VENDOR INDENTIFICATION AND SUPPLIER SOURCING GUIDE

This guide is designed to provide an overview of how the Student Affairs and Academic Support
Procurement Team can support you in building effective relationships with suppliers and sourcing
the products and services you need.

1. Identifying Suppliers

The Procurement team is here to help you find and identify suitable suppliers for your needs. To
assist in this process, we have several tools available:

o State Contractor Search: This tool helps locate vendors registered with the state.
 Small and Minority Vendor Search: This search tool is designed to support diversity and
inclusion by identifying small and minority-owned businesses.

Both tools can be accessed through the University Purchasing web page, and our Procurement team
is available to provide guidance on how to use these resources effectively.

2. Resource Guide for Commonly Sought Items

In an effort to streamline the procurement process, the Procurement team is developing a Resource
Guide that will include commonly sought items from commonly approved vendors. This guide is
designed to save time and improve efficiency by offering quick access to vetted and trusted
suppliers. We plan to make this information available in the Procurement Toolbox for easy
reference.

3. Vendor Onboarding

The Procurement team will assist any vendors interested in becoming an official supplier to the
university. If you are aware of a vendor who would like to provide goods or services to the University
of South Carolina, we can guide them through the onboarding process. This includes ensuring they
meet all necessary compliance and registration requirements to work with the university.

4. How to Get Started
The best place to begin any procurement inquiry is to contact your procurement coordinator. They
can direct you to the appropriate resources, answer questions, and ensure that you are working with

approved suppliers in compliance with university policy.

For any specific needs or questions, don’t hesitate to reach out to your coordinator for further
assistance. Together, we can ensure a smooth and efficient procurement process for all your needs.

When you have selected a supplier that needs to be onboarded into the university system submit a
ticket into the SAAS ticketing system with the requested information. Select Finance - Under
Category select Supplier Onboarding.
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