Non-US Citizen - Self-guided Registration

Completing Registration (Non-US Citizen)

1. Click Register Now found in the received invitation email.
2. Review the Welcome Landing Page content and click Continue with Registration.

Welcome to Supplier Registration encusH -
Welcome to the Harvard University Supplier Portal!

You or your company have been invited to register with Harvard University for business
operations.

All suppliers are required to complete the mandatory sections of the registration process
before Harvard University can create purchase orders or process any sort of payment.

For technical issues related to logging into the portal, adding attachments, browser
errors, and other portal related problems, please contact Jaggaer customer support
here.

For more about doing business at Harvard, current and future sourcing events, diversity
initiatives, and other related procurement information, please visit our website here.

For other questions or concerns please contact Harvard University Strategic
Procurement at procurement@harvard.edu, or vendorsetup_ufs@harvard.edu

Please note: Registration in the Harvard University Supplier Portal does not guarantee
business or payment.

Harvard University's terms and conditions can be found here.

CONTINUE WITH REGISTRATI!

3. Complete the required information to create a Jaggaer Supplier Network account,
including First Name, Last Name, Phone Number, Email, Password, and Account
Recovery Question. Then click Create Account.

*
Your Contact Info
First Name* Last Name* Title
Pnone Number = ext.
international phone numbers must begin with =
Dreferred Time Zone *
EDT/EST - Eastern Standard Time (US/Eastern) M
Your Login
Email *
HarvardUniversityTest+JZD@gmail.  Confirm Email *
Password * ® | ReEnter Password = ®

e of your elementary schocl?

o creATeAccounT ’

4.

5.

6.

Complete the (5) section questionnaire including Company Overview, Addresses,
Contacts, Tax Information, and Accounts Payable.

John Z Doe Welcome to Supplier Registration
Registration In Progress for.

Harvard University Welcome to the Harvard University Supplier Portal!

0 of 5 stz Compine
Vo r your company havs Bsan invitsd to regiter wth Hanara Universty for busingss oparatizns

Welcome All suppliers are required 1o camalete the mandatary sections of the registration prosess befare Harvard Universiey can sreste purchase. r process any seri of payment

For teshnica! ssuss related to ogsing inte the porial sdding sttachments, browser errars, and sther portal related problems, plesse sonts 2 customer suppers hers.

For more sbout doing business at Harvard. current and future sourcing events, diversity Initiath sic our webste here.

4 procurement information. ples:

For other questions or concems plesse contact Harvard University Sirstegic Srocurement 31 o

Bleass nots: Registration in the Harvard University Supplier Bortal doss not guarantse business or payment

Tax Information Haruara University's terms ang eonditions can be found here.
‘Accounts Payable
Certity & Submit Required to Start Registration

Legal Company Name * John T Dos

+ Required 1o Complets Regisration =3

Registation FAQ. | View History

In the Company Overview, select Foreign Individual. Enter a Tax ID Number, if
applicable. Note: a Foreign Tax ID number can be entered later in the registration
process. Enter a Harvard University ID, if applicable. Click Next.

John Z Doe Company Overview
Ragistration In Progress for:

arvard University cegel Structurs

Foreign Individual v

1 of 6sup: Complenz Tax ID Number i applicable

Welcome
Additional Questions
Company Overview v
Ui

it zppiizanie

Certify & Submit

Regiswation FAQ) | Visw History

* Required to Complets Registration

In the Addresses Section, click Add Address, and complete the required information in
the address entry window. Enter a name for your address (e.g. Home, Apartment) and
select the applicable options. Takes Orders - Your Tax Reporting Location. Receives
Payment — Your preferred location for receiving payment.

Add Address

Basic Information (5tz0 10f3) ?

s (et sl st apay) ®




Non-US Citizen - Self-guided Registration

7. Inthe Addresses Section, click Add Address, and complete the required information in
the address entry window. Enter a name for your address (e.g. Home, Apartment) and
select the applicable options. Takes Orders - Your Tax Reporting Location. Receives
Payment — Your preferred location for receiving payment. Please note, if you have
separate addresses for each, select each option separately and the entry process will
allow you to enter separate address information.

