1. Once you’ve selected Register Now from the invitation email, you’ll be redirected to the screen below. Select
Continue with Registration

2. You are welcome to enter as much information as you like on the
following Supplier Registration form, but only those sections of the
form marked with a star are required to create your EKU JAGGAER
Supplier Network profile.

3. Once you’ve filled out the required information and selected Create Account you will automatically be redirected to
your supplier portal to complete registration. Please review the information on the Welcome page and, if
everything is correct, select Next at the bottom right.

4. Please select the country in which you reside and, if you are a US citizen, enter your Social Security Number as your
Tax ID Number. Then select Next at the bottom right.

5. Select Add Address to add your home address or the address you’d like associated with any payments issued to you
by the Eastern Kentucky University.

6. Please enter your address information in the pop‐up window. You can enter anything on the first line, like “Home”
or “Office”, that line is really for your own reference should you decide to add multiple address to your profile.
Again, only those sections marked with a star are required. Once you’ve entered the required information, select
Next.

7. Please add an identifier in the box marked Contact Label. You can enter your name or “myself” or anything you’d
like here. This is just a reference for you should you add multiple contacts to your profile later. First Name, Last
Name, Email, and Phone sections should automatically populate. Please review these for accuracy and/or enter any
missing information and select Save Changes.

8. You should now have the first half of your profile complete! If you are not going to be working on campus, you may
go directly to the Payment Information section. From here you’ll enter your preferred method to receive payment
from the University. Select Add Payment Information and select your preferred method from the drop‐down menu.

9. If you select Check, please fill out the sections of the pop‐up form marked with a star and select Save Changes. If
you select Direct Deposit (ACH), please fill out the sections of the pop‐up form marked with a star and select Save
Changes. Then select Next to move to the Tax Information section.

10. You will need to upload a document with your tax information. To upload a tax document, select Add Tax
Document and select the type of document you’d like to upload. US Citizens should select W‐9.

11. In the pop‐up form, enter a tax document name. You can enter anything here; I recommend entering the current
year and the name of the form (ex. 2022 W‐9). If you have a W‐9 already completed and signed you can select
Select File to upload it now. If you do not have a W‐9, you can download one that is automatically populated with
information you’ve already entered in your registration profile by selecting the blue link that says Download Pre‐
populated Tax Document. Please review the downloaded PDF for accuracy then save it to your device and select
Select File to upload it.

12. If your tax document has been hand signed you can select Save Changes to proceed. If you’ve downloaded the pre‐
populated tax document, select the box next to “I certify the tax document”. You will be prompted to eSign, please
enter the password you created when you created your profile earlier in the eSignature box and select Save
Changes. Then select Next.

13. Review the Vendor Statement of Non‐Conflict of Interest and click the box beneath it, then select Next at the
bottom right.

14. Please click the box next to the Independent Contractor Statement then select Next at the bottom right.

15. Review the Procurement Terms and Conditions and from the drop‐down box below them you can select either “I
agree to the above terms with no changes” or “I agree to the above terms with deviations”. If you select the option
to agree with deviations, you can add any concerns you have with the terms in the text box below or upload red‐
lines of the terms and conditions. Please note, that if you have a contract with the University, the terms of that
agreement will supersede the terms and conditions here. Then select Next at the bottom right.

or

16. Finally, select the box next to Certification and hit Submit in the bottom right. You’ve completed registration! Your
profile will be reviewed by the Department of Procurement, if they have any questions, they will contact you.

