Supplier Experience

Supplier Experience
This guide outlines registration process followed by suppliers and individuals.
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Supplier Invitation from Harvard Portal

Hello Test Individual representstive,
Harvard Portal has invited you to join our Supplier Portal hosted by JAGGAER!

Becoming a2 Harvard Portsl registered supplier iz fres, easy and it only takes a few minutes to join. By
selecting the "Register Now” button below, you will be routed to a secure website to complete the
registration process.

Register Now

Upon successful completion of your registration, you will have access to your secure porial where you
can add additional details to faciitate & guick, easy payment process.

Thanks for doing business with us!
Best,

Harvard Porta

Nofe: Foreign individuals (Non-U.S. Citizens) may alzo be required to submit sdditional ir

enzure compliance with ULS. re nz. New regiztran. 5y receive & separate email

lignce Sysfem. GLACIER (zuppord@oniine-fsx nef), affer their JAGGAER regiztration
fed.

Online Tax G
haz been zu

If you have an existing GLACIER sccount with Harvard, sccess your GLACIER account through our
hitpzinratax.oc finance harvard edwGLACIER If needed, |54 documenis can be refrisved at

n can be uploaded back into JAGGAER upon compistion

For technical support related to issues logging into the portal, adding attachments, browser emrors, or
other technical probdems, please contact Jaggaer customer support via:  hitps j

For Harvard specific support, including attaching appropriate documentation or completing registration
information, contact Customer Contact Phone or ap_supplieronboarding@harvard.edu.

Individual Email

Upon invitation, an email is received by the supplier. This email contains a link
allowing the supplier to begin registration.
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Supplier Invitation from Harvard Portal

Hello Test Company regresentative,
Harvard Portal has invited you to join our Supplier Portal hosted by JAGGAER!

Becoming a Harvard Portal network supplier is free, easy and it only takes a few minutes fo join. By
selecting the "Register Now" button below, you will be routed to 3 secure website to complete the
regisiration process.

Register N
Upon successful completion of your regisiration, you will have acoess o your secure portal whene you
can add additional details sbout your arganization, invite colleagues to become users in your site, and
maore.
Thanks for doing business with us!

Best,

Harvard Paorta

Nofe: Foreign enfifies are required fo submif sdoifionsl documentafion info JAGGAER. General
informsfion can be reviewed here: hifpsdnrafsxr oo finsnce hsnand eduforsign-entiy-wi-forms )

For technical support relsted to issues logging into the portal, adding attachments, browser errors, or
oiher technical problems, please contact Jaggaer cusiomer support ai  hitpsoiwwaw jaggaer.com’

For Harvard specific support, including attaching appropriaie documeniation or completing regisiration
information, contact Customer Contact Phone or ap supplieronboarding@harvard.edu.

Company Email
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Registration Checklist Welcome to Supplier Registration

Registration FAQ
Welcome to the Harvard University Supplier Portal!

Registration Tutorial

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 Ap_SupplierOnboarding@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 REGISTRATION

After selecting ‘Register Now’, suppliers are taken to the registration page where they can create a new user account or log into an existing account.
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i Home Customer Portal Home Home - Test Company

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

Quick Links to Common Tasks ?

Harvard University Supplier
Portal

If you are new to Harvard University's Supplier Portal
please review the Jaggaer learning resources below.
These resources will demaonstrate how to easily navigate
and use the Supplier Portal to manage your supplier
information, documents, and more!

Manage Registration Profile

Completing your Registration
Navigating the Supplier Portal
Managing your Jaggaer Portal Profile
Profile Maintenance User Guide

If you have technical issues or questions about using
the Portal, please contact Jaggaer at 1-800-233-1121 or
https://www.jaggaer.com/service-support/supplier-
support/

If you have Harvard specific questions please email
AP_SupplierOnboarding@harvard.edu.

News and Updates

s Harvard University has an updated ST-2 tax
exemption document available to vendors.
Please click here to access this certificate.

After logging in, the supplier is taken to their homepage where they can manage their registration. This area will also include future B2P
functionality.




Supplier Experience

Individual Registration

Test Registration Company Overview
Change Supplier

*
Registration In Progress for: Legal Structure
Harvard University

Tax ID Number *
0 of 5 Steps Complete

Welcome Additional Questions
Company Overview HUID

Addresses

Contacts

Tax Information
Accounts Payable * Required to Complete Registration
Certify & Submit

Individuals will be guided through a series of pages with questions relevant to their legal structure.

< Previous

. Need Help?
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Individual Registration

Test Registration Addresses ?
Change Supplier

Registration In Progress for: Please enter any physical or mailing addresses from which your organization does business to help us route information and communication correctly. Any required
Harvard University address types are listed below.

0of 5 Steps Complete Harvard University uses a specific naming convention for address labels and may change your original address label.

