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1 INTRODUCTION 
1.1 Purpose 

This document is designed to guide suppliers through the full sequence of steps required to create 
a Workday Strategic Sourcing (WSS) supplier account. It ensures suppliers have the necessary 
information, documentation, and tools to successfully set up their account, complete the initial 
onboarding registration form, and reach the Supplier Dashboard, where they can continue the 
remaining onboarding activities and communicate throughout the process. 

1.2 Objective 
The objective is to ensure the supplier successfully creates a Workday Strategic Sourcing (WSS) 
supplier account, completes the initial onboarding registration form, and gains access to the 
Supplier Dashboard, where additional onboarding requirements will be available. The goal is to 
provide the supplier with continuous access to the WSS platform so they can complete all 
remaining onboarding steps and communicate with Georgia Tech throughout the entire onboarding 
process. Once the supplier reaches the dashboard, they are fully connected to the WSS 
environment and able to complete the full onboarding cycle. 
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2 PREPARATION & REQUIRED 
INFORMATION 

2.1 Preparation 
Before beginning registration, suppliers must gather and verify required documentation and prepare 
their email and authenticator tools. If you have questions about signing in or setting up your 
Workday account, please refer to Workday’s Supplier Account Setup FAQ. For any additional 
questions or assistance, please submit a ServiceNow ticket with a detailed description of the error 
you’re experiencing. The table below contains the appropriate weblinks to use.  

Application Weblinks 

Workday FAQ https://doc.workday.com/user-guide/en-us/strategic-
sourcing/supplier-account-setup/crv1595415245865.html  

Georgia Tech 
Service Now  

https://gatech.service-now.com/guest 

 

 

2.2 Gather Required Information 
To complete the supplier registration process, suppliers should prepare the following:  

• Ability to receive emails from Workday: suppliers must allow all emails from 
no-reply_strategicsourcing@workday.com and check spam/junk folders as needed. 

• A current, signed IRS Form W-9 (U.S. entities) or IRS Form W-8 (foreign entities), reflecting 
the current calendar year, with a valid handwritten or Docusign Signature. 

• Legal business name exactly as registered with the IRS. 
• Tax Identification Number (TIN) or Employer Identification Number (EIN) issued by the 

IRS. 
• Remittance address and primary accounts receivable contact details. 
• An installed authenticator application, such as Authy, Duo Mobile, Google Authenticator, 

Microsoft Authenticator, Okta, or similar. 

https://doc.workday.com/user-guide/en-us/strategic-sourcing/supplier-account-setup/crv1595415245865.html
https://doc.workday.com/user-guide/en-us/strategic-sourcing/supplier-account-setup/crv1595415245865.html
https://gatech.service-now.com/guest
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2.3 Download Authenticator Application 
You will need to use an authenticator app to register and sign into your account. Download an 
authenticator app on your mobile device from the Apple App Store or Google Play Store. THIS 
STEP IS MANDATORY TO COMPLETE YOUR ACCOUNT. You can also use a web browser 
authenticator app. Frequently used authenticators include: 

• Authy 
• Duo Mobile 
• Google Authenticator 
• LastPass Authenticator 
• Microsoft Authenticator 
• Okta 
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3 SUPPLIER ONBOARDING – 
CREATING AN ACCOUNT 

3.1 Start Self-Registration 
You must complete steps in section 2.2 and 2.3 before proceeding. Suppliers access the 
provided Workday self-registration link and submit their email, which becomes their username for 
login. Utilize the same web browser for each step of this process.  

1. Suppliers will use the following link for self-registration: https://board-of-regents-of-the-
university-system-of-georg.us.workdayspend.com/supplier_self_registration  

 

 

 

 

 

 

 

 

 

 

 

 

2. Enter email and confirm your email address. This will be your username you use to login. 
Click Continue. 

 

 

 

https://board-of-regents-of-the-university-system-of-georg.us.workdayspend.com/supplier_self_registration
https://board-of-regents-of-the-university-system-of-georg.us.workdayspend.com/supplier_self_registration
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3. An email will be sent to the email address provided. Access this email from the same 
browser you started the registration process. 

a.  Subject: Create an Account with Workday Central Login. Click Create Account. 
b. You will be redirected back to Workday Central Login in Strategic Sourcing for email 

verification. 

 

 

 

 

 

 

 

 

 

 

 

3.2 Email Verification 
Workday sends an email titled “Create an Account with Workday Central Login”. Suppliers retrieve a 
6-digit verification code to confirm their email. 

1. Verify your email: Click Send A Verification Code.  
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2. You will receive a 6-digit one-time code to the email address you provided. 

 

 

 

 

 

 

 

 

 

 

 

 

a. Enter the verification code and click Verify Email.  

 

 

 

 

 

 

 

 

 

 

 

3. If you did not receive the email, please check your junk/spam folders. 
a. You can also click Resend a Verification Code to send it again. 
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3.3 Set Up Your Account – Creating a Password 
Suppliers enter their first and last name and create a secure password following Workday’s detailed 
password criteria. 

1. Enter your First and Last name and create a password for your account. Password 
requirements will be listed as you enter the password. Click Create Account. 

a. Password requirements will be listed as you enter the password. 
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3.4 Set Up Your Authentication Application 
Download an authenticator app. Suppliers will scan the QR code directly from your 
authenticator app or manually enter the security key into their authenticator app. Then, enter the 
6-digit code to connect to the authenticator. Do not scan QR code with your mobile phone 
camera, you must access camera through the authentication application to move forward.  

