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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 Procurement 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.

-

<@ 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 registration. 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 required to follow federal guidelines and best practices associated with securing and protecting
confidential banking information and data.

Register Now

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.

PENN MARKETPLACE

@ @& Your Procure-to-Pay Portal

Registration Checklist Welcome to Supplier Registration ENGLISH -

Registration FAQ 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:
Registration Tutorial 1. Review the University's standard terms 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)

CONTINUE WITH REGISTRATION

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.

—


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

<@=P PENN MARKETPLACE

e o Your Procure-to-Pay Portal

ENGLISH ~
Welcome to the University of Pennsylvania Penn Marketplace Supplier Portal.
Please log in with your provided login and password.

Any issues related to logging in or technical issues, including attachments,
questions can be addressed byour third party software host, Jaggaer
(formerly SciQuest) Supplier support team at 1-800-233-1121 or via a Support form:
http://go.sciquest.com/SupplierSupportRequest.html.

e Account created successfully.
Please log in to complete registration.

Email
XXXXXXXXX@gmail.com

Password

LOGIN TROUBLE LOGGING IN?

Exhibit A — Overview

Welcome
Company Overview

Business Details

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- Contacts
out check mark indicates there is missing information and needs Diversity
your attention before your registration is complete and ready for
submittal to Penn

Addresses

Insurance

Payment Information

A N N U N N S M N

Tax Information
UPenn Terms and Condi...

Certify & Submit

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.




e Enter you Legal Company Name or Your Individual Name —

*Name as it will appear on Purchase Orders and Payments

COMPANY NAME Welcome to Supplier Registration ?
Registration In Progress for: Thank you for your interest in doing business with the University of Pennsylvania. In order to become an approved supplier with the
University of Pennsylvania University, you must:
1 of 9 steps Complete 1. Review the University's standard terms and conditions: PO Terms and Conditions

2. Review the University's Supplier Code of Conduct
Welcome 3. Complete the registration information in the Penn Marketplace portal, upload IRS Form W-9 (Form W-8 for foreign suppliers)

Company Overview

Business Details Required to Start Registration
Addresses Legal Company Name * COMPANY NAME
Contacts

Diversity

Insurance v

Payment Information
Tax Information
UPenn Terms and Conditi...

Certify & Submit

Registration FAQ | View History

* Required to Complete Registration Save Changes

e Click “Next” to continue

Company Overview
Enter details about your company:

e Does your business have a DUNS (Data Universal Numbering System) number? Y/N
e Enter your DUNS number as needed
e Enter your legal structure
o The legal structure entered will determine whether any tax documents will be
required as part of the registration process
e Enter your Tax ID Number (domestic or foreign suppliers). For independent contractors,
enter your SSN.
e \Website ( If applicable)
e [f you are doing business as an Independent Contractor, upload your required W-9

—



NEW COMPANY

Registration In Progress for:

University of Pennsylvania
1 of 9 steps Complete
Welcome

Company Overview
Business Details
Addresses

Contacts

Diversity

Insurance

Payment Information

Tax Information

UPenn Terms and Conditi...

Certify & Submit

Registration FAQ | View History

Company Overview ?

The information entered on this page allows us to track general information about your company to ensure we have the most up-to-date information in our system.

Does your business ®@Yes O No
have a DUNS
number? ¥

The Data Universal Numbering System or DUNS Number is a nine-digit identification number assigned to over 100 million businesses worldwide.

Need a DUNS Number?
Visit Get a D&B Number to obtain more detailed instructions on applying for your DUNS Number.

Dun & Bradstreet
Number (DUNS) *

Legal Structure * v
Tax ID Number *

Website Q

% Required to Complete Registration

< Previous Save Changes

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

Builder, Bob

Registration In Progress for:
University of Pennsylvania

20of9 Steps Complete

Welcome

Company Overview
Business Details
Addresses

Contacts

Diversity

Insurance

Payment Information

Tax Information

UPenn Terms and Conditi...

Certify & Submit

Company Overview B ?

The information entered on this page allows us to track general information about your company to ensure we have the most up-to-date information in our system.

Does your business JYes O No

have a DUNS

number? *

Legal Structure * Individual/Sole Proprietor H
Tax ID Number Type Employer Identification Number |~

Tax ID Number * 945231111

Website Q@

Additional Questions

State in which services are rendered

% Required to Complete Registration < Previous

e Click “Next” to continue

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

e NAICS (North American Industry Classification System)

@)

@)

Use the search feature to best determine your NAICS code by entering a
keyword related to your type of business
Example: Search “ website design”

—



= 239XXX —

e Commodity Code
o Select from the drop-down list for internal codes used by the University of

Pennsylvania

e Click “Next” to continue

COMPANY NAME

Registration In Progress for:

University of Pennsylvania

10f9 Steps Complete

Welcome

Company Overview
Business Details
Addresses

Contacts

Diversity

Insurance

Payment Information

Tax Information

UPenn Terms and Conditi...

Certify & Submit

Registration FAQ | View History

Addresses

Business Details

The information on this page allows us to track important details about your company, such as the areas where you operate and the products and services that you
provide. Additionally, this data is used to determine whether or not your business meets the small business size standards as defined by the U.S. Small Business

Administration. The SBA standards are based on your NAICS code and annual revenue, or number of employees.

Products and Services

NAICS Codes *

No Primary NAICS Code Selected

Below are the commodity codes that the University of Pennsylvania uses for describing the goods and services that you provide.

