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Registering as a Commonwealth of PA Supplier in JAGGAER

The purpose of this Registration Guide is to assist suppliers in registering in the Commonwealth of
Pennsylvania’s JAGGAER Supplier Management System. This Registration Guide is for those
suppliers that wish to respond to Requests for Proposals (RFPs) and Requests for Quotations
(RFQs) against an Invitation to Qualify (ITQ) Contract.

Preliminary instructions are listed below:

Suppliers that previously registered in JAGGAER’s Supplier Management System, must
contact JAGGAER Supplier Support at 1-800-233-1121 Opt. 2. You will receive a link to
JAGGAER Supplier Management via email.

Prior to registering in the Commonwealth of Pennsylvania’s JAGGAER Supplier Management
System, suppliers must first be registered as a supplier in the Commonwealth of
Pennsylvania’s PA Supplier Portal.
o To assist with the registration process in the Commonwealth of Pennsylvania’s PA
Supplier Portal, a guide may be accessed at the following link: New Vendor
Registration Guide.

Once a supplier is registered in the Commonwealth of Pennsylvania’s PA Supplier Portal,
follow the steps in this document to register in the Commonwealth of Pennsylvania’s
JAGGAER Supplier Management System.

NOTE: information specific to the Invitation to Qualify (ITQ) Contracts is provided in the two

paragraphs below:

An ITQ Contract is the name given to certain multiple award contracts issued by the
Commonwealth of Pennsylvania pursuant to Section 517 of the Procurement Code.

To prequalify as an ITQ supplier, review each ITQ Contract’'s Statement of Work (SOW) to
identify the appropriate contract and commodity code. Click here to view all ITQ contracts on the
DGS ITQ website.

Select the commodity code identified with an “ITQ-###" extension (ex. 53100000-ITQ1). The
commodity codes are defined under the Material/Service Categories. If you need further
assistance, please contact the Issuing Officer listed on the SOW.


http://www.dgs.pa.gov/Documents/Procurement%20Forms/Supplier%20Service%20Center/RegistrationGuide.pdf
http://www.dgs.pa.gov/Documents/Procurement%20Forms/Supplier%20Service%20Center/RegistrationGuide.pdf
http://www.dgs.pa.gov/Businesses/Materials%20and%20Services%20Procurement/Procurement-Resources/Pages/ITQ-Documents.aspx
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Disclaimer: All information contained within this document is for example purposes only.
Screenshots are from a test client and may differ slightly from what is shown in the actual
production system.

1. Open the link and enter your Email address.
a. Select the next button

pennsylvania

ENGLEH™
JAGGAER Test System
Welcome to the Commonwealth of Pennsylvania
Supplier Management System

Important System Motice to Supoliers

JAGGAER will be undergoing system maintenance on Monday, September 25, 2017 between 9:00 PM and
10:00 PM EST. Thank you fer your patience while we work to make Jaggaer better for you!

Please login to your account to complete the registration process. If you have not
already created an account in JAGGAER, please select "CREATE ACCOUNT" below.

Enter your email to Login/Create Account
Emil
BIuConsuIling@gmail.comI X

L=

Please contact Administrator at +1 877-435-7363 ext. 2 for assistance. 1 E
LAEEASS-
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3. A screen should display stating that you do not have an account.
a. Select the CREATE ACCOUNT button and proceed to Step 4
b. If you did not receive the message about not having an account, then apparently you
have an account. You will need to enter your password. If you do not know your
password, it will need to be reset. contact JAGGAER Supplier Support at 1-800-233-
1121 Opt. 2. Disregard the remainder of this document.

pennsylvania

EMGLIEH =
JAGGAER Test System
Welcome to the Commonwealth of Pennsylvania
Supplier Management System

Important Systern Motice to Suppliers

JAGGAER will be undergoing system maintenance on Monday, September 25, 2017 between 2:00 PM and
10:00 PM EST. Thank you for your patience while we work to make Jaggaer better for you!

Please login to your account to complete the registration process. If vou have not
already created an account in JAGGAER, please select "CREATE ACCOUNT" below.

Enter your email to Login/Create Account
Ernazil
Blu Consulting@gmail.coml ® W

Locks like you don't have an account yet. Click "Create Account' to register.

