
  

 

 

  

 

 
   

   

   

  

   

   

   

   

   

   

    

   

    

   

    

  

   

  

 

 

 

MARKETPLACE 
Your Procure-to-Pay Portal 

) 

Business Entity/Independent Contractor Resource Guide 

Contents 
Registration................................................................................................................................................... 2 

Welcome ....................................................................................................................................................... 3 

Company Overview....................................................................................................................................... 4 

Business Details............................................................................................................................................. 5 

Addresses...................................................................................................................................................... 6 

Contacts ........................................................................................................................................................ 9 

Diversity ......................................................................................................................................................10 

Insurance.....................................................................................................................................................12 

Payment Information..................................................................................................................................12 

Tax Information...........................................................................................................................................15 

Accept University of Pennsylvania’s Purchase Order Terms and Conditions .............................................17 

Certify & Submit..........................................................................................................................................18 

Reviewing Profile Information in Penn’s Supplier Portal............................................................................21 

Supplier PO flip functionality ......................................................................................................................21 

Submitting the PO Invoice to Penn.............................................................................................................24 

Submitting Invoices via CSV Upload............................................................................................................25 

Searching Sales Invoices and Payment Statuses.........................................................................................27 

Other Training Resources............................................................................................................................29 

1 



  

 
   

     
     

         
       

   
  

 

 

  
    

 

PENN MARKETPLACE 
Your Procure-to-Pay Portal 

Supplier Invitation for University of Pennsylvania 

Dear NEW COMPANY, 

University of Pennsylvania 

Please take a moment to complete your reg istration. 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 
your organization, invite colleagues to become users in your site , and more. Any users added to your site 
are requ ired to follow federal guidelines and best practices associated with securing and protecting 
confidentia l banking information and data. 

lidiiM 
Thank You, 

University of Pennsylvania 

If you have any technical questions, please contact Procurement Services Operations Center at 
SupplierSupport@upenn.edu or +1 215-898-7216 for assistance and identify yourself as registering in the 
University of Pennsylvania Supplier Network . 

Registration Checklist 

Registration FAQ 

Registration Tutorial 

PENN MARKETPLACE 
Your Procure-to-Pay Portal 

Welcome to Supplier Registration 

Thank you for your interest in doing business with the University of Pennsylvania. In order 

to become an approved supplier with the University, you must: 

1. Review t he Univers ity's standard terms and conditions: PO Terms and Conditions 
2. Review the University's Supplier Code of Conduct 

3. Complete the reg istration information in the Penn Marketplace portal, upload IRS 
Form W-9 (form W-8 for foreign suppl iers) 

CONT1NUE WITH REGISTRATION 

) 

ENGI.ISH • 

Registration 
These instructions are offered as guidance for completing your Business Entity/Independent Contractor 
Supplier Registration and Portal Information. Upon receipt of a Supplier/Payee registration invitation 
from University of Pennsylvania (support@sciquest.com), new suppliers may register in the supplier 
portal also known as Penn Marketplace, at which time you will receive your login credentials.  Once you 
have been approved by Purchasing Services and your account has been created in Penn’s financial 
system, you can login to update your information at 
https://solutions.sciquest.com/apps/Router/SupplierLogin?CustOrg=UPENN. 

Enter your login credentials and click Login.  If you have forgotten your password, click on 
Trouble logging in? at the bottom of the login page. 
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PENN MARKETPLACE 
Your Procure-to-Pay Portal 

ENG US t-1 -

Welcome to the University of Pennsylvania Penn M arketp lace Supplier Porta l. 

Please log in w ith your provided login and password. 

A ny issues relat ed t o logg in g in o r technical issues, including attachments, 

questions can be addressed byour third party software host, Jaggaer 
(fo rmer ly SciQuest) Suppl ier su pport team at 1-800- 233-1121 or v ia a S u pport form: 

http:/ /go. sciq uest .com/Supplier-Sup portReq ues t .htm I. 

Account created successfully. 

Please log in to complete registration. 

Em ai l 

xxxxxxxxxl@g mai I.com 

Passw o rd 

EHHE TROUBLE LOGGING IN? 

) 

Welcome 

Company Overview 

Business Detai ls 

Addresses 

Contacts 

Diversity 

Insurance 

Payment Information 

Tax Information 

UPenn Terms and Condi . .. 

Certify & Submit 

~ 

~ 

~ 

~ 

~ 

~ 

~ 

~ 

~ 

Exhibit A – Overview 

You will be guided through a step-by-step registration process as 
indicated in the left-hand navigation path (Exhibit A). The green 
check mark indicates your completion of that section. A greyed-
out check mark indicates there is missing information and needs 
your attention before your registration is complete and ready for 
submittal to Penn 

Note: each step of the registration process is outlined below. As you move through the 
registration process, your information is automatically saved once you hit the “NEXT” button on 
the bottom on the screen. 

Welcome 
Here you will find information related to the registration requirements and information you will 
need during the registration process. 
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NAME 

Registration In Progr-.·n : for: 
UnM'rn!y of Pennsytvama 

1 of 9 SIi!'~ ComiM-11!' 

Comp.-:my Overview 

8.usaness. Details 

Addresses 

Contacts. 

Diversify 

Insurance ✓ 

P'ayment tnforma11on 

TM lnformaton ✓ 

UPenn Termi:; and Conditi. ✓ 

Certify & Submit 

Welcome to Supplier Registration 

Thank you for you r inte rest in doing business wit h the University of Pennsylva nia. In order to become an approved supplier with the 

University, you must 
1. Review the Un iversity's standard tem,s and conditions; PO Terms and Conditions 
2. Review the University's Supplier Code of Conduct 
3. Complete the registration information in the Penn Marketplace portal, upload IRS Form W·9 (Form W·8 for foreign suppliers) 

Requ ired to SUllrt Registration 

Legal Comp,eny Name * COMPANY NAM C 

* Requ ired lo Complete Re!Jistra1ion 

) 

• Enter you Legal Company Name or Your Individual Name – 

*Name as it will appear on Purchase Orders and Payments 

• Click “Next” to continue 

Company Overview 
Enter details about your company: 

• Does your business have a DUNS (Data Universal Numbering System) number? Y/N 
• Enter your DUNS number as needed 
• Enter your legal structure 

o The legal structure entered will determine whether any tax documents will be 
required as part of the registration process 

• Enter your Tax ID Number (domestic or foreign suppliers). For independent contractors, 
enter your SSN. 

• Website ( If applicable) 
• If you are doing business as an Independent Contractor, upload your required W-9 
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NEW COMPANY 

Rcg~ation In Progress for: 
uni-.-ersiry of Pennsylvania 

1 of9 ,..,,.co._e 

we come 

Company Overview 

Business Details 

Addresses 

Contacts 

Diversity 

Insurance 

Pa)fflCflt Information 

Tax lnfOOT1ation 

UPenn Terms and Cond111 .. 