Commodity Codes *

% Required to Complete Registration

< Previous

Save Changes|

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 fulfilment and remittance addresses.

e Click “Add Address”
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)
e 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
e  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

—



e 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”
e Click “Next” to continue

NEW COMPANY

Registration In Progress for:

University of Pennsylvania

20of9 Steps Complete

Welcome

Company Overview
Business Details
Addresses

Contacts

Diversity

Insurance

Payment Information

Tax Information

UPenn Terms and Conditi...

Certify & Submit

Registration FAQ | View History

Add Address

Addresses

Please enter any physical or mailing addresses from which your organization does business to help us route information and communication correctly. Any required

address types are listed below.

Please use no more than fifteen characters for your address label. The format should be [10 character long string]-[4 digit numeric value]

Example: CITY-0001

Be advised. When you add an address, it is automatically set as the Primary Address. Once you add additional addresses, you can determine which address you want to

use as your Primary.

If you make a remit address inactive that is tied to a payment type we have on file, you will need to go back to that payment type and choose a new remit address. This

will enable you to get paid appropriately.

If you see a yellow, warning icon, that means there is information that is required that you have not filled out. Please check your entries to make sure this is not the case.

Otherwise you will receive an error message when you try to submit your registration.

Required Information

The following address types are required to complete registration:
- Fulfillment
- Remittance

No addresses have been entered

Add Address

Basic Information (Step 70f 3) ?

What would you like to label this address? *

Example: Headquarters, Houston Office

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

I Takes Orders (fulfillment)

Receives Payment  (remittance)

* Required to Complete Registration

< Previous

Hide Inactive Addresses




Add Address

Address Details (Step 2 of 3)

How would you like to Email

receive purchase orders for
this fulfillment address? *

Email Address *
Confirm Email *
Country *
Address Line 1*
Address Line 2
Address Line 3
City/Town *
State/Province
Postal Code

Phone

-~

ext.

International phone numbers must begin with +

Toll Free Phone

ext.

International phone numbers must begin with +

International phone numbers must begin with +

B Required to Complete Registration

Add Address

Primary Contact For This Address (Step 3 of 3)

< Previous

-~

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

® Enter New Contact O Not Applicable

Select additional contact
type(s) to apply

Contact Label *
First Name *
Last Name *
Position Title

Email *

Phone *

" Takes Orders (fulfillment)
" Receives Payment (remittance)
L1 PO Failure

ext.

International phone numbers must begin with +

Toll Free Phone

ext.

International phone numbers must begin with +

International phone numbers must begin with +

5 Required to Complete Registration

< Previous Save Changes




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

Hide Primary Settings

Primary Fulfillment Yes No
Primary Remittance Yes No
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 R Takes Orders (fulfillment)

type(s) to apply ' Receives Payment (remittance)
LI PO Failure

Contact Label ¥

First Name *

Last Name *

Position Title

Email ¥

Phone * o
International phone numbers must begin with +

Toll Free Phone ext.
International phone numbers must begin with +

Fax

International phone numbers must begin with +

X Required to Complete Registration < Previous Save Changes

Contacts

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

e C(Click “Add Contact”
e Enter atitle (label) for the contact and all pertinent information
e Click “Next” to continue

Contacts ?

Please enter contact information for any individuals at your organization who may provide valuable information or help to our company. This will help us ensure we are
always contacting the correct individual. Contacts can be linked to one existing address. Any required contact types are listed below.

Contact Label Contact Types Name Email

Main Remittance (Primary) Homick, Vira homickv+newco@gmail.com Edit ¥
Fulfillment (Primary)

Add Contact w Show Inactive Contacts

Fulfillment
PO Failure

Remittance




Diversity
Penn Procurement 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.

e 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
e If you have a diversity classification that is not listed click on the box and free form
your classification in the OTHER DIVERSITY box.
e Click “Next” to continue

NEW COMPANY Diversity ?

Registration In Progress for:
University of Pennsylvania We strive to do business with diverse companies. By entering applicable diversity classifications, you will help us meet certain spending goals for The University of
4 of 9 steps complete Pennsylvania.

If you see a yellow, warning icon, that means there is information that is required that you have not filled out. Please check your entries to make sure this is not the case.

Welcome Otherwise you will receive an error message when you try to submit your registration.
Company Overview v
Business Details v Required Information
Please click on the "Add Diversity Classifications" button to declare any Diversity Classifications that are applicable to you or to state that you do not qualify.
Addresses v
Contacts v

Click the button below to choose the diversity classifications that apply to your business.

Diversity Add Diversity Classifications

Insurance
Payment Information Additional Questions
Tax Information Do you have a diversity classification that is not listed?

UPenn Terms and Conditi...

Certify & Submit

Registration FAQ | View History

< Previous Save Changes

Additional Questions

¥ Do you have a diversity classification that is not listed?

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

OTHER DIVERSITY (Please provide description) *

< Previous Save Changes




Diversity Classification Additional Information

1. Minority Business Enterprise (MBE)

Add Diversity Classifications

e |f Minority Business Enterprise (MBE) was selected click on MBE link and indicate Ethnicity
from drop down.

Edit Diversity

Diversity Classification * Minority Business Enterprise (MBE)
Ethnicity * African American >
Are you certified by a certifying agency? * CYes O No

* Required to Complete Registration Save Changes Close

e |[f certified by an agency, please include additional information and upload current
certificate.

