Supplier Portal Registration Guide: Individual

Below are instructions for completing your registration with the Auburn University (AU) Supplier Portal.

When an AU department invites you to register for the supplier portal, you will receive the following
email from support@jaggaer.com.

Individual Invitation for Auburn University D inbox x

Auburn University <support@jaggaer coms=
tome ~

/|

—

Individual Invitation for Auburn University

Dear Jordan Hare,
Auburn University has invited you to register as a potential supplier

Becoming a Auburn University network supplier is free, easy and it only takes a few minutes to join. By
selecting the "Register Now" button below, you will be routed to a secure website to complete the
registration process. Upon successful completion of your registration, you will have access to your
secure portal where you can add additional details about yourself.

Thank You,

Auburn University

§44-3632 for assistance and identify yourself as registering in the Auburn University Supplier Network

You must use the link contained in the email to access your profile. If you do not receive the
link, please contact supplierhelp@auburn.edu. If you start your registration, but need to come back to it
at a later date, you can access your profile at Auburn University Supplier Portal link

. Register N . . .
Once you click the link from the email, you will be brought to the welcome page for the
supplier registration.


mailto:support@jaggaer.com
https://solutions.sciquest.com/apps/Router/SupplierLogin?CustOrg=Auburn

AUBURN UNIVERSITY

PROCUREMENT & BUSINESS SERVICES

Registration Checklist Welcome to Supplier Registration
Registration FAQ 1, The first step of the registration process is to create an account where you will be requestad to enter
) i ) wour email address and 2 password. This information will be your login credentials to the Supplier
Regls‘tratlon Tutorial Portal.
2. Once you are logged into the Supplier Portal, registration stztus can be tracked on the left of the screen.
= A green checkmark indicates the required fields in 2 section are complete
» You may complete the sections in any orden
» The last step is to Certify & Submit your registration
» After you submit your registration, you may update it at any time by clicking on the appropriate

section mname and making the necassary changes

3. Please note that it is the preparer's responsibility to ensure information is accurate and current,
Knowingly providing false information may result in disqualifying you or your company from doing business
with Auburn University.

CONTINUE WITH REGISTRATION

CONTINUE WITH REGISTRATION

Please click

You will then be taken to a page where you can create your account and set up your login information.

This is also where you will create your portal password.
B AUBURN UNIVERSITY
A PROCUREMENT & BUSINESS SERVICES

Supplier Registration Registration Tuto

Complete all fields that have the star symbol

next to them and click

Your Logir

CREATE ACCOUNT



Welcome

Verify your legal name. This is the name that will be entered on all Purchase Orders and Payments. If
your legal name is different from the one you were invited under, this is where you would correct it.

=

Registration » Man: gistration Profile

€ JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy P

Hare, Jordan Welcome to Supplier Registration

Registration In Progress for:
Auburn University

0 of 5 steps Complete

1. The first step of the registration process is to create an account whers you will be requested to enter your email address and a password, This information will
be your login credentials to the Supplier Portal.

2. Onca you are logged into the Supplier Fortal, registration status can be tracked on the left of the scraen.

Welcome A green checkmark indicates the required fields in a section are complete
You may complete the sections in any order,
The last step is to Certify & Submit your registration

After you submit your registration, you may update it at any time by clicking on the appropriste section name and making the necessary changes

Individual Overview

Addresses 3. Please note that it is the preparer's responsibility to ensure infarmation is accurate and current. Knowingly providing false information may result in disqualifying
you er your company from doing business with Auburn University.

Contacts

Payment Information q to Start Reg

i - s

Tax Information Firat Name Jordan

Certify & Submit - *
Last Name Hare

Registration FAQ | View Histary

* Required to Complete Registration

Verify the information and click .

Individual Information

This is the page where you will provide your tax information. If you are an international supplier, please

choose Foreign Individual from the Legal Structure menu. The tax ID number field will then become
optional.

