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New Supplier Request Form

The Procurement Office has released a new process
for users to request new Suppliers to get added to
WolfMart. This form can be found in the new
Procurement Help Center.

**BEFORE FILLING OUT THE FORM, PLEASE
GATHER THE FOLLOWING INFORMATION***

e Confirm that the Supplier accepts Purchase
Orders. If the Supplier does not accept Purchase
Orders, please contact the Procurement Office at
631-632-6010.

 For domestic Suppliers, please obtain a
completed, recent, signed, and dated_Substitute
W9 form.

» For foreign Suppliers, please obtain a completed,
recent, sighed, and dated_ W8BEN (for an
individual) or W8BEN-E form.

* For foreign Suppliers, please obtain a completed
Foreign Vendor Registration Request form.

*NOTE™** If your order is a low-dollar, one-time purchase,
please consider using a P-Card for your order.


https://www.osc.state.ny.us/files/vendors/2017-11/vendor-form-ac3237s-fe.pdf
https://www.osc.state.ny.us/files/vendors/2017-11/vendor-form-ac3237s-fe.pdf
https://www.irs.gov/pub/irs-pdf/fw8ben.pdf
https://www.irs.gov/pub/irs-pdf/fw8bene.pdf
https://drive.google.com/file/d/1RWsnxqOP5dJx1q9igLS90rMDWBuXLEaB/view?usp=sharing

To get to the New Supplier Request form, visit the
Procurement Help Center.

Click “Make a

Request”.

Browse Services | View Your Tickets | IT System Status

3 -~ Search the client poria Q Sign In
‘i@ Stony Brook University | Procurement

Home Showcase Video

MAKE A REGUEST VIEW YOUR TICKETS
*SEARCH AVAILABLE SERVICES SVIEW STATUS OF YOUR OPEN TICKETS



https://help.stonybrook.edu/TDClient/657/Portal/Home/?ToUrl=

Select

“Supplier Flle”.

Service Catalog

Categories (7)

Requisitions/Purchase Orders y Supplier File
Services related to changes in WolfMart .. | Services related to Suppliers
® o Requisifions and Purchase Orders, as well as !

requests for WolfMart Training

WolfMart Profile Management Contracts

Sefvices related o WollMart Profile Settings @ Services related to Contracts

Sourcing Systems Access

Services related to Sourcing and Sourcing Services related to requesting various access
Events and permissions

Troubleshooting

Services related to froubleshooting WolfMart

issues

Under “Services” select

“Supplier Set Up and
Updates,’. ‘T‘ﬁsmnymtxﬁvemily Procurement

Home Showcase Video Projects Services Knowledge Base B

Project Requesis Ticket Requests My Favorites My Recent My App

Send

[} Supplier File

Cataleg | Supplier File

Services related {o Suppliers

Services (1)

Supplier Set Up and Updates

Requests related to WolflMart Suppliers are confrolled by the Supplier File




Select “Request to

Add a New WolfMart
Supplier”.

‘\ﬁ Stony Brook University | Procurement

Home Showcase Video Services Questions

Projects

Knowledge Base

Project Requests Ticket Requesis My Favorilas My Recent My Approvals

Service Calalog | Supplier File | Supplier Set Up and Updates

Supplier Set Up and Updates

W request « vendor + supplier = add = modify

What Is The Supplier File?

The Supplier File is the list of all approved Suppliers available within the WolfMart system.
Who Can Submit a Request to Update the Supplier File?

Any WolfMart user can request modifications to the Supplier File,

What Kinds of Changes Can Be Made to the Supplier File?

The kinds of changes that can be made to the Supplier File include, bul are not limited to: Address updates, contact

information updates, removalimerging of duplicale supplier records, and other changes.

What Kinds of Information Would Be Helpful to Have Before Submitting a Ticket?

