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Steps to Register as a Supplier

• Go to the ProcureOne login page:  https://procureone.fanniemae.com

• Click the New Supplier?/Register Now button
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Register as a Supplier

• On the page that opens, complete all required fields (those with a red vertical bar)
• Submit the form by clicking the Registration Request button at the bottom of the screen 
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Supplier Email Confirmation and Validation

• You will receive an email confirmation

Dear {First name/Last name},

Thank you for registering as a potential supplier in Fannie Mae ProcureOne. Registration in 
ProcureOne does not guarantee assignment of work. You will receive a separate message 
that includes your user account information.
Your registration number is "{reg_id}"

Best regards,

Fannie Mae
Corporate Procurement

Please note: This is an system generated email and does not receive replies. If you have 
any questions regarding this email, please email vendor_desk@fanniemae.com.
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Supplier Registration

• Return to the ProcureOne log in page  https://procureone.fanniemae.com
• Enter your User ID (email address) and the password you created during registration
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Accept Fannie Mae Terms and Conditions

• On the page that opens, check the box next to “I accept terms and conditions” then click the Validate 
box
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Update Your Supplier Information

To update the information in your supplier record in ProcureOne, first log in to ProcureOne
1) On the first page that opens, your Home Page, click Company Info and then My Company Information 

from the top menu
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Update Your Supplier Information

3) In the page that opens click the Main Info tab
4) Verify or update the information on this tab and click the Save button at the bottom right corner of the 

page
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Update Your Supplier Information

5) On the Additional Info tab, verify or update your information and click Save
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Update Your Supplier Information

6) On the Contacts tab, click a contact’s name to verify or update the information. You can also 
create new contacts by clicking Add a contact.  

Note:  To facilitate your company’s participation in RFXs, assign one of the contacts as the “Main 
RFx contact.” This person will receive RFX invitations by default. Do not assign more than one 
person to this role.

7) Save any updates to the Contacts tab by clicking Save
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Update Your Supplier Information

7) After you add a contact to your Supplier record, click the key icon        next to the contact name to 
create a new user log in.  

8) A window will pop up with an email invitation and a log-in link. Click Send Invitation to send the 
email.
Note:  The new contact must click the link and log in before accessing ProcureOne. 
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Update Your Supplier Information- Banking Information

9) Click the Banking Info tab.  Go to the Supplier email address for ACH payment confirmation: 
field and enter an email address to receive your payment information. 

10) Click the Add banking information button.
11) Complete all required fields (those with a red bar) then click Save and close.

Note:  Make sure to enter a valid ABA/routing number. If you don’t, an error message will appear    
and you will be unable to save the bank information.
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Update Your Supplier Information

12) Go to the Legal Documents tab. Upload Required Attachments, Certifications, Diversity 
Credentials or other attachments by clicking on the button for each attachment type.  A list of 
required documents is on Slide 15.
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Update Your Supplier Information

13) When uploading attachments, be sure to select the proper Document Type and Document 
Validity range.  The ProcureOne system will send update reminders before the documents expire.

14) If you are a Diverse Supplier, please attach your Diversity Certificate(s) in the Diversity Credentials 
section. This will flag your Diversity Type in the system.

15) If you have previously self-certified with Fannie Mae, please go to: 
http://www.fanniemae.com/resources/file/aboutus/pdf/self-certification.pdf 
and download the self-certification document.  Complete the required fields then upload the 
document to your Supplier record.
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List of Required Documents by Supplier Type

Required Document Corporate 
Suppliers Brokers Agents Contractor 

Suppliers Appraisers

Completed W9 form    

Insurance Certificate(s) 


Liability, Worker 
Comp, E&O



Third Party  Diversity Certification  or self-certification form, if 
applicable     

Broker License 

Broker/Agent License(s) 

Contractor License 

Appraiser License 

Direct Deposit Form    

Sample Invoice 

Voided Check / Bank Letter 

MLA 
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