=

Regestration » Mani gistration Profile

€ JAGGAER revised its Sanvice Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy Pg

Hare, Jordan Individual Information B
oLl ’

0of 5 Steps Complete Legal Structure ¥ v

Welcome Tax ID Mumber *

Individual Overview Are you exempt from Yes No

Addresses backup withhalding?

Contacts Additional Questions

Payment Information Are you a current/previcus employee or student of Auburn University? ™

Tax Information v

Certify & Submit

Registration FAQ | View History

* Required to Complete Registration

< Previous Next > Save Changes

When you have completed the information on this page, click m



Addresses

You will need to enter at least one address in order to proceed.

=

Registration ® Manage Registration Profile

€ JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy P

Hare, Jordan Addresses B

Registration In Progress for:
Auburn University

1 of 5 steps Complete

Please enter an address to help us route information and communication correctly.

Required Information

Welcome At least one address is required to complete this section.
Individual Overview v

No addresses have been entered
Addresses

Hide Inactive
Add Address
Contacts

Payment Information
Tax Information

Certify & Submit

Registration FAQ | View Histary

< Pravious Mext >

Click on the button.

Add Address

Address Details (Srep 1 of 2) ?

What would you like to

abel this address? * — - - -
Example: Headguarters, Houston Ofice

™

You can enter anything for the
address label (ie. Home, Mailing, etc.).
Address Line 17 Provide the required information and

Address Line 2 .
click .

Addrezs Line 3

L
Country United States A

You will then be asked to add a
primary contact for this address.

City/Town ™

State/Province * v

Postal Code ™

i
Phane =7
nternational phone numbers must begin with +
Tell Free Phone =7
nternational phone numbers must begin with +
Fax

nternational phone numbers must begin with +

* Required to Complete Registration




This section will be pre-populated with the information you entered on the account creation page.
Again, you can enter anything for the contact label.

Add Address

Make sure the information is correct
Primary Contact For This Address (Step 207 2) 7
Save Changes

and click

You can also update and add Contacta |ater from the Contacts page.

® Enter New Contact Mot Applicable
Contact Label ™

izt Name X
First Name lordan

- k3
Last Name Hare

Paosition Title *

jordanhare1856@&gmail.com

-
Fhone +1324-844-7771 ext.
Intemnational phone numbers must begin with +
Tall Free Phone ext.

Intemational phone numbers must begin with +
Intemational phone numbers must begin with +

< Previous Sawve Chang

* Required to Complete Registr

Payment Information
Here you will enter your payment information.

-

Registration M qistration Profile

€Y JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy

Hare, Jordan Payment Information

ieg""a’:j"’[' In Frogress for: Information on this page is used to determing how and where you will receive payment. Plesse enter an emazil address if you wish ta receive an email notfication
e regarding payments including invoice. date, and amount.

3 of 5 stepe Complete

Welcome Required Information
At least one payment type is required to complete this section.
Individual Overview v
Addresses ¥ Nopayment information has been entersd.
Contacts v Add Payment Infom: -

Payment Information
Tax Information

Certify & Submit

Registration FAQ | View History

€ Pravious Mext >



Click and select the type of payment you prefer.

Add Payment Information

Payment Title ™
Country *
Payment Type * Direct Deposit (ACH)

Direct Deposit Format v

Electranic Remittance
Email *

Complete with your payment

Currency ¥ v
. . . Si Ch 5
- information and click .

Active ) es Ne

Bank Account

Country * -
Bank Name *

Account Holder's Name ™

Account Type ® v
Address Line 1

Address Line 2

Address Line 3

City/Town

State/Province/Region

Postal Code

* Required to Complete Registration Close

Tax Information

Here you will be required to upload your tax document. Please upload a document that is signed and
dated. If you do not have one, you will use the pre-populated document, which has been completed by
the system based on your previous answers. It will need to be printed, signed and dated, and uploaded.

=

Registration » Manage Registration Profile

€ JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy P

Hare, Jordan Tax Information B

Registration In Progress for:
Auburn University

40of 5 Steps Complete

Tex information is used for payment and the tax dosument should be uploaded using a PDF farmat.

