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1. Log in to OneStop.  Note:  Submit a New Supplier Request when you were unsuccessful in locating the 
vendor. 

 

 
 

2. Ensure that you are on the Tools tab 
3. Click the Submit Vendor Request link.  

 
 
 

2. 

1. 

3. 
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4. Select the appropriate supplier category. 
5. Select the appropriate supplier type.  Note:  Based on these 2 selections, required fields will be 

identified by an asterisk * sign. 
6. Enter the supplier information for the request. 
7. Scroll down the page to complete the request. 

 

 
 

8. Before submitting the form, you have to select the verification radio button.  This indicates that you 
have complied with ECU policy by providing the company or person with a copy of SSN/FEIN 
Disclosure Statement (http://www.ecu.edu/cs-admin/purchasing/upload/MM_Disclosure_Statement.pdf).   

9. After entering all the supplier information, click the Submit button.  Note:  The request cannot be 
submitted until all required fields have been entered and verification has been selected.   

 
 
 
 

4. 

5. 

8. 

7. 

6. 

9. 
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10. Notice the message that: Your request has been received.  Thank you. 
11. If you have another supplier to request, repeat steps 5 - 8.  Otherwise you can close the browser for 

OneStop.  Note:  You will receive an email from Bridget Brown on the outcome of the request.  

10. 

11. 


