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Manage the JAGGAER Supplier Registration and Account

The purpose of this guide is to assist suppliers with managing their Commonwealth of Pennsylvania’s
JAGGAER Supplier Management System registration and account. The Commonwealth utilizes the
JAGGAER system for suppliers to respond to Requests for Proposals (RFPs); apply to become a prequalified
Invitation to Qualify (ITQ) Contractor; and to respond to Requests for Quotations (RFQs) against an
Invitation to Qualify (ITQ) Contract.

If you already have a JAGGAER account and need assistance with resetting your password, please contact
the JAGGAER Supplier Support at 1-800-233-1121 or create a ticket online using the following link
https://www.jaggaer.com/submit-supplier-support-request/ for assistance.

1. Access the Commonwealth of Pennsylvania’s JAGGAER Supplier Management System by selecting
the link provided on the Department of General Services Supplier Service Center page.

E Department of General Services

Portal
s E-Alerts Login
s« E-Alerts Guide

JAGGAER System (Regquest for Proposal, Invitation Registration Help:

to Qualify/Request for Quote) (B77) 435-7363
« JACCAER Registration / Login -_ Choose Option 2
o Invitation to Qualify(ITQ) Web site Contact Us

+ Responding To An Event - Jaggaer.pdf

« Besponding to an event in Jaggaer instructional JAGGAER Help:
video @ (800) 233-T121

« Responding to an Amended Event in JAGGAER Choose Option 2 -

« Registering_as a Commonwealth of PA Supplier in Contact - assistance

JAGCAER with account
access/password reset

« Manage the JACCAER Supplier Registration and

Account

e Pre-Qualifying as an ITQ Supplier in JAGGAER
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2. You will be routed to the Commonwealth of Pennsylvania’s JAGGAER Supplier Management System
landing page to enter your login credentials (e.g., email address and password). First, you must the
email address and select the Next button. Next, you will be required to enter your password and
select the Login button.

pennsylvania

Welcome to the Commonwealth of Pennsylvania

Supplier Management System

All Suppliers must adhere to the C lth's COVID ination testing requirements
which can be accessed Here.

New Suppliers - If you are a new supplier, please enter your email address, click on the Next
button, and follow the instructions to register.

Existing Suppliers - Enter your login credentials and click to access your profile.

Enter your email to Login/Create Account English +

All suppliers:

= Suppliers should ensure its contact information is current in JAGGAER and monitor

English =

papublicsupplier1 @

gmail.com v

If you already have a JAGGAER account and need assistance with resetting your password, please contact
the JAGGAER Supplier Support at 1-800-233-1121 or create a ticket online using the following link
https://www.jaggaer.com/submit-supplier-support-request/ for assistance.
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3. On the user homepage, select the Manage Registration Profile link to make any changes to the
registration.

ernnsyl\mnia Q w
Home » Customer Portal Home
&
i & ?
Welcome to the Commonwealth of Quick Links to Common Tasks :
_I_IJ_|_ Pennsylvania Supplier Management
System, which is part of the JAGGAER Manage Registration Profile h
system
ﬁ‘} JAGGAER Event Status Summary:
* Open - The event is accepting responses until SOUfCing Events ?
ﬁ the close date/time is reached,
. _ The event has rea h < > Go to Public Opportunities
Closed - The event has reached the response Show Dpening or Closing Soon v Pi S
close date/time and no further responses will be
accepted. No Results
* Canceled - The event may be “officially”
canceled or awaiting evaluation and award
determination. Events Released Open Closed Awarded All
Ths.l ing Officer for the event should be contacted to My Events 0 0 145 5
ve ify the status E./.e.nt: listed as Canceled. For award Public Events A 6 173 179
information, please visit the Commonwealth of Auction Event - . . o
Pennsylvani rketplace partal at uEtion Bvents - v =
Customer Contact ?
Name P4 Supplier Service Center
Fhaone +1 B877-435-7303 ext. 2

Note: In the registration, you can make changes in any of the applicable sections of the registration.
Navigate to the Business Details section to add or remove commodity code(s). If you are adding
commodity codes associated with an Invitation to Qualify (ITQ) Contract (e.g., 86000000-ITQ-82), please
review all documents for the ITQ. Click here to search and review ITQ Contracts.

