
Supplier Gateway – Supplier Registration Guide
This Quick Reference Guide provides suppliers with an overview of the Supplier Gateway registration process. It includes links to resources and a 
list of documents a supplier may need to complete their registration.
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Additional Information

❑ Complete the Supplier 
Gateway – Contact Form.

❑ Return this form as an 
attachment to your Yale 
contact.

❑ This form is required to 
create your invitation to the 
Yale Supplier Gateway.

❑ You will receive an email from 
yale.supplierportal@yale.edu

❑ This email contains directions 
to access the Yale Supplier 
Gateway.

❑ Please check your “Junk” or 
“Spam” folder if you do not 
see your registration email.

❑ If you have not received your 
registration message, email 
your Yale contact to see if it’s 
been sent. If it has been sent, 
please email 
askfinance@yale.edu to 
follow up on your invitation.

❑ Click the button marked 
“Change Password” in the 
invitation email.

❑ Use the provided username 
and create a temporary 
password to log in.

❑ Set up two-factor 
authentication for enhanced 
security.

❑ Read and accept the 
company policies.

❑ For a detailed overview of the 
registration process, review 
the Supplier Gateway: 
Reference Guide for 
Suppliers.

❑ You will need the following 
information to complete your 
registration:

❖ Company Contact 
Information

❖ Tax Registration as 
applicable* 

❖ Banking Information#

❖ Federal Tax Classification 
(i.e., individual, sole 
proprietor, corporation)

❑ For detailed assistance or 
troubleshooting, please refer 
to the Supplier Guide for 
Suppliers Registering in the 
Supplier Gateway.

❑ After completing your 
registration, submit your 
supplier profile.

❑ You will receive a 
confirmation email, 
informing you that we have 
received your registration.

❑ Our Supplier Compliance 
team will process your 
information and contact you 
via email with any further 
questions^. Please respond 
through the portal using the 
communications feature.

You will need some form of the following documentation to complete the tax, banking, 
and government certification portion of your registration: 

❖*(TIN, FED, ID, VAT, CIF, NIF)
❖

#United States: Routing and Account Number
❖

#International: Wire information
❖

+W8 BEN, W9, Current Bank Statement, Certificate of Insurance, Proof of Certifications

^ Processing will begin within 5 business days after you 
have successfully submitted your registration.

Please contact the Yale Finance Support Center 
(askfinance@yale.edu or (203) 432-5394 for assistance 
during the registration process.

6
Registration 

Complete

❑ You will receive an email 
welcoming you as a Yale 
Supplier

❑ You are not an active 
supplier until you receive this 
email.

❑ Work with your 
departmental contact to 
submit your request for 
payment.
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