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 Vendor Registration: Suppliers.nevada.edu  

Click “Login” on the top right side of this page. 

 

 

First time users click “Create new account” at the bottom of the page. 

 

suppliers.nevada.edu
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On this page you will need to fill out personal information then click “Create” 
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You will receive an email from nshe_supplier_registration@nshe.nevada.edu with the subject line 
Welcome! Please activate your account requesting you to verify your email. You just need to click the 
link in that email. 
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Now that you have verified your email you can login to the website. Head back to suppliers.nevada.edu  
And click “Login” again. 

 

 

Now you are at the login screen again, but now you can use your email to login. 

 

 

suppliers.nevada.edu
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The next screen will show Welcome “your-email” in the middle of the page then under it will be a link 
for “Begin Registration” click this to start the process. 

 

 

This next screen makes you enter your business or personal name to search if you are already in our 
registration system. 

 

Your_email@hotmail.com 
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This will have one of two results (No Data Available OR you will see a listing of companies that could be 
yours. If your company is listed click “Join Supplier,” otherwise at the center of the page is a link 
for “New Registration.” 
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This next page is informational after reading enter your business name then click the “Continue” box at 
the bottom of the page. 
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Detail Information (REQUIRED) 
This page will be the spot you will add a DBA if you have one for organization if you do not have one 
leave it blank. (Click “Add Alternate Name” you will see a popup where you can enter this DBA name, 
then click “Add.”)  

 

There is a spot under this for a DUNS number only if your business has one. Then you have a few 
Conflict-of-Interest questions which are required. 

 

When complete with this page click the next tab at the top of the page. 
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Reporting Information (Not Required)  
On this page you enter your tax classification type from the drop down, the state you legally organized, 
your tax information (Country, Type & Tax ID number) then click “Add” then you can attach your tax 

document(s)s to this page (Your tax form is required, either W-9 or W-8 form 
before your application can be approved.) 
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CERTIFICATION INFO (Not Required)  
This page is meant for entering Business Licenses, Insurance requirements & Diversity Classifications 
none of these are required for registration BUT some of these are required for our vendors. When 
complete here click the next tab “Contact” 
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Contact Information (Required)  
On this contact page, certain fields are required (Phone, Address & Email) On the various sub-sections 
you enter all the needed info and “Used For” option is required for each question.  

 

 

The last spot on this page is the Website address which you can add, not required though. When 
complete you can head to the next tab “Procurement”  
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Procurement Information (Required)  
On this “Procurement” section you need to select a commodity/ spend category that you are providing 
the NSHE School in question. Look through the various main categories and you can then choose a 
spend category associated with that main. Or just enter text in the search box to find your commodities 
provided, you may add as many as need be. Then head to the next tab “Payment.” 
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Payment BANKING INFORMATION (Required)  
On this payment tab, this is where you add ACH electronic payment information. Required info for this is 
(Account Type, Bank Name, Routing Number & Account Number) then head to the next tab 
“Attachment.” 
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Attachments Information (Not Required)  
The last tab is “Attachments” this is where you can attach any documents to your profile.  

 

 

Second to last step you need to click “Save.” When everything is complete you click “Submit” top center 
and if there are any error messages at the top in red, these will need to be fixed. The tab with issues is 
highlighted when everything is fixed, “Submit” again. 

 


