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E-SUPPLIER REGISTRATION PROCESS 

 
 
The eSupplier registration is a multi-step process.  Please follow the instructions below. 

 
1) Add the following email addresses to your list of non-spam emails if you have spam blocking protection. 

This will allow you to receive communications regarding E-Supplier. 
a. eSupplier@marriott.com 
b. MercuryWorkflowAdministator@marriott.com 
c. IS.Security.Services@Marriott.com  

  
2) Please send an email to Mercuryworkflowadministrator@marriott.com indicating your interest in joining the 

eSupplier program.  Please include the following information in your email: 
 

1. Company Name  
2. Requestor’s Name 
3. Email Address 
4. Telephone Number 
5. Date of Birth 
6. Vendor ID/ Vendor No.  –  
7. Check Number / ACH Trace Number / Payment Reference Number   - 
8. Check Date / Settlement Date / Payment Cleared Date 
9. Dollar Amount 

 
Note: For items 6 to 9, please refer to Attachment A for additional information. 
 

 

3) The Mercury Workflow Team (mercuryworkflowadministrator@marriott.com) will verify the information you 

supplied and reply by email with a terms and conditions document for your signature. (See Attachment 

B).  
 

4) You must sign and email the form back to MercuryWorkflowAdministrator@marriott.com.  
 

5) Once the signed agreement has been received, a request for access to the eSupplier website will be 
submitted on your behalf.  

 
6) If your request is approved, you will be assigned an Enterprise Identification code (EID).  This EID is used 

to access Marriott International’s intranet sites and business applications including the eSupplier website.   
 

7) Your EID and instructions on how to access the eSupplier website will be sent to you by email from by 
MercuryWorkflowAdministrator@marriott.com 
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Sample Check Remittance Advice: 

 

 
 
 

ACH/ Wire Remittance Advice: - 

 

Vendor ID/Payment Reference number/Payment date can be located in Payment Remittance Advice 

as shown in the below sample: 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Attachment A 
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           Signature:  ____________________________________ 

 

 E-Supplier User Terms and Conditions 

 

Terms of Use 

Copyright 2000, Marriott International, Inc. All rights reserved 

Marriott International, Inc. ("Marriott") grants you permission to use this Internet site 

subject to your agreement to abide by the following conditions: 

1. Purpose of Access. 

ESupplier.Marriott.com may only be used if you are an authorized Marriott supplier and 

have completed the registration process. ESupplier.Marriott.com is only to be used for 

authorized purposes of Marriott, and may not be used for the benefit of any third party or 

individual without the express prior written consent of Marriott. It is prohibited to use or 

to attempt to use ESupplier.Marriott.com to attempt to access or edit information, to 

which you do not have authorization, or to circumvent or attempt to circumvent any 

security mechanisms employed by Marriott to control access. You may not copy, 

distribute, publicly display, or create derivative works of any information, images, or 

other content on this site except as specifically permitted in writing by an authorized 

Marriott representative. 

2. User Accounts. 

You and your company are responsible for ensuring that (i) logon IDs and passwords are 

granted to individuals authorized to submit invoices on behalf of the company requesting 

payment for approved Marriott purchases and (ii) logon IDs and passwords are revoked 

for individuals no longer employed by the company requesting payment for approved 

Marriott purchases. 

3. Submission and Processing of Invoices. 

It is your company's responsibility to ensure that the invoices you and your company 

submit using this site accurately represent the delivered quantities and correct costs as 

requested on an approved Marriott purchase order. You certify that the invoices you 

submit using this site are true and accurate to the best of your knowledge. In addition, 

you are responsible for ensuring that invoices submitted have been processed. Marriott 

may retain and rely upon your submission of an invoice using this site as an electronic 

record of the invoice. 

4. Accessing this site. 

Marriott is not responsible for any difficulties or delays you experience in accessing or 

using this site. 

5. Disclaimers. ESUPPLIER.MARRIOTT.COM IS MADE AVAILABLE TO YOU 

"AS IS" WITHOUT WARRANTY OF ANY KIND, EITHER EXPRESS OR IMPLIED, 

INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF 

MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE, OR NON-

INFRINGEMENT. Marriott reserves the right to make changes, corrections and/or 

improvements at any time without notice or liability. 

6. Trademarks. 

ESupplier.Marriott.com, Marriott, and the other tradenames, trademarks, service names, 

and service marks of Marriott are the exclusive property of Marriott, and no use thereof 

is permitted without Marriott's prior written consent. 

Attachment B 


