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Welcome to Supplier Management

Objectives
The purpose of this handbook is to familiarize users with the basics of working in the Supplier
Management solution. We hope it will help you:

l Understand how to access and navigate the application.
l Understand user capabilities/permissions and how they are configured in the user profile.
l Understand how both internal users and suppliers can use the application to enter, track

and analyze supplier information.
l Use information in the system to manage the supplier process.

Key Points
l A basic understanding of JAGGAER ONE applications is required.
l This handbook will show you how to perform functions for the Supplier Management

solution. It is important to note that much of the how, when, and why the system is used is
determined by your organization’s business practices. We suggest that you supplement
this document with your organization’s business practices, goals, and policies.
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Supplier Management Basics

Supplier Management Overview

Overview
Supplier management begins with vendor discovery before the first purchase order is cut,
followed by information gathering, registration, qualification and ultimately selection. Supplier
Management is an on-demand, supplier lifecycle management solution that helps organizations
streamline and automate supplier registration and management. This solution delivers a central
entry point for suppliers and a data repository for internal users, and lays the foundation for a
successful eProcurement strategy.

For more information about Supplier Management features such as profile management, ERP
integration, searching for suppliers, etc., see "Overview and General Information" in the Site
Essentials Handbook or online searchable help.

Related Permissions
The following Supplier Management permissions are located at Permission Settings >
Administration > Supplier Profile Administration. Accessing particular areas of the Supplier
Dashboard require permissions specific to that feature. Refer to Supplier Profile Management
articles in the in the Site Essentials Handbook or online searchable help for additional details
related to supplier profile access.

l Supplier Profile View Only - Grants a user the ability to search for and view supplier
profiles. This permission does not provide the ability to edit supplier profiles.

l Manage Supplier Profiles - This permission grants a user the ability to search for and
view supplier profiles. This permission does not provide the ability to edit supplier profiles.

Supplier Management Notifications
You may choose to enable notifications for certain Supplier Management activities taking place in
your organization through the application.

Notification preferences can be set at the role or user level. You can choose to receive an email,
an in-application notification, both, or none. See Notification Preferences in the Site Essentials
Handbook or online searchable help and Creating and Managing Roles in the Administration
and Configuration Handbook or online searchable help for additional information.
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Supplier Management notifications are found in the following Notification Preferences sections:

l Supplier Administration - Contains notifications related supplier management (diversity
and insurance expiration, invited supplier status, etc.).

l Supplier Registration - Contains notifications related to supplier registration workflow
(approved, returned, duplicates, etc.).

l Supplier Review - Contains notifications related to supplier review workflow (approved,
returned, duplicates, etc.)

l Form Requests - Contains notifications related to form request workflow (form request
approved, form request rejected, etc.).

l 2nd Tier - Contains notifications related 2nd Tier Reporting, if enabled (supplier data
submitted, requested open dates, etc.).

l Administration & Integration - Contains notifications related to system administration
and integration (workflow step errors, import/export, etc.).

For a description of a notification, click the associated with the notification, as shown below.

Notification Notification Description

Administration & Integration

Search Result
Export
Confirmation

Notification is sent to the user when a requested export has been completed.

Supplier
XML Import Failure
Notice

Set to notify the appropriate user(s) that the Supplier XML Import from the client
ERP system has failed and will need to be reviewed and re-processed.

Supplier
XML Import
Warning Notice

Notification is sent to the appropriate user(s) that the Supplier XML Import from the
client ERP system has an issue with some of the data that did not prevent the
import but may require attention.

TSM ERPNumber
XML Import Failure
Notice

Set to notify the appropriate user(s) that the ERPNumber XML Import from a client
ERP system has failed and will need to be reviewed and re-processed. If there are
multiple ERPNumber imports set for the organization, the user will be notified if any
of them fail.
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Notification Notification Description

TSM ERP Number
XML Import
Warning Notice

Set to notify the appropriate user(s) that the TSM ERPNumber XML Import from a
client ERP system has an issue with some of the data that did not prevent the
import but may require attention. If there are multiple ERPNumber imports set for
the organization, the user will be notified if any of them trigger a warning.

TSM Supplier
Export Failure
Notice

Notification that the nightly Supplier Export to the client ERP system has failed and
will need to be reviewed and re-processed.

Contracts Export
Failure Notice

Notification that the Contracts Export process has failed and will need to be
reviewed and re-processed.

