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Purpose:
This guide explains how new suppliers can register in the Yale Supplier Gateway. After completing 
registration, log in anytime at https://yaleuniversity.apexportal.net/ with your username and password.

Account Setup:
You will receive an email invitation from yale.supplierportal@yale.edu. Click the change password link, add 
your new password, enter the authentication code that was sent in the email, set the security questions, 
choose the country of residence, change the temporary password, and accept the privacy notice. 

Additional Information:
• To update your information after registering, click “Update Profile” within the Supplier Gateway.

• Registration will begin to be processed within 5 business days, and an email confirmation will be sent
upon completion.

Supplier Gateway: Reference Guide for Suppliers

Registration:
Once the account setup is complete, follow the steps in 
the specified order to finish your supplier registration. 
The menu on the left displays the required order. 

Make sure you have the following information on hand, 
you may be required to upload one or more documents:

• Company Contact Information
• Tax Registration Information
• Banking Information
• Business Classification

Navigation Tips:
When you’ve finished entering the required 
information, select the red “Next” button.

To save and return later, select the blue “Save 
Draft” button.
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 This is the Menu Icon. Within the  
Supplier Gateway, click on this icon 
to collapse and reveal the menu.

Supplier Agreement
Access and read Yale’s terms of use and read about your privacy rights using the linked material. 
Select the box confirming your agreement to the documented listed and select the “Next” button to 
move forward.

  x
Registration Checklist
This screen reiterates documentation you will need throughout this registration. Make sure you have 
these documents available to reference and upload as requested during this process. 

  x

The chart below lists the titles of the menu along with the requirements for each page. 
Additional requirements may arise based on your selections.

https://yaleuniversity.apexportal.net/

	Untitled
	Untitled



