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Introduction to Workday Strategic Sourcing

Workday Strategic Sourcing (WSS) is a cloud-based sourcing tool that is used to register suppliers
who want to do business with the University of Ottawa. To create an account, you need to verify

your email, set up a strong password, and pair your authenticator app.

Before you begin

¢ Allow all emails from no-reply_strategicsourcing@workday.com
e Check spam/junk folders
e Gather required materials

o Banking information

o Contact information
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Creating your account

Click on this link to start the process of
self-registration for new suppliers.

ﬁ Strategic Sourcing

Create a Supplier Account
Add and confirm your email address in the
provided fields and click Continue. P

NOTE: The language selected at this stage Gonfiem Email *
will determine the one used across the
onboarding interface. You may select your I “
preferred language from the menu located

in the upper-right corner. For French, use
Frangais (Canada), for English, leave
settings as-is.

Already have o supplier account? Sign In

Need Help?

The next screen will show that an email

ﬁ Strateqgic Sourcing
was sent to the email address provided.

We've sent an email _@ﬂulﬂmbﬂ.mwulh @ link

|f yOU don’t receive the email, make sure to 1o create an account. Use the link in your email 1o continue
A . account creation, If you didnl receive the email, check your
check your junk/spam folder. In 5 minutes, s folder or GoMBOY your sytem sdeminkstiator

you will be able to re-send the email a
second time.
Wou will b able 1o request resend email in 2 minutes and 15

cands

Already have o supplier account? Sign in

In your email, click on
Create Account button. Create an Account with Workday Central Login
To bid on & even! n Workday Stralege: Sourcing Greale an adcount wilh YWorkiddy Central Logn
|_
Wiy Sirabegic Sourcing i frew for Juppberes. See Sian o o Sirabecic Sourcing bo gl siarded

You will then see a message that
you are being redirected to
continue your registration.

-,:G- Strategic Sourcing

Redirecting to Registration

After you register, you can baokmark the Supplier Portal for your

supplier tasks.