4. Select the Business Details section in the left navigation pane.
wDennsylvania 0 |' -Ia-o.l.

Registration » Manzge Registration Profile

papublicsupplier1 Welcome to Supplier Registration ?

Registration Complete for:

Commonwealth of PA Supplier i i . i i .

Management System Thank you for your interest in registering on the Commonwealth of Pennsylvania Supplier Management System, which part of the JAGGAER
Supplier Network.

Welcome The following information will be requested when creating an account for the Commonwealth of PA Supplier Management System
Company Qverview 4 « Legal Company Name
« Commodity Codes for the products and services you provide
I Business Details "/I « Corporate Contact Information
Addresses v 8mall Business, Small Diverse Business and Veterans Business Enterprise
Contacts +  The Bureau of Diversity, Inclusion and Small Business Opportunities utilizes the PRISM Compliance Software as its enterprise vendor

management system

Click here for more information.

Registration FAQ | View History
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5. Select the Edit button to add or removed commodity codes.

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.

Select the Commaodity Codes (by code or description) by clicking the "EDIT" button for the products and services you provide.

NOTE:

If you are interested in pre-qualifying to become an ITQ supplier, ensure you select the commodity code identified with an "ITQ"
extension (ex. 53100000-ITQ-1). It is recommended to view each ITQ contracts Statement of Work, prior to selecting a commodity code.
This will ensure you select the appropriate codes. Click here to view all ITQ contracts. To view the appropriate contracts Statement of
Work, click on "Statement of Work". The commodity codes are defined under the Material/ Service Categories. If you need further
assistance, you can contact the Issuing Office listed on the Statement of Work.

Products and Services /

Commodity Codes * Edit
92120000 (Security and personal safety) Remoave

Keywords

* Required to Complete Registration

6. Enter a search term (e.g., consulting, IT) or scroll through the list to choose codes. Note: Expand

the search results by choosing the number displayed per page or move through the results page by
selecting the next page arrow.

Commodity Codes

Use Search or browse the list to select applicable Commodity Codes. You can select multiple before clicking Dene

1 Selected Codes

Showing 1 - 20 of 631 results

Results Per Page Sort by: [l Page of35[r] 7
Commaodity Code Description

10110000 Domestic pet products

10120000 Animal feed

10130000 Animal containment and habitats

10140000 Saddlery and harness goods

10150000 Seeds and bulbs and seedlings and cuttings
10160000 Floriculture and silviculture praducts
10170000 Fertilizers and plant nutrients and herbicides
10190000 Pest control products

11100000 Minerals and ores and metals

m C‘ose
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Commodity Codes

B
2 Selected Codes

showing 1 -20 of 97 results

Results Per Page Sort by:| Commodity Code v [ IFag of 5| ?

Commodity Code Description

80100000-ITQ-375 Consulting Services - Contractor Workforce
Analysis Service - DGS CERTIFIED SMALL
BUSINESS ONLY

80100000-TQ-384 Consulting Services - Management - Business Case
Development and Modeling - DGS CERTIFIED
SMALL BUSINESS OMLY

80100000-ITQ-385 Consulting Services - Management General
Government Operations - Best Practice Analysis
DGS CERTIFIED SMALL BUSINESS ONLY

80100000-TQ-386 Consulting Services - Management General
Government Operations - Data Mining DGS
CERTIFIED SMALL EUSINESS OMLY

80100000-ITQ-387 Consulting Services - Management General
Government Operations - Operations Analysis DGS

MEDTICIEN O AALL BIIQIMESS ARV

m CIOSE

a. Choose the applicable commodity code(s) and select the Done button. To remove codes,
select the Remove button by the code(s).

b. Add keywords to describe the products or services offered by your company. (Optional)

c. Select the Save Changes button to save all changes made.