Certify & Submrt 

Builder, Bob 

Regislfalion In ProgrHS: for; 
Ur1i~rsiry of f>tnosylvat,ia 

2 of 9 StC?:p5 Com pkt~ 

Welcome 

Comp,1ny Overview 

Contacts 

Dw•rslt)' 

Payment Information 

Tax Information 

UPenn Terms and CondltL.. 

((>fli{y & Subnul 

Company Overview 

The rlfo:-mation entered on lhis page allows us to track general information about your company to ensure we have the most up-lo-date information in our syst@m. 

Dot!s your busmess 
have a DUNS 
number? * 

• ve-s I No 

The Data Unfvtrsal Numbering Srstem or OU S Number is a nine-digit id'entifK"ation number assigned to over 100 million businesses worl<f'Mde. 

Need .a DUNS Number? 
Visit Gf1!t o D&B Number lo o btain more det:1iled in.st ructions on appl)'lng few your DUNS Number. 

Dun & Bradstr~t 

N...nber (DUNS) * 

Legal Structure * 

Tax 10 Number * 

We~ite 

* Required 10 Complete Regima1ion 

Company Overview 

< P~ous 1111 

he Slformntion entered on thi$ page alk>w$ us to troc1: general infonnat«:ln .obout your comp111ny to ensure we have the most up-lo-date information in our system 

DOM. your huo;iNM-,. 
have a OVNS 
numoer' * 

taiir 10 Number Type 

rax ID Number 11 

Additional Questions 

_ Yes No 

lndi•i'idu&I/SoJe Proprietor 

Employer Identification Number r 
9412311t I 

State l'I whtCh sttvict-s are rendered 

* Required to Complete Regts-tratJon < Prev10ui 

) 

bl ! 

• When registering as an Individual/Sole Proprietor, please answer Additional Question 

• Click “Next” to continue 

Business Details 
Information in this section is related to your company’s type of services/goods provided: 

• NAICS  (North American Industry Classification System) 
o Use the search feature to best determine your NAICS code by entering a 

keyword related to your type of business 
o Example: Search “ website design” 
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NAME 

RegislJation In Progress for: 
Urrive,sity of Penmytvcmia 

1 of 9 St•P< ccmo~to 

Welco~ 

Company Overview 

Business Detalls 

Addresses 

Conlilcts 

Insurance 

Payment I nformabOn 

Tax Information ✓ 

UPenn Terms ond Conditi ... ✓ 

Certify & Submit 

~iStia•ionrAQ I Vi,tw l◄ i stofy 

Business o .. tails 

The in formation <:n this page- .tllows us to track import.i nt det.i ils al>out you r co mpany. such as the- a reas where you operat.e .t nd the produm a.nd servi(es that you 
prOvidl!. Additionally, this da1c11 is used 10 de1,ennine whether or not yoor business meets the small business size st.andard$ as defined by the U.S. Small Business 
Administration. The SSA standards are based on your NAICS code and annual revenue, or number of employees. 

Products and Services 

NAJCS Codies * "'O Ptirna-ty NA /CS CO<tt ~lttttd .... , 
Bl!low arl! lhe commodily codes thal 1he Urwersity of Penns~ania usi!:S for dl!SCribing the 9oods and s.e-rvitl!:S thal you provide. 

Commodity Codes * Eat 

* Required to Complete Regiu,at ion < Previous 

) 

1111 

 239XXX – 
• Commodity Code 

o Select from the drop-down list for internal codes used by the University of 
Pennsylvania 

• Click “Next” to continue 

Addresses 
At least one fulfillment (order) and one remittance address is required to complete the 
registration. If there are multiple fulfillment (order) or remittance addresses, please indicate 
ONE as the primary address for both the fulfillment and remittance addresses. 

• Click “Add Address” 
o In the required field “What would you like to label this address?” enter a title 

(label) for the address 
o Check appropriate boxes indicating which activities take place at this address. 

Select all that apply (Takes orders, fulfillment) or Receive Payments (remittance) 
• Click Next to “Address Details” 

o From the drop-down box, select how you would like to receive Purchase Orders; 
Email or FAX 

o Complete the details of the address as required 
• Click Next to “Primary Contact for this Address” 

o Enter a Contact or select Not Applicable 
o Additional contacts for remittance questions and sales rep should be included if 

applicable 
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NEW COMPANY 

Ftegiwation In Progress tor: 
Unj~tsity of Penns.ylw,,rio 

2 of 9 Sleo, comoi«e 

Wekome 

Com~ny OverYiew 

Business. Details 

Addre!!o~ 

Contacts. 

Diversity 

Insurance 

Payment I nformalion 

Tax Information 

UPenn Terms and Conditi ... 

Certify & Submit 

K.eg.suacon ~AU I V,e,w H1stofy 

Add Address 

Addresses 

P-lease enter eny physi(al or mailing addresses from which )'Ourorgarlization doe-s b usir\e.Ss lo help us route in(ormation and (ommunic.afion corr,e,:tly. Any required 

addre-u types are li$ted below. 

Please use no more tha n fifteen characters for ycuraddress labe l. The fonnat should be (10 chan1c1er long string l• [4 digit numeric value] 

Exampli!-: CITY ·0001 

Be advised. When you add .an add..-ess, it is au tomatic.ally s.et as the Pr.-11ary Add r~s. Once. you add additional add~s.ses. you (.an determ ine whi(:h address: you want to 

use as your Prim.ery. 

If you make a remit addres.s inacti•;e that is tied to a payment type we have on fire, you will need lo go b:ack to that payment t)Pe' and choo5e a lleW remit addI~$. This 
w· I enable you to get paicl appropriaitely. 

If you ~I! a ~llow. warning icon, th.at me-ans thil!re is information tllat is r~uirt<l th.at you h.ti'e-- not fi lle--d out. Plll!'a~ crn!'ck yoi.a- il!'nt ri@s to make sure this is not th@ c.asl!. 
Otherwise you will ,eceive an error message when you try co submit your registrnion. 

Re-quired Information 
The fo llowing address ty~5 are rfifJ irnl to complele regist r.a t ion: 

Fulfillment 

• Remitt.lnc:e 

Hiclftlrnct.vt Addr~ 

< Previous 1111 
X 

Basic Information (Step 1 of 3) ? 

What would you like to label this address?* 

I J(CJmple: I Jeadquarter5, I Jouston Office 

Which of the following business aietivities take place at this address? (select all that apply}* 

Takes Orders (fu/flllmenl) 

Rec.eives Payment (rf'mittancr.) 

* Requl1ed to Complete Regl:5,ltdlion 1111 

) 

• Assign the address to a location. For each unique fulfillment (order) address, you must 
create a unique location.  You can associate the same remittance address to one or more 
locations 

o Use existing location, pick location from the drop-down box 
o Enter New location in the required field “What would you like to label this location” 

• Click “Next” to continue 

7 



  

 

 

 

 

Add Address 
Address Details (Slep 2 of 3) 

How would you like to Email 
receive purchase orders for 
this fulfillment address? * 

Email Address * 

Confirm Emai l * 

Country * 

Address Line 1 * 

Address Line 2 

Address Line 3 

City/Town * 

State/Province 

Postal Code 

Phone 

Toll Free Phone 

Fax 

ext. 