To complete the form, you will need:

+ Suppliers W9 form OR WEBENAWEBEN-E (for foreign Suppliers)

& Allison Parrish

Services A-Z Categories Permissions Audit Templates Search

Request to Add a New
WolfMart Supplier

# Edit Service

+ Add Service Offering

% Add to Favorites

Details



Alternatively, you can access the
New Supplier Request form by

clicking the sticker under “Special
Requests” on the WolfMart
homepage.

Supplier
Request

*VERY IMPORTANT**
When you click the

Supplier y )
Request Supplu?r Request
UFORM. Form” sticker, make

sure to select “External
Supplier Page”, as this
will take you to the New

SUNY AT STONY BEROOK ]
Supplier Request form.

External Supplier Page [



SECTION 1: REQUESTER INFORMATION

Your name will be populated in

the “Requestor” field. There is
no need to manually enter it.

Requester Information

Requestor= @ 2

This i3 an individual that is listed as the person asking for service detailed within the ticket. If used as a filter in a report, the filter allows for a lookup search

Allison Parrish

a Type your Department in the
“SBU Departments” field,

select it when it populates
underneath.

SBU Departments * &

Please choose your department.
Stort fyping.
Proc

Pediatric Special Procedure

Procurement

IOy aud avim s Taugets TR T TroreTanT

SBU Departments * @

Please choose your department.

Procurement



Fill in a title describing the
nature of your request. For a

New Supplier, put “Please add
Supplier X to WolfMart”.

Title * @

A short description to explain the nature of a ficket

N

Please add Bombay & Ducksworth Inc. to '-.-‘-."n:l"I"JIaN

HELPFUL TIP: If you aren’t sure what to put
in a particular field, there is helpful
information below the ? to guide you. You
can click on the ? to show it or hide it.



SECTION 2: SUPPLIER INFORMATION

Enter the Supplier’s Legal Name.
If the Supplier has a DBA (Doing

Business As) Name, put that in
the appropriate field.

Supplier Information

Supplier Legal Name *

Bombay & Ducksworth Inc

Supplier DBA Name (If Applicable) @

Please enfer the Supplier DEA (Doing Business As) Mame, If Applicable



Enter the Supplier’s Shipping
Address. Choose the state from the

drop-down menu. If the Supplier is
foreign, select “Other/Foreign” in the
State drop-down menu.

Shipping Address * @

Please enter the Shipping Address
123 Street

Shipping Address 2 @

Shipping Address 2

Shipping Address City * @

Please enter the city of the Shipping Address

Minneapolis

Shipping Address State * @

Please choose the state or territory of the Shipping Address. If the Supplier is foreign, please choose "Other/Foreign.”

m Start byping..

If the Supplier has more than
one Shipping Address, enter all
the other Shipping Addresses in

the text box.

Shipping Address (Other Sites

If there are multiple Shipping ges, pleaze lizt the remaining Addresses here

*NOTE** Most
fields will have
light-gray sample
text in them. This
is simply to
demonstrate what
type of
information needs
to go in the field
and can be typed
over.



Enter the Supplier’s Remit Address.
Choose the state from the drop-down

menu. If the Supplier is foreign, select
“Other/Foreign” in the State drop-
down menu.

Remit Address * @

Please enter the Remit Address
456 Avenue
Remit Address 2 @
Remit Address 2
Suite 123
Remit Address City * @
Please enter the city of the Remit Address

Minneapolis

MM

Start typing...
Remit Address Zip Code " @
Please enter the zip code of the Remit Address

12345

@ Enter the Supplier’s phone

number. Enter an email address
to send Purchase Orders to (PO
Distribution).

Supplier Phone Number * @

Enter the supplier's phone number.

(123) 456-7890

Email Address (PO Distribution) * @

Enter an email address for purchase order distribution.

sales@bombayducks.com|




SECTION 3: CONTACT INFORMATION

Enter the Name, Phone Number,
and Email Address of a Contact at

the Supplier. This contact must be
able to make all changes to the
State Financial System.

Contact Information

Contact Name * @

Please enter the name of a Contact at the Supplier. This person must be able to make all changes to the State Financial System.