PA Public Supplier 1 Business Details ?
Registration Complete for:

Commonwealth of PA Supplier

Management System 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.

Welcome Select the Commodity Codes (by code or description) by clicking the "EDIT" button for the products and services you provide

Company Overview <

NOTE:
Business Details '

If you are interested in pre-qualifying to become an ITQ supplier, ensure you select the commodity code identified with an "ITQ"
Addresses v extension (ex. 53100000-ITQ-1). It is recommended to view each ITQ contracts Statement of Work, prior to selecting a commodity code.
Contacts v This will ensure you select the appropriate codes. Click here to view all ITQ contracts. To view the appropriate contracts Statement of

work, click on "Statement of Work". The commeodity codes are defined under the Material/ Service Categories. If you need further
assistance, you can contact the Issuing Office listed on the Statement of Work.

Registration FAQ | View Hiatory
Products and Services

Commodity Codes * Edit
92120000 (Security and personal safety) Remave

80100000-ITQ-15(IT Services - Consulting Services - IT Project

Management)

e

“ Required to Complete Registration Save Changes

Remove

Keywords
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Note: If you added ITQ commodity codes, you will be required to review/complete the ITQ Pre-
Qualification sections for the code(s).

For assistance with completing the pre-qualification sections, reference the Pre-Qualifying as an ITQ

Supplier Guide.

PA Public Supplier 1

Registration Complete for:
Commaonwealth of PA Supplier
Management System

Welcome
Company Overview
Business Details
Addresses

Contacts

ITQ Pre-Qualification Que..

ITQ Statement of Work

AL N | I N N SN

ITQ Terms and Conditions

Ragigwation FAQ | View History

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.

Select the Commeodity Codes (by code or description) by clicking the "EDIT" button for the products and services you provide

NOTE:

If you are interested in pre-qualifying to become an ITQ supplier, ensure you select the commeodity code identified with an "ITQ"
extension (ex. 53100000-TQ-1). It is recommended to view each ITQ contracts Statement of Work, prior to selecting a commodity code.
This will ensure you select the appropriate codes. Click here to view all ITQ contracts. To view the appropriate contracts Statement of
Work, click on "Statement of Work". The commodity codes are defined under the Material/ Service Categories. If you need further
assistance, you can contact the Issuing Office listed on the Statement of Work.

Products and Services

Commodity Codes * Edit

80100000-TQ-15(IT Services - Consulting Services - IT Project Remaove
Management)

92120000 (Security and personal safety) Remove

Keywords

e e—r———

- Required to Complete Registration Save Changes

Adding/Editing Addresses and Contacts:

1. To edit an existing address, navigate to the Address section and select the Edit button.

Wpenmylvania

PA Public Supplier 2

Registration Complete for:
Commonwealth of FA Supplier
Management System

Welcome
Company Overview
Business Details
Addresses

Contacts

Registration FAQ | View History

Registration b Manage Registration Profile

LI NI N N

Addresses ?
Address Label Address Types Address
Headquarters Physical (Primary) 555 Walnut Street Edt *

Harrisburg, Pennsylvania, 17110
United States /

Shaw Inactive Addresses
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2. Make the necessary updates and select the Save Changes button.

Edit Address
-
Address Label * Headquarters
Which of the Following Other (Physical)
Business Activities Take
Place at this Address?
Country * United States ~
Address Line 1* 555 Walnut Street
Address Line 2
Address Line 3
City/Town * Harrisburg
State/Province * Pennsylvania v
Postal Code * 17110
Phone +1717-783-1201 ext.
International phone numbers must begin with +
Toll Free Phone ext.
International phone numbers must begin with + -
* Required to Complete Registration Close

Note: To inactivate an existing address, select the drop-down arrow and choose the Make Inactive option.

If there is only one address listed, the system will not allow you to inactivate the address until a new
address is added.