1ntemationa1 phone numbers must begin with + 

ext. 

lntcmation~1 phone numbers must begin with • 

International phone numbers must begin with + 

? 

* Required to Complete Registratior'\ < Previous Fi@N 
Add Address 

Primary Contact For This Address (Step 3 of 3) 

You can also update and add Contacts later from the Contacts page. 

Enter New Contact O Not Applicable 

Select additional contact .,, Takes Orde rs (ful{illrnenv 

type(s) to apply -, Receives Payment (remillance) 

LI PO Failure 

Contact Label * 

First Name * 

Last Name * 

Position Tit le 

Email* 

Phone * 

Toll Free Phone 

ext. 
lntemat.ional phone numbers must b~in with • 

ext. 
lnlcmational phone numbers must begin with ,. 

lntcmalional phone numbers must begin with , 

~ Required to Complete Registration < Previo u ~ 

)( 

? 

) 8 



  

    

 

 

 
    

    

  
     
       

 

 

Hide Primary Settings 

Primary Fulfillment 

Primary Remittance 

Primary Contact For This Address (St<p 3 of 3/ 

Yes 

Yes 

You can also lipdale and .Mid Cont.lets bttr from I.he Contacts pag~ 

• Enrer New Contact u Not Applicabl~ 

Select addlf:ional contac:1 X TaJc.e-s 01ders (ful/illment) 
type{s) to apply .-, Re( eives P.l)'fflent (nomJttan«) 

U PO Failure 

Conlan Label * 

f lf'St ame 111 

Las.t Nam!- * 

Posrttonl1lle 

Phone • 

Toll Free Phone 

Fa, 

Contacts 

ext. 
lrtemational J)hon(-n~ must btg:in Ynth , 

ext 

<Previous 

No 

No 

Please enter contact information for any individua~ at your organization who may provide valuable information or help to our company. Thi, will help u, ensure we are 
always contacting the correct individual. Contacts can be linked to one existing addre,1. Any required contact type, are listed below. 

Cont.act Label 

Main 

HHMMG 
Fulfillment 

PO Fairure 

Remittance 

Contact Typfi 

Remittance (Primary) 
Fulfillment (Primary) 

Name Email 

Hornick, Vira OOmickv+newco@gmail.com Edit • 

) 

Indicate Primary Fulfillment and Remittance if you have more than one. 

Contacts 
Add contact information for fulfillment, PO failure, and remittance to complete your 
registration if it was not entered in the previous step. 

• Click “Add Contact” 
• Enter a title (label) for the contact and all pertinent information 
• Click “Next” to continue 
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NEW COMPANY 

Registration In Progress tor. 
Unive~ity of Pennsylvonia 

4 of 9 Sl-cp$ COll'lplele 

Welcome 

Company Overview 

Business Details 

Addresses 

Contacts 

Diversity 

lnsur~nce 

Payme11t Information 

Tax Information 

UPenn Terms and Cond1t1.. 

Cen fy & SUbm I 

Additional Questions 

Div .. rsity 

we strive to do business with diverse companies. By entering apptk.able diversity classifKalions. you W, II help us meet cenain spending goats for The Universit)• of 
Pi!rvuytvania. 

If you see a yeUow. warning icof\ that means there is infonrnnion lhait is re-quired that you have not filled out. Please check your entries to make s1Je this is not the case. 
Othll!'Mise you will recei•,e an error me-ssage ~n you try to s.ubmit your l"l!gistration, 

Requir'.d lnfom,ation 

Please cl.Ck on the Add 01vers1ty Class,ficbtiom" button to dcd,inc On)' Oiversaty Closs1fKotions th•t ore oppkiblc to you or to stote that you do not quahfy 

Click the button btlow to c~ tht diversity classif1Cab0ns that apply to )IOI.Jr businHS. 

Addit ional Question.s 

Do )'Q(.l have a dn:ersrty da$sification th.it is; not listed? 

< Previous: 

E2l Do you have a divers ity classification that is not listed? 

If you do not classify as any of the divers ity classes that were provided, please indicate below what your diversity classification should be. 

OTHER DIVERSITY (Please provide description) * 

< Previous Ill- 49;;,;;,;.4 

) 

Diversity 
Penn Purchasing Services is committed to providing local and diverse businesses as much 
opportunity to compete for business as practically possible. As such we engage extensively 
with internal and external partners to help advance Penn’s economic inclusion goals. 

• Click “ Add Diversity Classification” – Enter multiple diversity codes as applicable 

o This yellow warning symbol indicates you must specify your diversity 
information in the additional selections provided to complete this step. 

o Complete and upload additional information if you are a certified diverse 
supplier 

• If you have a diversity classification that is not listed click on the box and free form 
your classification in the OTHER DIVERSITY box. 

• Click “Next” to continue 

10 



  

 
 

 

 
    

  
 

 

 

   
  

 

 

 

 

Diversity Classification 

! Minority Business Enterprise (MBE) 

Add Diversity Classifications 

Edit Diversity 

Diversity Classification * 

Ethnicity* 

Are you certified by a certifying agency? * 

* Required to Complete Registration 

Ed it Diversity 

Diversity Classification * 

Ethnicity * 

Are you certified by a certifying agency? * 

Certification Type * 

Expiration Date* 

Certification Number 

Upload Certificate * 

* Required lo Complete Registration 

X 

Minority Business Enterprise (MBE) 

African American 

0 Yes 0 No 

1¥11:M:i•A Close 

Minority Business Enterprise (MBE) 

African American 

i; Yes '""' No 

mmtdd/yyf'/ 

Selea file 

X 

IMf:bl•A Close 

) 

Additional Information 

• If Minority Business Enterprise (MBE) was selected click on MBE link and indicate Ethnicity 
from drop down. 

• If certified by an agency, please include additional information and upload current 
certificate. 

11 



  

 

 
       

    
   

   
   

     
  
    

 

       
  

    
   

 

  
      

         
      

   

OverYiew .,,,, 

Business Detads 

Cont.;ru. 

Dive.-sity 

lns1.mmce 

Payment lnformarion 

TaJC Information 

UPenn Terms and Condit:i ... 

Certify&. Submit 

:t,eglsm1tlori FAQ I VleW Hlstofy 

No lnwronce hos bttn entfred.. 

ldifiifiiiiiiifi 

Additional Questions 

Your regist1alion response indk,etes that you provide ca ering services to University of Peoos~ania. Purchasing Services has lhe respomibilityof maintaining the University's 
<! pproved catuers list a nd l herefore mu~t obtain all requir~ insunnce certifiai tes prior to accepting )'OUI comp111nyon into our 111pproved dat 111 b111~e- Please upload your curre-nt 

ACORD insurance c:ertifica te that meets 0r nceeds the listed Unive~ity insurance req uiremen1s. 