Yeou'l be redirected in 2

Redirect Now
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https://auth.workdayspend.com/sign-up?code=ffnG%2FXXu8c1HUm3D1FOWsKh%2Fy0EYX6Vg0U%2BP1tuVNd5mG2fAi6uSp9SjfTwYwnD0Kb8jDCq1HM1pC9LcDEGgjPe%2B5t1lXW8l6qFwM9EbPjITlkGNJu3XFXmzWIey%2BDb0LOsaqeduw5fHVa5WptEt%2FNO24IC1r4WlXM2K7QpBPvD9GqCJXsgOu%2B6y6%2FFmsxs%2BIJWRQ74K293tqQeAzUUpvLmYV1B6ohtwG51yb7dl%2F%2BO0lk9cfPbbvAtBonKP7YQRCEUbuayHsgXT2%2F3J8dhfXEmb8KIAbrL1WziNSCRxCp7bnoaWcdqgWVdPFJmBTKt%2FYYZOjfWbA%2FHyUZ96HjY%2BJhdyOYXBwwKsqmf7mbBhUsLwtPp4bMkq%2B7f%2FPpt97xQQzyDOxklUZSXGTOreg%2FPrIvw0rdV91W2mY7BzLSrxLL9Wo3lWi8XDLy1aWpjIFc8PLL%2Bsb6RIaZSc%2FHWWo6uDwFtvJgN2ZE6y7JGs5Jk8p77%2FNxc2mWpRPcGP4HymvMXVzg%3D%3D--qBnwAZfge0iTtFim--BF9%2FmlrMjoi7EfhGVW9CLw%3D%3D
https://universite-dottawa-university-of-ottawa.us.workdayspend.com/supplier_self_registration
https://auth.workdayspend.com/sign-up?code=ffnG%2FXXu8c1HUm3D1FOWsKh%2Fy0EYX6Vg0U%2BP1tuVNd5mG2fAi6uSp9SjfTwYwnD0Kb8jDCq1HM1pC9LcDEGgjPe%2B5t1lXW8l6qFwM9EbPjITlkGNJu3XFXmzWIey%2BDb0LOsaqeduw5fHVa5WptEt%2FNO24IC1r4WlXM2K7QpBPvD9GqCJXsgOu%2B6y6%2FFmsxs%2BIJWRQ74K293tqQeAzUUpvLmYV1B6ohtwG51yb7dl%2F%2BO0lk9cfPbbvAtBonKP7YQRCEUbuayHsgXT2%2F3J8dhfXEmb8KIAbrL1WziNSCRxCp7bnoaWcdqgWVdPFJmBTKt%2FYYZOjfWbA%2FHyUZ96HjY%2BJhdyOYXBwwKsqmf7mbBhUsLwtPp4bMkq%2B7f%2FPpt97xQQzyDOxklUZSXGTOreg%2FPrIvw0rdV91W2mY7BzLSrxLL9Wo3lWi8XDLy1aWpjIFc8PLL%2Bsb6RIaZSc%2FHWWo6uDwFtvJgN2ZE6y7JGs5Jk8p77%2FNxc2mWpRPcGP4HymvMXVzg%3D%3D--qBnwAZfge0iTtFim--BF9%2FmlrMjoi7EfhGVW9CLw%3D%3D
https://auth.workdayspend.com/sign-up?code=ffnG%2FXXu8c1HUm3D1FOWsKh%2Fy0EYX6Vg0U%2BP1tuVNd5mG2fAi6uSp9SjfTwYwnD0Kb8jDCq1HM1pC9LcDEGgjPe%2B5t1lXW8l6qFwM9EbPjITlkGNJu3XFXmzWIey%2BDb0LOsaqeduw5fHVa5WptEt%2FNO24IC1r4WlXM2K7QpBPvD9GqCJXsgOu%2B6y6%2FFmsxs%2BIJWRQ74K293tqQeAzUUpvLmYV1B6ohtwG51yb7dl%2F%2BO0lk9cfPbbvAtBonKP7YQRCEUbuayHsgXT2%2F3J8dhfXEmb8KIAbrL1WziNSCRxCp7bnoaWcdqgWVdPFJmBTKt%2FYYZOjfWbA%2FHyUZ96HjY%2BJhdyOYXBwwKsqmf7mbBhUsLwtPp4bMkq%2B7f%2FPpt97xQQzyDOxklUZSXGTOreg%2FPrIvw0rdV91W2mY7BzLSrxLL9Wo3lWi8XDLy1aWpjIFc8PLL%2Bsb6RIaZSc%2FHWWo6uDwFtvJgN2ZE6y7JGs5Jk8p77%2FNxc2mWpRPcGP4HymvMXVzg%3D%3D--qBnwAZfge0iTtFim--BF9%2FmlrMjoi7EfhGVW9CLw%3D%3D
https://auth.workdayspend.com/sign-up?code=ffnG%2FXXu8c1HUm3D1FOWsKh%2Fy0EYX6Vg0U%2BP1tuVNd5mG2fAi6uSp9SjfTwYwnD0Kb8jDCq1HM1pC9LcDEGgjPe%2B5t1lXW8l6qFwM9EbPjITlkGNJu3XFXmzWIey%2BDb0LOsaqeduw5fHVa5WptEt%2FNO24IC1r4WlXM2K7QpBPvD9GqCJXsgOu%2B6y6%2FFmsxs%2BIJWRQ74K293tqQeAzUUpvLmYV1B6ohtwG51yb7dl%2F%2BO0lk9cfPbbvAtBonKP7YQRCEUbuayHsgXT2%2F3J8dhfXEmb8KIAbrL1WziNSCRxCp7bnoaWcdqgWVdPFJmBTKt%2FYYZOjfWbA%2FHyUZ96HjY%2BJhdyOYXBwwKsqmf7mbBhUsLwtPp4bMkq%2B7f%2FPpt97xQQzyDOxklUZSXGTOreg%2FPrIvw0rdV91W2mY7BzLSrxLL9Wo3lWi8XDLy1aWpjIFc8PLL%2Bsb6RIaZSc%2FHWWo6uDwFtvJgN2ZE6y7JGs5Jk8p77%2FNxc2mWpRPcGP4HymvMXVzg%3D%3D--qBnwAZfge0iTtFim--BF9%2FmlrMjoi7EfhGVW9CLw%3D%3D
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On the screen that appears next, click
Send a Verification Code. This will workday
send a 6-digit code to your email.