Addresses ?
Address Label Address Types Address
Headquarters Physical (Primary) 555 Walnut Street Edit | ®
Harrisburg, Pennsylvania, 17110 o
United States Ed

Izke Inactive

Show
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3. To add a new address, select the Add Address button.
wDennsylvanvia

Registration » Manzage Registration Profile

PA Public Supplier 2 Addresses ?
Registration Complete for:
Commonwealth of PA Supplier
Management System Address Label Address Types Address

Headguarters Physical (Primary) 535 Walnut Street Edit | ¥
Welcome

Harrisburg, Pennsylvania, 17110

United States
Company Overview s
Shaw Inactive Addresses
Business Detal v —
Addresses <
Contacts '

Registration FAQ | View History

4. Enter a label (name) for the address and select the Next button. Note: The checkbox for “Other
(physical)” is required to remain checked.

Add Address

Basic Information (Step 7 07 3) ?

What would you like to label this address? *

A

Example: Headquarters, Houston Office

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

Other (physical)

* Required to Complete Registration
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5. Complete all required fields and select the Next button.

Add Address
Address Details (step 2 0f 3) ?
Country * l v

Address Line 1%
Address Line 2
Address Line 3
City/Town*

State/Province

Postal Code

Phone ext.
Intemational phone numbers must begin with +

Toll Free Phone ext.

Intemational phone numbers must begin with +

* Required to Complete Registration { Previous m

6. Next, you will be prompted to add a primary contact for the address. Note: Select the “Not Applicable”
if you do not have a new contact for the new address being added. You can associate an existing
contact to the new address in the Contacts section.

a. If applicable, choose the additional contact type(s).
b. Complete all required fields.

c. Select the Save Changes button.

Add Address

Primary Contact For This Address (Step 301 3) ?

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

EnterNewContact () Not Applicable —

Select additional contact

x
type(s) to apply Takes Orders (fulfiliment)

v
Other (physical)
L Coiporate
O sales
Contact Label *
First Name *
Last Name ™
Position Title
Email *

-
Dhoma ¥ -

* Required to Complete Registration < Previous Save Changes
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The address is successfully added. Repeat the steps to continue to add more addresses for your company.

PA Public Supplier 2 Addresses

Registration Complete for:
Commonwealth of PA Supplier
Management System Address Label Address Types Address

Headquarters Physical (Primary) 555 Walnut Street Edit | w
Welcome

Harrisburg, Pennsylvania, 17110

United States
Company Overview v
Mechanicsburg Office Physical 9256 Crossing Road Edit | w
Business Details
v Mechanicsburg, Pennsylvania, 17055
Addresses v United States
Contacts v

IS Show Inactive Addresses
Add Address

Registration FAQ | View History

7. To update and/or add new contacts only for your company, navigate to the Contacts section. Select the

Add Contact button and choose the appropriate contact type. Note: Corporate type is the primary
contact for the account.

Note: Diversity is not used in the JAGGAER system. All diversity classifications or address related to a
company’s diversity classification is maintained in the DGS Bureau of Diversity, Inclusion and Small
Business Opportunities (BDISB) Prism System. Click here for more information.

Wpennsy lvania

Registration » Manage Registration Profile

o~ 41

PA Public Supplier 2 Contacts

Registration Complete for:
Commanwealth of PA Supplier Please enter contact information for any individuals at your organization who may provide valuable information or help to our company.
WL EREEETOATE S 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.

Welcome
Company Overview v Contact Label Contact Types Name Email
Business Details v Corporate Corporate (Primary) Doe, Mickey papublicsupplier2@gmail.com Edit
Addresses v Mechanicsburg Office Corporate Jackson, Lisa papublicsupplier2@gmail.com Edit | w
Other (Primar
Contacts v ( V
Add Cont: = ‘ Show Inactive Contacts
Corporate
Registration FAQ | View History
Diversity
Fulfillment
Sales
Other
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8. Enter information in all the required fields.
a. Select the Checkbox if you would like to create a new user account for the contact. If you do not
wish to create a new user account for the contact unselect the checkbox.

Note: If you are the Administrative User of the account, do not create a new user account for yourself.
The Administrative User is the person registering the company for the first time and has permissions to

add other users to the account.