Certifit,il tes ofin-sur4mc,: for (.;enetijil Li,i1bility a.nd Auto l.i.ilibility m1,15t name the TRUSTEES OF= Tl-IE U IVERSITV or Pl;NNSYlVAN IA a$ a n ~i;f i1ionally in5ured with re:.,pect 10 
services prOVided undi!'r pu rc:ha~ order ag rieemen1. 

Please be advised lhat you are not permitted to provide c.atering services on the university of Pennsylvania campus without completion of your registration and upload of 
imL»"arKe certificates. 

lisl of required Insurance c:ertificates: 

1. General li;~bi lity in:wr,ilinc:e: (REQUIRED) - Comprehensive general liability with broad fom, properly d.emage - S 1.000,000 per person, per occurrence and property 
damag~. 

2. Automobile liab ility lns:urancll!!: (REQUIRED)• Comprithensiw> liability on all dlllos i1,000,000 p@r p,trson. p,tr occu~nc@and pJ'C.lp@rty dama9it 
3-. workus Compensa,Son lnsuran<c-: (REQUIRED) - SS00,000 limit - Staru tory limit co\·ering all officers. employees, or agenB. 
4. liquor liilllbili ty ln1:ur•n~• (if appliuble): • S,1,000,000 m inimal lim il 

ACORD Certifi cate 01 Liability -,1r 

0 
Select file 

< Prtviou~ mlliWi:fi:14 

) 

Insurance 
Penn requires outside parties providing services to the University or using University facilities to 
provide evidence of insurance.  With the acceptance of the University’s PO terms and 
conditions, and upon request, Supplier shall furnish to Buyer a current certificate of insurance 
for each of the policies required. Alternatively, you can upload the appropriate insurance 
requirements in the portal. 

• Click “Add Insurance” and enter all the required information 
• Repeat for additional insurance 
• Click “Next” to continue 

Additional Insurance Requirements 

If you provide catering services to the University, you will be required to carry the following 
insurance coverage: General Liability, Automobile Liability, and Worker’s Compensation 
Insurance. Upload the ACORD Certificate of Liability Liquor Liability insurance if you will serving 
alcoholic beverages. 

Payment Information 
Please provide a single preferred method of payment associated to the remittance address. 

• Payment methods include: ePayables – 10 days, ACH – 30 days, and Check – 45 days 
• All individuals will remain on immediate terms; therefore, this change primarily impacts 

PO suppliers that are business entities 

12 
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COMPANY 

Re,gistra1ion In Progress for: 
utttvmiry of Pen;gylw,nia 

5 of 9 s,.., com~«• 

Welcome 

Compony O.·erview 

Business Details 

Addresses 

Contact-s 

DiYersity 

lnsurana, 

Payment Information ~ 

Taic Information 

UPenn Tenns and ConditL 

Certify & Submit 

Payment Information 

lnfOffllaton on thi!II; page ts uud to determine how and where you Ydll receive payment. P1aas:e enter :an email addrass if you wish to receive an email noti"!icalion 
regarding payments lnducDlg t wctoe-, <lace, and amcunt 

cPayobln • Penn hn.s p11rtncn,d WTlh Bank of Amcri~ to offor a cnrd payment program. Thi.s pnymcnt method roducc:s lho amount of tmc to FNIY :supplms. Paymcnl 
tenns are fixed at net 10 days/apprm,ed invoice. Pa,.men1s will be processed as creel t card transacbon&.. Standard merchant fees will apply. 

ACH - Automated Clearing House, Is an electronic neTwOrk for financial transactions. in the U.S. ACH payments era made direaly to th9 suppl.er bank account sat up 
on the Ponn portal. Payment term& are fixed 01 net 30 d::iysJappt"oved S'IYOioe. 

Wire -A method of electronic fund transf&r. This methcx:I of paymen1 is reserved for Penn's international suppliers, to their bank account sel up on lhe Penn portal 
Paymeni ltKfflS are fixed ;1;11 net 30 d3~'Sl'approvttd invoic& SJ)f}(:i81 &ppr0'U'31 ~st btl granted by Purtha.sino fo, ~my domestie U S wif'es 

cneck - Pen.rrs 1eas1 fa'YOfecl methOd Of payrner. . Suppners are encourageel to cnange to a more elliaent eJedromc payment metllOd. Payment terms are l1xe<J m net 
45 days/approved invoice. 

Individual Payee - Payment Terms are &.el lo Immediate pay upon receipt of approved inwice. 

ff you see a yellow, wami'lg icoll. that means there is information that is. required thal you have not filed out. Please check your entries to make sure this is not the case. 
Otherwise you wil receive lln error mes!.llge wh!in you try lo submit rour regi&tl'L!!ltion. 

Required Information 

Al lea>l one payment type 11 requ.red to complete this section. 

No payme(lt information has been e"rered. 

Dirtct Dti>OSll (ACH) 

Check (Check) 

< Previous 1111 

) 

• Click “Add Payment Information” Select from drop-down box: ePayables (Virtual 
Payment), ACH, or Check 

• Add Payment Information ( ACH) 
o Create Payment Title of your ACH account 
o Enter Electronic Remittance Email for notification 
o Enter Bank Account Details 

 Enter Bank – Bank name, Account Holder’s Name, Account type, Routing 
Number, and full address 

• Add Payment Information ( ePayables) 
o Enter payment title of the ePayables account 
o Enter Electronic Remittance email address 

• Add Payment Information ( Check) 
o Enter Payment title 

• Click ”Next” to continue 

13 



  

  

 

 
   

 

 
 
 

Add Payment Information 

Payment Title* 

Payment Type * 

Direct Deposit Format 

Remittance Address * 
Electronic Reminance 

Emaiil* 

Currency * 

Active 

Bank Account 

Country* 

Bank Name * 

Account Holder's Name * 

Account Type* 

Address Line 1 

Address Line 2 

Address Une .3 

Direct Deposit (ACH) 

c■.., Yes o No 

Add Payment Information x 

Payment Title * 

Payment Type * 

Remittance Address* 

Electronic Remittance Email 

Currency* 

Active 

Check (Check) 

@ Yes 0 No 

* Required to Complete Registration ►Wiibi·A Close 

) 

• For Direct Deposit 

• For Check 

14 



  

    

 

 

  

 

  
    

  

Add Payment Information 

Payment Title * 

Payment Type * 

Remittance Address * 

Electronic Remittance 

Email * 

Currency * 

Contact Name 

Purpose 

Active 

Bank Account 

Country * 

Bank Name * 

Account Holder's Name * 

Account Type * 

Wire Transfer 

:,oo th,u~c-ler". remo:1i f11119 

~ Yes 0 No 

iff@:fi:i·J Close 

Add Payment Information 

Payment Title * 

Payment Type * 

Remittance Address * 

Electronic Remittance Email 

Currency * 

Active 

ePayable 

~ Yes 

* Rrqulrf'd to Complet.:> Rrglslration 

0 No 

X 

Close 

) 

• For Wire Transfer – International Suppliers/Payees 

• For ePayables 

Tax Information 
Please complete appropriate tax forms as governed by the IRS.  For more information as to how 
to complete a W-9 or W-8 form, please visit www.irs.gov. 