TSM Real Time
Supplier Export
Failure Notice

Notification that the Real Time Supplier Export to the client ERP system has failed
and will need to be reviewed.

Supplier Management > Supplier Administration

Supplier Insurance
Expiration Notice

This notification alerts the user when a supplier's insurance certificate has expired.

Supplier Diversity
Expiration Notice

This notification alerts the user that a supplier's diversity certificate has expired.

Supplier
Registration
Duplicate Found

This notification sent when an unsolicited supplier tries to register for a supplier
portal with data that is detected as duplicating an existing supplier portal.

Supplier (Invited by
You) Completed
Registration

This notification is sent when a supplier invited by the user completes, certifies and
submits their registration in the Customer Branded Portal.

Supplier (Invited by
You) Approved in
Workflow

This notification is sent when the workflow process has been completed for a
supplier invited by the user

Scheduled Email
Not Sent

Notification is sent to the user if a scheduled email did not go out as scheduled.

Update on Supplier
requested by you

Notification is sent to the user when a supplier requested by the user has
progressed in the registration process. The user is notified when the supplier is:
Invited, In Progress, Profile Complete, and Approved.

Supplier
(Requested by You)
is approved in
workflow

This email/notification is sent when a supplier who was requested by the user is
approved in Supplier Request workflow.

Supplier Management > Supplier Registration Workflow
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Notification Notification Description

Supplier
Registration
Pending Workflow
Approval

Notification to an approver user that there are new suppliers requiring approval in
their assigned Supplier Registration workflow folders.

Supplier
Registration
Workflow
Notification
Available

Notification to an approver user that there are notifications available for suppliers in
their assigned Supplier Registration workflow folders.

Supplier Regis-
tration Workflow
Returned

Notification to the user who submitted a registration on behalf of a supplier that
was returned by an approver.

Supplier
Registration
Workflow Error

Notification to approver users that there are suppliers in error in one of their
assigned Supplier Registration workflow folders.

Supplier
Registration
Workflow Potential
Duplicate

Notification when a duplicate is found for a supplier in registration workflow.

Supplier Management > Supplier Review Workflow

Supplier Pending
Approval in Supplier
Review Workflow

Notification to an approver user that there are new suppliers requiring approval in
their assigned Supplier Review workflow folders.

Supplier Review
Workflow
Notification
Available

Notification to an approver user that there are notifications available for suppliers in
their assigned Supplier Review workflow folders.

Supplier Review
Workflow Error

Notification to approver users that there are suppliers in error in one of their
assigned Supplier Review workflow folders.

Supplier Review
Workflow Potential
Duplicate

Notification when a duplicate is found for a supplier in review workflow.

Supplier Management > Form Request Review Workflow

Form Request
Pending Approval in
Workflow

Notification to an approver user that there are new suppliers requiring approval in
their assigned Form Request workflow folders.
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Notification Notification Description

Form Request
Workflow
Notification
Available

Notification to an approver user that there are notifications available for suppliers in
their assigned Form Request workflow folders.

Form Request
Workflow Error

Notification to approver users that there are suppliers in error in one of their
assigned Form Request workflow folders.

Form Request
Potential Duplicate
Supplier

Notification when a duplicate is found for a supplier in form request workflow.

Form Request
Approved in Work-
flow

Notification when a form request has been approved in workflow.

Form Request
Rejected in Work-
flow

This notifies a user when a form request has been rejected in workflow and needs
attention.

Form Request
Completed in Work-
flow

This notifies a user when a form request has completed workflow.

Supplier Management > 2nd Tier Notification Preferences

2nd Tier Export
Notification

This notifies the user once any 2nd Tier report has completed exporting. This
preference is only available to users with the permission to View 2nd Tier Reports.

Supplier Requests
Reporting Period
Reopen

Once a reporting period is passed, the supplier can request a certain period be
reopened. This notification alerts the user that a reopen request has been made.
You must have the Prime Supplier Administration permission to reopen a
reporting period.

2nd Tier Supplier
Data Submitted

This notification alerts the user when 2nd Tier data has been submitted as
completed for a reporting period. The preference is only available to users with
permission to View 2nd Tier Reports.

Supplier Management Features
Features available with Supplier Management include:
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Supplier Information
Having a large number of suppliers in your database is only useful if supplier information is
complete and up-to-date. The supplier profile allows you to capture comprehensive information
about each supplier in your database. Contact and business information, insurance and diversity
certifications and much more can be included in the supplier profile to help you make the best
decisions on when and how to work with suppliers. See "Overview and General Information" in the
Site Essentials Handbook or online searchable help for additional information.