Start By Verifying Your Email

atiiAi*xiix*@miiski!*ix.com

|

Retrieve the one-time verification code
in your email, enter it and click Verify
Email.

workday

. . , Enter Your Verification Code
You can click Resend a Verification Code To verify your email and finish settin

to send it again. Workday sent you an email wit

g up your account,

digit verification code.

iAok Ry kkiook_ o)

Verify Email

Resend A Verification Code

Complete the required fields.
workday
Please enter the information of the person
o 1 LY - A t
who will be the owner of the account. For BEHER RN ECOU
businesses, companies, NPO or associations,
this may be the business owner or a First Harms
designated employee of the organization. : =
Password requirements will be listed as you
enter the password. Click Create Account. Horm Putsmaed
: ¥ " a@
Confirm Kew Paswword
=
| |
B e st e e
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You have the choice of authentication methods

between SMS and Authenticator App. Click on w@y
Set up beside your preferred authentication N
method.

Set Up Authentication Methods

NOTE: YOU may ChOOSG tO Set Up Oﬂly one or Muhtifactor authenication strengthens your Workdasy account
bOth methods. If you set up bOth methods, at security by requiring & secondary device to verify your identity
time of authentication, you will have the

option to request a one-time code on your e
mobile device or your authenticator app. e (seiwe )
Authenticator App
Recelve a one-time pas I\/— Satlp \_I
i5ing your authanticator app = =
OPTION 1: SMS SET UP
If you select SMS, you will be asked Enter the 6-digit verification code
to enter a mobile number where a received on your mobile device
one-time code will be sent. Then and click Verify Code.
click Add Your Mobile Number.
I workday
workday
Add a Mobile Number Let's Verify Your Mobile Number
Add a maobile nurmber to better proteet your sceount. Mesaage For your security, Workday sent you a text message with a 6-
& data rates may apply. digit verification code.
4] ik j
Mobile Humber
us #1 Enter your phone number Enter the G-digit code
—
By anrolling your michile number, you consent to receive
avtomated text messages from Workday related to account
security.,
Set up another way

You will be brought back to the Authentification Set Up page. You can see that
the SMS Authentification has been set up \/ Click on Continue.

UNIVERSITE D'OTTAWA « UNIVERSITY OF OTTAWA 5
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OPTION 2: AUTHENTICATOR APP SET UP

Connect your Authenticator App by
scanning the QR code on the screen.

Then enter the 6-digit code from
your authenticator app and click
Connect Authenticator App.

Connect Authenticatcr App
You will be brought back to the —~
Authentication Set Up page. You can workday
see that the Authenticator App has
been set up \/ Click on Continue. Set Up Authentication Methods
On this next screen, the fields are optional, but W Srategic Sourcing

we do recommend choosing your time zone. Set Up Your Account

Select the appropriate Time Zone and click sob i
Create Account.

UNIVERSITE D'OTTAWA « UNIVERSITY OF OTTAWA 6
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workday.

You will then be brought to the "Supplier
Information" screen. Enter the Company Name.
Individuals registering on the platform may enter
their full legal name. Then click Continue.

ﬁ Strategic Sourcing

Supplier Information

mailinatur.com

You Can regEler each o

Compary Nama *

| D

Read carefully the
Supplier Registration
instructions on your
screen.

NOTE: The instructions
in French are presented
first, followed by the
instructions in English.

