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Introduction
The Supplier Onboarding system is an online system that will enable Suppliers to apply for
registration online.

The purpose of this document is to guide / assist the Suppliers through the Onboarding
process. Note this should be read with the email that is sent to you displaying the unique link to
log into the system.

Please be aware that the success of this application is subject to further vetting and approval.
You will be notified of the outcome once the application has been fully reviewed. This is an
online application and the relevant links are displayed in an email that has been sent to you.

Link to website

The Supplier will be provided with a unique link to the system.

By Clicking on the link, you will be directed to the Wits University Supplier Onboarding System.
Please note: All fields marked with the red Asterisk (*) are compulsory fields and must be
completed in order to complete the process successfully.

Compatibility View

If you are using internet explorer as a browser, please check the following. Go into internet
explorer, select tools and then click on compatibility settings-see the screen below.
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Supplier Onboarding

I Wits University Supplier Onboarding System

Staff Number-

Password: Ephoe b

4 Login

Perrenscrn
Crmbate Leded Motes

Send 1o Dachlote

35 Iernat options

Uncheck all the items related to compatibility settings.
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Compatibility View Settings

Ceenpatibility View Settingz - 1 Cemnpataiity View Settmys 2|
|
f
| You can add and remove websles 1o be deplayed n ’ You con add and remove mebaites to be deplayed n
, Compatbiity View { | Compatbéty Wew,
|
Add this webaite: Add ths mebaite:
viedates you ve addec to Compatdty View- Vistsites you've added 1o Compatidty Ve:
s, ac2s ’ wets.ac.za
Dusilay ol webstes i Campaaty Yew | Desplay & mebaites in Compashiity Yiesy
| Deplay i anet stes in Compatibiity View " Deplay miranet sites m Conpasbiity View
7o WAL thity ksts §om = o 1 il lats from 5
Laarn more by readng the 1 lerret Extior e poivacy statmment Loarn more by reading the Trismat Exglorer rivacy statement
- | ome F

Note: adjusting your compatibility settings is a onetime exercise and will ensure that the screen
blocks reflect normally.

Screenshot 1: Suppliers Home Screen

An Email link will be sent to the Supplier requesting them to complete an online application
form. Please take note of the items listed in the email.

Once the Supplier clicks on the link in the Email the screen below will appear. This is the
Suppliers home screen to view the application form. At this stage the Supplier can review the
information that has preliminary been captured, thereafter the Supplier can complete all the
required information as well as upload all the mandatory documents requested. You will be
prompted for relevant documents to be uploaded dependent on your supplier type.

Supplier Onboarding

I Wes University Supplisr Onboarsing System

Supplier Application Form - sufe 2020

Undess Mo Univarsfy stipukiteas oimemwse 1 wiling, by completing s appscation the Wis Qanéral terms and condons will spply 1o I1vs transaction and Can De aicassad va he
derrsd it O wils B0 Zaews Do CordiaCiy 1 S8R T icaniisces oy

Local / Intermationad*

o Loca Internabonal

What king of a Supplier are you?*

Publc Company Prrvate Compesry
. 0 HE! Ursvarsies (Oher) - Local
Schoos Govarnmant Agencias
NGO ¢ Non ProSt Campanes SooeheaF oundstorsiAssonsbons Conferance
Indmduals provideg Yaming Corsuliants Privale ndmdusisindapundent Conlractors Indradusls pad oul Legal Fess (Law Chn)
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Screenshot 2: Mandatory Documents Upload Screen

The Supplier is prompted to upload documents; the documents requested are highlighted in the
red section of the form. The document request in the Brown section is optional documents that

can be submitted by the Supplier. To do this the Supplier can select either the

@ Click nere to upload eny or all documents

button or the button.

Once the Supplier has uploaded the relevant documents the remainder of the application form
will be accessible for editing and completion.

Local (South African) suppliers are strongly advised to upload their BBBEE certificate.

Camfiad capy of vald tax clearancs camficais
Carufiad copy of company régatration documents
Cancelec chadus of bark siried proof of acoount detalle
Documants that are optional.

s ucars

Screenshot 3: Section 1 — Applicants Details

The Supplier must complete all the form fields. Should any changes be deemed necessary the
Supplier can make the relevant changes to this form.

Section 1: Detadis To Ba Completed By All Applicants
Company Registared Name / Name* sufs 2020
Company Trading Nams | Full Name sufe

Income Tox Refecence Number* 448802020

Fostal Address” 532 mashemong secton

lemiiss

Screenshot 4: Section 1 — Physical Address

Physical Adoress® same as above
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Screenshot 5: Section 1 — Contact Details

Counry* A v
City* 33

Prodncs” v
Visbats

Email* pasrick rakumakogiers. ac.ca

Goods or Services 10 ba Suppled (e.g Stationery | Consuling)* mng

Screenshot 6: Section 2 — Banking Details

In this section the Supplier must check that the banking information supplied is true and correct.