Supplier Diversity
Supplier diversity information can be one of the most important factors in your decision to do
business with a supplier. Often, organizations require that a certain percentage of their spend be
with diverse suppliers such as small business, minority-owned business, women-owned
business, etc... Supplier Management includes robust features for capturing diversity information;
including the ability to attach supplemental information such as diversity classifications. See
"Diversity" in the Site Essentials Handbook or online searchable helpfor additional information.

Supplier Registration and Invitation
The best way to build a comprehensive and highly usable supplier database is to include the best,
most qualified suppliers for your organization. Supplier registration is one of the core
competencies of the Supplier Management solution. It allows you to not only invite suppliers to
be in your database but also to qualify them for doing business with your organization based on
the goods and services they provide, past performance, references and additional variables as
required. You can also add custom profile questions to gather information specific and important
to your organization. See "Supplier Registration " on page 94 for additional information.

Supplier Requests
You may allow internal users to request new suppliers to be added to your network. Your
organization designs request templates and configures Form Request Workflow to facilitate this
process. See "Supplier Requests" on page 44 for more information.

Supplier Onboarding
In order to pay your vendors, your A/P department requires specific information. TheOnboarding
feature helps organizations streamline their Accounts Payable processes through supplier self-
service collection of payment information and integrated workflow automation. Suppliers can
input remittance information, including ACH payment details. They can include insurance
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information. Additionally, suppliers can review and electronically sign their W9 tax forms. Note: It
is not permitted for suppliers to e-sign W8 tax forms. They will be signed, scanned and uploaded
into the system. In addition, the organization A/P department can design workflow for approving
suppliers based on the completion of the tax and remittance information.

Note: Most of the Supplier Onboarding functionality is integrated with the core functionality. In
these cases, the instructions will indicate that the functionality is available only to organizations
with the Supplier Onboarding feature enabled.

When the Onboarding feature is enabled, organizations have the ability to collect Accounts
Payable and Tax Information in the supplier profile, execute bulk TIN validation, conduct OFAC
risk checks, and enable ERP integration.

Approval Workflow
Three kinds of workflow are available for suppliers in Supplier Management. See "Supplier
Approval" on page 70 for additional information.

Advanced Supplier Management Features
In addition to Supplier Management core functionality, a Supplier Performance and Risk Tracking
add-on feature is available. These features are designed to help your organization further qualify
suppliers and provide even more functionality for the management of suppliers in your database.
Note: Please contact JAGGAER to discuss enabling one or more of these features.

2nd Tier Reporting
In many cases, your organization's suppliers have their own suppliers. These sub-suppliers may
contribute directly or indirectly to the products or services being provided to you by the main
supplier. If the sub-suppliers have any diversity classifications, your organization can receive
diversity spend credit. JAGGAER ONE's 2nd Tier Reporting option allows suppliers to report
diversity spend on their sub-suppliers in the Supplier Network Portal. Subsequently, you can pull
reports in the application that allow you to view your 2nd Tier spend.

For information about configuring and managing 2nd Tier reporting, please see "2nd Tier
Reporting" on page 206.

Dynamic Qualification
When making a purchasing decision, it is important to understand how qualified a supplier is to
meet the needs of your company. Qualifying a supplier includes reviewing capabilities, identifying
risks and gathering the appropriate documentation in order to make the best decision on which
supplier gets the business. Often, this process requires the manual gathering of information and



JAGGAER 20 www.JAGGAER.com

documents. The Dynamic Qualificationmodule lets you to automate the qualification process
through the use of questionnaires that you create to your company’s specifications. This allows
you to gather and store the information within Supplier Management. See "Dynamic Qualification"
on page 220 for additional information.

Supplier Performance Management
The Supplier Performance Managementmodule allows for the collection, measurement,
analysis and reporting of supplier-related KPIs in the same centralized and standardized system
used for vendor registration.

See "Supplier Performance" on page 170 for more information.

Integration with Advanced Sourcing Optimizer
Customers with Supplier Management and Advanced Sourcing Optimizer (ASO) can configure an
integration that allows buyers to leverage existing suppliers and invite them to participate in ASO
events. This process allows data to be shared between the two solutions and provides a more
seamless interface. Customer users have the ability to add suppliers to an ASO event from
supplier search results or a specific supplier profile. See "Supplier Management and Advanced
Sourcing Optimizer (ASO) Integration" on page 246 for more information.

