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Purpose:
This guide provides an overview of the process for setting up a new supplier in the Yale Supplier Gateway. 
It supplements the "Supplier Setup at Yale (Supplier Gateway)" course available in Workday Learning.

Supplier Gateway: Reference Guide for Business Units

:

• Proxy registration requires management approval. If approved, have the supplier complete the 3401
FR.08 Supplier Proxy Form. The supplier proxy registration process cannot proceed without this
completed form.

• Contact the Finance Support Center at askfinance@yale.edu or (203) 432-5394 with questions.

Identify New Supplier
Work with your department to follow its specific procedures for identifying a new supplier, as this 
process may vary by department.

Log Into the Supplier Gateway and Search for Existing Records
Access the Supplier Gateway through Workday on the Procurement Dashboard under the Purchases 
view, or via Yale Links. Before inviting a new supplier, always perform a search of all suppliers within 
the Supplier Gateway to ensure they are not already registered. Multiple results may appear. 
Review them carefully to confirm that a supplier has not already been invited.

Communicate with the Supplier
When initiating the supplier setup process, use the email template available on the Supplier Set Up and 
Supplier Change Requests page on It's Your Yale. The template provides an overview of the process and 
includes a link to the Supplier Gateway Contact Form, which must be completed by the supplier. 
This form is required before the initial invitation email can be sent from the Supplier Gateway. The 
template also includes a Supplier Gateway Reference Guide for Suppliers to assist with registration.

Receive the Completed Supplier Gateway Contact Form from the Supplier
The supplier should return the completed Supplier Gateway Contact Form. Without this 
information, the supplier registration process cannot proceed. 

Send the Invitation from the Supplier Gateway
From the Supplier Gateway, select "Invite Supplier" and use the information from the completed 
contact form to send the supplier a registration invitation from the Supplier Gateway.

Status Check
You can check a supplier's registration at any time within the Supplier Gateway by searching for the 
supplier. Refer to the Supplier Gateway Status Glossary for status definitions.

https://your.yale.edu/yale-links#:~:text=Link%20is%20external)-,S,Support,-T
https://your.yale.edu/sites/default/files/2025-09/Supplier_Gateway-Supplier_Status_Glossary_For_All_Users.pdf