Supplier Registration

REGISTRATION el o |

SUPPLIER REGISTRATION INSTRUCTIONS
What to have on hand when creating your account
ou will need the following information and documents to register
Suppiler Contact Informatin
- Email address, remit-to address, mailing address, and phane number.
Tax Information
- Where applicable, provide the incorporated entity’s federal (GST/HST) business number if registered in Canada.
+ Where applicable. for individuals, provide a Canadian-issued social insurance number (SIN) for Eax lin issuance purposes, a5 per CRA reguiations.
« If you do nat have a Canadian SIN or GST/HST number, please enter N/, a5 this field is mandator
Banking Information
In the Banking and Payments section, pravide your banking information and in the attachment field, upload:
« For Canacian Suppliers, & void cheque or bank letter

- For US Suppllers, o voud cheque or an ACH form.
- For International Suppliers. barik information or a bank letter for payment via wire transfer

Please note that only three payment types are sccepted. When completing the Bank Account Payment Types, Payment Types, and Defawt Paymant Type
fieicls, select between: AC iearing EFT Fund Transfer - CAD) and Wire Transfer.

Complete the required
fields in the Supplier
Information section as
marked with *. All other
fields are optional.

Select the appropriate
Supplier Category from
number 1 to 8, in the
drop-down menu.

UNIVERSITE D'OTTAWA « UNIVERSITY OF OTTAWA
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workday.

Complete the fields in the
Business Information cp
section, including Address,
Phone, and Tax Information.
The Usage field under

Address must include all o
options that apply.

Tax information:
Tax Country must always be Canada.

* Where applicable, provide the incorporated entity's federal (GST/HST) business

number if registered in Canada.

» Where applicable, for individuals, provide a Canadian-issued social insurance
number (SIN) for tax slip issuance purposes, as per CRA regulations.
e If you do not have a Canadian SIN or GST/HST number, please enter N/A, as this

field is mandatory.

Complete the fields in the I-%
Banking |nformatior| BANKING INFORMATION

BANK ACCOUNTS

section, including Bank
Account and Payment.

ACCOUNT DETAILS

PAYMENT

A AN ACCORNT

NOTE: For the Bank Account Payment Types, select only between ACH, EFT and Wire

Transfer as the other types are currently not supported.

IMPORTANT: Based on the selected Country in the Bank Account Country field, the

remaining fields in this section will adjust accordingly.

UNIVERSITE D'OTTAWA « UNIVERSITY OF OTTAWA
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workday.

Complete the fields in the
Contact Information
section.

Additional contacts can be
added by clicking Add
Contact in the top-right
corner of this section.

CONTACTS

ADD CONTACT

N CONTACT INFORMATION

In the Attachments
section, provide official
proof of banking
information.

%TACHHEN TS

(English follows)
Preuve officielle des renseignements bancaires | Celle-ci peut #tre fournie sous forme de chique annulé, formulaire ACH, bordereau/lettre de
renseignements bancaires ou capture décran de votre bangue en ligne montrant votre nom et les détals du compte,

@ffigial proof of banking infarmation: This can Be provided in the farm of a void cheque, ACH form, banking Information slip,/letter, or 4
screenshot from your online banking showing your name and account details.

o For Canadian Suppliers, a void cheque or bank letter.
e For US Suppliers, a void cheque or an ACH form.
e For International Suppliers, bank information or a bank letter for payment via wire

transfer.

UNIVERSITE D'OTTAWA -

In the Terms & Conditions
section, checking the box
means that you accept the
Terms and Conditions and
took the time to read the
University of Ottawa’s
procurement policy.

Please review this section
carefully. Click Finalize.

UNIVERSITY OF OTTAWA

TERMS & CONDITIONS

(English follows)

wous compronez aue Universite
ormer au processus et 4 la golitioue

¢ @'Ottawa, En romplissan
des contrats, Tous les fou

Thank you for your interest in doing business with the University of Ottawa. By completing this registration form, you un
University of Ottawa is under no abligation to provide you with business. All suppliers must comply with the University of O
Rrocurgment or nd policy.



https://www.uottawa.ca/about-us/leadership-governance/policies-regulations/policy-36-procurement
https://www.uottawa.ca/about-us/leadership-governance/policies-regulations/policy-36-procurement

Workday Strategic Sourcing supplier guide for new suppliers workd ay.

A pop-up window will appear to confirm your self-registration. You may select your
next action by clicking on Close, Register Another Supplier or Supplier Portal. You can
also simply sign out.