Supplier Management Permissions

Overview
Articles about each supplier management feature contains related permissions. However, this
article includes a list of all permissions pertaining to supplier management.

Accessing Supplier Management Permissions
Supplier Management permissions are found under Permission Settings > Approvals and
Permission Settings > Administration for users and roles. For information on assigning
permissions in the user profile, see "Permission Settings "and "Assigned Roles" in the Site
Essentials Handbook or online searchable help.
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Supplier Administration Permissions

Permission Permission Description

Configure Supplier
360

Users with this permission can create and configure their organization's Supplier
360 view. The Supplier 360 can be customized with various widgets that will
render content specific to a supplier when viewed from the supplier profile.

Request New Sup-
plier

This permission allows users to access the Request New Supplier option (if the
organization has configured Supplier Request workflow and Supplier Request
Templates). This feature allows users to request a supplier by providing data in a
template that will then go through a workflow process that can include manual
approvals and notifications. Typically, the last workflow step (if not rejected) is to
change a New Supplier Request into a Supplier with a Supplier Profile.

Invite with Profile 1 This permission allows the user to invite suppliers to register for a Supplier
Portal/Customer Branded Portal with Profile 1.

Invite with Profile 2 This permission allows the user to invite suppliers to register for a Supplier
Portal/Customer Branded Portal with Profile 2.

Invite with Profile 3 This permission allows the user to invite suppliers to register for a Supplier
Portal/Customer Branded Portal with Profile 3.

Invite with Indi-
vidual Profile

This permission allows the user to invite suppliers to register for a Supplier
Portal/Customer Branded Portal with the Individual Profile.

Onboard Suppliers
to Master Supplier
Management Sys-
tem

This permission applies to JAGGAER ONE Cross-Module Integrations cus-
tomers, and allows the user to on-board a supplier to the Supplier Management+
solution.

.

Bypass Potential
Matches on Invite

This permission is a supplement to theManage Supplier Profiles and Invite
with... permissions. With this permission enabled, a user can bypass any potential
matches on the Add Suppliers page or when Inviting suppliers and create/invite
their own supplier. If this permission is not enabled and the supplier has Potential
Matches, the user will only be able to invite an existing supplier.

Manage Diversity
Classification

This permission allows the customer user to access the Diversity Configuration
menu option in Suppliers > Configuration Settings. Diversity Configuration
allows the user to configure which diversity classifications are visible to suppliers
in the Customer Branded Portal.

Manage Supplier
Portal Configuration

This permission allows users to access the Supplier Portal Configurationmenu
option in Suppliers > Configuration Settings. When enabled, the user can man-
age the look and feel of the Customer Branded Portal for suppliers. This does not
control the ability to configure the registration profile. .
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Permission Permission Description

Manage Regis-
tration Con-
figuration

This permission allows users to access the Registration Configuration page in
Suppliers > Configuration Settings. When enabled, the user can manage Regis-
tration Help content for the Registration Welcome page, Registration FAQ page,
and Registration Create Account page, and also configure their custom supplier
registration forms..

Manage Supplier
Request Templates

This allows the user access to the Suppliers > Configuration Settings > Man-
age Supplier Request Templates page to create and manage Supplier Request
templates. This is separate from the permission to actually request a new sup-
plier.

Submit to Supplier
Registration Work-
flow

This permission allows the user to manually send a supplier through registration
approval.

Submit to Supplier
Review Workflow

This permission allows a user to place a supplier into Review Workflow.

Supplier ERP Sync This permission allows a user to view and select Enable Sync with ERP from the
Manage drop down on the supplier search results page. If the organization has
theOn Boarding Multiple ERP Integrations license, this option is not available.
Instead the user with this permission has access to the Workflow and Review >
ERP Sync section of the supplier profile in order to request EPR syncs.

Manage ERP Names Allows the user access to the ERP Name Management page in Setup > Organ-
ization Structure and Settings > Manage ERP Names. This feature is used for
clients that are configured to export supplier data to external ERP systems.

Manage OFAC
Information

This permission allows a user to access the Legal and Compliance > OFAC /
Restricted Party Check page in the supplier profile, which lists OFAC information
and allows for running an OFAC SDN search for that particular supplier. This per-
mission also allows access to the Suppliers > Compliance > Run OFAC SDN
Search page to run OFAC checks against suppliers. If your organization has con-
figured a Visual Compliance account, you can also run Visual Compliance checks
from a supplier profile.

