
How to Request a New Supplier in DustyBuy 

 

 

 

 

 

 

 

 

 

 

 Click on Suppliers 
 Click on Requests 
 Click on Request New 

Supplier 



 

 

Read the instructions on this screen and have ready to provide the following: 

 Supplier Name 
 Supplier Contact Name (First and Last name) 
 Supplier email address  

 

 

 

 

 

 

 

 Enter the Supplier/Individual(s) name 
 Click on the Submit icon 

 Click on the Next Icon 



 

Enter the supplier information: 

 Supplier Name 
 Supplier First Name and Last Name (individual receiving the email invite for supplier onboarding) 
 Supplier Email Address 
 Add to Emburse (mark yes or no/for individuals only) 
 Add any notes for the Vendor Admins 

 

 

 

 

 

 

 

 Please note the system can only use the one 
email entered to send the supplier 
onboarding invite. 

 The system doesn’t allow for multiple email 
address 

 Click on Save Progress Icon 
or the Next Icon 

 



 

 

 

 

 

 

 

 Requestor’s Contact Info. will be 
automatically listed 

 Click on the Next Icon  
 

 

 Click on the Certification Box 
 Click on the Next Icon  

 

 Click on the Yes Icon 
 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 After completing and submitting 
the request, the request will be 
listed under My Supplier Request 

 

 Here you can follow the status of your new supplier 
request.  

 



 

 

 

 

 

 

 

 You will also receive an email notification that the Supplier Request Onboarding Request has been completed. 
 You can also click on the icon “Click here to view the request in your organization’s site” to view the status. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Once a Supplier has been approved & sent the award profile invite, the name will appear under the Supplier Profile.  

 Click on the Supplier name and you will be directed to their Supplier profile. 

 You will also be able to view the vendor’s registration status 

 If the vendor has started the process the registration status will indicate “In 
Process” 

 If the vendor has completed the registration the status will indicate “Profile 
Complete” 

 Under Supplier Registration Information, you will see 
Vendor Admin that sent the invite & who the invite was 
sent to 


