
  9/15/25 
 

   
 

 

 

TOPIC:  
VendorInfo Request Portal Now Live  
 
What’s changing? 
The new vendor onboarding and setup process for requesting suppliers is now live, effective 
September 15, 2025. Note: The current Supplier Information Form (SIF) is now an online process 
completed by the supplier; users no longer need to collect SIF information. 
 
 

Why is this changing?  
This transition minimizes manual data collection, streamlines the supplier onboarding process, and 
introduces enhanced banking verification protocols. These improvements not only reduce the administrative 
burden but also strengthen risk mitigation efforts for Emory. 
 

New Process:  
 

1. Initiate a new supplier request through the VendorInfo portal  
 

2. Provide the necessary contact details as prompted.  
 

3. The procurement team will review the request to ensure alignment with Emory’s strategic sourcing 
goals. 

a.  If approved,  
▪ Suppliers will receive a link from VendorInfo to provide their onboarding information 

and maintain their profiles using the portal’s self-service tools.  
▪ Requestors will receive an approval email with the supplier’s name and ID. 

 
b. Suppliers may be denied for the following reasons: 

▪ The requestor provided incomplete or insufficient information 
▪ A similar supplier already exists in the system 

https://204978.vendorinfo.com/menu_choice.php?banner=Registration%20Home%20Page
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▪ The request requires competitive sourcing 
▪ The expense is more appropriate for payment via PCard 
▪ The request does not align with current strategic priorities 

 
4. Users can view the status of their request within the portal at any time. 

 

Questions?  
If you have any questions, feel free to reach out to the Procurement team at emory.fsc@emory.edu.  
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