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Vendor Registration Guide 

 
You are registering to do business with the University of Memphis and to be included on bid and quote requests for 
larger projects. 

 
Link to online vendor registration: https://umemphis.ionwave.net/VendorRegistration/PreliminaryInfo.aspx 

 
 

Preliminary info tab 
 

Enter Company name and phone number. Click next. List comes up with possible matches / duplicates. 
Do NOT enter a DUNS number. 

 

 

 
Check for duplicates. Click create new supplier. Click ok on box that comes up. 
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Terms tab 
 

Click box to accept terms and click Next at the top of the page. You may print the terms for your records by clicking 
“Print Terms” 

 

 
Company info tab 

Company Information section: Fill in required information and anything else you’d like to provide. 

 
 
 
 
 
 
 
 
 
 

Non‐US vendor ‐ use “Other” and enter your tax id 
number. Send a completed W‐8 BEN to 
https://securefile.memphis.edu/form/procurement 
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User Information section: Set up your username and password. This is how you will respond to bids and how we will 
contact you as a vendor. This is the main system user. Other contacts will be added later. 

 
 

Company Address section: Set up the main company address and contact. PO and remit to addresses can be added 
later.  

Password must contain a minimum of 8 characters 
consisting of at least 1 number, 1 letter and 1 special 
character @#$%!&*^_‐+={}()|\[]:;'<>,.?/~ 
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Click Save & Next at the top of the page

Please enter a contact here. 



Page 5 of 10 
 

   You will get a pop‐up confirmation letting you know you are going to get a verification email. 
You MUST verify your email to continue! 

 

 
 

 
Email will come from Tigerbuy. Click the link to verify your email and continue set up. 

 

 

 
 
 

youremail@yourdomain.co 

mailto:youremail@yourdomain.co
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Registration opens on Company Info tab. Click Save & Next at the top of the page. 
 

 

 
Addresses tab 

 
Add any additional addresses needed such as PO and payment remit to. Save each address. 

 

Click next. 
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W9 tab 
 

This information is populated from the Company Info tab. To update / correct any grayed‐out information, return to the 
Company Info tab. 

 
Click all buttons required and applicable and type in signature & date. Click save & next 

 

 

 
Other info tab 
Fill in NAICS code (lookup https://www.naics.com/search/ ) 
Choose Federal exclusion Yes or No 

 

http://www.naics.com/search/
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Commodity codes tab 
 

Click all commodities (goods & services) you sell and would like to be included on for bid requests. 

 

 
 

 
Classifications tab 

 
Click any classifications and certifications that apply. If none apply, choose “Majority Owned”. We must have this for the 
state of TN. Click save & next 
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Review tab 
 

Review all information. Use the pencils to edit any section. When all is correct, click Register now. 
 

 

 

 
If you are a sole proprietor using an SSN or a Non‐US vendor, remember to send your required documentation to: 
https://securefile.memphis.edu/form/procurement. 
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You will see a message that you have successfully submitted your registration and you will receive an email. 
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