Tax documents will be sent to the address defined as the primary fulfilment address.
Welcome

A 9 digit zip code is enforced. Use this link to find the 9 digit zip code based on your address.
Company Overview

Addresses
Required Information
Contacts The following address types are required to complete registration:
i . - Fulfillment
ax Information N —
Accounts Payable
Certify & Submit No addresses have been entered

Hide Inactive Addresses
Add Address

Registration FAQ | View History

A fulfillment (tax reporting) address along with a remittance (payment) address will be added.
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Individual Registration

Test Registration Contacts ?
Change Supplier
. . for: 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

Reglstratlon. I I?rogress or: always contacting the correct individual. Contacts can be linked to one existing address. Any required contact types are listed below.
Harvard University
0 of 5 Steps Complete

Required Information
Welcome The following contacts are required to complete registration:

) - Remittance

Company Overview
Addresses

0 COM(T nd

I

Contacts Add Contact w Hide Inactive Contacts

Tax Information
Accounts Payable

Certify 8 Submit

< Previous

A remittance (payment) contact is required. This includes an email address and phone number.
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Individual Registration

Test Registration Tax Information
Change Supplier

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

Harvard University

0of 5 Steps Complete

Required Information

The following tax document are required to complete registration:

Welcome e Add Tax Document
Company Overview - W-SBEN-E
>
Addresses Tax Type W-9
TeiEEE Tax Document Name * ‘
Add Tax Document w
Tax Information Tax Document Year

Accounts Payable Tax Documentation *

Select file
Certify & Submit

& Download Pre-populated Tax Document

* Required to Complete Registration Save Changes Close

The individual is required to provide a valid tax document. A pre-populated tax document is available if the individual does not have their tax document.
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Individual Registration

Test Registration

Registration Complete for

Harvard University

Welcome
Comparny Cverview
Business Details
Addresses
Contacts

Tax Infarmation

Payment Information

4

Payment Information

Note: Zelle is a fast and easy way for individuals to receive money electronically, Provide Harvard University with the email addrass that is or will be associated
with your Zelle account (provided you have a US bank account and/or debit card) . Harvard will use email address anly when communicating payment
information

Tor register for Zelle and learn more, visit: hopsYenroll zellepay.com/, If you do not already have a Zelle account, a registration link will be provided 1o you at
the time of payment,

Harvard University also offers electronic payments via Paymade-X for companies, If you are 2 company {(not an individual), and wish to receive funcls eleciranically,
please visit: hitpe e paymade comyhanarduniversity/,

What payment method do you prefer? *

| T

* Required to Camplete Registration

If the supplier requests Zelle as their payment method, they will be asked to provide their payment distribution email address and attest to a statement.

Addresses
Contacts
Tax Information

Payment Information

VWAL pay s HISUIVU UU puUU piSict 2

Zelle v

By checking this box, the payee hereby confirms and agrees that: ¥

i. The e-mail address entered above is associated with a U.S. bank account of the payee into which the payee authorizes payment to be deposited;

ii. The payee understands that digital disbursement is processed by Zelle utilizing network banks and is made available by Harvard as a courtesy to its
suppliers. To the extent permitted by law, the payee releases and indemnifies Harvard from any liability in connection with any delayed, undelivered or late
payment resulting from use of digital disbursement.

iii. The payee consents to the sharing of the e-mail address entered above and any other information entered onto this Supplier Portal with Zelle and network
banks for the purpose of processing digital disbursements. The payee further consents to the disclosure of information regarding the payee by Zelle or any
network banks to any federal, state or foreign authority or governmental body, to the extent required by legal disclosure obligations (including, without
limitation, anti-money laundering and counter-terrorism financing laws).

Payment Distribution Email Address *

supp\'\er@123.cord
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Individual Registration

Visa type *
1of6 Steps Complete w
Welcome
Company Overview e Country Issuing Passport
Addresses
Contacts
Date of Birth
Tax Information
Accounts Payable mm/dd/yyyy
VISA
Visa Sponsored By Harvard?
Certify 8 Submit
Registration FAQ | View History [] Click here if you have completed the GLACIER Registration

% Required to Complete Registration

< Previous Save Changes

Foreign individuals will provide additional information such as their visa type. The individual can also provide their GLACIER information if required.
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Submitting Registration

Test Registration Certify & Submit

Change Supplier
. - P s N *
Registration In Progress for: reparers Name Test5

Harvard University

. : +*
7 of 7 steps Complete Preparer's Email Address robert_wohlfarth@harvard.edu

Today's Date 1 5/7/2019
Welcome

Certification * [ | certify that all information provided is true and accurate.
Company Overview
Business Details
Addresses
Contacts

Diversity

Tax Information

C 8 € 9

Accounts Payable

% Required to Complete Registration
Cavtifis R1 Crhmmit

After providing all required information, the representative will submit the registration for review by the vendor onboarding team.
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Completing Registration

Supplier Registration Complete for Harvard Portal

Dear Test Company,

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

As a reminder, you can log into your secure account by visiting Harvard Portal's JEREGTIGE ]
Login Link }

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

Thank You,

Harvard Portal

ap_supplieronboarding@harvard.edu
+1 617-495-3500 ext. 3

After completing the registration, an email will be sent to the supplier contact with a link to their supplier portal. Using this link, they can continue to manage their
supplier profile.




