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Actual Vendors View of New Master Vendor Set-up

STEP BY STEP Instructions for Vendor Set-up
This job aid will walk through the steps a Vendor will need to complete in order to be added as a new Best Buy (BBY)vendor.

After the Vendor Set-up form is kicked off, the Vendor will receive a system generated email from Best Buy. 

Initial Email example:

Email attachment: 
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Step 1: Select the link “create temporary password”. You will be directed to create a temporary password for the vendor 
set-up form. This password reset link can only be used once. If you get an error message, go back to the initial email and 
follow the instructions. 

Once you select Reset Password, the below will appear on the page. Close the screen. 

Shortly after, you will receive an email that the temporary password step was completed. Go back to the initial email. 
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Step 2: Log in Using Chrome. If you have issue with the url, copy and paste the Vendor Set-up URL into Incognito
(using Chrome).

Select the link “Vendor Set-up Form” in the initial email. You will be directly to Vendor Identity Login. Type or copy and 
paste the TID into the Username field and the Temporary Password into the Password field. Select “Sign In”. 

If you forgot your password do not select Forgot Password on this page. Go back to the initial email and follow 
steps on who to contact. 

Important to know: 
The Temporary Password you created and Vendor Set-up form link are valid for 3 weeks. Vendor Set-up forms not
submitted in full before they expire will need to be canceled and a new set-up form will need to be kicked off including 
new New Logins and New URLs. Temporary logins can not be retriggered. Once it expires it is no longer available.

If you forgot yout Temporary Password or have issues go back to the intial email and follow the steps in the email. 
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The vendor will be directed to the Vendor Onboarding landing page. 

High level steps for Partner Set-up 

Partner Set-up form, BBY 
Contacts, Action Items
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How to read the onboarding landing page: 
o Green box: vendor name on the set-up form entered by the BBY Merchant
o Red box: BBY contacts.  If questions, contact your BBY Merchant.  
o Black box: (Click here) department and class this set-up is for
o Purple box: (Complete Set-Up Form) select to launch the vendor set-up form
o Orange box: (Action items for All Partners) steps needed by all vendors 
o Blue Box: (Additional Action Items for SDF Partner) steps needed by SDF Vendors
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Example of Click here (Black box). Select X to close the box

Launch the Vendor Set-Up form 
To access the vendor set-up form, select “Complete Set-Up form” (purple box)

If “Complete Set-Up form” is missing, copy and paste the Vendor Set-up URL into Incognito (using Chrome)
If you still have issues, contact Merchant Support

Important items to know about the vendor set-up form: 
Vendor must use CHROME when filling out the set-up form
Vendor set-up forms are valid for 3 weeks and unique to each set-up request
If you forget your temporary password, contact Merchant Support
The form will autosave ever minute
Select Submit to send the information back to BBY
You must fill out the required (*) fields before you can move to the next page

Log out of the Vendor Set-up Form or Continue filling out the Form
At the bottom of each page on the set-up you can select Previous, Next or Submit. 

Next the form will go to the next page if you have all required fields for the page completed
Previous will bring you to the previous page
Submit will send the information to BBY
Log Out via Profile you will need to use the original email to log back into the Partner Portal site
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Error message: If you receive the below error message log out and log back in to ensure your data does not get lost.  

Error Message:  If you receive the below error message you must click “Extend” to continue to input data and for it to be 
saved. If you do not click “Extend” any further input will be lost (not saved).

VENDOR SET-UP FORM:  
Page 1 – General Information

You are required to accept: EDI, EFT and PDM. 
o Select Click here to see high level information about EDI, EFT and PDM

Under Company Information you will be asked about the Legal Company Name, Legal Entity Organized under 
US or Non-US Law, Legal Company Address and Legal Entity Type. Refer to your W9 or W8BEN for this 
information. 
  

o Legal Company Name: Legal Name you are organized under by the IRS
o Legal Entity Organized Under US or Non-US: Select US or Non-US based on your W9/W8BEN
o Legal Company Address: address listed on the W9/ W8BEN 
o Legal entity type: filing type on the W9/ W8BEN (e.g. Incorporated, LLC, etc.)

