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VeVendor Registration Information

In order to receive payments from TEAM-Math, teachers or administrators who have participated in or will participate in TEAM-Math events are required to register as a vendor (with the exception of those paid through Temporary Employment Services or Student Payroll).  When registration is complete a vendor number will be assigned, and will be used when payments are submitted.  The system will not recognize any payment request submitted without a vendor number.
Please complete the following steps in order to register as a Vendor in the Auburn University system.
· Go to http://vendor.auburnuniversity.net and click on New User Registration

· Set your password     (choose individual/sole proprietor as vendor type)
· Log out, and then Log back on as a vendor using the password just created

· Under Fast Paperwork Management click on basic information

· Complete Basic Data – enter your information, not your school’s information
· Complete the Fast Management Paperwork

· IRS W-9 Form - replaces the paper W-9 form
· Payment Verification – to receive payment by mail or direct deposit.
· Supplier Information – check “Educational Services”
· Address Verification – verify information
· Contact Directory – verify information
· User Profile – verify information
Note:

· In order to avoid complications with partial registration, allow yourself 15-20 minutes to complete the entire registration process upon initial registration.

· If you are signing up for direct deposit you may complete your banking information when you are logged in the online Vendor Center, or you may complete and return (to Helen Kirk) a Direct Deposit Authorization form along with a voided check from the account the deposit will be placed into. 
· You will receive an email from Procurement and Payment verifying your completion of registration, and giving you an ID number. Please forward this email to Helen to complete the payment process.

If you have any questions please contact:
Lisa Ross     

 rosslis@auburn.edu      
844-6881      
Mary Johnson  
 johnsma@auburn.edu     
844-6881    
Helen Kirk      

 kirkhel@auburn.edu   
844-7498
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