
Dean	
  Foods	
  Supplier	
  Registra3on	
  
Instruc3ons	
  &	
  Frequently	
  Asked	
  Ques3ons	
  (FAQ)

Welcome	
  to	
  the	
  Dean	
  Foods	
  Supplier	
  Registra7on	
  process.	
  	
  This	
  tool	
  is	
  being	
  used	
  to	
  gather	
  and	
  
warehouse	
  supplier	
  informa7on	
  by	
  the	
  Procurement	
  Department	
  for	
  those	
  companies	
  who	
  are	
  
interested	
  in	
  doing	
  business	
  with	
  Dean	
  Foods.	
  	
  

The	
  following	
  instruc7ons	
  will	
  guide	
  you	
  through	
  the	
  registra7on	
  process	
  such	
  that	
  our	
  Procurement	
  
team	
  will	
  have	
  access	
  to	
  your	
  company’s	
  contact	
  informa7on.

When	
  you	
  select	
  the	
  URL	
  on	
  the	
  Registra7on	
  Checklist	
  page	
  you	
  will	
  see	
  the	
  following	
  screen.	
  	
  Complete	
  
as	
  much	
  informa7on	
  as	
  possible	
  about	
  your	
  company.	
  	
  Fields	
  marked	
  with	
  a	
  red	
  asterisk	
  are	
  required.



The	
  page	
  will	
  con7nue	
  by	
  scrolling	
  down	
  in	
  your	
  screen.	
  	
  In	
  addi7on	
  to	
  providing	
  informa7on	
  about	
  your	
  
company	
  loca7ons,	
  you	
  can	
  provide	
  remit	
  to	
  and	
  tax	
  informa7on	
  that	
  can	
  be	
  transferred	
  to	
  our	
  Payables 	
  
department.

Business	
  Classifica7on	
  and	
  ALributes	
  are	
  groups	
  of	
  fields	
  where	
  you	
  can	
  provide	
  addi7onal	
  informa7on	
  
about	
  your	
  company.	
  	
  They	
  are	
  not	
  required,	
  but	
  will	
  be	
  helpful	
  for	
  the	
  Procurement	
  group	
  to	
  have	
  a	
  
beLer	
  awareness	
  of	
  our	
  suppliers’	
  capabili7es	
  and	
  any	
  organiza7onal	
  dis7nc7ons	
  that	
  may	
  apply.

Finally,	
  be	
  sure	
  to	
  select	
  “Save”	
  in	
  order	
  to	
  complete	
  the	
  process.	
  	
  If	
  you	
  do	
  not	
  select	
  “Save”	
  the	
  data	
  
will	
  not	
  be	
  captured	
  and	
  not	
  record	
  will	
  be	
  generated.

Alterna7vely,	
  if	
  you	
  choose	
  to	
  not	
  complete	
  the	
  task	
  you	
  may	
  “Cancel”	
  at	
  any	
  7me	
  and	
  restart	
  the	
  
process	
  at	
  a	
  later	
  7me.



Frequently	
  Asked	
  Ques3ons

Q.	
   Once	
  I	
  register	
  in	
  this	
  tool	
  when	
  can	
  I	
  expect	
  to	
  hear	
  back	
  from	
  your	
  company?
A.	
   As	
  soon	
  as	
  your	
  registra7on	
  has	
  been	
  approved	
  you	
  will	
  receive	
  an	
  email.	
  	
  Following	
  that,	
  
response	
  will	
  depend	
  on	
  the	
  7ming	
  of	
  the	
  next	
  opportunity	
  for	
  the	
  product/service	
  category	
  that	
  your	
  
company	
  is	
  registering	
  for.	
  	
  The	
  more	
  complete	
  your	
  informa7on	
  is,	
  the	
  beLer	
  prepared	
  we	
  will	
  be	
  to	
  
include	
  you	
  in	
  a	
  sourcing	
  ac7vity.	
  	
  Please	
  be	
  pa7ent	
  for	
  us	
  to	
  contact	
  you.	
  	
  Also,	
  you	
  will	
  only	
  need	
  to	
  
register	
  once.

Q.	
   I	
  have	
  done	
  business	
  in	
  the	
  past	
  with	
  Dean	
  Foods	
  and/or	
  have	
  already	
  registered	
  in	
  the	
  Ariba/
Procuri	
  systems.	
  	
  Do	
  I	
  need	
  to	
  register	
  here	
  also?
A.	
   Yes.	
  	
  We	
  are	
  asking	
  suppliers	
  who	
  have	
  previously	
  done	
  business	
  or	
  registered	
  to	
  register	
  again	
  
in	
  this	
  system.	
  	
  There	
  are	
  some	
  different	
  fields	
  that	
  we	
  will	
  need	
  to	
  have	
  completed	
  in	
  order	
  for	
  your	
  
supplier	
  registra7on	
  successful	
  that	
  may	
  not	
  have	
  been	
  gathered	
  in	
  other	
  systems.

Q.	
   If	
  I	
  register	
  in	
  this	
  system	
  will	
  I	
  need	
  to	
  register	
  in	
  another	
  system?
A.	
   Registra7on	
  in	
  this	
  system	
  is	
  an	
  important	
  first	
  step	
  for	
  our	
  Procurement	
  team	
  to	
  become	
  aware	
  
of	
  your	
  company	
  and	
  to	
  evaluate	
  which	
  sourcing	
  ac7vi7es	
  are	
  appropriate.	
  	
  There	
  may	
  be	
  other	
  systems	
  
in	
  the	
  future	
  that	
  you	
  will	
  need	
  to	
  register	
  in	
  at	
  a	
  later	
  7me.



Q.	
   There	
  are	
  points	
  marked	
  with	
  red	
  asterisks.	
  	
  What	
  are	
  those	
  for?
A.	
   It	
  is	
  our	
  inten7on	
  to	
  gather	
  as	
  much	
  per7nent	
  informa7on	
  as	
  necessary	
  to	
  make	
  an	
  informed	
  
decision	
  as	
  to	
  which	
  sourcing	
  ac7vi7es	
  to	
  include	
  your	
  company	
  in.	
  	
  Therefore,	
  while	
  the	
  red	
  asterisks	
  
indicate	
  only	
  those	
  required	
  fields,	
  we	
  ask	
  that	
  you	
  complete	
  as	
  many	
  of	
  the	
  fields	
  as	
  possible.

Q.	
   Can	
  I	
  upload	
  addi7onal	
  materials	
  in	
  this	
  system?
A.	
   Yes.	
  	
  You	
  may	
  upload	
  files	
  and	
  also	
  aLach	
  your	
  company’s	
  web	
  site	
  to	
  your	
  submission.	
  	
  You	
  will	
  
find	
  those	
  icons	
  at	
  the	
  boLom	
  of	
  the	
  registra7on	
  form.	
  	
  

Q.	
   Can	
  I	
  register	
  mul7ple	
  people	
  at	
  my	
  company	
  in	
  the	
  system?
A.	
   Yes.	
  	
  Once	
  your	
  lead	
  contact	
  has	
  registered	
  they	
  will	
  receive	
  a	
  prompt	
  to	
  sign	
  into	
  the	
  system.	
  	
  
Addi7onal	
  contacts	
  can	
  be	
  added	
  from	
  this	
  point	
  by	
  selec7ng	
  “Managing	
  User	
  Accounts”.