15 
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Information 

Tax information is used for payment and the tax document should be uploaded using a PDI= format. 

Required Information 

At least one tax document is required to complete this section. 

No tax information has been entered 

IMll+ih::11:id 
W 9 

) 

Domestic and Foreign Suppliers, and Independent Contractors must provide a current tax 
document. 

You can upload a complete and signed tax document by clicking ”Upload” or you can e- Certify 
using your supplier portal password in lieu of posting a signed document. 

By using the system-generated tax document, your previously entered registration information 
will prepopulate into the appropriate areas of the tax document. 

• Click “Add Tax Document” 
o Select your document type from the drop-down list 

• Click “Download Pre-Populated Tax Document” 
o Save the completed file on your computer (Note: do not insert signature – follow 

the remaining instructions for your signature) 
• Enter Tax Document Name – Ex. W-9-2018 
• Enter Tax Document Year from dropdown list 
• Click “Upload” to upload your Tax Documentation 

o Enter title 
o Click “Browse” to locate the file on your computer to include 
o Click “Add” 

• Click “Save Changes,” then “Next” to continue 

16 



  

 

 

     
 

 

Add Tax Document )( 

Tax Type* W-9 

Tax Document Name* W-9 

Tax Document Year 2018 

Tax Documentation * 
Select file Done 0 

W- 9 2018.docx 100% >< 

.!. Download Pre-populated Tax Document 

* Required lo Complete Regi>tr•tion lfi:fol•Q Close 

NEW COMPANY 

Regis1ratot0n In ~r•ss for: 

LJ11ivers.(1y of Pennsytvama 

7 of 9 s,.,,, Comp~i, 

~kome 

Company 01erview .,,. 

Business Deta Is 

Addresses 

Contacts 

Drve-~ity 

ll'lSurance 

Payment lnfonnation ./ 

Tax lnformalion ~ 

UPenn Terms a ncl Condi ... 

Certify & Submrt 

UPenn Terms and Conditions 

I, the- ul'\dersigned as an authorized repres.entative of the company ~ste<I aboYe, agree to the Urwversity ol Pennsylvania Purchase Older Terms and Cond1t1on.s, unless a 
con1ract s1atin9 complete al1erna1e terms. ol agreement ha$ b~n e>:ecuted by authorized representat i,-es of lhe parties, reference herein and certify that the informat ion 

pro~•ide-d lo the University of Penmyl•Jani;i is currenl and accurate. I agree to allow the- Univenity of Pennsylvaniil to aa:es.s my company's tax compli<mce sta tus with lhe 
City of Philadelphia u.s.ing tM- city's Tax Clearance Sys.tern. 

Do you -11y1t:c wilh lht:' Unive,~ty of Pt:nmylvdl1id':!io Tt:'rm~ d1ad Conditiom ti:!loted dtxwe? * 
O Yes f No 

* Rt-quirtd lo Complet~ RtgiHr.!ltion < Previoui 111-IWf:il:i·J 

) 

Accept University of Pennsylvania’s Purchase Order Terms and 
Conditions 

17 



  

  
 

 

  
      
    

 

    
  

    
    

      
     

       
      

COMPANY 

Reg i5l1allon In Progress for. 
Universily of Pennsylvonia 

7 of 9 St«!ps Complete-

Welcome 

Company o,en.ii@w ., 

Busines'S Details 

Addresses 

Contocts 

Diversity 

Insurance 

✓ 

✓ 

✓ 

Payment lnformalton ., 

nx Informa1ion ~ 

UPe nn Term s a nd Condi ... 

Certify & Submit 

UPenn Terms and Conditions 

L the undersigned as an authorized representatrie of the company listed above, agree to the University of Penns)Wania Pur<.hase order Terms and Conditions, unless a 
con1ract slating complete ettern.11te terms of agreement has been e)(~lt'd by authorized rc-pres.entatives of the part ies, reference herein and cenify that the information 
proY1ded 10 the University of Pennsytvania is w~nt and accurate. I agrtt to .allow the Uni1,1enity of Pennsylvania to access my companys tax compliance status with t~ 
City of Philadelphia usi ng the ci ty's Tax Cle,arance Syslem. 

u Yes No 

If you are proposirllJ allemate terms of agrttmmt please attach the document here v.ii th change5 highlighted. * 

sele<t hle 

* Required t o complete Rl!g1strat1on < Pre,JIOU$ 1111 

) 

If you are proposing alternate terms, select your file and upload for review by Purchasing 
Services. 

Certify & Submit 
Once all required fields have been successfully completed and you have agreed to the 
certification statement, you will be prompted to enter the Preparer’s Name, Title and Email 
address for validation and 

• Click the box for “I certify that all information is true and accurate” 
• Click “Submit” 

You will receive an email from Penn when you have successfully completed all the registration 
information. Your registration information will be reviewed by the supplier support team for 
approval into the University’s supplier database. If additional information is needed, you will be 
contacted by the Supplier Support team.  Penn’s approval of your registration should be 
completed within two business days. Once you have been approved, you will see the supplier 
number in your profile page on the portal under your company name.  

18 



  

 

 

NEW COMPANY Certify & Submit 

Registration In Progre:ss for: 

Univtttity of Pcrrmytvo11io 

9 of 9 Sleps Com.,..te 

Please type your .-,iti.als in the bo:i.: below ackoov.1edging th.at you ,ue :m aulhorized officitd of the regaslering s upplier or :;m indrvidual repre¾!ntin9 yours.ell :11~ a 

supplii!!r/pa)•tt. and th,a t c11 II information is corrttt It is the supplil!'r's/individual's responsibility lo ensure lhal 1he informa1ion provided is accurate c1nd kepc current. 
Inaccurate information may fesult in payment defays. 

Welcome 

Company Overview 

Additional:,,. by submitting this 1eglstra1iol\ )'OO Ci!! rt ify lhilll all information pro1,1idt<I is true and accurate. Knowingly providing false information may represent fraud ard 
cou ld disqu"1ifyyou or your company from doing business with Penn. 

~ 

~ 
Prepare(s lmt1a's • NC 

Addresses ~ 
Pr~P5rer"S Nllmc .,,. NEW COMPANY 

Contacts ~ Pre-pall!r"sl1tlo!- * 

Diwnsity ~ Preparers Email Address* 

lnsur.en,e ~ Today's D.ate l/9/2018 

Payment Information 

Tax lnformattoo 

~ Certiffcetion • 0 I cen.ify tl'\!lit all information prO\'ide-d is t rue e,nd accurate. 

~ 

UPenn Terms alld Cond1tJ ... ~ 

Certify & Subml1 

Re,gmr-1tloo FAO I View 11ts1ory * Required to Complete Registration 

Thank You for Registering 

Reg istration Complete for NEW COMPANY! 