Gordon Bombay

Contact Phone * @

Please enter the phone number for the Contact.

(123) 456-7890

Contact Email * €

Please enter the Contact's email address.

gbombay@bombayducks.com

Supplier Website @

Supplier website link (optional).

www.bombayduc KS.CCP’Il

HELPFUL TIP: You
can also enter the
Supplier’s website
into the appropriate
field if you so
choose. Itis an
optional choice and
not mandatory.



SECTION 4: ITEM/SERVICE INFORMATION

Enter in the text box the

item and/or service the
Supplier will be providing.

ltem/Service Information

Requested Item/Service * @

Please enter the item/service requested. If you have a Supplier's quote, please attach it to the request (attachments are located at the bottom of this form).

Athletic Equipment]




**CRITICAL INFORMATION** SOURCING
LEADERSHIP REVIEW (ASSISTANT DIRECTOR
EXEMPTION) & PROCUREMENT TEAM

. To answer the next questions, you will need to
consult the Buyer Commodity Cheat Sheet provided
by the Procurement Office.
e  Buyer Commodity is the overall category of the

purchases that will be made from the Supplier. Most

categories need to be reviewed by Procurement
Sourcing Leadership. However, some categories
make the Supplier exempt from review by
Procurement Sourcing Leadership. Consult the
Buyer Commodity Cheat Sheet and choose the most
appropriate Buyer Commodity for your requested
Supplier, and look under the column "Exempted
from New Supplier Review?" If the column says
"Yes" for that Buyer Commodity, please choose
"Yes" as the answer to the Sourcing Leadership
Review (“Assistant Director Exemption”) question. If
the column is blank, please choose "No".

Please use the following information to answer the next guestion:

Buyer Commodity is the overall category of the purchases that will be made from the Supplier. Some categories make the Supplier exempt from review by Procurement
Assistant Directors. Please consult the Buyer Commodity Cheat Sheet and choose the most appropriate Buyer Commedity for your Supplier, and lock under the column
“Exempted from Mew Supplier Review?" If the column says “Yes" for that Buyer Commeodity, please choose “Yes” as the answer to this question. If the column is blank,
please choose "No.”

Assistant Director Exemption ~ [7]



https://docs.google.com/spreadsheets/d/1pdAGNWEG2NjwUa5KvEHVtmM_BpuEWsBi/edit#gid=851760253
https://docs.google.com/spreadsheets/d/1pdAGNWEG2NjwUa5KvEHVtmM_BpuEWsBi/edit#gid=1971032235

Consulting the Buyer Commodity

Cheat Sheet, | am choosing “Athletic

Equipment, Apparel, & Supplies” as the
Buyer Commodity for the Supplier | am
requesting.

|Buyer Commaodity

Accraditation - STB

Administrative Services Subscriptions - STB
Advertising, Design & Marketing - STB

Animals, Animal Care, & Vaterinary Products - STB
Antibodies & Cell Cubture Media - STB

Appliance Repair - STB

Architectural & Engineering Dasign Services - 5TB
Art Equipment & Supplies - STB

Article & Periodical Publiching - STB

= Buyer Name
Carol Maher
Deborah Marcus
Debarah Marcus
Shemell Cordova
Irene Wagner
Cathy Choi
Marie Titone
Sherrell Cordova
Thomas Ferrari

= Procurement Team = Exempted from
Administrative Services Yes
Administrative Services
Administrative Services
Campus & Research Operations
Campus & Research Operations
Campus & Research Operations
Consfruction, Trade & Transportation Services
Campus & Research Operations
Campus & Research Operations Yes

thiatic Equipment, arel & Supplies - STB
udio-Visual ). Projectors and Cameras (Including Installation) -
Audit Sarvices - STB

: : Dted D
R E : D D
LA D2
: 0 g Leade
IFE 0 : DTIO

Assistant Director Exemption * @

| Michele Rindos
en 2entowski
Carol Maher

Construction, Trade & Transportation Services
information Technology & Software
Administrative Services

Please indicate, based on Buyer Commodity, if the requested Supplier would be exempt from Assistant Director Review.