Saction 2: Banking Detalls - To Be Completed By All Applicants

™is Mformation svpplied is true and comect and Aevaby JuMonzes Me University o sonte I3 indebrecviess &y moans of Clecronic Fungds Tramsfer ,to e Bank 2000t getails below

Bank Nama* EC BA - =
Bank Account Numbser® cETE5204 Type of Account™ x -
Bank Currercy Code* . =
Branch” Lriversal Braneh Cade Branch Code / Numbet” o

Bank Accourt Molder Name*

The screenshot above will vary depending on whether it is an international supplier or not.
International suppliers will be prompted for the relevant swift codes and related banking
information.

Screenshot 7: Section 3 — Contact Details for Orders

All fields marked with the red Asterisk (*) are compulsory fields and must be completed in order
to complete the process successfully.

Section 3: Contact Detalis for Orders / Parson - Local & International

First Name* thahiso Middie Narme TR Last Name* sotsat

Oesgraton firect

Telephane Area Coce ot Telephone Numbdar w7184 Motille

Fax Area Code 011 Fax Number $203540 Emat* ¥ SR "

Screenshot 8: Section 3 — Contact Details for the Account Manager

If the contact person for orders and the Account Manager is the same person, the Supplier can

[ Same as abowve

select the box, however, should these roles be held by different people then
Section 4 must be completed in full.
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Contact Details of Representative / Accournt Manager

Same as above

First Nama* anms Middie Name morcpl Last Nams* -

Designatian
Teiephone Aree Code o Telephone 9267184 Motiio 0782056379
Fax Arsa Code o1 Fax 200540 Emal paticcrakumakoSwits. ac 2

Screenshot 9: Section 3 — Contact Details for the Accounting Office

Once the section above has been completed the supplier must then complete the Accounting
office information, as per the Account Manager section the Supplier can either select the

LI Sama % 0w button, if the Account Manager and the Accounting Officer are the same
person, however, should these roles be held by different people then Section 4 must be
completed in full.

Contact Detalls for the Accounting Office

Same a8 Orden

R i WA fae nanog Lasl Nama 1500560
Dasgraton

Telsphone Area Code o1 Telephone 257164 Mobils e

Fax Amse Code 0 Fax 3203840 Email* patrick rakumakoves ec.z8

Note Section 4 and 5 are only applicable for local (South African) suppliers.

Screenshot 10: Section 4 — Company Information (local suppliers only)
The section below is to be completed by the Supplier must ensure that all the information
provided is correct.

Section 4: To be completed by Local Suppliers caly

Company Regiswation Namder / idantity Number (If an incivoual)*

Is your comparty VAT Registerad? Yes

o

Last Financial Year Anrual Tumover Range

<R5 Minon

RS - R35 Mikon

> R35 Miion
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Screenshot 11: Section 5 — B-BBEE Information (local suppliers only)

This section is to be completed by the Supplier, ensuring that all sections are completed.

Section 5: BBBEE Ownership Oetasis « To be comp d by Local Suppiters only

Does your company have a SANAS APPROVED BBBEE * Yes B8BEE Cantying A | v
ceficaa?* No Agency*

Fleate 3ta cradcam of Evemptan ket

% Biack Ownarship® 50.0 % Black woman 250 * Disabied parsonis ownersip®

ownership*

v Expry deta of your cartifcation™

How many personnel Joas he firm Permanent* 1 Fan e
ﬁr"c-cy'.‘

Screenshot 12: Section 6 — Trade References

The section below is to be completed with current Trade References. The Supplier must ensure
that all contact information is correct.

Section 6: Trade References - Local & International
Company Contact Ferson Contact Number Contact Emal

Ihathiusgo rathews 0725204858 pavick. ravuanatofivils ac ra

Screenshot 13: Section 7 — Duly Authorised Signatory

This section is to be completed by the individual that is duly authorised to sign and supply the
requested information for the respective Company/Organisation. The authorised signatories
name is to be completed in full.

