Drexel University Procurement Services

Individual Supplier Registration Guide

How to Navigate through the Drexel University Supplier Registration Portal.

Any questions or concerns can be directed to the Procurement Support Team. They can be reached

Monday thru Friday from 9am-4pm (EST) at askprocure@drexel.edu.

Thank you for your interest in doing business with Drexel!
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Drexel Procurement Support
will email the request to
register; you will receive an
email with this header.

If you do not see it in your
main inbox, please check both
your junk and spam folders.
The email will be coming from
our system host provider
Jaggaer, however, the
sender’s email address will
state askprocure@drexel.edu.

Smart Source

Procussreet, Sasvices

Supplier Invitation for
Supplier Portal

e
Dear The SOLE Mo @®

The Drexel University Smart Source Supplier Portal is inviting you to register because a requester
wishes to place an order with you OR has asked us to issue payment to you. Registration is
required in order to do business with Drexel University.

Drexel University Smart Source

The Drexel University Smart Source Supplier Portal is free, easy and it only takes a few minutes to join.

By selecting the "Register Now” button below, you will be routed to a secure website to complete the
registration process. Upon acceptance and approval of your registration, you will be notified and can
access the portal to:

= Maintain your own data (addresses, contacts. banking information)
» Add Tax and Insurance documents

# Track Purchase Orders (POs) we issue to you

* Flip POs to invoices

« Track invoicing and payments

Please, if you experience any issues, contact Procurement Services via email askprocure@drexel edu
or phone 215-895-2876 option 4 for assistance.

Sep 9, 2020, 9:36 AM

If you still do not see the email, your
firewall could be preventing you from
receiving it. The email contains a link
that is needed to register in our Drexel
Supplier portal.

Please check that we are “whitelisted”
so that incoming emails can be
received. If after having us whitelisted,
you are still having trouble receiving
this email, please contact
askprocure@drexel.edu.

The “Register Now” link that will take the user into Drexel’s supplier portal.

Thank You,

The Drexel University Smart Source Supplier Portal

If you have any technical questions, please contact Procurement Support Team at
askprocure@drexel edu or +215 (895) 2876 for assistance and identify yourself as registering in the The
Drexel University Smart Source Supplier Portal Supplier Metwork.
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Drexel University

Smart Source
Procurement Services

Registration Checklist Welcome to Supplier Registration English

Registration FAQ

Registration Tutorial Continue With Registration

Please contact Procurement Support Team at askprocure@drexel.edu or +215 (895) 2876 for assistance.
INGGA=R-

The link in the email will take you to the Welcome Page. Select “Continue With Registration” to begin registering.




Supplier Registration Registration Tutera Engish =

Your Contact Info

- Here you will begin to setup your profile, including creating a password and
a recovery question. Anything marked with a is a mandatory field.

&033551215 axt.

Phons Murniber %

ECT/EST - Ezztern Standard Time (LS, Eastarn) -
Preferred Timz Zons ¥
Your Logim

williarns.wendi bEgmailcom

Arswer ¥ Confirm Answer ™

Terms and Conditions

I:I have read and accepted JAGGAER's Terms and Conditions 0§

Creavte Account

Flesse contact Procurement Suj rt Team at askprocure®drescal edu or +215 [(295)
% R =is = R amnasee
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Welcome to Supplier Registration

Registration » Manage Registration Profile
Doe, Jane Welcomea to the Drexel University Supplier Portal. The registration process will take approsimately 15 mintes or less to complete and contains 6 sections.
Az sach section 1= completed, it will be marked with a green check.
Registration In Progress for:
The Drexel University Smart Source Aoy fiald marked with a2 W is 2 mandatory fald. You wall be unabls to successfully complate your registration if all the raquirad infonmation i1z not provided
Supplier Portal
upplier Fors The registration contams the following sections:
+ Welcome Page
v Thiz i1z where you begin the registration process:

Welcome » Enter vour name within the First Name and Last Mame fi=lds.
» Indiridual Crrerview (Individual Information)

¢ Select vour Country of Origin; this should be the country vou use for tax purposes (US Crhizens and Parmanent Fesidents should select “Tlnated

States™)

¢ Enter your Tax ID mumber

+ Address Information

e Thiz section will require vou enter one address. This should be the address where maportant documents are recaivad.
» Payment Information

Jof 4 steps Complete

Individual Overview

Payment Information

Tax Information o Thiz saction will allow you to choose to recarve your payment as a chack or as a diract deposit (ACH).
» Tax Information
Certify & Submit o In thiz saction, you will upload vour completed, signad W-9 (rev Oet 2018) or WS-BEM (for foreign individuals).