Manage TIN Inform-
ation

With this permission enabled, a user can view and edit the Legal and Compliance
> TIN Information page in the supplier profile.

Import/Export Bulk
TIN Matching

This permission allows a user to choose Export All Search Results for Bulk TIN
matching and Export selected Search results for Bulk TIN Matching actions
under the Available Actions drop-down menu from supplier search results. It
also enables the user to import TIN Statuses on the Suppliers > Compliance >
Import Supplier Bulk TIN Updates. S
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Permission Permission Description

Email Suppliers This permission allows the user to send an ad-hoc email to active, primary and
supplier support contacts as provided in the supplier profile. The user must also
have access to search and view suppliers. The email can be sent from supplier
search results or from the supplier profile.

Manage Supplier
Email Templates

This permission allows the user to create templates on the Suppliers > Com-
munication > Email Templates page. These templates can be accessed by
users with the Email Suppliers permission. .

Access Supplier
Matching Tool

This permission allows the user to access the Suppliers > Import/Export > Sup-
plier Matching Tool page.

Manage Supplier
Groups

This permission gives the user access to create and manage supplier groups on
the Suppliers > Manage Suppliers > Manage Supplier Groups page. Supplier
groups are used by Sourcing and Supplier Management (TSM) organizations to
group suppliers for easy access when sending and scheduling emails. Sourcing
customers may also use Supplier Groups when inviting suppliers to participate in a
sourcing event. Note: Separate permissions are required for the activities asso-
ciated with using Supplier Groups.

View Supplier
Groups

This permission allows the user to view and select supplier groups when sending
and scheduling emails, or when inviting suppliers to participate in a sourcing
event..

Manage Ques-
tionnaires

A user with this permission has access to the Suppliers > Compliance > Manage
Questionnaires andManage Questionnaire Categories pages. The Dynamic
Qualification license must be enabled to access this feature..

Delete a Supplier This permission allows a user to delete a supplier from the organization's supplier
network that are no longer of value to the organization. Reasons to delete a sup-
plier could include the existence of duplicate, dummy suppliers that may have
been created during implementation process and with whom the organization no
longer does business.

Manage Sup-
plier/Business Unit
Associations

This permission allows the user to associate and disassociate suppliers to/from
business units via supplier search results. The Multi-Business Unit license is
required.
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Supplier Profile Administration Permissions

Permission Permission Description

Supplier Profile View
Only

This permission grants a user the ability to search for and view supplier pro-
files. This permission does not provide the ability to edit supplier profiles.

Manage Supplier Pro-
files

This permission grants a user the ability to search for and edit supplier profiles.
This permission also allows a user to create a new supplier for the organ-
ization.

Access Addresses &
Contacts

This permission allows access to the Addresses and Contacts pages in the
Contacts and Locations section of the supplier profile. If the Onboarding
license is enabled, then this permission also controls visibility to the Locations
page. Note: This permission is applicable only to organizations with the Sup-
plier Management solution that also use the Enable Supplier Access Per-
missions configuration.

Access eProcurement This permission allows access to the eProcurement section of the supplier
profile, as well as the Contacts and Locations > Fulfillment Centers page. If
the organization has Contract Manager, and teh user has Contract Man-
agement permission, this permission also allows access to the Legal and Com-
pliance > Contracts page. Note: This permission is applicable only to
organizations with the Supplier Management solution that also use the Enable
Supplier Access Permissions configuration.

Access Show-
case/Classes

This permission controls access to the Supplier Classes page in the About
section of the supplier profile, and the Showcase page in the eProcurement
section of the profile. The Supplier Classes tab is available for all licenses.
The Showcase page displays only for organizations with Spend
Management. Note: This permission is applicable only to organizations with
the Supplier Management solution that also use the Enable Supplier Access
Permissions configuration.

Access Sensitive Com-
pany Information

The permission controls visibility of the following fields on the Summary and
General pages in the About section of the supplier profile: Supplier Number,
Legal Structure, Tax ID Type, Tax ID Number, VAT Registration Number, DUNS
No. Note: This permission is applicable only to organizations with the Supplier
Management solution that also use the Enable Supplier Access Permissions
configuration.