The Vendor Set-Up Form will not move forward if a Global Location Number (GLN) and Name is not filled in. 
Please have this number available before you complete the online form.  *If you do not have a GLN follow the 
steps on this page to create one. https://partners.bestbuy.com/-/vendor-performance-and-operation-standards

NOTE: If your legal information, GLN Name and/or GLN Number are incorrect it will delay the vendor set-up.  It could 
also cause the set-up to be canceled and start over.  If contacted regarding your GLN reply back timely to not delay set-
up. 
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Select + sign to add additional subsidiaries / 
- to remove
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Select Next to go to the next page 
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Page 2 – Payment Address Information
Fill in the company payment information. If it is the same as the company information check Same as Company Information. The 
address block will collapse. The form will send the address used on the company information back to BBY to be used for option this 
is selected at.  Select Next to go to the next page. Select Previous to go back to the previous page. 

To go back to the previous page, select Previous. To go to the Next Page, select “Next”. 
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Page 3 – Accounts Receivable Information
Fill in the company’s A/R Contact information.  If it is the same as the company information check Same as Company Information. 
Select Next to go to the next page.  Select Previous to go back to the previous page.  
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Page 4 – EDI & GLN Information
Enter the EDI and GLN information.  If it is the same as the company information check Same as Company Information. If there is no 
EDI information use “NA” for first and last name, Company Corporate phone for phone numbers, and na@na.com for email 
addresses.  Select Next to go to the next page.  Select Previous to go back to the previous page.

GLN Name and Number are Required fields.  If you don’t have one go back to the link in this job aid and request one.  GLN Name 
must match the legal name.  If it doesn’t match you will receive an email asking for additional details, if needed. 
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Page 5 – Return Information Returns can only be shipped in the US 
Best Buy Agreements with the vendor dictate how vendor defective and overstock product is returned to the vendor from our 
Return Centers. However, the vendors primary return contact and address is required to complete your vendor onboarding. The 
returns address must be in the United States. Select Next to go to the next page.  Select Previous to go back to the previous page.

Ship to Name:  Must be Vendors Legal Name
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Page 6 – Bank Information
Provide bank information. You will receive an error if you input ampersand (&), you will need to type the word AND.  Select Next to 
go to the next page.  Select Previous to go back to the previous page.
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Page 7 – Carrier Returns Information – Carrier Information for eligible returns
Best Buy Requires carrier information to be on file for eligible returns including, but not exclusive to defective goods, product recalls, 
or vendor requested send backs. Please input your current carrier information. For carrier types that you are not currently using 
input NA for the vendor account #, carrier name, and the contact first and last name. Input 10 nines without the dashes in the phone 
number fields. Best Buy Agreements with a vendor dictate how customer returns are returned to vendor from our Return Centers. 
Select Next to go to the next page.
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Page 8 – Vendor Financial Information
This information is required for Best Buy to perform a background check on your company prior to setting you up as a vendor. Trade 
References are also called Credit References. Business that you, the vendor currently pays for services and does business with that 
report to Dun & Bradstreet. If a field does not pertain to your company enter the data as follows: NA for the Audit Firm and Trade 
Reference Name(s), input NA for the contact first and last name(s), input NA@NA.com for the email address, and 10 nines without 
the dashes in the fax number and phone number fields. You will receive an error if you input ampersand (&), you will need to type 
the word AND.  Select Next to go to the next page.  Select Previous to go back to the previous page.
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Page 9 – Vendor Financial Information
This is additional information required for AP to conduct their financial background review. Ensure you provide an accurate Dunn 
and Bradstreet (D&B) number, or it will delay the vendor onboarding. Select Previous to go back to the previous page.

You must select “Submit” to send the completed form to Best Buy. If you do not, your vendor onboarding will not move forward. 
Once you select submit your screen should update with “In Progress”.  If you do not see this screen, please login to your original 
vendor set-up email and check for missing data.  