Edit Diversity

Diversity Classification * Minority Business Enterprise (MBE)
Ethnicity * Aftican American ~
Are you certified by a certifying agency? * ®Yes O No

Certification Type * M

Expiration Date *
mmy/dd/yyyy

Certification Number

Upload Certificate *
Select file

* Required to Complete Registration Save Changes Close




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.

e Click “Add Insurance” and enter all the required information
e Repeat for additional insurance
e 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.

Company Overview v
Business Details v No Insurance has been entered.
oo
Addresses v
Contacts v
Additional Questions
Diversity v
Your registration response indicates that you provide catering services to University of Pennsylvania. Purchasing Services has the responsibility of maintaining the University’s
Insurance . . A . . . .
approved caterers list and therefore must obtain all required insurance certificates prior to accepting your company on into our approved database. Please upload your current
ACORD insurance certificate that meets or exceeds the listed University insurance requirements.
Payment Information
Certificates of insurance for General Liability and Auto Liability must name the TRUSTEES OF THE UNIVERSITY OF PENNSYLVANIA as an additionally insured with respect to
Tax Information services provided under purchase order agreement.
UPenn Terms and Conditi... Please be advised that you are not permitted to provide catering services on the University of Pennsylvania campus without completion of your registration and upload of
insurance certificates.
Certify & Submit List of required Insurance certificates:

1. General Liability insurance: (REQUIRED) - Comprehensive general liability with broad form property damage - $1,000,000 per person, per occurrence and property
damage.

2 . Automobile Liability Insurance: (REQUIRED) - Comprehensive liability on all autos $1,000,000 per person, per occurrence and property damage.

3. Workers Compensation Insurance: (REQUIRED) - $500,000 limit - Statutory limit covering all officers, employees, or agents.

4. Liquor Liability Insurance (if applicable): - $1,000,000 minimal limit

Registration FAQ | View History

ACORD Certificate of Liability *

(~]

Select file

< Previous Save Changes

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

e Payment methods include: ePayables — 10 days, ACH — 30 days, and Check — 45 days
e All individuals will remain on immediate terms; therefore, this change primarily impacts
PO suppliers that are business entities



https://cms.business-services.upenn.edu/purchasing/supplier-resources/po-terms-a-conditions.html
https://cms.business-services.upenn.edu/purchasing/supplier-resources/po-terms-a-conditions.html

e Click “Add Payment Information” Select from drop-down box: ePayables (Virtual
Payment), ACH, or Check
e 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
e Add Payment Information ( ePayables)
o Enter payment title of the ePayables account
o Enter Electronic Remittance email address
e Add Payment Information ( Check)
o Enter Payment title
e Click ”"Next” to continue

NEW COMPANY Payment Information ?

Registration In Progress for:
University of Pennsylvania Information on this page is used to determine how and where you will receive payment. Please enter an email address if you wish to receive an email notification

regarding payments including invoice, date, and amount.
50f 9 Steps Complete < 9 pay 9

ePayables - Penn has partnered with Bank of America to offer a card payment program. This payment method reduces the amount of time to pay suppliers. Payment

Welcome terms are fixed at net 10 days/approved invoice. Payments will be processed as credit card transactions. Standard merchant fees will apply.

ACH - Automated Clearing House, is an electronic network for financial transactions in the U.S. ACH payments are made directly to the supplier bank account set up

Company Overview v on the Penn portal. Payment terms are fixed at net 30 days/approved invoice.

Business Details v Wire — A method of electronic fund transfer. This method of payment is reserved for Penn’s international suppliers, to their bank account set up on the Penn portal.
Payment terms are fixed at net 30 days/approved invoice. Special approval must be granted by Purchasing for any domestic U.S wires.

Addresses v Check — Penn'’s least favored method of payment. Suppliers are encouraged to change to a more efficient electronic payment method. Payment terms are fixed at net
45 days/approved invoice.

Contacts v
Individual Payee — Payment Terms are set to Immediate pay upon receipt of approved invoice.

Diversity v If you see a yellow, warning icon, that means there is information that is required that you have not filled out. Please check your entries to make sure this is not the case.
Otherwise you will receive an error message when you try to submit your registration.

Insurance

Payment Information

Required Information

Tax Information At least one payment type is required to complete this section.

UPenn Terms and Conditi...

No payment information has been entered.

Certify & Submit

Direct Deposit (ACH)
Check (Check)

Wire Transfer .
< Previous Next >

ePayable

Registration FAQ | View History




e For Direct Deposit

Add Payment Information

Payment Title *

Payment Type * Direct Deposit (ACH)

Direct Deposit Format w
Remittance Address * v

Electronic Remittance
Email *

Currency * =
Active ® Yes O No

Bank Account

Country * v
Bank Name *

Account Holder's Name *

Account Type * -
Address Line 1

Address Line 2

Address Line 3

* Required to Complete Registration Save Changes Close

e For Check

Add Payment Information

Payment Title X | |

Payment Type * Check (Check)

