ITQ Registration Instructions

[bookmark: _Hlk528846643]Thank you for showing interest in becoming an ITQ supplier. Below are the steps in completing ITQ Registration Process.

Before getting started, there are resources on our Supplier Service Center website that can assist with the process. 

Step 1:  Apply for a six-digit Vendor Number. Suppliers must apply for a six (6)-digit Commonwealth of PA Supplier Vendor Number. If you already have a vendor number, please proceed to Step 2. You will need your six (6) digit vendor number for Step 2.

PLEASE NOTE 

1. The Commonwealth of PA REQUIRES all suppliers to have an Employer Identification Number (EIN) issued by the IRS. If you do not have an EIN number,  go to the IRS website https://www.irs.gov/businesses/small-businesses-self-employed/how-to-apply-for-an-ein . 

Once you’ve obtained an EIN number, suppliers are must wait 7-10 business days to apply for a vendor number in the PA Supplier Portal;

2. You must use Internet Explorer and a non-apple product device to complete your registration; and 

For guidance on supplier registration, below is where you can you find assistance on the Supplier Service Center website.
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You may click here to begin your registration. 

If you have issues with completing the online registration vendor registration, please contact 1.877.435.7363, choose option 1 – any technician that answers can assist you. 

Step 2:  Apply for a JAGGAER Account. JAGGAER is the electronic application the commonwealth uses for ITQs, RFQs, and RFPs. Please make sure you read the Statement of Work (SOW). The SOW explains the scope of the contract. To make the registration process easier, pay close attention to the following:

1. Service/Material Categories. These are the commodity code(s) you will select, under the Business Details tab, during the registration process; and

2. Additional Question. Once you’ve completed selecting the commodity code(s), answer the “Additional Question” as “Yes”. This will trigger the pre-qualification questions associated with ITQ.

For guidance on the JAGGAER registration, below is where you can you find assistance on the Supplier Service Center.
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              You may click here to begin your JAGGAER register. If you receive a message when registering, please do not duplicate your account. Please call the ITQ Contact at the number listed on the SOW.

[bookmark: _GoBack]Upon completion of Step 1 and Step 2, your registration will go in a “pending” status until its reviewed. The review process takes 30-60 days to complete. Once your documents are reviewed and approved, you will receive notification of your approval. 

Thank you.
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