CREATE ACCOUNT
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4. Select the CONTINUE WITH REGISTRATION button
a. On the left navigation are three links, a Registration Checklist, a Registration FAQ and a
Registration Tutorial that will assist you in the Registration process.

pennsylvania

Registration Checklist Welcome to Supplier Registration ENGUsH

Registration FAQ JAGGAER Test System

Registration Tutorial X ) X
Thank you for your interest in registering on the Commonwealth of Pennsylvania Portal, part

of the JAGGAER Supplier Network.

The following information will be requested when creating an account for the Commonwealth
of PA Portal:

« Legal Company Name
« Commodity Codes for the products and services you provide
+ Corporate Contact Information

‘CONTINUE WITH REGISTRATION
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5. Start by entering at minimum the mandatory information. This will be marked with a red
asterisk (*).
a. Select the Security Check.
b. Select the CREATE ACCOUNT button

w pennsylvania

Create Account Registration Tutorial

After registering as a supplier, you will be able to search and respond to
sclicitations such as Request for Proposals (RFP) and Request for Quotes
(RFQ).

Blease enter the following information necessary to create an account.

What company are you with?

Legal Company Name "
Blu Consulting Inc

Tax ID Number Type

Choose your option v

Tax Id

232456987
DUNS Number

Your Contact Info

First Mame " Last Name " Title
Sinclair Anders Owner

Phone Number *
1-717-214-5555 ext.

Praferred Time Zone

EDT/EST - Eastern Standard Time (US/Eastern) v

Your Login

Select the Security Check shown below.

I'm not a robot

™

CREATE ACCOUNT

6. A message will display directing you to watch for an email.

pennsylvania

Create Account

Thank you for starting the registration process with Commonwealth of PA Supplier
Management System!

Look for an email with next steps momentarily.

Please contact Administrator at +1 877-435-7363 ext. 2 for assistance.
LAEEASR-
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7. You will receive an email with a link to complete the Registration process.

pennsylvan

Supplier Registration for Commonwealth of PA Supplier
Management System

Dhear Blu Consulting Inc.

Thank you for staring the registration process with Commomeesalth of PA Supplier Management System.
Flease click the "Complete Registration Mow” link below to continue your registration process.

Complete Registration Now

Flease remembser, your supplier profile is not complete untill you fimish all required fields on the
registration form and click the submit button on the last tab. If you need to leave the form and complete
the registration at a later dete, please be sure to save your information before exdting. COnce your profile is
submitted completely, you will receive a confirmation email that your company was successfully
registersd.

Company: Blu Consulting Inc

Email: bluconsultincf@omsil. com

Thank You,

Commaonweslth of PA Supplier Management System

If you hawe any technical questions, please contsct Administrator at or +1 877-435-7383 ext. 2 for
assistance and identify yourself as registering in the Commomwesalth of PA Supplier Management System
Supglier Network.

8. Once the email is validated, select the SUBMIT button to proceed with the creation of your
account.

pennsylvania

Ernail address validated. Proceed to create your account.

Please contact Administrator at +1 B77-435-7363 ext. 2 for assistance. IAGEA SR
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9. Log into the Commonwealth of Pennsylvania’s JAGGAER Supplier Management System to
complete the registration process.
a. Enter Email address
b. Enter Password
10. Select the LOGIN button

pennsylvania

EMGLIEH =
JAGGAER Test System
Welcome to the Commonwealth of Pennsylvania
Supplier Management System

Important System Motice to Suppliers

JAGGAER will be undergoing system maintenance on Monday, September 25, 2017 between 9:00 PM and
10:00 PM EST. Thank you for your patience while we work to make Jaggaer better for you!

Please login to your account to complete the registration process. If you have not
already created an account in JAGGAER, please select "CREATE ACCOUNT" below.

s Account created successfully.
Please log in to complete registration,

Email
bluconsultinc@gmail.com

Password

LOGIM TRIOUBLE LOGGING N7

CREATE ACCOUMNT
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11.0nce logged into the system, complete the Company Overview, Business Details, Contacts
and finalize everything on Certify and Submit. Complete the fields on each page. Select the

SAVE CHANGES button to save changes and stay on the current page OR select the NEXT
button to save changes and advance to the next page.

