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Departments may request a New Vendor to be set up by completing a form in the New Vendor 
Request system. Once the form is submitted, it will be sent to the vendor team for review. Once the 
new vendor has been set up, someone from the vendor team will contact you.  
 
Accuracy is important to prevent a delay in this process. You may contact the vendor team if you 
have any questions while entering the form at VendorTeamElp@ttuhsc.edu. 
 
Please note that all new Medical Practice Income Plan (MPIP) vendors will be set up with check 
bundling turned off. However, if you require check bundling for this new vendor, please contact the 
vendor team. 
 
The New Vendor Request system is available at https://aws03.ttuhsc.edu/VendorRequest. You may 
also access it from the Applications Development website’s Helpful Links for New Vendor Request 
(http://elpaso.ttuhsc.edu/fiscal/businessaffairs/applicationsdevelopment/apps.aspx) or the Contracts 
Department (http://elpaso.ttuhsc.edu/fiscal/contracting/) by selecting “Vendor Setup.” 
 
This document containing details about the New Vendor Request system is available by clicking on 
“Help” in the menu bar on the left side of the page and then clicking on the Vendor Request Help 
Manual. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
	
	
	
	
	

Click on “Help” 

Click here for “Manual” 
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Process	Outline:	
	
Enter	New	Vendor	Request	
	
When you first visit the New Vendor Request system site, you will be asked to sign in using your 
eRaider name and password. To enter a request, click on “Request Vendor” in the menu bar 
on the left side of the page. 
 
 
 

 
 
 
 
A New Vendor Request form will be displayed for the user to enter some required information, broken 
into the following three sections: 
 
 
General Information 
 
Mailing Address 
 
Comments 
 
 
You may contact the vendor team at VendorTeamElp@ttuhsc.edu with questions regarding the 
information requested in the New Vendor Request form displayed below: 
	

Click “Request Vendor” 
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Enter	the	type	of	vendor by	clicking	the	“Type”	drop-down	menu	and	clicking	on	your	
selection.	
 
(Note: You must enter the type and any field with a red asterisk * in front of it.  
 The required fields will change based on the type selected.) 
	
	
	
	
	
	
	
	
	
	

Click on drop-down 
arrow 

    New Vendor Request form 
  (to be completed by requestor)        
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Enter	the	required	fields	listed	below	for	ALL	vendor	types:	
• Type		
• Legal Name 
• Address 1 
• City 
• State 
• Zip 
• Phone 

 
(Note: Required fields will have an asterisk. Required fields vary based on the selected type.) 
 

 
	

Required fields for ALL types 
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Enter	the	following	required	fields	for	“Expense”	type 
 

• Tax ID No. (TIN) 
• File Upload (W9) 

 
(Note: A PDF file type extension (.pdf) is required for File Upload) 
 
 

 
 
After entering all fields required for the selected type and any additional optional fields, submit your 
request. This will generate an email to the vendor team.  

Clicking “Expense” requires entering  
                2 additional fields  
additional required fields 
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Click	“Submit	Request”	at	bottom	of	form.	
	

	
	
	                            	
                                          
 
 
 
 
 
 
 
 
 
 

Click “Submit Request” 

Click “OK” and an email with the 
New Vendor Request information 
entered will be sent to the vendor 
team. 
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There are two types of emails generated based on the selected type. 
 

• All types other than “MPIP Refunds” (non-MPIP Refunds) 
• MPIP Refunds 

 
Below is an example of a non-MPIP Refund, which happens to be an expense type. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

A required PDF file for expense 
type will be attached to the email. 

For a non-MPIP Refund, 
the type will be printed. 
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The following is an example of an MPIP Refunds request and the email that will be generated once 
the request is submitted. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Click “OK” and an email with the New 
Vendor Request information entered will 
be sent to the vendor team. 

Click “Submit Request” 
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Below is an example of an MPIP Refunds request and an example of the email it generates. 
 
 
 It will have “MPIP Refunds” as its header, but will not have 

an entry under Tax ID for its type. 