Access Custom Com-
pany Information

This permission controls visibility of the custom fields configured for the Com-
pany Overview/Information section of the General page of the supplier pro-
file via Registration Configuration.
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Permission Permission Description

Access Sensitive Busi-
ness Information

This permission controls visibility of the following fields on the General page in
the About section of the supplier profile: Year Established, Number of Employ-
ees, and Annual Revenue/Receipts. Note: This permission is applicable only to
organizations with the Supplier Management solution that also use the Enable
Supplier Access Permissions configuration.

Access Custom Busi-
ness Information

This permission controls visibility of the custom fields configured for the Busi-
ness Details/Information section on the General page in the About section
of the supplier profile via Registration Configuration. Note: This permission is
applicable only to organizations with the Supplier Management solution that
also use the Enable Supplier Access Permissions configuration.

Access Additional
Information

This permission controls access to custom pages in various sections of the
supplier profile that are configured under the Registration Configuration >
Entity/Individual Registration pages. Note: This permission is applicable only
to organizations with the Supplier Management solution that also use the
Enable Supplier Access Permissions configuration.

Access Diversity
Information

This permission controls access to the Diversity section and pages in the sup-
plier profile. Note: This permission is applicable only to organizations with the
Supplier Management solution that also use the Enable Supplier Access Per-
missions configuration.

Access Accounts Pay-
able Information

This permission controls access to the Accounts Payable section and pages
of the supplier profile. Note: This permission is applicable only to organizations
with the Supplier Management solution with Onboarding that also use the
Enable Supplier Access Permissions configuration.

Access Insurance
Information

This permission controls access to the Insurance page in the Legal and Com-
pliance section of the supplier profile. Note: This permission is applicable only
to organizations with the Supplier Management solution with Onboarding that
also use the Enable Supplier Access Permissions configuration.

Access Tax Inform-
ation

This permission controls access to the Tax page in the Legal and Compliance
section of the profile. Note: This permission is applicable only to organizations
with the Supplier Management solution with Onboarding that also use the
Enable Supplier Access Permissions configuration.

View SSN in Supplier
Profile and Export

This permission allows the user to unmask an SSN/SIN-type Tax ID number in
the supplier profile. Users with this permission will also be able to view the
SSN/SIN in the Supplier Excel export.

View Sensitive Bank
Information

This permission enables Onboarding customer users to view the bank account
information on the Accounts Payable page of the supplier profile. If this per-
mission is not enabled, the user will see the bank account as masked with
asterisks (*) in the supplier profile and export.
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Permission Permission Description

Manage Tax Forms This permission controls the viewing of forms attached to Tax Information
records in the supplier profile. With this permission the user can open the
attachments and view the documents. This permission also controls the view-
ing of tax documents on the Profile Update Review tab of the supplier profile.

View Pending Supplier
Profile Changes

This permission allows a user to view a supplier's pending profile changes.
This permission does not allow any actions on the pending changes.

Accept/Decline Pend-
ing Supplier Profile
Changes

This permission allows a user to accept or decline pending supplier profile
changes.

Assign Questionnaires This permission allows users to assign questionnaires to a supplier. This per-
mission applies to organizations with the Dynamic Qualification option enabled
in the Supplier Management solution.

Edit Questionnaire
Responses

This permission allows users to complete or edit questionnaire responses for
suppliers. This permission applies to organizations with the Dynamic Qual-
ification option enabled in the Supplier Management solution.

View Questionnaire
Responses

This permission gives a user a read-only view of questionnaire responses from
a supplier. This permission applies to organizations with the Dynamic Qual-
ification option enabled in the Supplier Management solution.

View Sensitive
Custom Attachments
in History

This permission allows users to view Sensitive File Attachment responses in
the supplier profile. This permission applies to organizations with the Supplier
Management solution.

Send data to TealBook
for enrichment

TealBook is an AI program that can look for different factors about suppliers,
pull that information from various sources, and send that data to be updated in
the supplier profile for the organization. Users with this permission have the
ability to send supplier profile information to TealBook for data enrichment.
When activated, federal diversity information will be refreshed.

Fulfillment Center Administration Permissions
Permissions located at Permission Settings > Administration > Fulfillment Centers section:

l Fulfillment Center Custom Field Administration - Allows granted users to manage
Fulfillment Center Custom Fields and Fulfillment Center Custom Groups. Once
configured, Custom field groups and fields are available on the Custom Data tab within
Supplier Profile Fulfillment Center settings in the supplier profile.
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Other Supplier Management Permissions
Additional options are available in the Supplier Management solution that allow for 2nd Tier
reporting, performance management.

l 2nd Tier Reporting - "Related Permissions" on page 206

l Supplier Performance - "Related Permissions" on page 170

Supplier Approval Permissions

Supplier Registration Approval Permissions
These permissions are located in Permissions Settings > Approvals > Supplier Registration
Approvals.

