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Supplier Change Request – Account Login 

Effective immediately, Florida International University (FIU) has implemented Knowledge Based 
&Two-Factor Authentication (2FA) to further secure supplier data. 

Two-factor authentication is a security process that requires you to provide 2 different types of 
information to verify you when logging into an account.  

When you login to the FIU Supplier portal, you will first enter your Supplier ID and password. Then you 
will enter the temporary code given from the Google Authenticator app in the Supplier portal.   

If you have not yet completed the 2FA process, please follow the instructions in the Two Factor 
Authentication section below to create and link your authentication account.  

Suppliers can now login to make changes/updates to their supplier profiles from the Supplier Portal . 

 

Click on Supplier Account Login and sign in using your User ID (Starts with “SUP”) and your 
password.  

 

Reset your Password 
If you do not remember your password, click on Forgot password.   
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Enter your Primary Email and click on Email New Password. (A new password will be emailed to you)  

 

If you do not know your Supplier ID and/or the email address that is on file, please contact the 
vendors team at vendors@fiu.edu . 

 

 

Enter your User ID and click  Continue .   
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Instructions for Two Factor Authentication (2FA)
1. Upon successful validation of username and password, at the first

will be asked to activate 
one-time step.  After the initial 2FA setup, the supplier will only need
the Google Authentication app at each sign

 

 
2. A QR code will be provided after username and password have been validated

portal. 
A QR Code will be provided for suppliers 
Authenticator app once installed.

 
3. Install the Google Authenticator application

 After the application has been installed, suppliers 

Instructions for Two Factor Authentication (2FA) 
Upon successful validation of username and password, at the first-time login in, Suppliers 

to activate Google Authenticator (if they have not already done so). This is a 
After the initial 2FA setup, the supplier will only need to enter the code from 

the Google Authentication app at each sign-in. 

 

A QR code will be provided after username and password have been validated

will be provided for suppliers to link their FIU account with 
app once installed. 

 

Google Authenticator application on your mobile.  

 

After the application has been installed, suppliers must: 
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time login in, Suppliers 
(if they have not already done so). This is a 

to enter the code from 

A QR code will be provided after username and password have been validated in the supplier 

to link their FIU account with the Google 
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a. Open the application 
b. Click on Add a code or click on the Plus sign at the bottom right 

 

 

c. Click on ‘Scan a QR Code’ and take a picture of the QR code on the Supplier Portal 
(page 16 above).  Below is a screenshot of what appears on the Supplier portal:

 
4. After QR code is scanned Suppliers will have 

The app will provide a 6

 
 
5. The supplier will enter th

page in the section provided.

For Knowledge Based Authentication, suppliers are also now required to enter a minimum of 3 
distinct security questions with answers.

Open the application  
Click on Add a code or click on the Plus sign at the bottom right corner 

 

 
Click on ‘Scan a QR Code’ and take a picture of the QR code on the Supplier Portal 
(page 16 above).  Below is a screenshot of what appears on the Supplier portal:

 

After QR code is scanned Suppliers will have an account created in Google 
will provide a 6-digit number that will change every 30 seconds.   

The supplier will enter the code provided by Google Authenticator on the Supplier Portal 
in the section provided. 

 

ased Authentication, suppliers are also now required to enter a minimum of 3 
distinct security questions with answers. 
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corner of the page 

Click on ‘Scan a QR Code’ and take a picture of the QR code on the Supplier Portal 
(page 16 above).  Below is a screenshot of what appears on the Supplier portal: 

account created in Google Authenticator.  
 

provided by Google Authenticator on the Supplier Portal 

ased Authentication, suppliers are also now required to enter a minimum of 3 
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This information will be used as an extra layer of security during login, password recovery or account 
verification.   

After the initial two-factor authentication setup, the supplier will only need to enter the code from the 
Google Authenticator app at each sign

Initiating Supplier Change 

After logging in, click on the Initiate Supplier Change 

This information will be used as an extra layer of security during login, password recovery or account 

factor authentication setup, the supplier will only need to enter the code from the 
Google Authenticator app at each sign-in. 

 

Initiate Supplier Change tab. 
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This information will be used as an extra layer of security during login, password recovery or account 

 

factor authentication setup, the supplier will only need to enter the code from the 
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Company Profile Changes 
In the Company Profile tab, Suppliers can update their Company URL, Primary Company Email, 
Government Classification, NAICS and NIGP Codes as well as Profile Questions.  

 
 

tab, Suppliers can update their Company URL, Primary Company Email, 
Government Classification, NAICS and NIGP Codes as well as Profile Questions.  
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tab, Suppliers can update their Company URL, Primary Company Email, 

 



Revised September 2025 

 
 

A new attachment is required before proceeding to the next step

Once you have completed this section click 

Company Contact Changes 
In the Contacts tab, suppliers can edit or add contact information to their supplier profile. 

A new attachment is required before proceeding to the next step 

Once you have completed this section click Next 

tab, suppliers can edit or add contact information to their supplier profile. 
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tab, suppliers can edit or add contact information to their supplier profile.  
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To edit the current contact, click on the edit icon. 

Make edits as necessary and click OK

To edit the current contact, click on the edit icon.  

OK to proceed.  
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To add a new contact, click on Add New Contact

Enter the contact information and/or phone number and click 

 

Add New Contact.  