Start typing...

Yes

Assistant Director Exemption * @

Please indicate, based on Buyer Commaodity, if the re&ested Supplier would be exempt from Assistant Director Review.

MNo



Because | chose “NO” for Sourcing Leadership
Review (“Assistant Director Exemption”), | now
have to choose a Procurement Team for this

Supplier. This information can also be found on
the Buyer Commodity Cheat Sheet, under
“Procurement Team”.

Buyer Commodity = Buyer Name =|Prncurament Team = Exempted from
Accreditation - STB Carol Maher Adminisiralive senices Yes
Administrative Services Subscriptions - STB Deborah Marcus Administrative Services
Advertising, Design & Marketing - STB Deborah Marcus Administrative Services
Animals, Animal Care, & Veterinary Products - STB Shemell Cordova Campus & Research Operations
Antibodies & Cell Culture Media - STB Irene Wagner Campus & Research Operations
Appliance Repair - STB Cathy Choi Campus & Research Operations
Architectural & Engineering Dasign Services - 5TB Marig Titone Construction, Trade & Transportation Services
Art Equipment & Supplies - STB Sherrell Cordova Campus & Research Operations
Article & Periodical Publishing - STH — Thomas Farrari Campus & Research Operations fas
thlatic Equipment, aral & Supplies - STB | Michele F-!_indos Construction, Trade & Transpon_ation Sanvices ‘
Audio-Visual (A/V), Projectors and Cameras (Including Installation) - STB Ter Sentowski Information Technology & Software \
Audit Sarvices - STB Carol Maher Administrative Services

@ Choose the appropriate My chosen Buyer
Procurement Team from Commodity for my
the drop-down menu. Supplier is handled
— by the “Construction,
Transportation
O Services”

Information Technology & Software

o Procurement Team.

Procurement Team @

If the answer to the previous guestion was "No" please select the Procurement Team that would handie purchases from this Supplier. If you are unsure, please refer o the Buyer
Commaodity Cheal Sheet from the previous guestion and select the appropriate Buyer Commodity for this Supplier, then ook at the "Procurement Team” column to see the
Procurement Team to whom the Supplier would be assigned

Construction, Trade & Transportation Services

*NOTE** If you are not sure which Procurement Team to
choose, consult the Buyer Commodity Cheat Sheet, choose
the most appropriate Buyer Commodity for your requested

Supplier, and look in the “Procurement Team” column!



SECTION 5: PO INFORMATION, BUSINESS
CLASSIFICATION, & FUNDING SOURCE INFORMATION

Choose from the drop-down *NOTE** If this
menu approximately how many is for a one-time,
purchase orders you expect to low-dollar
process with the Supplier over purchase,
the next year. consider using a

- '
PO Information, Business Classification, & Funding Source Information P Card -

Expected PO Quantity * @

Approximately how many POs do you expect to process with this supplier over the next year?

Cne-Time Purchase

5-10
10+

@ Choose from the drop-down
menu your approximate total

spend with this Supplier over the
next year.

Anticipated Total Spend * @

Your anticipated total spend with this supplier over the next year

Start typing...

$0.00-5499.99
$500.00-5999.99
$1,000.00-32,499.99
$2,500.00-314,999. 99
$15,000.00-524,999.99
$25,000.00-349,999.99
$50,000.00+



If applicable, indicate if the
Supplier is a type of certified

Minority Owned business. If not
applicable, select “None of the
Above”.

Please use the following information to assist in answering the next question regarding New York State Certified Minarity/Women-Owned Business
Enterprise (MWBE) and Certified Service-Disabled Veteran-Owned (SDVOB) Businesses:

MWEBE Companies - https:/ /ny. newnycontracts.com/

You do not need te log in to access the MWBE Directory; scroll down to the "NYS Directory of Certified Firms" section and click on the blue "Search the Directory” button. This
will provide NYS certification information and is the only MWBE certification that 5BU can accept, Be sure to scroll to the bottom of the page to complete the reCPATCHA box
after entering the company's name.