Remittance Address ®
Electronic Remittance Email

Currency *

Active ® Yes O No

* Required to Complete Registration

—

Save Changes Close

14




e For Wire Transfer — International Suppliers/Payees

Add Payment Information

Payment Title * ‘

Payment Type * Wire Transfer

Remittance Address *

Electronic Remittance
Email *

Currency *

Contact Name

Purpose
200 characters remaining
Active ® Yes O No

Bank Account

Country*
Bank Name *

Account Holder's Name *

Account Type *

Save Changes Close

* Required to Complete Registration

e For ePayables
Add Payment Information

Payment Title * |

Payment Type ¥ ePayable

Remittance Address * -
Electronic Remittance Email

Currency * M
Active ® Yes O No

* Required to Complete Registration

Save Changes Close

Tax Information

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

15

. For more information as to how

—


http://www.irs.gov/

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.

e Click “Add Tax Document”
o Select your document type from the drop-down list
e 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)
e Enter Tax Document Name — Ex. W-9-2018
e Enter Tax Document Year from dropdown list
e Click “Upload” to upload your Tax Documentation
o Entertitle
o Click “Browse” to locate the file on your computer to include
o Click “Add”
e C(lick “Save Changes,” then “Next” to continue

Tax Information

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

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

No tax information has been entered

Add Tax Document w

W-9




Add Tax Document

Tax Type *

Tax Document Name *

Tax Document Year

Tax Documentation *

* Required to Complete Registration

W-9
W-9
| 2018 -
Select file Done @
W- 9 2018.docx & 100% X

& Download Pre-populated Tax Document

Save es Close

Accept University of Pennsylvania’s Purchase Order Terms and

Conditions

NEW COMPANY

Registration In Progress for:
University of Pennsylvania

7 of 9 Steps Complete

Welcome

Company Overview
Business Details

Addresses

Contacts

Diversity

Insurance

Payment Information

Tax Information

UPenn Terms and Condi...

Certify & Submit

Registration FAQ | View History

A S N U U N

{

UPenn Terms and Conditions

1, the undersigned as an authorized representative of the company listed above, agree to the University of Pennsylvania Purchase order Terms and Conditions, unless a
contract stating complete alternate terms of agreement has been executed by authorized representatives of the parties, reference herein and certify that the information
provided to the University of Pennsylvania is current and accurate. | agree to allow the University of Pennsylvania to access my company's tax compliance status with the
City of Philadelphia using the city's Tax Clearance System.

Do you agree with the University of Pennsylvania's Terms and Conditions listed above? *

O Yes O No

% Required to Complete Registration < Previous




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

NEW COMPANY UPenn Terms and Conditions

Registration In Progress for:

University of Pennsylvania |, the undersigned as an authorized representative of the company listed above, agree to the University of Pennsylvania Purchase order Terms and Conditions, unless a
7 of 9 steps Complete contract stating complete alternate terms of agreement has been executed by authorized representatives of the parties, reference herein and certify that the information

provided to the University of Pennsylvania is current and accurate. | agree to allow the University of Pennsylvania to access my company's tax compliance status with the
City of Philadelphia using the city's Tax Clearance System.
Welcome

Company Overview

Do you agree with the University of Pennsylvania's Terms and Conditions listed above? *

Business Details N
OYes  ® No

Addresses

Contacts If you are proposing alternate terms of agreement, please attach the document here with changes highlighted. *

L 8 8 8 9

Diversity Select file

Insurance

{

Payment Information
Tax Information v
UPenn Terms and Condi...

Certify & Submit

Registration FAQ | View History

% Required to Complete Registration < Previous
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

e Click the box for “I certify that all information is true and accurate”
e 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.




NEW COMPANY

Registration In Progress for:
University of Pennsylvania

9of 9 Steps Complete

Welcome

Company Overview
Business Details
Addresses

Contacts

Diversity

Insurance

Payment Information

Tax Information

UPenn Terms and Conditi...

Certify & Submit

Registration FAQ | View History

A T T T T . T .

Certify & Submit

Please type your initials in the box below acknowledging that you are an authorized official of the registering supplier or an individual representing yourself as a
supplier/payee, and that all information is correct. It is the supplier's/individual's responsibility to ensure that the information provided is accurate and kept current.
Inaccurate information may result in payment delays.

Additionally, by submitting this registration, you certify that all information provided is true and accurate. Knowingly providing false information may represent fraud and

could disqualify you or your company from doing business with Penn.

Preparer's Initials *
Preparer's Name *
Preparer's Title *
Preparer's Email Address *

Today's Date

Certification *

NC

NEW COMPANY

3/9/2018

[ | certify that all information provided is true and accurate.

% Required to Complete Registration

Thank You for Registering

& Registration 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.

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

L]
L
e Send new user request to an additional portal user.
L
L

Return to Registration Profile




Click “Manage Registration Profile”
< PENN MARKETPLACE

@ @& Your Procure-to-

Home > Customer Portal Home = Home

>

Welcome to the Penn Marketplace Supplier Portalt! Quick Links to Common Tasks
Supplier Registration is required for new suppliers is a Manage Registration Profile
prerequisite for doing business with the University of
Pennsylvania, and should not be interpreted as a
method of becoming a preferred supplier.

Create Invoice / Credit Memo
Suppliers that were previously registered with the

University but have had their information deactivate: Type @ Invoice O Credit Memo
due to lack of use (supplier information is end daigf in

our system if the supplier has not been used wi 18 Invoice No.

manths) will need to register again and provi

updated information. \nvaice Date 021272018
Registered UPENN suppliers and paye ay access mm/ddfy

the secure portal at any time to main
information, update contact, insura

payment
and tax Supplier ZESTO PIZZA AND GRILL >

information.
PO Number

Companies/Iindividuals may the portal to access
and rewe\af purchase urders,. gen.erate and submit Currency US Dollar "
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:

Find Invoice ?

