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In the Mountaineer Marketplace landing page, click the icon 
for Register a Supplier.
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Suppliers must be registered with West Virginia University 
before an employee can request to make a purchase/payment.  
These steps explain how to verify that a supplier is registered.

Access Mountaineer Marketplace

Mountaineer Marketplace 
Verifying Supplier Registration

View the instructions. After searching for a supplier (steps 4-11), you will need to 
refer to this chart to determine if you need to complete a form and, if so, which 
form. Three forms are available in the lower left corner of this screen. (Page 4, step 
13.)



2

6 Click the expand button for other filters to view fields with detailed search criteria.
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Scroll to the bottom of the screen and enter a supplier name in the 
Search field.  Click the magnifying glass to perform the search.

The advanced search enables you to expand your search criteria.
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You can toggle between a simple search and an advanced 
search.
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When the results appear, note whether the supplier has a green check-
mark or a red X.

If the supplier is not listed, or if the supplier 
has a red X, refer back to the supplier search 
instructions (page 1) and determine whether 
you need to complete a form.

In the side panel, click Contacts and Locations.

Click Addresses.

If the supplier has a green checkmark, 
click the Supplier name to verify the 
address. Go on to the next step (8) in 
these instructions.
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One or more addresses will be displayed.  Click an address.

Note the address and compare it with the information you have from the supplier.

Refer back to the supplier search instructions and determine 
whether you need to complete a form.
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If you need to complete a form, locate it in the lower left corner, below the 
Information table. Three forms are available.
• New Supplier - Non WVU Employee
• New Supplier - WVU Employee: Pay-

ments for royalty, service provided, or 
other payments that are NOT reim-
bursements.

• Update an Existing Supplier: To 
change details about an existing suppli-
er, such as an address change.
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The system will notify you when your request has been completed. 
Please make sure you have the notifications turned on in your Profile 
in Mountaineer Marketplace.  (View the instructions for Notification 
settings.)
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https://wvu.atlassian.net/servicedesk/customer/portal/5/article/304152768?src=-1374910748