1. Step 1: Open your authenticator app: Scan the QR code through the authenticator 
application or manually enter the Account and Secret key provided at the bottom of the 
screen. 

b. Create a new authentication account. 
c. Enter the 6-digit code from your authenticator app and click Connect 

Authenticator App 
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3.5 Enter Phone Number 
Suppliers may add a mobile number and verify it with a code or choose to skip. 

1. You will then have the option to enter a mobile phone number and click Add Your Mobile 
Number, or you can click Skip this Step 

 

 

 

 

 

 

 

 

 

 

 

 

2. Verify your mobile number: you will receive a 6-digit code. Click Verify Code or Resend A 
Verification Code 
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3.6 Set Up Your Account – Job Title & Company 
Suppliers provide their job title, phone number, time zone, and company name to complete account 
setup. 

1. Set Up Your Account: Enter Job Title, Phone Number, and Time zone. Click Create Account 

 

 

 

 

 

 

 

 

 

 

 

2. Enter Company Name: Click Continue 
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3.7 Complete Initial Account Registration 
After logging into Workday, suppliers must complete the initial Supplier Account Registration form, 
filling all required fields marked with red asterisks. Workday sends a confirmation email once the 
form is finalized and submitted. 

1. You will be prompted to complete the initial Supplier Account Registration form.  

 

 

 

 

 

 

 

 

 

 

 

2. Complete all the fields marked with a red asterisk. 
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3. Once the initial registration form is completed, Click Finalize at the top right corner of the 
form. 
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4. You will be notified that your self-registration was successfully submitted to Georgia Tech’s 
Supplier Team for review. 

a. Click Supplier Portal to navigate to the supplier dashboard. 

 
5. You will also receive an email from Workday Strategic Sourcing once the initial 

registration form is completed.  
a. Subject: Thank You for Registering with ‘xxxxx’. Click View Your Supplier Profile. 
b. You will be redirected to Supplier Registration page to complete the initial Supplier 

Account Registration form if you have not done so already. 
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3.8 Supplier Dashboard Functions 
Upon finalizing the form, suppliers gain access to the Supplier Portal and Dashboard, where they 
can manage their profile, complete any outstanding onboarding forms, and communicate with 
Georgia Tech. 

1. In your account, you’ll see a dashboard where you can manage and update your information 
as needed. 

a. Click Manage, to edit your form if necessary. You will be able to edit your initial 
registration submission until Georgia Tech issues additional forms required.  

b. The Public Event tab is obsolete and not needed for this process. 

 

2. Click Your Supplier Profile, to update and add any additional information associated with 
your business.  

a. This information is for your personal account record and can be used to autofill 
forms going forward.  
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3.9 Signing Back into Your Supplier Account 
You will sign back into your Workday Strategic Sourcing (WSS) account to ask and answer 
questions, complete any additional forms assigned by Georgia Tech, and check for updates 
throughout the onboarding process. Regular access ensures you stay informed and can finish all 
remaining onboarding requirements efficiently. 

1. Use the following link to sign back into your supplier account: 
https://identity.workday.com/auth/login   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://identity.workday.com/auth/login
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4 COMPLETING SUPPLIER 
ONBOARDING FORMS AND 
COMMUNICATION 

4.1 Complete Required Forms 
The supplier will receive one onboarding form that includes both the Conflict of Interest 
Questionnaire and the Employee/Independent Contractor Classification Questionnaire. After this 
form is completed and approved, the supplier will be established as an official Georgia Tech 
supplier. Suppliers will receive a notification when a new form or a comment is posted on the 
supplier account via email from no-reply_strategicsourcing@workday.com. 
 

1. Sign into your supplier account by clicking on View Form or by using the following link: 
https://identity.workday.com/auth/login?invite=true  

 

 

 

mailto:no-reply_strategicsourcing@workday.com
https://identity.workday.com/auth/login?invite=true
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2. Open the Dashboard and click on the form you would like to complete. 

 

3. Click Open Questionnaire or Open to enter the form: 

 
 
 
 
 
 
 
 
 
 
 



 
Supplier Registration - WSS 

Page 20 of 23 
 

 
 
 

4. Fill out all necessary fields marked with a red asterisk. Click Review & Submit, at the top 
right corner to save the form and go back to the home page. 

 
 

5. Confirm all required questions are completed and click Submit Form. 
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4.2 Communication 
To communicate with Georgia Tech each form includes a Message Center that can be utilized to 
submit questions or inquires with the Supplier Management Team. 

1. Click the title of the form you want to discuss to start a conversation. Forms submitted to 
Georgia Tech will be listed under the Responded tab. 
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2. Scroll down to the message center and Click the Message Center button to initiate an 
inquiry. 
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3. Enter your questions in the Question field and upload any supporting documentation 
needed by selecting Browse Files or Drag/Drop Document. 

a. You can view previous communication by checking Answered and Unanswered 
section. 

b. Once a response to your question is posted, you will receive an email notification. 

 

 

 

 

 

 

 

 

 

 

 

4. Click View Chat from your email or login back to the Message Center to view and respond. 
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