Required Information

Welcome At least one tax document is required to complets this section.

Individual Overview "
No tax information has been entered
Addresses v
Add Tax Document w
Contacts "4
v

Payment Information
Tax Information

Certify & Submit

Registration FAQ | View History

< Pravious MNext >




Click the button and click on W-9 in the dropdown menu. If you identified yourself as a
foreign individual in the Individual Overview section at the beginning of the registration, you will see a
list of W-8 forms. If you are unsure of which to choose, please contact our international tax office at
nrataxl@auburn.edu for assistance.

.
Click and choose your form.

No tax information has been entered

Add Tax Document w

Add Tax Document

Tax Type * W-9
Tax Document Mame ¥
Tax Document Year ™ v

Tax Documentation ™
Select file

& Download Pre-populated Tax Document

* - -
Required to Complete Registration Save Changes Close

Enter a name and year for your tax document and click ‘Download pre-populated Tax Document. Your
document will open in a separate browser window. Please make sure pop-up blockers are disabled on
your browser so the document can open in a separate window.

Request for Taxpayer
i ion Number and i
> G0 10 mww s gov/Form 9 for instructions and the latestinformation

5 The Tio v o
backup witfoking. For idvduss, e & generaly your socisl securty number (SN Howewer. for &
Pt b, che propeeacr of Garmguried iy e S raatiors o Pan | e For bt 123 -a3|-|s 73
s, 8y thy motowroges L1 L |

crw a0 e, s s ctions e e 1 Al i 1N N s | EEIoYer rimeston mamper
' Gve o et for 3 50wk cn whose rmer 1 erver

Open your tax document. Print. Sign & Date. Scan. Save it to your computer. Return to the registration

Zelact file

screen and choose to locate and upload to your registration.


mailto:nratax1@auburn.edu

Add Tax Document

Tax Type * w-g

Tax Document Mame ™

jordanhare1856@gmail.com Once uploaded’ click

- *
Tax Document Year 2020 v

Tax Documentation ™

Zelect file Done ()

TAX_TYPE_WS (Z).pdf i 100%

Pre-populated Tax Document

* 0 Comolet Tt =
Required to Complete Registration Close

Certify & Submit

You will then be able to certify and submit your registration for final review. Click the Uikl

# | certify that all infermation provided is true and accurate.
button. Enter your name and email address. Check the

Submit

box and click .

B

Registration & I/

istration Profile

018. By closing this banner, you acknowledge that when you use our Solution, we process your personal

Hare, Jordan Certify & Submit

Registration In Progress for:

o Please type your initials in the box below, acknowledging that zll information is corect and complete. It is each individual's responsibility to ensure all information
Auburn University remains current. Inaccurate information may result in payment delays

5 of 5 steps Complete

Additionally, by submitting this registration, you certify all information provided is true and accurate. Knowingly providing false information may result in disqualifying
you from daing business with us_

Welcome
Individual Overview v Breparer’s Inftials ™ .
Addresses v -

Preparer's Name Lordlan Lars
Contacts v

Praparers Title
Payment Information v

= 1A -

Preparer’s Email Address jordanhare1856@gmail.com
Tax Information v

Today's Date 5/28/2020
Certify & Submit

Certification ™ # | certify that all information provided is true and accurate.

Registration FAQ

w History

® Required to Complete Registration

8

Registration »

IAGGAER revised its Sssvice Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal

Thank You for Registering

& Registration Complete for Hare, Jordan!

Next Steps

You will receive a confirmation email with information on what to expect next.
Bookmark this site in your browser so you can easily make updates to your business prafile.
Return to the homepage and check for any other cutstanding tasks.

Return to Registration Profile




Your registration is now complete. It will be reviewed by AU’s supplier management team and you will
be contacted if more information is required. If you have any questions during this process, please
contact supplierhelp@auburn.edu.



