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 Steps for Supplier Registration:  

- Invitation sent by buyer or ADP. 

- Supplier will need to open the 

email and click on the link to 

navigate to OpenInvoice 

registration wizard. 

 

www.openinvoice.com  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Supplier enter/verify:  

- Legal Company Name 

- Company Contact Email 
 

 Select „Next‟. 

 

 

 
 

 

http://www.openinvoice.com/
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 Verify company 

- If already registered, they may 

choose company name, then 

click next. 

- If company not in on the list, 

click „My company is not on 

this list‟ and click „Next‟. 
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 Enter/verify company address and 

contact information (all highlighted 

fields are mandatory). 

 

 Select „Next‟. 
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 Review information as entered, click 

„Continue‟ or previous if changes 

need to be made. 
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 Enter unique security question and 

answer. 

 

 Select „Submit‟. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Welcome message, Click „Next‟. 
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 Supplier site (location) setup.  To 

set up additional locations, select 

„Yes‟ and click „Next‟. If only one 

site (location) applicable, select No 

and click „Next‟.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 If selected „Yes‟:  

- Enter Site (location) details 

(yellow fields are mandatory).  

Optionally select “same as” to 

copy details of alternate site 

address/set-up details. 

 

 Select „Submit‟. 
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 New site will appear in list.  If 

finished adding sites (locations), 

click „No‟, then „Next‟.  If would like 

to add additional, choose „Yes‟ and 

repeat steps above. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Set up taxes.  Select „Yes‟, then 

„Next‟. 
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 Select country, applicable site(s).  

 

 Click „Enable Tax‟. Enter tax 

number.  

 

 Select „Submit‟. 
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 Tax information will appear, select 

No if no further information needed, 

then „Next‟.  If would like to add 

additional, choose „Yes‟ and repeat 

steps above. 

 

 

 

 

 

 

 

 

 

 

 

 Set up products/services.  This can 

be done individually or by template 

(help available by clicking on the 

blue hyperlink). 
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 Add One by One, enter details, 

select „Submit‟ or „Add Another‟. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Product/Services entered will 

appear in list.  If would like to add 

additional, choose „Yes‟, choose 

type of entry and repeat steps 

above. 

 

 If finished, select „Next‟. 
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 Add other users.  Choose „Yes‟ to 

add, choose „No‟ and „Next‟ if 

finished. 
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 If selected „Yes‟:  

- Enter employee details (yellow 

fields are mandatory).  Choose 

„Submit‟ if finished or „Add 

Another’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 The new record will appear in the 

list, if finished adding, select „No‟ 

and then „Next‟ to continue. 
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 Assign users to Sites (locations).  

Select „Yes‟ to modify setting or 

„No‟ and „Next‟ to continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 If modification needed, choose site 

(location) that you would like user 

to view.   

 

 When complete, select „Submit‟. 
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 Supplier‟s registration is complete! 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Email will be sent to ADP or Buyer 

Contact to alert status of supplier 

registration. 
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 Email alert will be sent to supplier 

upon completion.  

 

 

 

 

 

 

 

 

 

NEXT STEPS 

 

 

 Upon completion of the Supplier 

Self Registration, ADP support team 

will verify supplier and alert Buyer 

to enable the supplier.  

 

 Once Supplier has completed self 

registration, is verified by ADP, and 

training is scheduled/completed, 

the buyer will enable the supplier 

company to transact electronically. 
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Notes: 