& Home »J.¥ pennsylvania

'J Documents 13 Ragistration © Manage Registration Profile

5® sourcing Blu Consulting Inc

Registration In Progress for:
Commonwealth of BA Supplier
Management System

ﬁ‘l Administer 1of3 Steps Complate

th. Reporting

o EUNENY  Welcome

Company Overview e
Business Details

Contacts

Certify & Submit

Registration FAQ | View Histary

Sinclair Anders W 4§

Welcome to Supplier Registration

JAGGAER Test System

Thank you for your interest in registering on the Commonwealth of Pennsylvania Portal, part of the JAGGAER Supplier Metwork.
The following information will be requested when creating an account for the Commonwealth of PA Portal:

« Legal Company Mame
« Commodity Codes for the products and services you provide
« Corporate Contact Information

Required to Start Regi ion

eqal Company Nama*
Legal Company Name Blu Consulting Inc

W Required to Complets Registration Mext > Save Changes

%= Need Help?

12.Enter any applicable fields in the Company Overview page.
a. Select the Next button, this will save changes and advance to the next page.
b. Or, Save Changes and use left navigation pane to move to the next selection.

>Ji¥ pennsylvania

£ Registration ~ Manage Registration Profile

Blu Consulting Inc
Registration In Progress for:

Commonwealth of BA Supplier
Management System

o Administer 1 of 3 steps Compizte

o Registration Welcome

Company Overview L
Business Details

Contacts

Certify & Submit

Registration FAQ | View Histary

Sinclair Anders « =

Company Overview
JAGGAER Test System

The information entered on this page allows us to track general information about your company to ensure we have the most up-to-date
information in our system.

Diging Business As
(DBA)
Tax ID Number 232456087

Website [+ ]

%= Need Help?
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13.The information on the Business Details 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.
a. Select the Commodity Codes (by code or description) by selecting the EDIT button for
the products and services you provide.
b. You must select Yes or No for the Additional Question.
i. Select Yes, if adding a commodity code with an ITQ extension (86000000-1TQ-82);
ii. Select No, if adding a commodity code without an ITQ extension (86000000)

Sinclair Anders v w4

»).¥ pennsylvania

£ Registration  Manags Registration Brofile Q

Blu Consulting Inc Business Details 7
Registration In Progress for

Commamwealth of BA Supplier

e em——— JAGGAER Test System

B Administar 1 of 3 Steps Compiate The informaticn on this page allows us to track impertant details about your company, such as the areas where you operate and the

products and services that you provide.

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

Company Cverview v
Invitation to Qualify (IT!

Business Details What is an ITQ? An ITQ is the name given to certain multiple award contracts issued by the Commonwealth of Pennsybvania pursuant to
Section 517 of the Procurement Code,

Contacts
If you are interested in pre-qualifying to become an ITQ supplier, ensure you select the commeodity code identified with an "ITQ-###"

Certify & Submit extension (ex. 53100000-ITQ-1). It is recommended fo 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 Woerk'". 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 Histary

Products and Services

Commadity Codes ™ Edit

26000000-ITQ-87 (Education and Training Services - Perscnnel - Remave
Specialized Professional Skills Development Training)

26000000-ITQ-8% (Education and Training Services - Professional | Remave
Continuing Education Services)

85100000-ITQ-24 [Vacational training - IT - Training -
Clazsroom/Non-Classroom)

Remave

Additional Questions
Did you add any commodity codes with an “TTO-X0K" extension (ie. 8210000-ITO-33) above? If yes, answer the question as "Yes". If no, please answer as 'no” *

™

W Required to Complete Registration < Previous -
%+ Meed Help?
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14.Add any contacts from your company. Be sure to
check for creating a new account.
a. Select the SAVE CHANGES button.

Add Contact

Contact Label ™
Which of the following

business activities apply to
this contact?

First Name Sinclair

Last Name ¥ Anders

Position Title ceo

Email * bluconsultinc@gmail.com

Phane * 1-717-214-555 et

Intarmational phone numibers must bagin wi

Toll Free Phane =,

Intemational phone numbers must bgi

Fax ext

Intemational phone numbers must bgi

add yourself as a contact but remove the

ith +
n with +

n with +

Selacting this option will sutamatically send an emil to this contact inviting

thern to register for 3n account

Create new user account [T} Create new user account for this
frur this rontart?

contact? LY

15.The contact information will display.
a. Select the EDIT button to Edit the contact,
Inactive.