Add Address
Basic Information (Step 10f3) ?
o
8. Enter in the required information including, preference for receiving communications

(email), Email Address, Country, Address Line 1, City/Town, State/Province, and Postal
Code.

Add Address

Address Details (Step 2073 2

Email v

ke to

fulfilment ad

Email Address HarvardUni yTest@gmail com

Confirm Email Harvarduni y Test@gmail.com
*

Country Netherlands v

Address Line 1 %
Address Line Test Address

Address Line 2

Address Line 3

Test

Drenthe v

Test

hens ext.
ntemational phans numbers must begin with +

Toll Free Bhone ext,

ntemational phane numbars must begin with +
ntemational phone numbars must begin with +

< Brevious Mext >

* Requirsd 10 Complete

9. Add your contact information, including, Contact Label (Self), First Name, Last Name,
Email and Phone. Click “Save Changes”

Edit Contact

Contact Label ® kait

# Remittance

*

First Name

John Z
p—

Last Name Dos

Fosition Title

P

Emal Test@gmail.com

Phone +1212-558-1234 ext.
ntemational phonz numbers must bagin with +

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

Fax ext.
ntemational phonz numbers must bagin with +

Frimary Yes No

* Required to Comple

Close

10. In the Tax Information section, click Add Tax Document and select the appropriate Tax
Document (e.g. W-8BEN, 8233). You will be required to name the document, select the
tax document year, and upload a signed copy of your tax certificate.

Add Tax Document

Tax Type - 8233

Tax Document Mame ™

Example
Tax Document Year 2018 v
Tax Documentation *
Select file Done @
85341 png & 100% x

& Download Pre-populated Tax Document

* Required to Co

Clos=
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11. Add a Foreign Tax ID, if applicable. Click “Next”.

John Z Doe Tax Information

Registration In Progress for-

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

Additional Questions

4 of 6 5teps Complets
Tax Document Name Tax Type Tax Document Year
Weceme Eample a3 2010
Company s
Add Tax Document v

Addresses v
Contacts v

v

Tax Information

Foreign Tax [gentificstion Number

Accounts Payable it appiicasid

VISA

Certify & Submit

Tax Documentation

4 View Document

< Previous

et

i

12. In the Accounts Payable Section, Select your preferred payment method. Click “Next”

Note: Additional payments methods may be added in future Supplier Portal

enhancements.

John Z Doe Accounts Payable

Ragistration In Progress for:
Harvard University

4 of 6:5iep: Complete

method do you prefer? *

Paper Check via Mail v

Welcome

Company Overview

Addresses

Contacts

L S SRS

Tax Information
Accounts Payable
visA

Certify & Submit

Regisration FAQ | View.

* Required 12 Complets Registration

< Pravious

13. In the Visa Section, complete the required questions including, Visa Type, Country

14.

15.

Issuing Passport, Date of Birth, Visa Sponsored by Harvard. If you have already
completed a GLACIER account registration, check the confirming boxes to unlock the
GLACIER upload section. Please note, leaving this unchecked will mark your
registration for an automated GLACIER account set up. An email notification will be
sent, from GLACIER, after you have submitted your Supplier Portal registration

John Z Doe VISA

Registration In Progress for:
Harvard University

5 Of 6 sips Complese
Welcome v

Company Overview

Country issuing Passport

Tax Information Datz of Birth

LS N S SRR N

Accounts Payable
VisA

Certify & Submit

Registiation FAQ, | View History

Click hera if you have completad the GLACIER Registration

In the Tax Information section, click Add Tax Document and select the appropriate Tax
Document (e.g. W-8BEN, 8233). You will be required to name the document, select the
tax document year, and upload a signed copy of your tax certificate.

In the Certify & Submit section, complete the required fields including, Preparer’s
Name, Preparer’s Email Address, and the certification statement. Click “Submit”

John Z Doe Certify & Submit

Registration In Prograss for- breparers Name®
Harvard University Freparers fiame John 7 Boe

£ BB Preparers Email Address ¥ sl iarsity st 2D @gmsiic

Welcome

5/6/2019

Comp Certification @ | certify that all information provided is trus and accurate.