+ Certify & Submit
o In this section, you will review and confirm the information vou entered is correct.

After azch zaction iz fimishad, vou will receive a system genarated emzil confinming your registration has been submitted succassfully. Your mformation wall
be reviewed by the Drexel Procurement Support Team to ensure averything has been properly completed and/or uploadad. If thers 1z any addrhonal
mformazhion requirad, the Drexel Procurement Support Team or your Drexel University Busmess Pariner will contact vou

Registration FAD | View History

If vou nead fo pause and come back at a later fime to complate your registration. use this link to access the portal: Direxe] Unrversity Supplier Portal. Please
ba sure to click "Save Changes " at the bottom, right hand comer of the paze prior to leaving the site. We recommend that you utilize either Google Chrome
or Mozilla Firefox to access your Direxel suppliar profile.

If yvou are in need of assistancs with password 1ssues or other trouble accessing your account, please contact Jaggaer, our 3rd party system provider, on their
support site hare: Jagsaer Support or you can call thern at 1-800-233-1121 and selact Option 2 for assistance.

If you are in need of assistance in complating this registration, please refer to our Drexel Supplier Registration Job Aid.
You can also receive assistance by reaching out to one of our Drexel Procurement Support team members at askprociure@ dresel adn.
Thank you for your mterast m domg bosmess with Drexel Unrrarsity!

Required to Start Registration
First Mame * ane
Last Mame * Doe

* Required to Camplete Registration Proceed to Certify and Submit Zave Changes

As each section gets completed, it will be indicated with a green check mark v . Anything marked with a yk is a mandatory field. You
will not be able to successfully complete your registration if all require information is not provided. The Payment information

automatically defaults to receiving your payment by check and is already checked off. You will have the option of entering your
direct deposit (ACH) information in a later section.

Y. Need Help?

Powered by JAGGAER | Privacy Policy W




Registration ¢ Manage Registration Profile

Doe, Jane

Registration In Progress for:
The Drexel University Smart Source
Supplier Fortal

Jof4 Steps Complete

Welcome

Individual Overview v

Addresses
Payment Information
Tax Information

Certify & Submit

Registration FAQ | View History

Individual Information

To complete this section, please provide the following information:

+ Select your Country of Origin; this should be the country you use for tax purposes.
(US Citizens and Permanent Residents should select “United States™)

* Enter vour Tax ID number.

Country of Origin

Tax ID Mumber

Country of Origin should be the country you use for tax purposes.
(US Citizens and Permanent Residents should select "United States")
Tax ID Number should be a US Social Security Number (SSN) or an
Employer Identification Number (EIN).

€ Previous

. Need Help?



Registration » Manage Registration Profile

Doe, Jane

Registration In Progress for:
The Drexel University Smart Source
Supplier Partal

3of 4 Steps Complete

Welcome

Individual Overview v

Addresses
Payment Information
Tax Information

Certify & Submit

Registration FAQ | View History

Addresses

Your address should be where important documents are received (Le., tax forms, utility bills. ete).

You will be asked to label your address. When labeling vour addresses, you can use anything that makes it easy to identify name such as “Main™ or
“Home".

Please clearly identify your street name. apartment, or suite numbers.

It 13 permissible to use a PO Box address.

Required Information

At least one address is required to complete this section.

No addresses have been entered

Select “Add Address”

< Previous

Your address should be where important documents are received (i.e., tax forms, utility bills, etc.)
Please clearly identify your street name, apartment, or suite numbers.
It is permissible to use a PO Box address.

. Need Help?



Add Address

Address Details (Step 70r 1)

What would you like to
abel this address? *

Example: Headguarters, Houston Ofiice
When labeling your addresses,
you can use anything that makes
it easy to identify name such

Address Line 2 as “Main” or “Home”. Please keep in

Country * ki

Address Line 1%

N—— mind, any field marked with aXis
required.

City/Town *
State/Province
Postal Code

Phone * ext.

memational phone numbers must begin with +

Toll Free Phone ext.