SELF-REGISTRATION SUCCESSFUL

Thanks for registering to participate in events for Université d'Ottawa - University of Ottawa.

Select your next action:

CLOSE | REGISTER AMOTHER SUPPLIER SUPPLIER PORTAL

An email will be sent to confirm your self-registration.

Once we receive your form, we will review it within five business days. You will receive
an email from the University if:

e You are a company/registered business that must complete the second part of the
registration form.

e The registration is incomplete. In this case, the missing information will need to be
added to the Supplier Registration Form and resubmitted.

e The registration has been denied. In this case, the reason will be provided.

UNIVERSITE D'OTTAWA « UNIVERSITY OF OTTAWA 10
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Additional form (if required only)

According to your supplier
category, you may be required

Invitation to Step 2 - To complete your registration

to complete the Step 2 — To Company
complete your registration form. University of Ottawa
Form
In this case, you will receive a Step 2 - To complete your registration

link by email to access this form Owner

in your WSS account. In the ]

email, click View Form.

Form Dud
SRS & 00 PMEST

Universty of ORI 5 USing Workosy STalpc SOunong 10 Manios B Jubmssion peocess for i
-y

After you have signed in your WSS account, click Open Questionnaire.

St 2- To complete your registration P |

1]

FORM DETAILS

-

UNIVERSITE D'OTTAWA « UNIVERSITY OF OTTAWA 11
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Enter the Company’s legal name, if it is different than the one provided in the Supplier
Onboarding form. If it the same, leave the field blank and click Next.

o COMPANY INFORMATION

Review the statement in related to Ontario Business Representation, select the option
that corresponds to the accuracy of the statement, and click Next.

9 ONTARIO BUSINESS REPRESENTATION

Clear selectson

Review the statement in related to US Business Representation, select the option that
corresponds to the accuracy of the statement, and click Next.

e US BUSINESS REPRESENTATION

Clear seteiron

UNIVERSITE D'OTTAWA « UNIVERSITY OF OTTAWA 12
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Provide your uOttawa Contact and click Next.

|° CONTACT INFORMATION AT THE UNIVERSITY OF OTTAWA

41, WhaR is the name of your CORLECE SETE0N 82 tNe University of OUAWS (i the the DErson you SOmMUNcAte with regardng Dayments)?

Select the Commodity Type that corresponds to your offering.

If applicable, select the option that corresponds to the location where your Services
are performed.

9 COMMODITY TYPE

5.2 SERVICES

Once completed, click on
Review & Submit in the top- Wis am I I

right corner.

UNIVERSITE D'OTTAWA « UNIVERSITY OF OTTAWA 13
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Click on Submit Form in the

top-right corner. Changessave = W I
ﬂUTDn‘ﬂIICﬂ”}' L |

Once the form has a been PR
submitted, a confirmation —————

message will appear on your P ¢

screen. A separate D

confirmation email will be o

sent to your address.

14
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Editing your supplier information

Once approved, existing suppliers can submit changes through their supplier account on the
Workday Strategic Sourcing (WSS) site. For first-time changes please request an editing link by
contacting depotdirect-directdeposit@uottawa.ca.

Here is the email you will receive to
enable the editing of your supplier

Invitation to Supplier Onboarding Form

information. Click View Form and log Company
|n to WSS Université d'Ottawa - University of Ottawa
Form

Supplier Onboarding

COwner

Form Dy
HESTH0IG al 700 P EST

Uribepris o Oftarves - Unbveridy of ORewa B uiing Workday Sinslege: Sounceng b manags the
subemisseon process for T form

[x==a]

Once logged in, you will see all the information you entered during your self-
registration. Click Edit and you will have access to modify your information.

When done, make sure to attach a document supporting your change in the
Attachments section.

Universite d'Ottawa - University of Ottawa Onboarding Form wor siasicn
I

& General Protile - ONBOARDING INFORMATION

SUPPLIER INFORMATION

BUSINESS INFORMATION

ADDRESSES

UNIVERSITE D'OTTAWA « UNIVERSITY OF OTTAWA 15
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