Enter the contact information and/or phone number and click OK to proceed.  
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Click Next to continue. 

Company Address Changes 
In the Payment & Location Profile 
their payment methods for their profile. Click on edit to change the address/payment of a specific 
location. 

Payment & Location Profile tab, suppliers can edit/add addresses, phone numbers and update 
their payment methods for their profile. Click on edit to change the address/payment of a specific 
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tab, suppliers can edit/add addresses, phone numbers and update 
their payment methods for their profile. Click on edit to change the address/payment of a specific 
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Please note: When adding/changing an address, you will be required to attach a signed and up
W9 in the Payment & Location Profile
signed and dated and that the information on W9 matches the information on your supplie

ng an address, you will be required to attach a signed and up
Payment & Location Profile tab. To avoid delays, please confirm that the submitted W9 is 

signed and dated and that the information on W9 matches the information on your supplie
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ng an address, you will be required to attach a signed and up-to-date 
tab. To avoid delays, please confirm that the submitted W9 is 

signed and dated and that the information on W9 matches the information on your supplier profile. 
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To edit an existing address, click on the 

 

 

To edit an existing address, click on the Edit Existing Address button.   
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Click on the Edit icon for the address you want to update.

Make edits as necessary and click OK

icon for the address you want to update. 

OK to proceed. Click on OK again once all the edits are made.
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again once all the edits are made. 
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To add a new address, click on Add New Address

 

Enter the new address and/or phone number and click 

 

 

 
 

 

 

 

Add New Address.   

Enter the new address and/or phone number and click OK to proceed.  
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You can assign this new address to Invoicing, Remitting, and/or Ordering by clicking on the 

Different Address. 

 

 The added address can be selected. Once you select the new address click 

 

 

Company Payment Changes 
In the Payment and Location Profile 
location. To edit current payment/banking information select the 

 

You can assign this new address to Invoicing, Remitting, and/or Ordering by clicking on the 

The added address can be selected. Once you select the new address click OK. 

Payment and Location Profile tab the supplier can update their payment information based on the 
location. To edit current payment/banking information select the Edit icon. 

25 

You can assign this new address to Invoicing, Remitting, and/or Ordering by clicking on the Select a 

tab the supplier can update their payment information based on the 
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Here the supplier can update their payment information.

 

 

 

 

 

 

 

 

 

Here the supplier can update their payment information. 
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Suppliers can enter/edit their payment advice email address in 

 

 

 

 

 

 

 

 

 

Suppliers can enter/edit their payment advice email address in Payment Notification Preferences
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Payment Notification Preferences. 
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Suppliers can also edit Payment Preferences 
Payment Method drop down menu.  (
different). 

 

To update/change supplier banking account information, click on the edit icon. 

 

 

 

 

Payment Preferences by selecting either Single Use Account or EFT in the 
Payment Method drop down menu.  (Note: depending on the supplier’s classification the options may be 

 

To update/change supplier banking account information, click on the edit icon.  
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by selecting either Single Use Account or EFT in the 
the supplier’s classification the options may be 
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Here the supplier can put in their banking information.

 

Enter updated Bank ID (Routing Number) and Bank Account Number, click 

 

 

 
Reminder: When adding/changing an address, you will be required to attach a signed and up
here in the Payment and Location Profile 
signed and dated and that the information on W9 matches the information on your supplier profile.

 

Here the supplier can put in their banking information. 

Enter updated Bank ID (Routing Number) and Bank Account Number, click OK to proceed. 

: When adding/changing an address, you will be required to attach a signed and up
Payment and Location Profile tab. To avoid delays, please confirm that the submitted W9 is 

signed and dated and that the information on W9 matches the information on your supplier profile.
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to proceed.  

: When adding/changing an address, you will be required to attach a signed and up-to-date W9 
ease confirm that the submitted W9 is 

signed and dated and that the information on W9 matches the information on your supplier profile. 
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After all Payment and Location Profile

Click Next to continue.   

Payment and Location Profile updates/changes have been made, click OK to proceed.
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to proceed.
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Compliance Questions 

The supplier will need to confirm the following statements below to ensure they are following FIU’s 
policies and procedures. After confirming these statements click 

 

Review and Submit Changes 
In the Submit tab, suppliers can review updates/changes and make additional comments regarding the 
changes made.  

The supplier will need to confirm the following statements below to ensure they are following FIU’s 
policies and procedures. After confirming these statements click Next. 

review updates/changes and make additional comments regarding the 
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The supplier will need to confirm the following statements below to ensure they are following FIU’s 

 

review updates/changes and make additional comments regarding the 
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To review the changes made, click Review.Review. 
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Verify the updates/changes made and click 

 

Verify the updates/changes made and click Return to proceed.   
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If all updates/changes are correct, make sure to check the agreement then click 
 

If the supplier updates the bank account information, supplier must attach a document and respond to the 
security questions before submitting the SCR.

 

If all updates/changes are correct, make sure to check the agreement then click Submit.  

If the supplier updates the bank account information, supplier must attach a document and respond to the 
security questions before submitting the SCR. 

34 

.   

 

If the supplier updates the bank account information, supplier must attach a document and respond to the 
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You have successfully submitted your change request and will be notified when your changes have been 
approved.   

 
 

 

 

You have successfully submitted your change request and will be notified when your changes have been 
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You have successfully submitted your change request and will be notified when your changes have been 