Permission Permission Description

Approve/Reject
Supplier Registrations

Provides the ability to approve or reject supplier registrations in a user's own or
assigned approval folders.

Forward Supplier
Registrations

Allows an approver to forward a supplier registration to another approver. This
permission displays the Forward option in the approval's Action list.

Manage Other
Approver's Supplier
Registration Approval
Folders

Provides the capability for a user to view and manage another approver's per-
sonal and shared supplier registration workflow folders. With this permission
set ON, the user will be able to search and select approvers within their depart-
ment permissions for management.

This permission allows the user to perform workflow management actions for
supplier registrations assigned to the designated approvers, including:
Assign/Remove substitute approver; Assign the supplier registration to the
user's personal folder; Return supplier registrations to shared workflow
folders; Assign supplier registrations from shared workflow folders to personal
folder; Forward supplier registrations to another approver; Place supplier regis-
trations on hold.

Assign Substitute for
Supplier Registration
Approvals

Allows the user to assign a substitute approver for a supplier registration
approver folder.

Approve/Reject
Supplier Registrations
on Behalf of Another
Approver

Allows a user to approve or reject a supplier registration currently assigned to
another approver's personal workflow folder.
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Permission Permission Description

Put Supplier
Registrations on Hold

Allows an approver to put a supplier registration on hold. A supplier registration
in this status will remain in that approver's folder. With this permission enabled,
the Hold option displays in the supplier registration approvals action list.

Return Registration to
Supplier

Allows the user to return the registration to a supplier.

Restart/Skip Supplier
Registration Workflow
Steps in Error

Provides the ability to restart workflow for any pending supplier registration
within an approver's personal approvals folder. This is typically necessary with
workflow that triggers or receives integration messages. If an acknowledgment
message is not received in the allotted time or after the defined number of
retries, the step goes into an error status. This functionality allows the user to
restart the step, i.e. resend the message.

Expedite Supplier
Registration through all
workflow steps

Provides the ability for the approver to expedite to a future supplier registration
workflow step, including the End step (completes workflow). The user will also
be able to expedite past any workflow steps configured as "do not allow by-
pass"

Expedite Supplier
Registrations

Provides the ability to expedite a supplier registration through any pending
workflow steps that permit expediting.

Set approvals action
column default to
approve

Site administrators are advised to give this permission with extreme caution. If
an organization's approval process should involve opening a supplier
registration to examine it for correct data before approving, then users should
not be given this permission. This permission allows the user to click an
Approve button directly from the approvals page without first assigning the
supplier registration. An approver can approve a registration quickly without
having to make a careful examination of the supplier registration. The action
column on the Approvals page normally shows an Assign button. With this
permission enabled, the Action column will show an Approve button by default.

Supplier Review Approval Permissions
These permissions are located in Permissions Settings > Approvals > Supplier Review
Approvals.
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Permission Permission Description

Approve/Reject
Supplier in
Supplier Review
Workflow

Provides the ability to approve or reject a supplier in supplier review workflow in a
user's own or assigned approval folders.

Forward Supplier
to Another
Approver in
Supplier Review
Workflow

Allows an approver to forward a supplier in supplier review to another approver. This
permission displays the Forward option in the approval's Action list.

Manage Other
Approver's
Supplier Review
Workflow Folders

Provides the capability for a user to view and manage another approver's personal
and shared supplier review workflow folders. With this permission set ON, the user
will be able to search and select approvers within their department permissions for
management. Any action performed on a supplier will have an audit record created
stating the user performing the action on behalf of the approver. Managing another
approver's supplier approval folders allows the user to perform the following folder
management actions: Assign/Remove Substitute Approver; Assign to the user's per-
sonal folder; Return to shared workflow folders; Assign from shared workflow folders
to personal folder; Forward to another approver; Put on hold.

Assign Substitute
for Supplier
Review Workflow
Folders

Allows the user to assign a substitute approver for a supplier review approval folder.

Approve/Reject
Suppliers on
Behalf of Another
Approver in
Supplier Review
Workflow

Provides the ability for a user to approve or reject a supplier currently assigned to
another approver's personal workflow folder. The approval actions are recorded for
the user on behalf of the managed approver.