Once you select Submit you cannot make changes.  Make sure information is accurate before you select Submit. 

New: W9/W8-BEN is required before the set-up will be approved by Supplier Add Change.  

Next:  Send W9/W8-BEN to SupplierAdd_Change@bestbuy.com
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Additional Return page (If Set-up for Multiple Departments)
If the vendor set-up has multiple departments the vendor will be prompted to provide a second address after they select submit on 
page 9.  The return address they entered on page 5 (Returns Information) will pre-populate but can be modified by the vendor.   
Select Submit once you are done. This will send the form to BBY for review.

Note:  When on the 2nd returns page there is no way to go back and change the first 9 pages of information.  
If the users make changes and gets kicked out before they select submit changes will not save
This page does NOT autosave and there is no save option. 

Best Buy Agreements with the vendor dictate how vendor defective and overstock product is returned to the vendor from our 
Return Centers. However, the vendors primary return contact and address is required to complete your vendor onboarding. The 
returns address must be in the United States. 

Ship to Name:  Must be Vendors Legal Name
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NOTE: Once you select submit, you cannot go back and make changes. You will be brought back to the vendor onboarding page.  
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Vendor Set-up Form Status Change on PP site (No action needed)

After you submit the form, the screen will update to In Progress. 

If you refresh or log out and log back in the form will change to Complete.  This means the form has been submitted to BBY. If you 
do not see Completed after you refresh please contact Merchant Support.
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Vendor Approved Email - New Master Vendor Receives the Following Email with Action Items.  
Once you have passed the financial review, you will receive a second system generated email with specific next steps to be 
completed before obtaining your vendor number.  Please carefully review this email and complete the required items. 

Vendor Set-up is Complete - Welcome Vendor Email with Vendor Number and final Steps is sent to the Vendor.  

An email is also sent to the Vendor with their new Purchase Order (aka Retek) and Oracle numbers.  If the Vendor is NEW they will 
be added to the BBY Security (VIAM) via an overnight process. In addition, they will receive additional emails from BBY Security with 
next steps. 
If Vendor is a New Business Model (with the same GLN) the new Vendor Number will be added to BBY Security (VIAM) via the nightly 
batch run. Vendors can then add skus.  Once the sku set-up is complete and your VPA is in Complete Status you can place orders.     

New to BBY and NEW GLN FINAL SECURITY EMAIL – PDM and other system access

All system generated emails are send to the Vendor Contact on the Set-Up form. The vendor will receive the Welcome Email the 
day before they receive the Vendor Security Email. The vendor will receive 2 Security Emails within minutes of each other. In 
addition to 2 more emails once they complete steps.  (A total of 4 to set-up the VSA). If the Vendor does not receive the below
email they need to go back to the “Welcome email” and follow the instructions on how to obtain VSA access. 

If the set-up is NEW To BBY or a NEW Business Model set-up with a NEW GLN (under an existing Super) the vendor will receive the 
below emails from Vendor Security.  

If this is an Existing Vendor with a New Business Model (Same GLN) the Vendor Number will be added to VIAM via the nightly batch 
run, they will not receive the below emails. 

1st Email provides the Vendor contact with the Temporary VSA access and a Link to create a Password to obtain Permanent VSA 
access. 



Last updated: 3/31/2025
© Best Buy Co., Inc. 

All information confidential and property of Best Buy Co., Inc.  

ACTUAL VENDORS VIEW OF NEW MASTER VENDOR SET-UP

23

2nd Email tells the Vendor they have been added to the Portal as a Temporary VSA and next steps to get Permanent VSA access.

3rd Email: Below email stated the user now have Permanent VSA access. They will receive once more step after this. 

4th email: Below is part of the Permanent VSA registration. The user who is given Permanent access will receive the below and need 
to follow steps. Now the user can request access to systems and set-up skus. 



Last updated: 3/31/2025
© Best Buy Co., Inc. 

All information confidential and property of Best Buy Co., Inc.  

ACTUAL VENDORS VIEW OF NEW MASTER VENDOR SET-UP

24