5DVOB Companies - https://sdves.ogs.ny.gov/business-search
This website brings you into the SDVOE Directory. It allows filtering by company name or region; click to "Select Filter” to select "Business Name™ and enter the company’'s

name.

Mincrity Qwned " @

Please indicate the type of certified minaority owned business, if applicable

[J Small Business (Certified)

[ State of New York Cerified Minority-Owned Business Enterprise (NY-MBE)

[ State of New York Cerlified Women-Owned Business Enterprise (NY-WEBE)

[ State of New York Certified Minority Woman-0Owned Business Enterprise (NY-MWEBE)
[ State of New York Sernvice-Disabled Veleran-Owned Business (NY-SDWVOB)

Mone of the Above

*NOTE** If you are not sure whether your requested Supplier is
certified as an MWBE or SDVOB Supplier, there are two links
provided on the form that link to New York State Directories
where you can search. If, after searching, you are still not sure,
you can contact the Procurement Office at 631-632-6010 for
assistance.



Select the appropriate checkbox
indicating whether you will be using

State or Research funds for your
requested Supplier. If you will be
using both, check both boxes.

Funding Source * @ Funding Source * @

Please indicate whether you will be using State and/or Research funds with this Supplier Please indicate whether you will be using State and/or Research ful

] State State
] Research Research

SECTION 6: CONFLICT OF INTEREST INFORMATION

Suppliers are required to disclose any and all potential
conflicts of interest to Stony Brook University for
appropriate review and disposition. Examples include,
without limitation, an SBU employee having an
ownership interest in the business, the business being
owned by a relative of an SBU employee, and the
business sponsoring speaking engagements or other
activities with which SBU faculty or staff are involved.
Suppliers' obligation with regard to the disclosure of
conflicts of interest is ongoing, therefore we ask that
you promptly notify us should you become aware of

any potential conflict.



Indicate, to the best of your ability, if you are
aware of any relationship between the
Supplier and an SBU employee which could

result in potential personal gain for the SBU
employee, or which could enable the SBU
employee to influence the Supplier
relationship for perceived personal gain.

Conflict of Interest Information

Conflict of Interest* @

Suppliers are required to disclose any and all potential conflicts of interest to Stony Brook University for appropriate review and disposition. Examples include, without limitation, an
SBU employee having an ownership interest in the business, the business Deing cwned by a relative of an SBU employee, and the business sponsoring speaking engagements of
other activities with which SBU faculty or staff are involved. Suppliers’ obligation with regard 1o the disclosure of conflicts of interest is ongoing, therefore we ask thal you promplly
notify us should you become aware of any polential conflict

Are you aware of any relationship between the Supplier and an SBU employee which could result in potential personal gain for the SBU employee, or which could enable the SBU
employee o influence the Supplier relationship for perceived personal gain’?

Mo o A
q

Mo

Employee Name @

Please input the employee's name.

Employee Relationship @
Please indicate the relationship to the employee.

] Self

(] Spouse

[ Immediate Family (Parents. Siblings)

(] Extended Family {In-laws, grandparents, aunts, uncles, cousins, efc)
(] Friend

(] Other

*NOTE** A “Yes” answer will trigger two more
questions asking you to name the employee, as
well as your relationship to them.



SECTION 7: ATTACHMENTS & FOREIGN SUPPLIER INFORMATION

Choose from the drop-down menu if the
requested Supplier is a foreign Supplier.
If the Supplier is foreign,a WSBEN/BEN-E

and a Foreign Vendor Registration
Request form will be required in the next
section “Attachments”.