9. Select the SAVE CHANGES button.

Add Contact

Contact Label *

Which of the following Corporate

business activities apply to

this contact?

First Name *

Last Name ™

Position Title

Email *

Phone * ext.
International phone numbers must begin with +

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

Fax ext.

International phone numbers must begin with +

Selecting this option will automatically send an email to this contact inviting them
to register for an account

Create new user account @Create new user account for this contact?

for this contact?

* Reguired to Complete Registration Save Changes Close

Adding/Managing Users:

Administrators should navigate to the JAGGAER Supplier Network to manage users and any other
customer registrations. Follow the below steps to search, add, delete, or inactivate users.

11
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1. Select the User icon to navigate to the JAGGAER Supplier Network page.

@pennsylvania |~ @1

Home » Customer Portal Home

Quick Links to Common Tasks ?

Welcome to the Commonwealth
of Pennsylvania Supplier

Management System, which is
part of JAGGAER system

Manage Registration Profile

Sourcing Events ?
Customer Contact ? ~ o .
Show : ) (> Go to Public Opportunities
" Opening or Clasing Soon v
MName PA Supplier Service Center
Phone +1877-435-7363 ext. 2
Event
Number Status  Event Title Dates Action
Tn- Open  RFP Trashcan Liners BAFO Reverse  Open:  6/30/2020 Launch Auction Consale | ¥
RVADO1711 Auction 12:00:00 AM ECT
Close:  7/3/2020 5:00:00 PM
EDT
DHS- Open  RFP 12-18 Business Planning Open:  5/1/2020 120000 PM | viewEvent v
RFP1218 Services EDT

Close:  7/16/2020
12:00:00 PM EDT

?
Events Released Open Closed \' Need Help?

Powered by JAGGAER | Privacy Policy

2. Select the Return to JAGGAER Supplier Network button.

w9
PA Public SUDP“EF 1 P The User's Gravatar Image
Return to JAGGAER Supplier Metwork Logout
12

Last Revised 1.26.2024



] pEﬂI‘IS_Yl.VEI"I'IE Manage the JAGGAER Supplier Registration and Account
‘T DEPARTMENT OF GENERAL SERVICES

—— BUREAU OF PROCUREMENT

The JAGGAER Supplier Network account allows Administrators to update the company’s network profile,
manage customer registrations, add users, and access online help support.

INGGA =R~ SUPPLIER NETWORK Al ~ Search (Alt+Q)

Home » Supplier Portal Home

papublicsupplier1 ? J/ \GG/A\__:T

JAGGAER Network ID 1001933743 JAGGAER has activated our Emergency Response Plan around COVID-19. We
View Your Company's Network Profile are keenly aware of our relevance in the glebal supply chain and take very
seriously our obligation to maintain business continuity across our entire
network, You should see ne disruption in day-to-day operational activities.

Manage Customer Registrations

Send Mew User Registration Request

Find Invoice ?

Create Invoice / Credit Memo mport Invice | 7

R . . y Advanced Search
* Mo custemers have authorized invoice creation for this supplier. - ) N - ~ N -
o check payment status of an invoice or send a message to a customer regarding an

invoice, pleaze enter the invoice number then click the "Search” button.

Invoice Number(s) ﬁ
Customer Portal Access ?

Multiple values can be separsted by a commal,)

Customer Registration Status Customer Contact
Commonwealth of PA Supplier Management System  Complete PA Supplier Service Center Need Assistance? ?
View All Registrations Help
Search for Q
- Browse the Table of Contents
Sourcing Events ? o
Training
Online Training and Support
Customer Events Released Open Closed Awarded All . /
Supplier Contact
Commonwealth of PA Supplier Management My Events 0 1 B0 0 &1 Mame: PA Public Supplier 1
System Public Events 0 9 203 4] 212 LS

3. Select the View Your Company’s Network Profile link to access basic profile information.

P NGOG~ SUPPLIER NETWORK

Home ¢ Supplier Portal Home

JAGGAER Metwork ID

View Your Company's Metwork Profile

Ll hanage Customer Registrations

Send New User Registration Request

The basic information sections are not required to be completed by the Commonwealth of Pennsylvania.
This information is relevant to the JAGGAER Supplier Network global view and maybe required if your
company is registered with other customer portals. Note: The History tab provided details of changes
made to the company’s network profile.