® In Process - The invoice has not been
processed, but has been created.

® Payable - The invoice has been processed and o L . .
marked as Payable (OK to pay) :Ifls: che;t:gaan1&nt status of an invoice or send a message to a customer regarding an invoice, please enter the invoice number then click the
earch” button.

Advanced Search

® Paid - the invoice has been processed and
marked as paid. Invoice Number(s)

¢ Cancelled - the invoice was canceled.

For registration questions, please contact Procurement
Services Operations Center at
Suppliersupport@upenn.edu.

When you have been approved, you will see the BEN supplier number indicating you are an
approved supplier at Penn.
< PENN MARKETPLACE

@ @ Your Procure-to-Pay Portal
€3 Registration > Manage Registration Profile > Welcome

ZESTO PIZZA AND GRILL  Welcome to Supplier Registration
Supplier Number

Change Supplier 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:
Registration Complete for: Ty, y

University of Pennsylania 1. Review the University's standard terms and conditions: PO Terms and Conditions

2. Review the University's Supplier Code of Conduct

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

Company Overview
Business Details
Addresses

Contacts

Diversity

Insurance

L S T N W U N N

Payment Information
Tax Information

UPenn Terms and Conditi... v

Registration FAQ | View History

]
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Reviewing Profile Information in Penn’s Supplier Portal
A@PENN MARKETPLACE Other Diversity v 1 &

@  Your Procure-to-Pay Portal

@) Documents Document Search Search Documents & Document Search

Other Diversity

Return to JAGGAER Supplier Network

Logout

Search |Sales Orders -

Enter search terms such as document [g[Uygl oI T IV T JITTEHE ol el geTe (VT o1 (eI R  EYiTeTN

o to: advanced search|

Supplier PO-Flip functionality

e 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,”
this field be filled in accurately to create a PO Invoice. Non-PO Invoices cannot be
submitted to Penn through the supplier portal.

Penn requires that

= PENN MARKETPLACE

& @ Your Procure-to-Pay Portal

stomer Portal Home v

. . R
Welcoma to the Penn Marketplace Supplier Portall! Qumk Links to Common Tasks B
Registered UPENN suppliers and payees may access the Manage Registration Frofile
secure portal at any time to maintain informaticn, such
23 addresses, payment information, and tax information. [N
Companies/Indimduals may use the portal to access and Create Invoice / Credit Memo ?
review purchase orders, generate and submit electronic
invoices to the University. _—_— & Invoice Credit Memao
When viewing your invoices, you will see a status next
to each of them. Below is an explanation of each of the | voice Na. EDGO2072018-1 |
statuses you might see;
« In Process - The invoice has not been processed, Invoice Date 02/02/2018 B

but has been created.
= Payable - The invoice has been processed and
marked as Payable (OK to pay) 0 Number R .
Paid - the invoice has been processed and Opt Numbe
marked as paid.
Caneelled - the invoice was canceled, Currency U3 Dollar v

.

For registration questions, please comtact Procurement
Services Operations Center at
Supphersup up

?

Find Invoice

Customer Contact ?
nt status of an invoice or send & message to 8 customer regarding an invoice, please enter the invoice number ke
Name Procurement Senaces Dutton ?
- MNeed Help?
2 Onerations Cantar Y. Need Helpi




e 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

W Homs

< @A PENN MARKETPLACE

[

Document Search | [F31€5 Orders and Shipments

- I

Sales Orcers ana Shipenents

Sales Invokoes

RATETOTRd 37 8 MATTOE I ERCOmING 3 EreeTen
uppher, N "
R Create Invoice / Credit Memo
Suppliers that ware prav

University ]

& Inwoice Creit Memo

+ Payable - T

ed as Payable (0K

the invoice has bee
marked as paid.

+ Cancalled

Find Invoice

sice wa cancabd. Advar

it their invoices via the
appoinv® upenn.edu

<

@) PENN MARKETPLACE

@ @ Your Procure-to-Pay Portal

Documents ) Documents © Document Search -~ Search Documents =

th. Reporting
Purchase Order Identification

to I

Purchase Order Mumber(s)

Sales Identification
Sales Order Mumber(s)
Sales Invoice Numbsr

External User

Sales Order Information

Participant(s) O Any Pick..

y-]
Owmer £
Approved By p
Date [create Dat= Jau Dates -]
Total Amount -
Supplier 2
Fulfillment Center i)

ltem/Product Information
Catalog Number{SKU)

Product Description

Commadity Code

Product Flags O Controlled substance [ B Energy Star
O & Green [0 # Hazardous materia
00 Rad Minor & Radioactive
[ i3 Recycled O @ select Agent
[ & Tonin

o The Sales Order History displays the list of Sales Orders including details such as “Status,”
“Invoice/Credit Memo No,” and “Order Total.”




]

) Documents

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.