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 profile. 

• Send new user request to an additional portal user. 

• Return to the homepage and check for any other outstanding tasks. 

• Return to Registration P rofi I e 

) 

1!111 

19 



  

 

    
  

 

~ PENN MARKETPLACE 
~ Your Procure-to-Pay Portal 
ft Home Customer Portal Home v Home - ZESTO PIZZA AND GRllL 

Welcome to the Pen n Ma rketplace Supplier Portal!! 

Supplier Registration is required for new suppl iers is a 

prerequisite for doing business with the University of 

Pennsylva nia, and should not be interpreted as a 

method of becoming a preferred supplier. 

Suppliers that were previously registered with the 

information. 

Companies/ Individuals may 

and review purchase orders, generate and submit 

electronic invoices to the University. 

When viewing your invoices, you will see a status next 

to each of them. Below is an explanation of each of the 
statuses you might see: 

• In Process - The invoice has not been 

processed, but has been created. 

Quick Links to Common Tasks 

Manage Registration Profile 

Create Invoice/ Credit Memo 

Type 

Invoice No. 

Invoice Date 

Suppl ie r 

PO Number 

Currency 

Find Invoice 

@ Invoice O Cre d it Mem o 

02/ 12/ 2018 

mm/dd/ YYY'f 

ZE STO PIZZA AND GRILL =a 

US Do llar -
Advanced Search 

• Payab le - The invoice has been processed and 

marked as Payable (OK to pay) To check payment rtatus of an invoice or send a message to a customer regarding an invoice,. please enter the invoice number then did, the 
"Search" button. 

• Paid - the invoice has been processed and 

marked as paid. Invo ice Numb er(s) ~----------~ 

• Cancelled - the invo ice was canceled . 

For regist ration questions, please contact Procurement 

Se rvices Operations Center at 

SupplierSupport@upenn.edu. 

~ PENN MARKETPLACE 
~ Your Procure-to-Pay Portol 
0 Registration Manage Registration Profile Welcome 

ZESTO PIZZA AND GRILL Welcome to Supplier Registration 
Supplier Number:S60449 
Change Supplier Thank you fo r your interest in doing business with the University of Pennsylvania. In order to become an approved supplier with the 

University, you must: 

University of Pennsyivonia 1. Review the University's standard terms and condit ions: PO Terms and Conditions 

2. Review t he University's Supplier Code of Conduct 

Welcome 
3. Complete t he registration information in the Penn Marketplace porta l, upload IRS Form W-9 (Form W-8 for foreign suppliers) 

Company Overview ✓ 

Business Details ✓ 

Addresses ✓ 

Contacts ✓ 

Diversity ✓ 

Insurance ✓ 

Payment Information ✓ 

Tax Information 

UPenn Terms and Conditi ... ✓ 

Registration FAQ I View History 

) 

Click “Manage Registration Profile” 

When you have been approved, you will see the BEN supplier number indicating you are an 
approved supplier at Penn. 
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PENN MARKETPLACE 
Your Procure-to-Pay Portal 

II Documents Document Sc-arch Sc.1rch Documents v Document Search 

Search [sales Orde:;:-] '---------------1 

Return to JAGGAER Supplier Network 

Logout 

Enter search terms such as document numbers su ppl1e1s and product 1nforma1 10 11 

PENN MARKETPLACE 
Your Procure-to-Poy Portol 

Welcome to tht PfM Markttplace Sup,p41er Poru l:! 

lttgistettd UPEN soppliHS and payees may oec.KS 1he 
ste.vre ponll .a1 ,ny time to maiintain informatiOt\ such 
as addrHwis, p,.,ymtnt infomu1tion. aM tax infc~tiotl. 

Compimts/lndMcl11'4h m•y use the po,uJ lo K.ct'Ss and 
rnili!w purchiH Ofders. geritrite •Ad submit elKtronic 
mv01tfl to the Unrvers1ty. 

\-Yhtn vit-,'l'ing your invoas )'OU will SH a StltUS l'ltxt 

to each of thtm, Bffow is an t;q:,lanation of each of tht 
slitvses you mtg.ht see; 

• In Proceu • The invoice has nol been proc:Mwd, 
but hn bffn cmttd. 
P.ay;ablc, . Tht mvotet Ns bttn Pf()Cts1ofd and 
mo,~ed •• Poyabl< (OK to pay) 
P;aid - th~ 1nvt>1ce his be!ffi procinsed and 
markKI as paid. 
Caru::etled • the in'Xlice wu canceled. 

.:or rtg1strab0n QfflbOf'IS. plt11e contact Procv,emtnt 
Sf:r'VICtsOperabOru Ctt1ter at 
SuppherSupport,Oupenn edu. 

Customer Contact 

Name Procurement 5eMCeS 
On,m1hon~ c~n~ r 

li#IMM0\34 Mt 

Quick Links to Common Tasks 

Create Invoice/ Credit Memo 

Tl'l'f • Invoice Credit Memo 

llnvoKe Ne. ~ -1 

Irm:uce Date 01/02/2018 !ID 
mm/ddfyyyy 

fo NumW Optional PO Numbtt 

CunffiCY us oona1 

Find Invoice 

To chttlt ~nt ~!.mlt of .,n lft\lOstt o, 'k'nd., ~~ 10 • ~tomet ,~rd.r.g an d'lvOICe pie.ii~ tfttet the l'NCltc- r,,,itn,ber -

) 

-MIRHIA 

1 

Reviewing Profile Information in Penn’s Supplier Portal 

Supplier PO-Flip functionality 
• Creating a PO Invoice from the Supplier Homepage ( Option 1) 

o Suppliers can create an invoice from the supplier portal homepage by using the Create 
Invoice/Create Credit Memo widget in the center of the homepage. 

o To create the invoice, the supplier must enter an Invoice Number of their choosing and 
enter the PO Number and then click “Create.” 

o Suppliers should note that although the PO number is labeled “optional,” Penn requires that 
this field be filled in accurately to create a PO Invoice. Non-PO Invoices cannot be 
submitted to Penn through the supplier portal. 
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ft""11cst..-.dPRnnsv.,plien•ndP■YeuP1•Y ■cuu 
d,,.: Mt\ll't ~ II .nylil'M to ro,1irtt,in NY'!'ltflt 
ltl~tlot\.iipclMt~ lllW,._l'<t l fldUIX 
lonfonNaon, Comp1rJn /lndivldJ1l1 m-, us-e m■ 
~toK«H•ndl'ffiewi:,urct..u.ord■rl. 
'lltl"lfUI aNI 11,bffll, t ltatOlhC l""Ot(" 1nd chtd: 
an~mton.1suw1. 