13
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4. Select the Administer icon in the left navigation to view the options.
a. Choose the Manage Users menu item.

Note: Choose the Manage Customer Registrations link to access and view registrations for other

organizations.

M NG\ =R SUPPLIER NETWORK Al

Home » Supplier Portal Home

papublicsupplier1

A
JAGGAER Metwork ID 1001933143
h?‘ S on REQUEST
bl Create Invoice / Credit Memo mport Invaice | 7
x Mo customers have authonzed invoice creation for this supplier.

Administer
Administration

Manage Users

ﬂ‘} Administer

Q Administration

Manage Users

Last Revised 1.26.2024
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Search for Users
Send New User Request
View Pending User Registrations

Search for Users
Send New User Request
View Pending User Registrations

14
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6. Enter username in the Quick Search field or select the Add Filter tab to search by certain criteria.
INAGGA =R~ SUPPLIER NETWORK Alv Search (Al+Q) a o @ O

Administer » Manage Users b Search for Users

T

User Search  :zes: =

Quick search Q] AddFilter = | Clear All Filters
Name = Phone Email = Role Status
PA Public Supplier 1 +1717-783-1201 papublicsupplier] @gmail.com Manage All Portal Activities Active

a. Choose a Filter from the list to apply.

SN E\ = SUPPLIER NETWORK

Administer » Manage Users » Search for Users

User Search z=vc2: =

Quick search Q Add Filter = Clear All Filters

Mame - Phone Fi"c search filter...

PA Public Supplier 1 +1 717-782-1201 -
Available Filters
Created Date
Email

Emzil Preference
First Mame

Last Login Date
Last Mame
FPermission

Role

Status

000000ooa

b. Enter a search term and select the Apply button for results.
First Name: all ~ €
k:n:-nta'."s any term C—

]

15
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7. Select the Username link to view and manage the user’s profile.

JAGG A\ == SUPPLIER NETWORK

Administer ¥ Manage Users ¢ Search for Users

User Search 22

Quick search Q.  AddFilter Clear &ll Filters
Mame = Phone Email =
+1717-783-1201 papublicsupplier1 @gmail.com

a. Make any necessary changes to the user’s information and select the Save Changes button.

PA Public Supplier 1 User's Name, Phone Number, Email, etc.
User Name papublicsupplier@gmail.com & Assigned as Primary Contact
Primary Contact can be reassigned by selecting another user as the Primary Contact
— .
First Name PA

User Profile and Preferences

; *
User's Name, Phone Number, Email, efc. Last Name Public Supplier 1

Language, Time Zone and Display Settings

_— ) Title
Guided Tour Instructions

Phone Number * +1 717-783-1201 ext.

International phone numbers must begin with +

Ordering and Approval Settings
- P - Mabile Phone Number
Permission Settings
B International phone numbers must begin with +

User History E-mail Address papublicsupplier1@gmail.com | Change -mail Address
Authentication Method Local ~
* Required
16
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b. Expand the Update Security Settings section to access and change the user’s password
and/or security question(s).

PA Public Supplier 1

User Name papublicsupplierl @gmail.com

User's Name, Phone Number, Email, etc.

Language, Time Zone and Display Settings

/Evu'l':E‘-: l'our Instructions \
Update Security Settings ) ]
nge Password /

Change Security Question or Answer

c. Expand the User Roles and Access section to assign and/or remove roles available to the
user.

d. Select the Assigned Roles link.

User Roles and Access <«

ﬁ} Assigned Roles

Fulfillment Center Access

Q Customer Access
Ordering and Approval Settings
Permission Settings

Orders

O\ Administration

Supplier Portal

17
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e. Select the Arrows to add or remove roles.

f. Select the Save Changes button.