%. MNeed Help?

Manage Associated Addresses, or Make

b. Select the ADD CONTACT button to add additional contacts
c. Select the NEXT button to save changes and advance to the next page.

A Home »1.¥ pennsylvania

'J Documents 13 Registration ~ Manage Registration Profile
5® sourcing Blu Consulting Inc Contacts

th. Reporting Commonwealth of PA Supplier
Management System

@ Administer 2 of 3 Steps Complete contact types are listed below.

£} Registation  [ASEEE Contact Label Contact Types

Company Overview v CEQ Corporate (Primary)

Business Details

Contacts 1"

Certify & Submit

Registration FAQ | View Histary

Registration In P far . . o - - . )
SgEhEtian W PTbaes o 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 always contacting the correct individual. Contacts can be linked to one existing address. Any required

Sinclair Anders « =

MName Email
Anders, Sindair bluconsultine@gmail.com Edit E

Edit sntacts
Manage Assaciated Addresses

Make Inactive

s

. MNeed Help?

10
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16.The last screen is the Certify and Submit screen. If any items were not answered, an error
message will appear requesting that you answer them prior to finishing.

a. Notice that not only is there an error message, but the Business Details does not have a
green check next to it.

Blu Consulting Inc Certify & Submit 7
Registration In P ress far: . . . .
ceg orwealth ‘:;?A Supplier © The list below needs to be addressed before your registration can be submitted.
Management System Buziness Details
2o0f3 P » Did you add any commadity codes with an "ITQ-200(" extension (Le. 2210000-1TQ-300) above? If yes, answer the guestion as "Yes”. [f no, please answer as "no”

I Pleaze type your initizls in the box below acknowledging that you are 3 company official and that all information is correct. It iz the Supplier's responsibility to ensure
Welcome

Company Overview L'
Business Details

company information is accurate and that company information is kept current.

By clicking the Submit button, you represent that you are authorized to submit the information on behalf of the person or entity identified and all of the information

submitted is true and correct to the best of your knowledge, information, and belief. Any false statements made by you are subject to the penalties of 18 Pa.C5.
54004 [relating to unswom falsification o authorities).

17.0nce this issue is addressed, make sure all fields on the Certify & Submit page are complete.
a. Select the box next to Certification to certify that all information provided is true and

accurate.

b. Select the SUBMIT button.

»1.¥ pennsylvania

£ Registration ~ Manage Registration Profile

Blu Consulting Inc

Registration In Progress for:
Commonwealth of BA Supplier
Management System

B Administer 3 of 3 steps Compiste

o Registration Welcome
Company Overview «
Business Details v
Contacts v

Certify & Submit

Registration FAQ | View Histary

Sinclair Anders»  |w @
Certify & Submit

Pleasze type your initials in the box below acknowledging that you are 2 company official and that all information is correct. It iz the Supplier's responsibility to ensure
company information is accurate and that company information is kept current.

By clicking the Submit button, you represent that you are authorized to submit the information on behalf of the person or entity identified and all of the information

submitted is true and correct to the best of your knowledge, information, and belief. Any false statements made by you are subject to the penalties of 18 Pa.C5.
54004 [relating to unswormn falsification to authorities).

Preparer’s Initials * A

*
Preparer's Name Sinclair Andars

Preparer’s Title ™ Owner

Preparer’s Email Address * bluconsultinc@gmail.com

Today's Date 171972018

Certification * 1 | certify that all information provided is true and accurats.

W Required to Complete Registration

11
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18. A summary screen will display.
a. From here, you can send a new user request, return to the homepage, or return to
Registration Profile.

k]
Sinclair Anders « =

A Home »1.¥ pennsylvania

'J Documents 13 Ragistration © Manage Registration Profile

Thank You for Registering

‘s Registration Complete for Blu Consulting Inc!

lh. Reporting

ﬁ‘l Administer e e
» You will receive a confirmation email with information on what to expect next.
= Bookmark this site in your browser so you can easily make updates to your business profile.
o Registration o . & o B o &
» Send new user request to an additional portal user.
» Retumn to the homepage and check: for any other outstanding tasks.
= Retumn to Registration Profile

Y. Need Help?

END

12