'lllo1!.,. Y4w.n,;yc,,,r 1nvoocu l.rl tht00fttl.YO\l w• 
- a r.atus nu~w uchofth.m.8■-'bw is;a,i 
o,p:en1;con of u <ll of tl-.11 IUWS-H you mil;ht ttt: 

• ln Process •Thclffi'CHC■ hunotb-,, 
proc;n wd, but has bNr, ~ 

• P•y•bl■ -Tht itlvoo« Ml 1,-, ,pr-ocut.d 
iltldll'llrl<»dHPlylblt {Of(top,y) 

• P•id •tt-■ -■ ltu~pnxau-d ■nd 
rnar!,:11!' u p1!d , 

Creille Invoice / Credit Memo 

.... 

._ ... 
-
Find lnvolc• 

• C..flCtllff ·th.t liwolct WHUncfFtd. 

Sr.,p;:ili■rs,■!'l e,:ther 1 .,b,,nrc::h11rinv01CCH.,..the 
oo,ul Of' Ul'I l ffl l ~ dltm to •ppOffl\'fl upffif!.,edv 
wch th.tfollow,n,;~,1 

-­Toctlldt~-aan-orwd1mm.ag■ 1t1=-~ .. ......, i,1■a.---~----dicih-s-dl0 

• Jndudi tl-.11 PO"umbffon ud, fflOKt 
• Pn:Md■ ont (;cfor,Jy) lptt" irw-okt ( ■ ro, 

f. i■'s;,tr t~ lfulllm t-.d) 

• A.II POi!woicn10Ptt"ltl ,4 1Ht- Yil fl"'li11 

"" 

- -·-

PENN MARKETPLACE 
Your Procure-to-Poy Portol 

Search Documents ...,.. Sales Order Hi>tory 

\.. Need Help~ 

PuK hase Order Identification 

Purchase Orde r Number{s) 

Sales Identification 

Sales (),-de r Number(s) 

Sale-s. ln1,10ice um~ r 

External User 

Sales Order Information 

Participant(s) 

App.roved Sy 

D3.te 

Total Amount 

Supplie r 

Fulfillment Center 

Item/Product lnfonnation 

Catalog Number{SKU) 

Product Description 

Commodity Code 

Product Flags 

) 

~---------------~ 

QAny Q Me @ Pick. .. 
p 

p 
~=============~p 

p 
~=============~p 

D el Controlled substance D ■ Energy Star 

D -t Green D ,- Hazardous mat~rial 

D e Rad Minor D ~ R.:ld ioactive 

□ 0 Recyde d 

□ ~Toxin 
□ -ii Select Agent 

-

• PO-Flip functionality – from Sales Order History tab (Option 2) 
o Select “Document”> “Sales Order and Shipments” > “Sales Order History” and search 

by the different criteria available 

• The Sales Order History displays the list of Sales Orders including details such as “Status,” 
“Invoice/Credit Memo No,” and “Order Total.” 
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PENN MARKETPLACE 
Your Procure-to-Pay Portal ---

Sl'lclwin0 1 •200 of434!1RIS>Jlfs 

~!tsl'wPJo9"~ 

17217M !l.. 3U703&-TEST-
0£Vl-o2092011 

17217..o ..). 39l&P2l-TEST-
0£V\-o2092018 

1721'95 ~ 3U6Q21-TEST-
0£Vt-02t'l'a2018 

3916711-TEST· 
OEVl-0l002018 

J93007J-TEST-
0EV1-0l002018 

172 1S30 ,.). 39l6SSS.-TEST-
0£VI -02W2018 

1721521 A 39315,!.n..TEST-
0£Vl-020920111 

39l-6452-TEST-
0£V\ o020a2018 

~ PENN MARKETPLACE 
r You r Procure-to•Poy Portol 

• 0o0.anwtt,, DoairnentS.urcti SUmiDDcaawn::!. .. S-Clrae< llmly 

Date Type Cni~_. lbu, 

0-IWR,ngt: O.:t1 

Refin~ Sear<h Results 

ZD'TO~ANOGIIIU ( 1711J 

lnvQ.(,r,g 

NQ~{,IJNI 

PJ'1.lib'rwic~ (H j 

F!Jtyl"YOOOKl {20) 

o-·~r,111 

Ch'Oel'Ot,.~eiy 

1-s,mwy ..... ui.,c,nw~l61) 

T, 

T, 

~ 1 -l00 of 4361Rffun 

lvsu!allv1tai;ie~ 

PO-

t n'116 l937<ll6--TIST• 
DM--0209201.!I 

tnt1M) ~ 393&illJ·TUT· 
0E'V1.(1209201t 

1121'95 J.~36021·TtST-
0£Vi.020020ifl 

1721"" - 393(17'1·Tl.ST· 
OEV1--020920UI 

3!il36tl71-TUT-
0E'V1-02ot20lt 

t nt530 ~ 3036SSS-fr.$f. 
OEV1.0209201t 

3936498-T"..S'T· 
OEY"l--020920UI 

393~i 2-TI.ST­
OEY"l-02®20lfl 

,nu,, 3!il3~TES"l'• 

..,.,.-_ 
,0 ~« 1/t/2(118 12.-00AM 

Cttmd: 2/1012018 3.08 ?M , ........ 
;:tQ 01o:E 1N2018 12:00AM 

C...at.d: 2/10J20t8};()6?M ,_ 
;,cl 0Kt.: l/1121J IS 12.00AM 

~ 2/10J201tll.06?M --?Cl 0~1:: 1N201112.00AM 

Cmtd 2/10J2018 3.os 11M 

eom,...a 

?O O~« 1N2018 12:00AM 

Cn1ad: 2/let,'2018 3:0il :IM 

""""'"' 
,0 0~« 1N2(1l 8 lltlQAM 

Ctuted. Z,10(2018 1.02 ?M ,...., .. 
,o o,u,; 1N2018 12:00AM 

Crutad: 2/10/2011l02?M 

""""'"' 
:ro OY.t.: 1Jl/2Cll8 12:00AM 

er.~ 2/10J201t13:02?M 

""""'"' 

C'OO.t. ll&IZ(»ltl:OOAM 

C....-.-.:t 2/10/20113:0IIPM 

Complt1t0: 

000ftt: 1/1/ZOlillilOAM 

cnn<t: v1ono1HneilM 
Campmd: 

PO ClM.■: 1/l/2018 ll.00 AM 

Cru;t¢ Z.,10,'201H:O(IIIM 

Comcl,tttd: 

:>0 Dltt. vano111z.-oo AM 

Cra.v.ed: 2,l10/201ilil§?N 

Comp1t1.c1: 

QO On•· ll'l/2018 12.«J AM 

Ctt~ l/10/201!-ro.t~ 

Campet■d: 

?OD.i.-: \N20181lilOAM 

Cru-:ltd: 2/10/201l nil 11M 

Comcltttd. 

