialservices
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7 Enter in the Supplier Name, the name of your contact in the Supplier Contact section and 

their email address in the Supplier Email section.  Note that the contact should be for 

someone in the company that is authorized to complete tax forms.  Click Submit Request. 

8 You will see a confirmation that your request has been received and you will be copied in on 

the request submission email to Suppliers@ou.edu. Your submission will initiate a separate 

request for the supplier to be invited to register through the OU Supplier Onboarding portal. 

9 Once the supplier has registered and their information has been validated, a process that 

takes approximately one week, they will become active in PeopleSoft.   

10 Once the supplier is active, they can be used for vouchers or requisitions. 

11 If your supplier is not available in PeopleSoft after one week, you can reply to the registration 

email or direct any questions regarding the supplier setup status to Suppliers@ou.edu.  
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