Addresses

Contacts
Tax Information

Accaunts Payable

A R Y

VISA

Certify & Submit

Regiswration FAQ. | Visw Histary
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16. You will receive the following email confirmation upon completion of your initial
Supplier Portal Registration. Please keep this email for your records, as you will need
to use the link to upload any relevant GLACIER documentation.

Supplier Registration Complete for Harvard University

Dear John £ Doe,

Thank you for completing your registration profile on the Harvard University Supplier Portal. “our
registration will be reviewed and, if appropriate, approved for use.

As a reminder, you can log into your secure account by visiting Harvard University's JESVSGIN T ERGTE]
ogin Link

Reminder for companies: If you've selected Paymode-X as a preferred payment method, visit
http://www.paymode.com/harvarduniversity/ to register.

Thank You,

Harvard University
vendorsetup_ufs@harvard edu
+1 617-495-8500 ext. 3

Completing GLACIER (Non-US Citizen)

1. A GLACIER email notification will be generated based on your responses to the VISA
section of the Supplier Portal registration. If applicablean email will be generated from
GLACIER

For more information on Glacier, visit https://nratax.oc.finance.harvard.edu/Glacier.



https://nratax.oc.finance.harvard.edu/Glacier

Non-US Citizen - Self-guided Registration

1.

Uploading GLACIER Documentation (Non-US Citizen)

Find your “Supplier Registration Complete” email notification or navigate to
https://solutions.sciquest.com/apps/Router/SupplierLogin?CustOrg=HarvardFullSuite

Supplier Registration Complete for Harvard University

Dear John £ Doe,

Thank you for completing your registration profile on the Harvard University Supplier Portal. “our
registration will be reviewed and, if appropriate, approved for use.

As a reminder, you can log into your secure account by visiting Harvard University's JESVSGIN T ERGTE]
ogin Link

Reminder for companies: If you've selected Paymode-X as a preferred payment method, visit
http://www.paymode.com/harvarduniversity/ to register.

Thank You,

Harvard University
vendorsetup_ufs@harvard edu
+1 617-495-8500 ext. 3

Once you’ve logged in using your original email address and password for the Jaggaer
Supplier Network, navigate to the Visa Section of your registration by clicking
Registration and Manage Registration. Click the Visa section and check the box for
“Click here if you have completed the GLACIER Registration”.

John Z Doe VISA

Registration Complete for:
Harvard University

) Viss type ¥
Welcome
Company Gverview
Addresses Country Issuing Fassport
Contacts

Tax Information

Date of Birth
Accounts Payable

A O Y

VISA
mm/d/yyyy

Visa Sponsored By Harvard?
Regisuation FAQ | Viaw History

< Click here if you have completed the GLACIER Registration >

* Reguired to Complets Registration

3. Complete the relevant information in the GLACIER section, including, Visa Start Date,
Visa End Date, and Visa Sticker/Stamp (attachment). Additionally, a GLACIER Support
Documentation Section has been provided to upload corresponding documents. Please
note, all attachments are NOT required. If you cannot locate, the appropriate file
attachment option, please use GLACIER Summary and Forms or Other Immigration
Documents. Click “Save”. Your GLACIER information will be securely stored and
transmitted to the Harvard Vendor Setup team for review and processing.

GLACIER INFORMATION

Plezse enter your Immigration document start dats

nm/d:
Plesse enter your immigration document end dste.
Viss End Date

Visa Sticker/Stamp (In Passport)

Salectfile

GLACIER SUPPORT DOCUMENTATION

Using the guidelines found in the Glacier Tax Summary Report, provide the appropriats forms below.
GLACIER Summzry and Forms

Szlect file

Form DS-2019

Select file

Form 20

Select file

* Required to Complete Registration



https://solutions.sciquest.com/apps/Router/SupplierLogin?CustOrg=HarvardFullSuite

	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7