=00ttt: t lln018U.1XIAM 

~ 2/10/201&W2?N 

ComPll19d: 

DOD,i.., 111120i.812;0CIAM 

Cru-.t« 21HV201l JD.Z :IM 

Compil,!ed: 

Sorlb)'lla.n,_..ch ..... 1 

Supplie," FuKAnent.Onleo- ~- 0-- ~ -

ZESTOPII.:AANOGRJLL Nff-llOl'l(NIYtrilm U~ ICA.~L3S8W500E.'AOS ~lr'lil(Jy 

CMUf1 n'Ol<td 

Pttl...A:)EIJIHIACA.nRJNG N~ful!ilment U?enn 

COM?"-"IY Ctttttr1 

PtU..AOEI.JIHIACAnRJNG Ne'Mtrl:fu~m u ....... 
COM,>...,"l'r' C..terl 

?ESTOPl??AANOGRILL N.-rworlcfulfilmll"' U~ 
C.m:erl 

ZESl0Plz:.t.ANOGRILL Nttwc;rtfult m U~ ,_.,, 

l)H.A0t:IJIHIACAnRl"IG Nt~N"""'- u~ 
Co,,,1?,t,.'ff Clflt«l 

?tfl,ADELPHIACATERJNG NffilOl'ttN~ UPtffl 
(Ql,ll:>"-'ff (lffl.H1 

! ESTOPl!ZAANDGRILL NeM<Jrttfu151rMm u~ 
Ctnt1ttl 

-Z!STOPl::zAA.~:> G!Ut.L .._l'tWOft~ UPam 
Cemer1 

:>,-t'..A:>El.Pii'AU.".l.11."\iCi. 'ifflooClfl(futlll'Nffl U?tM 
(OMtlt,NY C-1 

i,.,iI~4ACATlltl~ ~cwo,tk,rf,u.n.,r. Ult...,. 
COM~,VO' Cent..- t 

ZESTO?l::AA."C>GRlt.l Nffwo<tFulfi .... nl UPeNI ,_, 

ZBTO:>iz.::AANt>GIUI.L ~futtlWltm u:>erw, 
Ctf\1¥I 

~:..AtlnP..-ACA.nA¼ ~tworttkitfillm9m ui,....,. 
COMPANY C-.tart 

?--111.ADB.P>M CA'l'IFJ~ NetlllOlft ~ u;:,-, 
COM?ANY Ctnt¥ I 

ZlS'T"OPT.:zA A'IOG11.l~L NKWOll:!'ulfdlffitl"I UPHlrl 
Ctnt¥1 

~Cfo-LA10200092 

"'"""'"" 
DEIT!I.JCEA10032463 
JOHNSON 

?ODM.., 1 f20111lilOAM WTOOiz:AA'-IOGR1.L Nt~Fl.d>lln\fm u~ ST£\IE~A.lT08!il53Af.tLA 0~ 

) 

291.31)US0 0 

'-----'------' 
1 3&.00USO □ 

310.lGUSO 0 

ruTINOC<EOO 1n .10uso D 
runw, 

Z:ESTOTISTlNG 

SAWU, e6.00USO 0 

rumss,.w 

127.00US!) □ 

OHILTBT' 1.300.00USi) 0 

113.39US0O 

-e11wra1 

~II.EDIT 

nmM 
?ESTOHST,"(i 

292..iOUSO la 

--1 
3HUOUSO □ 

129.70USO 0 

tl6.00USO 0 

183..39~0 

• If there are invoices that have been submitted against a specific sales order, they will appear in 
the “Invoice/Credit Memo No” column, click on the hyperlink to see further details, including 
invoiced amount against this particular Sales Order on this specific invoice. 

• Use the search/filter options on the left-hand navigation to further refine the search results. 

• To create a PO Invoice from the Sales Order History screen, check the box next to the specific 
Sales Order to create an invoice. Once checked, click on the drop-down menu and select “Create 
Invoice” and “Go.” 

• Supplier can only create one PO Invoice at a time. Multiple Sales Orders (also known as purchase 
orders) cannot be selected. 
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/ ~t;$S291 :C11:t""9kirDMl~IQl"MitOIIH 
Rief ... nd! ... ith gndrtvdffltS 1Nl01&1: 

1t00p,n ln 003CI\B 

CrGm I nvof.eo / C'rodit M'.Mno 

1- 0 - 0~0.f.ili111, 

mm~ Y'//1 

Supplolir Ziul'OP 

, ~ urrber Opt,on,i,Oilt.Jrn!Jar 

Cu-1Nt1<)1 U"S .., 

1% iif:WWI 

D 

•MO ,,.., 
- · □ 

Sulbl:OUol 135-00 

Oil(CUffl 0.00 

Tllt 1 0..00 

t .. 2 0.00 
Shpp,ng o_oo 

- 0.00 1mA1 l l&..OOUSO 

\. Ntt'd Help' 

) 

• Creating a PO invoice from Sales Invoice Document Search (Option 3) 
o The supplier should go to left-hand navigation and select “Documents,” and then select 

“Sales Invoices,” and finally “Create Sales Invoice.” 

o Enter an invoice number and the PO number and click “Create” to create the invoice. 

Submitting the PO Invoice to Penn 
• Add invoice number, select an option in the Remit-to Address Drop Down if it appears, and 

adjust the quantity or price, if necessary, at the bottom of the page. 
• Optional fields such as uploading Supplier Attachments, inputting a Supplier Account Number, 

or adding Tax, Shipping, and Handling can be completed by the supplier if needed. 
• Once the information on the invoice has been completed, select “Send to Customer” in the 

upper right-hand corner to submit the invoice to Penn for approval and payment. 
• After invoice is submitted, confirmation of the details will appear. 
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Submitting Invoices via CSV Upload 
• There is an option to submit a CSV-file upload with multiple invoices through the Jaggaer supplier 

network page screen. 
• Once the supplier has been set up for this submission type to do CSV uploads, you can enter the 

Jaggaer Supplier Portal by selecting the user’s name in the upper right-hand corner and clicking 
on “Return to Jaggaer Supplier Network” option. 
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• From the Jaggaer Supplier Network homepage, locate the “Create Invoice” widget and select the 
customer to “University of Pennsylvania” and click on “Import Invoice.” 

• Additional training materials or help resources, can be found in Jaggaer’s Training & Support 
library by clicking on the link in the lower right-hand corner. 

• Once “Import Invoice” is selected, select “Import” from the drop-down menu on the 
Request>Action box, add a description, and then upload the CSV file.  The supplier also has the 
option to download the CSV Template and look at the Sales Invoice Sample Import File for 
guidance. 

• Once uploaded, the supplier can click “Submit” to submit the file to Penn. 
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Searching Sales Invoices and Payment Statuses 
• Select “Documents” >”Sales Invoices” > “Search for Sales Invoices” on left-hand navigation path 
• Invoice status definition is listed on the homepage. 

• Select search criteria for sales invoices. 
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Other Training Resources 
To access additional tutorials and training, click on “Supplier Name,” then click on “Return to 
Jaggaer Supplier Network” to gain access to video training material covering  many supplier-
related activities including Supplier Registration and Creation of an Invoice from a Sales Order 
(PO-Flip process). 
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