Attachments & Foreign Supplier Information

Foreign Supplier? * @

Please indicate if the Supplier is a foreign Supplier. IT the answer is Yes, please attach both the Supplier's completed, recent, signed, and dated WEBEN (for an individual) or
WEBEMN-E (for a company) form and completed Foreign Vendor Registration Request form in the "Altachmenl” section of this form.

Start typing...

Yes
o, You can also upioad The SUpmiers auote. T apnicable, 1o upiead munpke gocuments, hol gown the C THE KEV an vour kevboard wWhile Selectng vour nies,

Attachments & Foreign Supplier Information

Foreign Supplier? = @

Please indicate if the Supplier is a foreign Supplier. If the answer is Yes, please at
WEBEN-E (for a company) form and completed Foreign Vendor Registration Requ

Mo



Upload any and all attachments associated with
the requested Supplier. A completed, recent, and
sighed Substitute W9 form for domestic Suppliers,

or completed, recent, and signed W8BEN (for an

individual) or WBBEN-E (for a company) form for

foreign Suppliers, is required. Foreign Suppliers

also require a completed Foreign Vendor
Registration Request form.

Attachment " @

Please upload any and all attachments associated with this Supplier. A completed, recent, and signed Substitute W3 form for domestic Suppliers, or completed, recent, and signed

WEBEN (for an individual) or WEBEN-E (for a company) form for foreign Suppliers, is required. Foreign Suppliers also require a completed Foreign Vendor Registration Request
form. You can also upload the Supplier's quote, if applicable. To upload multipke docurments, hold down the CTRL key on your Keyboard while selecling your files
Browse

@ open
- i w § Alli
Organize * New folder

SO Presentstions ®
Trairiin g Cuates
o OneDrive - Stony |

B Thic PC
~B 3D Objects

B videos

s Lo<al Disk (C)
== Frocurement (\\:
== arparrish [Vumys!l
= ASA Apps (Z)

ol Natwnek

son Parrish » Team Dynamix » Testing

WG WE LIVE EXAMPLES
5] Copy of TO Final Testing Logoxlex

£3:] TO Final Testing Log.xlsx

i m Testing Log Zxlsx

[5) TEST Fareign Supplier Questionnaire pdf
[5) TEST Supplier Quote pdf
&) TEST Supplier WEBEN.E
=) TEST supplier W.palf

File narme: | TEST Supplier WO.pdf

| LanFiles 79 =
bl ==

Attachment * @

Please upload any and all attachments associated with this &
WEBEN (for an individual) or W8BEN-E (for a company) forn
form. You can also upload the Supplier's quote, if applicable.

Browse. .

TEST Supplier W9 pdf

HELPFUL
TIP:

To upload
multiple
attachments,
hold down
the CTRL
key on your
keyboard
when
selecting
your files.



Click “Submit.” A screen will appear
with your Ticket ID Number. You will

also receive an email from Team
Dynamix that Procurement has
received your Ticket Request.

‘W Stony Brook University ‘ Procurement

Home Showcase Video Projects Services Knowledge Base Questions

Project Requests Tickel Requests My Favorites My Recent My Approvals Senvices A-Z Cat

v/ Request Created Successfully!

Service Request ID:. | 51668

What do you want to do now?

Create another request of this type
View the request you just created
View your ticket requests

~ Ewverything else

O % Allison Parrish TeamDynamix Service Request 51668 Created (TEST--Please add Bombay & D?'}] Ticket Received We received the below ticket.

TeamDynamix Service Request 516468 Created (TEST--Please add Bombay & D...)

Allisen Parrish

Service Request Creation Details

Ticket ID:
51668

Title:
EST--Pléase 3dd Bombay & Duskiwerth IR, to Walfivart

Status:
Mew

Description:

Requestor Detalls
llison Parrish - gliison.r parrish@stemibreokoedy - Story Srock University

Responsibility / Responsible Group:
Priarity:

Medium

Urgeney:

Impact:

Creation Details:
Created by Allson Farnish on Thu d4/d/24 &dd PR Eastern Daylight Time

Location:

Service Request Creation D...