@2 PENN MARKETPLACE =4
@ @ Your Procure-to-Pay Portal
& Documents  Documest Search  Search Documarts =
< BackroEditSearch  Sear New Search
Shawing 1 - 200 of 4361 Resuls All Dates Creste Invoice -
. s Par Fage [2 [oemmmen ] s T otzzlsl ¥
Search Details , Rezults Par Paga [200 Sart by Bart manch Page o022
- Order No. PO No. Date/Time Supplier Fulfiliment Center Customer Owner Status | [Tokce/Credit Memo |6y ror [
Search Terms L
Customer(s) 1721786 0 Network Fulfilment  UPenn  KAREM L 35852, santially c = zezsousc O
penn Center 1 msiced
Filtered by 1721740 0 Network Fulfilment  UPenn KEILA 1028375 3soousc O
Center 1
Data Type: Grame Dase
Dats Range: All Dates
1721685 1, 3936920.TEST- S Network Fulfiment UPenn  [KEILA 10283752 TURNER 31020 USD
DEV1-02092018 Canter 1

Refine Search Results ? _
172160% Network Fulfilment  UPenn Owver 1267008 U
Date Range Conter 1 rwaiced
All Dates
17215845 Network Fulfibmant  UPenn  NANCY 10080300 ORELLY  Pamsially seoouso O
Supplier To Center 1 roaicad
21520 ment UPena  MARIA 11872009 CRUDELE 2roouso O
Te
172152115, 303 20 Date: RING  Newwerk FulSiment  UPenn Partiaty pritest  1.30000uso O
Createdt Center 1 esiced
Compistec
1721512 3, 3 Network Fulfiimant  UPenn wazuso O
Center 1
Cwner e
17214911, 3936400-TEST. 50 Nate  UREOIA12O0AM —ZESTO PIZZA AND GR Network Fulfilmant _ UPsnn 27089534 FALA Partially

& Home
i) Documents
b Reportin

2 re

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.

<@ PENN MARKETPLACE
& & Your Procure-to-Pay Portol
& Documents ~ Document Search  Search Documents =

< Bac earch
All Dates
T I,
Search Details z St L | Best maach v
[ it
e Order No. PO No. DateTime Supplier Fulfilment Center Customer Owner Status oW Credit o™ Grder Total [
earch Terms o,
Customen(s) 1721786 50 Date: Network Fulfilment  UPenn Partally =]
UPenn Created: Certer 1 Irwoiced
Compisted:
Filtered by 12 50 Date: RING  Nemwork 136.00U50
. Corer 1
Date Type: Creaze Date Crested.
Date Range: All Dates Cormpleosd
1721695 5 4G Network Fulfilimm UPenn z0z0uso O
Canter 1
Refine Search Results ?
1721609 5 3 Network Fulfillmert  UPenn 802563 J0H Over 12070wso O
Date Range . 2/10/2018 305 PM Cltar § Irwoiced
Complgted:
Al Date e
17215840, 39 PO Dats;  1/8/2018 1200 AM Network Fulfiliment  UPenn  NANCY 100803 Panisly ssoouso O
Y Te Created 2/10/2018 3:04 PV Carmes Irvoiced
- Completed:
17215305 ) G Metwork Fuffiiment UPenn  MARIA 11372005 CAUDELE 12700us0 O
T, Created: Camaer 1
Compieted:
1721521 3 50 Date:  1/8/2018 12:00 AM RING  Network Fufilment UPenn  VICTORIA 10200092 Partiaiy panrest  130oppuso O
Cerer 1 REINHARDT Inveices
Order Delivery 1TIs2 A PO Date: Network Fulfiliment  UPenn A 10032463
Hissary via sales order (436 Creaneat e i
Completed:
Ormer i P e " o oo o o
e PR 17214910, 3936400-TEST- PO Dste: /2018 1200AM  ZESTODZZAANDGAILL  Network Fulfilment UPenn  STEVEN A 27000534 FALA Pariialy




e 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.”

~< @R PENN MARKETPLACE

Invoice Line PO N, OrderLine  Part No.  Description Product Size  Quantity Unit Price: Packaging  Extended Price  Tax Shipping & Handling [w}

1 TET-OEVI00002018 1 4

r Matthias 1360000 | 5 100 wso 136.00 h sioes w | [J

Subtotal 136.00
Discourmn oo
Tax 000
Tax 2 000
shipging L
Handling 000
ToTAL 136.00 USD

https://usertest.sciquest.com/apps/Router/SalesinvoiceCreation?tmstmp=1519136579047 . Need Help?

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

Create Invoice / Credit Memo

Type W Iygice Credit Memo

=

reoéce: Diabe 02205208

PP ZESTO PIEIA AND GRILL

Limrency S Dollar

7
#

Submitting the PO Invoice to Penn

e 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.

e 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.

e 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.

e After invoice is submitted, confirmation of the details will appear.




<) PENN MARKETPLACE Rence Smith = 1 & B
@ @ Your Procure-to-Pay Portal
Cocument Search  Sear we

UPenn
2/2072018
o 3936923-TEST-DEV1-02092018
Sabes Order Numbar 1721740
[suppier Amacnmants a2k I
Ea
Invoice \lessages Histary
General Information H Billing Information T Customer Invoice Information
raecice tndo Billing Address Curmomer Invsice formaten unavslagie. " .
Craate Dats 2202018 ACETS PATASLE.UNIV OF PENN If the supplier sees a dropgown in the “Remit-to
nwoics No. I R FRANKLIN BUILDING