Section 7: Duly Authorised To Sign For And On Behalt Of Company / Organisation
{ warrant miat { have beoan culy ashoriaed 1o sipn shvs Gocament an Sahalf of st Sapaiier and Mo Segpiler will be Bound By Me sarms above | warrant Mmat mre abovementoned infarmanon /s curenr sndg

conpirte i evevy respect
Nama* satnca Cesignation

Signature Tick here 1o acknowiedge that the abovementionsd Information is curment and complets In avary respact Daze

'

Screenshot 14: Section 8 — Declaration of Interest

The Supplier must complete the “Declaration of Conflict of Interest section”. The Supplier is
to declare any relationship between themselves and the University prior to submitting the
application form.
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Section 8: Declaration of interest by a Supplier Wishing To Conduct Business with Wiz

ANy PIrson may apply 1o Decoms a Supplisr of Wits. The University requirad il dsciosura from you. Failurg 1o da 50 5 a material breach of any contract you may be awarted by the
University. Full dstiosure should take into accourt whether thers i » relstionship between yourself of any of you employses ar sharsholders or amyoody else that msy be connecied to
YoU ang iha Universly and'or 15 ampioyees (0 sharehaidsr, owner, famiy, enc or other rsiationship)

| ACing on behal of Te Applcant. ceclans as olows
The Agpicant has no current. and | know of no future possible canfict of interest in the Applicant becoming & Suppier 1 the University

! The folloming guestionnaire must be compledod an beha of the Applicant and submied with the appication

1.1 Does Me applicant hiave an existing reationshin with the Unieersity7* s No Yea
1.2 15 the appicant or any parsen connectad wih e Applicant empioysd by Wits?* » Ne Yes
1.2 Doas the Applicant. or any person cormeciad with the Appiicant, have any relationship {family. friend or ather) with a parson employed by Wits and who . No Yes

My be Involvad With the susiuation andior sdudication of ths application?*

Declaration
| warrant that | have been Jhily sctherzs 1o sign Mis document on Schat! of Mie Scpplier and e Sopplier wil! Be Bcund By the termva above | warran? Mmat #he sbovemantioned Mformaticn Ja current and
complafe M every reapect

Name® patrick Designatian

Signsiure ¥ Tick here 15 scknowledge that the sbave mentioned information i current and compiede n every respect Dete 20140311 1115

Screenshot 15: Section 9 - Independent contractor & Personal Services
Questionnaire

The purpose of the questionnaire is to assist the University in determining whether or not PAYE
(Pay as You Earn Tax) should be deducted off your payments. This information may be
forwarded to the relevant authorities.

Section S Independent contractor & Fersonal Services Questioonase
Tha pxnpose OF INE QUESSONNGTR S 10 ASSEST (N0 LANVETSITY 0 ONIIRoWniog ey OoF 207 PAYE SA0ukd De 0eaucing OfF your peywsants. Tas informanan svay Do forwanind (o i
TWeVan: Ainhontes

Full name of
Enty ( incivicual*

Univessty Staly v 1D Nurrer (
Number (if Passpon Numboe*
applcabie)

Country of Orgn*

Type of Person* Natura Legs

Type of Entity* Chase Cotpocalion Compaty Trass Fannsrship Ary Other

Name of member
CC { Company
Sharehoiders (f
3pphcaie)

incomme Tax
Reéferance Numbes*

VAT Regairation
Number (If
fegissred for VAT)

Naturs of Service %0
fe recderec*

Frequency of Once ON Dasy Weeskly Moty Othes
paymEniirvoicng
method)*

Top section of form for Section 9
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Screenshot 16: Middle section of form for Section 9

yeoar of assessment

excioding

more man 804
the Income from
WS Ly '\"")'W’ J

no, pleass Bl n aad
A

agree 1o ihe amoave

boilow*

Ase you in

Screenshot 18: Section 9 — Declaration

The Supplier must complete the Declaration section. The Supplier is to acknowledge that the
information contained in the form is true and correct. The Supplier must also declare under
oath that 80% of income is not generated from The University of the Witwatersrand.
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Declaration
The ied as an Independen Cont not
1 1o SARS to confnm the action
Name* Designaton
Sgranee Tk here 1o acknowiodge that the nformation contained herem & ue ankt comec Dale 14.0%511 11 14
AMidavn
| heredy deciare under oas that / 00 Aar genesie mare than 202 of my Mcome frowe The Unnvansiy of the Wiawanerseang
Name* Uesonaton
Sgnatse Tick here (0 Geclare under oxth that BO% of incaome 5 not generated om The Linkersity Date 08 1
ne Whwatersrand
OClosa Supphies Form

Submitting the Application Form

Once the Supplier has completed all the mandatory fields and the form has been authorised for
submission the Supplier can then select the Submit Supplier form button. Once the Suppliers
application has been submitted an Email will be sent to the relevant Buyer for further vetting.

If you require further assistance, please email your Wits contact person or email
help.procurement@wits.ac.za


mailto:help.procurement@wits.ac.za