* Reguired to Complete Registration
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Registration ¢ Manage Registration Profile

Payment Information ?
Doe, Jane
Registration In Progress for Drexel University”s preferred method of payment is direct deposit (ACH).
The Drexel University Smart Source ) ) ) ) ) i _ )
Supplier Portal [zzuing payments through direct deposit ensures your payment will be delivered to you in an efficient and titmely manner.
4 0f 4 steps complete For foreign individuals with whose bank is outside of the TS, please select check and ensure your wire transfer information is provided on your
mvoice.
Welcome
It iz eritical to ensure the information provided for the direct deposit (ACH) payment iz accurate. Incorrect information will cavse delays in receiving
Individual Overview v pavment.
Addresses «  When completing this section please include:
Payment Information v ¢ Payment Title - : : : L
e This is a name to identify your direct deposit (ACH) information. (i.e., “Direct Deposit ™, "TD Bank Checking™)
Tax Information « Bank account and routing information
« Mailing address of vour banking institution
Certify & Submit « An email address
o You will receive a notification detailing the specifics of vour payment such as invoice £, date, and amount
Please Note: If vou do not wish to utilize the direct deposit option, the system will default to mailing out a paper check. A check can take up to 30
Regiatration FAQ | View History days to process and are mailed via USPS. We cannot guarantee a specific delivery date.

Ma payment information has been entered.

Add Payment Information »

Direct Deposit (ACH)
Check

€ Previous Proceed to Certify and Submit 22

In the “Payment Information” section you can opt to add your banking information to have your payment delivered via direct deposit (ACH).
It is critical to ensure that your mailing address and/or your banking information for direct deposit is accurate.
Incorrect information will cause delays in receiving payment.

Please Note: If you do not wish to utilize the direct deposit option, the system will default to mailing out a paper check. A check can take up to 30
days to process and are mailed via the US Postal Service. We cannot guarantee a specific delivery date.
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Registration » Manage Registration Profile

Doe, Jane Tax Information ?
Registration In Progress for:
;‘I"' Dlr‘_'e’:'ru"f;r“m"’l’ A ST A copy of yvour W-9 {or W-8 for foresgn individuals) is necessary to create supplier record 30 we can issue your payment.
upplier Porta
A of 4 steps Comples= We can only accept the most recent version of the W-2 form (currently, the Rev. Oct 2018 version). Foreign individuals should submit the WE-BEN
tax form.
Welcome These forms can be found on the IRS website.

Individual Overview To complete thiz section, click the “ddd Tore Document ™ button to attach your completed, signed and dated W-9 (Rev Oct 2018) or WE-BEN(rev July
2017) for foreign individuals.

Addresses
A window will appear and will require the following information:
Payment Information + Tax Document Name

e Choose a name to identify the form (ex "0 2008 ren ™)
« Tax Document Year
5 y o The year you signed the document (ex. 2020)
Certify & Submit + Tax Documentation
e You can either upload your W-9 or W-8 form vou previously had on file or use the "Download the Fre-populated Tooe Doctument” option.
e If you select the option to “Download the Pre-populated Tere Doctment . this will avto-populate the W-9 or W-5 form using the
information provided during registration _ (This is optional)

C 8 L8

Tax Information

Registration FAQ | View History

PLEASE NOTE: When opting to “Download the Pre-papulated Tere Document”, the W-9 will automatically popuolate vour data based on the
information you supplied in the Individual Profile and Address sections of the supplier registration. Please ensure that you verify all your information
iz accurate and complete. You will still need to zelect the appropriate federal tax classification on line 3 and ensure you sign and date the form prior to
uploading into this section. We do accept electronic signatures.

Incomplete forms will delay the processing of your payment. Please ensure the form is completed, signed, and dated.

Nao tax information has been entered

Add Tax Document w

Click the “Add Tax Document” button to attach your W-9 (Rev Oct < Previous
2018) or W8-BEN (rev July 2017) for foreign individuals.

These forms can be found on the IRS website. -



https://www.irs.gov/forms-instructions

Add Tax Document

W-g

Tax Type ™

. g
Tax Document Mame WO 2018 rev

Tax Document Year [ 2021 v]
.. W-9 Request for Taxpayer Give Pt 10 the
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Registration » Manage Registration Profile

Doe, Jane Certify & Submit ?
Registration In Progress for: S

The Drexel University Smart Source Preparer's Initials D

Supplier Fortal

40’[451epa Complete Preparer's Name ™ Jane Doe

Preparer's Email Address *

Welcome Janedee2021@gmail.com
Individual Overview Today's Date 2019/2021

i ion ™ | certify that all information provided is true and accurate.
Addresses Certification fy p

Payment Information

C S L s

Tax Information

Certify & Submit

Registration FAQ | View History

 Reguired to Complete Registration

. Need Help?

Please review the Preparer’s info ensuring your information is correct. Once this is completed, you can click the
“Submit” button to complete your registration.




This completes your supplier registration, and you will receive a system
generated email confirming your registration has been submitted.

Your information will be reviewed by the Procurement Support Team to
ensure everything has been properly completed and/or uploaded. If there
is any additional information required, the Procurement Support Team or

your Drexel University Business Partner will contact you.

Thank you for being a Drexel business partner!
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