Address” section, the supplier should select their

rvcice Date

correct remit-to address. If a supplier does MOT see a

Renes Smith

Supei PHILADELPHIA CATERING COMPANY Remit To Address dropdown in this section, the supplier has already
Customer UPenn Remit To Agdress . . . . . .
——— emmic To Locan I assigned a primary remit-to address in their supplier
profile and there is no need to enter any further
Order Info
Sales Grder Number T2y Uited States information, unless the supplier needs update their
PO Number 3036023-TEST-DEV1-02002012 . . . ape . N
primary remittance address for this specific invoice.
Payment Terms. ? Tax, Shipping & Handling
Due Date 3/22/2018 Discount 0.00
Baymar Taems . B » o b
Descount Days. Net T2 04
Date 272002008 ping Y
Discount Amount 0.00 USD o
....... e o
Shipping Info
Notes
FOB. Destination
Shipping Address
CH BUILDING
Line Item Details
Imvgice Line PO M. Order Line  PartNo.  Deseription Product Size | Quantity Unit Price Packaging  Extended Price  Tax Shipping & Handling [m]
3936923-TEST-DEV1-02092018 1 s Quote 35291 Catering for PM| Speakeer Matthias 136.0000 : 100 1UsD 13600 show Actions v a
Rief lunch with grad students 1/8/2018 at
12:00pm in 500 CRB
Subtotal 136.00
Discount. .00
Tax1 .00
Tax2 000
Shipging 0.00
Handling 0.00
— 707/ 136.00 USD
% Need Help?

Submitting Invoices via CSV Upload
e Thereis an option to submit a CSV-file upload with multiple invoices through the Jaggaer supplier
network page screen.
e 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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A Home  SupplerPora Hame =

@A) PENN MARKETPLACE ReneeSmithe M 4
@ & Your Procure-to-Pay Portal R GGAER Supp 3

Renee!

Riturr 10 JAGGAER Suppler Network

Welcoma ta the enn Marketplace Supplier Partal Quick Links to Common Tasks
Suppliar Ragist raquired for naw supplirs tanage Regirtration Profily
and 3 prareguiste for daing businass vith tha
ersity of Pennsylvania, but should not be
Create Invoice / Credit Memo
Type @ Invoice  © Credit Memo
menths) will nead t register gain and provide wolcs No,

wpdated information.

Registarad Penn supplh Dt m.
the secure POrtal at an
i o, v
ey o ZESTO PIZZA AND GRILL
US Dollar
+ In Process - 4 has not been Creaty

processed, but hi cremted,
+ Payable - The a3 been processed

and marked s Payable (OK 1 pay)
+ Paid - ice has bean processed and Find Invoice

marked
+ Cancelled soica was canceled,

Suppliars can

Fsice Numbar(s)

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.

J/A\ G GIA\__:_'_\"’

ReneeSmith ™ o [ 4

SUPPLIER
NETWORK

Did you know?

What the L0 icon means?

ZESTO PIZZA AND GRILL YOUR REVENUE

_ AMPLFY CPPORTUNTIES
JAGGASR= 10N THE PLATINM SUPPLIER PROGRAM Whanever you see this icon

exaren et i
is wvailable for that section.

1000100553

Click on the icen to leam

Are you prepsred for | s11121 mere.

+ UIT: April 14, 2018 at 800 pm E . . .
Create Invoice / Credit Memo + Broducion: Ma 12. 2012 21 800 pm EST Dan't show me this agsin

Type ® Invoice ) Credit Mamo

voic No. " 5
e Find Invoice :
invoice Date 2 &

invoics
5O Number Optionst PO Nersbe, Numberfs)
Curmency LS Delar
m Need Assistance?

Help
Customer Portal Access

Search for Q
Customer Registration Status Customer Contact
Universiy of Pennayivania Complate Procurement Services Operat

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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INGGA== Rerwon

&4 Documents  Sales Imvoices

#l} Documants

Request H Recent Activity R P -4

jbmitted reqy
the output file for a

s ot

B administer

File Name:

Click the Adobe icon for import instructiens [+

Sales Invoice CSV Template

Sales Invoice Sample Impon File

Searching Sales Invoices and Payment Statuses
o Select “Documents” >"Sales Invoices” > “Search for Sales Invoices” on left-hand navigation path
e Invoice status definition is listed on the homepage.

@MY PENN MARKETPLACE

Documents

Sales Invoices

e Create Invoice / Credit Memo
Suppliers that were previously registered with the

ty bu ctive in our system due to e
Y Typs @ Invoice © Credit Memo
ation is end dated in eur vpe "
been used within 18
il nand ta register again and provide nwcice No
ion.

Registerad Penr suppliers and payees may secess
the secure portal at any
i update cont

ccess and review
generate and submit electranic invoices and check
on payment status.

‘When vigwing your invaices in the porcal, you will
see 8 status next to each of them. Below is an
explanation of aach of the statuses you might sea:

« 2n Pracess - The ivoce ha na been
processed, but has been created

- Payable - e insie ras saen processe<
and marked as Payable (OK to pay)

= Paid - the invoice has been processed and Find Invoice r
marked a2 paid.

« Cancelled - tha invoice was canceled.

Suppliers ean e x theie nveices via the
portal ar can email them 1o appoinvi upenn.edu
with the fallowing provisions wice Number(s)

» Include the PO number on each invoice

+ Provide cre [pdf o per inusice (= of e
mited)

Penn will be sent via email

e Select search criteria for sales invoices.




