BuyLU Supplier Portal Account Setup Instructions

1) Portal Setup

First time registration for the BuyLU Supplier Portal can come from a direct link or an email invitation. The
direct link will take you to the Registration Welcome page below. Review the instructions and click
Continue with Registration.
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Welcome to our Supplier Registration platform for Liberty University!

Our online registration process provides a secure method for you to create a
profile in our procurement/payment platform, thus eliminating the need to send
sensitive tax information via mail or email. As part of the registration process,
you will be asked to provide your employer identification number to ensure we
are paying the correct entity and reporting payments as required by applicable
tax laws. Your security is very important to us.

The registration process involves six short steps. Required information is
indicated with an asterisk (*). Once all required fields have been completed, the
check mark next to the corresponding section will turn green. All check marks
must be green to complete the registration process. Once you have provided all
required information and complete the Certify and Submit section, your profile
will be created within the Liberty University Supplier Network. We look forward
to working with you!

Important Information:

As the individual completing the Supplier Registration, it is your responsibility to
ensure that all information is accurate and truthful. Knowingly providing
inaccurate or false information could disqualify you from doing business with
Liberty University.

Contact Us:

If you have any questions, please call LU Supplier Management at (434) 592-
3053. You may also send an email to suppliermanagement@liberty.edu

Continue With Registration
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invitation titled Supplier Invitation for Liberty

University from BuyLU Supplier Network, fill in Welcome to Liberty University's Supplier Portalt

your email and password and then click the e T T L T S
Register Now button to be directed to the get started.
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Important Information:
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account, you will be prompted at the bottom of the page to "Create

Account” after entering mail address.

2) Supplier Registration

Enter your email to Login/Create Account English ¥

After entering your email, click Create Account. e

To complete registration, fill in the required
fields on the page below. These include:
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e First Name
e LastName
e Phone number

Create Account




o Preferred Time Zone
e Email
e Password
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; buylutestsupplier@gmail.com
Important Information:

IF you proceed with the selected option, you are identifying as an entity providing Email *
goods or service opportunity. A payment will be made to the EIN on file.

If you require additicnal clarification or have questions relating to the option
chasen above, please send an email to suppliermanagement@liberty.edu or call
(434) 592-3053.

buylutestsupplier@gmail.com
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After the required fields are filled in, read and agree to the JAGGAER (our partner for BuyLU) Terms
and conditions. After this, click the check box to confirm you are a human.

Account setup in LU’s Supplier network is complete. If you need assistance completing the
supplier profile registration, there are instructions available on our webiste. Thank you!

If you have any questions or encounter issues, please contact Supplier Management using the
information below:

Liberty University Supplier Management
Email: suppliermanagement@liberty.edu
Phone: 434-592-3053


https://www.liberty.edu/finance-admin/procurement/vendor-information/
mailto:suppliermanagement@liberty.edu