PA Public Supplier 1 Assigned Roles 2
User Name  papublicsupplierl@gmail.com Available Roles ? Assigned Roles ?
Manage Bid Oppertunities > Manage All Portal Activities
User Profile and Preferences Manage Company Profile
Undate Security Setting Manage Content / Pricing ?
pdate Security Settings Manage Contracts <
User Roles and Access Manage Orders / Invoices «
e Support Customer Questions
s golcy View Reports Only
Fulfillment Center Access

Customer Access
Ordering and Approval Settings

Permission Settings

Motification Preferences
|
User History

8. Choose the Administration or Supplier Portal link to view the user permissions.

a. Select the Edit Section link to make changes to the assigned permissions.

PA Public Supplier 1 Permissions: Administration 2
User Name papublicsupplier] @gmail.com System Administration # Edit Section | JShow Details
Permission Value

User Profile and Preferences

Administration
Update Security Settings
User Roles and Access Manage Shared Workflow Folders

Ordering and Approval Settings System Configuration

Permission Settings

License

Administer Shared Document Searches

Administration

L 4 X 4 X

Create Shared Document Search Folders

Default permissions are automatically set and configured for the assigned user role. It is recommended to
leave as defaulted however it is at the discretion of the Administrator to change if necessary. Select the
Save Changes button if any updates are made.
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Permissions: Administration 7

System Administration

Always Use Role Setting: Owerride Role: Override Role:
Permission {Current Role Setting) Set To Always ON Set To Always OFF
Admiinistration @ (v oV ox
Manage Shared Workflow Folders - (%) .:::.ﬂf ,:::,x
System Configuration [OL! ) ov o%
License ® (%) o' o
Administer Shared Document Searches @ (¥ oV o
Create Shared Document Search Folders @ (¥ o e
Sawve Changes Cancel

9. To create and assign a new user, the Administrator will need to send a new user request. Select the
Administer icon.

a. Choose the Send New User Request menu item.

1k Create Invoice / Credit Memo

Mo customers have authorized invoice creation for this supplier,

Administer Search for Users

Administration Send New User Request

View Pending User Registrations
Manage Users

b. Complete the required fields, assign role, and select the Send User Request button.

User Identification ?
First Name * Tangela —
L
Last Name Isaac
Title
Phone Number * 7177831201 ext.
nternational phone numbers must begin with + =
Maobile Phone Number
nternational phone numbers must begin with +
E-mail Address ™ DGSEOR1 @gmail.com =
Role
ﬁ Manage All Portal Activities
Manage Bid Opportunities
- —
 Required Manage Company Profile P ————————
Manage Content / Pricing Send User Request
Manage Contracts
Manage Orders / Invoices
Support Customer Questions
Wiew Reports Only Powered by JAGGAER | Privecy Policy
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Once the user request is sent, the system will automatically navigate to the View Pending User
Registrations page to verify and/or act on the request. Administrators have the option to create a new user
request or reject a request (use Actions button) on this page.

View Pending User Registrations
Create User Request Actions +

MName & Phone Email =~ Role O

O

saac, Tangie £1T717-783-1201 tizzac@pa.gov Mznage Bid Opportunities

Below is a copy of the email the user will receive.

[External] New User Registration for JAGGAER Supplier Account

support@sciguest.com
To @ lsaac, Tangela
[=

Register as a papublicsupplier1 User

Dear Tangie Isaac,

papublicsupplier! has invited you to become a user for their JAGGAER Supplier Network account. As a member
of the JAGGAER Supplier Metwork, papublicsupplier1 serves JAGGAER customers with sourcing and
procurement needs through an online supplier porial. As a portal user, you can help manage their information_

Becoming a user is easy and it only takes a few minutes to register. By selecting the "Register Now” button
below, you will be routed to a secure website to create a password and enter some basic information about
yourself.

Ready to get started?

Register Now

papublicsupplier?
FPA Public Supplier 1
+1 7T17-783-1201

papublicsupplier @amail.com
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