- <@ PENN MARKETPLACE

& @ Your Procure-to-Pay Portal
] Documents 1§ Dowments * Document Search  Search Documents =

Purchase Order Identification
Purchase Order Number(s)
Invoice Identification
Ssles Invoics Number

Sales Invoice Invoiced by R

Invoice Information

Date Salies Invoice Date <[l Dates ~]

Payment Method

Record N

Tosl Amournt:

Supplier Account Number
With Retsinage

Has Trade In

DDII
<

Inveice Type
DOlinveice O creai vemo
Payment Status
Clinprocess [ eayanie
[mEE O cancalled
Ooispura
Message Category

Oimvoice [ Payment
Oother O bispute

<GB PENN MARKETPLACE

@ @ Your Procure-to-Pay Portal
14 Cocuments  Documant Search |

rch
s 1-55.0f 55 Results All Dates
1 . .
Psge v [ Bes mato 1P H
Search Details . i er Page 200 Sort byz[ 8est maten e 1 of 1
Invoice Number Customer  Created By [ Sales Order No Invoice Date|  Submit Date Invoice Status. Total
Semrch Tarma PO1E UPenn  Rence Sith s |2n 5000 USD
Customer(s)
UPenn
TESTINVT (2 UPana Status: I Process 12870USD
d Date:
yyment Method: Chack
ZESTOTESTING 4 UPenn  RenseSmith 1721 21372018 Invoice Status: In Process 250.40UsD
d Date:
Payment Metnod: Check
TESTZESSAW UPenn  Rence Smith /2018 220 PM Status: Payable 500USD
Paid Date:
Payment Method: Chack
CREDITTEST 4 UPenn  RenseSmith 1721726 3937036-TEST-DEVI-02092018  2/13/2018 /2018 B17 AM Payatie -10000 USD
d Data
Refine Search Results ? Payment Method: C1
TESTINGCREDIT UPenn  Rense Smith 2132018 B AM  Credit Memo Status: In Process -12970UsD
Date Range
A Daves - -
sawnz( UPenn  Rense Smith 3132018954 AM  Inveics 2000030
Sales Invoice Invoiced by v
TESTZESTOP(ZZA1 |4 Upann n2e Sith %6 2132018 Invoice 20230UsD

Payment Method: Check




4 tome ~~ @) PENN MARKETPLACE Rencesminv w4
@ @ Your Procure-to-Pay Portal
) Documens & Docements © Document Szarch  Search Documents =

+ Back to Search Results | 20f 55 Results |» Document Number(s) [TE5TINVT

TESTINVY
UPenn
21137208

In Frocess
3936781-TEST-DEV1-02052018
1721609

Supplier Atachments

Invoice \essages History _

Billing Information 7 ‘Customer Invoice Information

Billing Address

Creste Dat

= Bayable Date
= DGRILL
Usen
1721609
3936781 TEST-DEVI-02092018
Tax, Shipping & Handling )
Discount
Taxt
T2 . Need Help?
Payment Terms T Tax, Shipping & Handling ?
22372018 Ciscount 0.00 UsD
0%0. Net 10 Tax1 0.00UusD
21132018 Tax2 0.00 USD
0.00 UsD Shipping 0.00 UsD
Handling 0.00 USD
Shipping Info
Motes
FOB. Dastination
Line Item Details
Invaice Line PO No. Order Line Part No. Description Product Size Quantity  Unit Price Packaging Extended Price Tax. Shipping & Handling
1 3936781-TEST-DEV1-02092018 1 Lunch PO for Hire Suddy Crder No 251 1297 1.00 1US0 2970
Subtotal 129.70
Discount 000
Tax1 0.00
Tax2 000
Shipging 0.00
Handling 0.00

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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4 Tools

Getting Started - Introductory information for the
JAGGAER Supplier Network

Online Training and Support

Registration and Profile Management -
Introductory information around registering for
the JAGGAER Supplier Network and maintaining
your profile.

What's New in this Release? - Summary of
changes from the most recent product release.

Product Release Information - Learn about
upcoming product changes and important dates.

Training Videos

® The JAGGAER Supplier Network Overview
® The Shopping Experience
. Beglnnlng the Supplier Network

Completing a Customer-Specift
Registration

® Navigating the supplier Portal
® Managing the Network Profile

View Online Training and Support

SUPPLIER

NETWORK

Online Training and Support

Invoicing 101 - Learn about the invoicing and
communications functionality in the JAGGAER
Supplier Network.

JAGGAER Supplier Network Handbook - Learn
about sourcing, e-auctions, invoicing, 2nd Tier
Reporting, and supplier scorecards.

Training Videos

® Reporting 2nd Tier Spend

e Completing a Questlonnalre for a Customer
® Responding
reating an Invoice from a Sales Order
® Managmg
® Importing Invoices in Bulk

Reference Materials

® Sales Invoice Import Guide
® Sales Invoice CSV Template
® Sales Invoice Sample Import File

Other Diversity ¥ ¥

[CR Wl Scarch (Alt+Q)

Supplier Catalog Management Handbook - Find
detailed information regarding uploading and
maintaining product and price information for your
customers.

Hosted Content Impacts on Product Search - See
how your hosted content translates into a
customer's product search.

Product Search at a Glance - See how customers
view your products in their application.

Training Videos

® Preparing the Content and Price Files

® Submitting Content and Price Files

® Assigning Categories and UNSPSC Codes

® Extracting Content and Price Files

e Working with Content and Price Files in Excel

Reference Materials

® Hosted Catalog Sample Data
® Cataloa Manaaement Templates
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