Put Suppliers on
Hold in Supplier
Review

Allows an approver to put a supplier on hold in the supplier review process. A supplier
in this status will remain in that approver's folder. With this permission enabled, the
Hold option displays in the Actions list.

Restart/Skip
Supplier Review
Workflow Steps
in Error

Provides the ability to restart workflow for any pending supplier within an approver's
personal approvals folder. This is typically necessary with workflow that triggers or
receives integration messages. If an acknowledgment message is not received in the
allotted time or after the defined number of retries, the step goes into an error
status. This functionality allows the user to restart the step, i.e. resend the message.
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Permission Permission Description

Expedite Supplier
through all
workflow steps in
Supplier Review
Workflow

Provides the ability for the approver to expedite to a future supplier review workflow
step, including the End step (completes workflow). The user will also be able to
expedite past any workflow steps configured as "do not allow bypass". All steps
skipped as part of the Expedite action will be recorded as part of the supplier audit
trail.

Expedite Supplier
in Supplier
Review Workflow

Provides the ability to expedite a supplier through the supplier review approval
process. A user with this permission can "pull" a supplier through any pending step
that permit expediting.

Set approvals
action column
default to
approve

Site administrators are advised to give this permission with extreme caution. If an
organization's approval process should involve opening a supplier to examine it for
correct data before approving, then users should not be given this permission. This
permission allows the user to click an Approve button directly from the approvals
page without first assigning the supplier for review. An approver can approve a
supplier quickly without having to make a careful examination of the supplier
information. The action column on the Approvals page normally shows an Assign
button. With this permission enabled, the Action column will show an Approve button
by default.

Supplier Form Request Approval Permissions
These permissions are located in Permissions Settings > Approvals > Form Request
Approvals.

Permission Permission Description

Approve/Reject Form
Requests

Provides the ability to approve or reject requests in a user's own or assigned
approval folders.

Forward Form Requests
to Another Approver

Allows an approver to forward a request to another approver. This per-
mission displays the Forward option in the approval's Action list.
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Permission Permission Description

Manage Other
Approver's Form
Request Approval
Folders

Provides the capability for a user to view and manage another approver's
personal and shared form request workflow folders. With this permission set
ON, the user will be able to search and select approvers within their depart-
ment permissions for management.

This permission allows the user to perform workflow management actions
for requests assigned to the designated approvers, including Assign/Re-
move substitute approver; Assign the form request to the user's personal
folder; Return form requests to shared workflow folders; Assign form
requests from shared workflow folders to personal folder; Forward form
requests to another approver; Place form requests on hold.

Any action performed on a form request will have an audit record created
stating the user performing the action on behalf of the approver.

Assign Substitute for
Form Request Approvals

Provides the user with the ability to assign a substitute for a form request
approval folder. The user also needs to have the approve permission.

Approve/Reject Form
Requests on Behalf of
Another Approver

Provides the ability for a user to approve or reject a request currently
assigned to another approver's personal workflow folder. The approval
actions are recorded for the user on behalf of the managed approver.

Put Form Requests on
Hold

Allows an approver to put a request on hold. A request in this status will
remain in that approver's folder. . This permission displays the Hold option in
the form request approvals Action lists.

Restart/Skip
Form Request Workflow
Steps in Error

Provides the ability to restart workflow for any pending request within an
approver's personal approvals folder. This is typically necessary with work-
flow that triggers or receives integration messages. If an acknowledgment
message is not received in the allotted time or after the defined number of
retries, the step goes into an error status. This functionality allows the user
to restart the step, i.e. resend the message.

Expedite Form Requests
Approval Workflow
Through All Steps

Provides the ability for the approver to expedite to a request workflow step,
including the End step (completes workflow). The user will also be able to
expedite past any workflow steps configured as "do not allow bypass". All
steps skipped as part of the expedite will be recorded as part of the request
audit trail.

Expedite Form Requests
Approval Workflow

Provides the ability to expedite a request through any pending workflow
steps that permit expediting.
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Permission Permission Description

Set Approvals Action
Column Default to
Approve

Site administrators are advised to enable this permission with extreme cau-
tion. If an organization's approval process should involve opening a supplier
request to examine it for correct data before approving, then users should
not be given this permission. Only users with the Administration and Edit All
User Profiles/Roles/Permissions permissions are allowed to enable or disable
this permission.

This permission allows the user to click an Approve button directly from the
approvals page without first assigning the request. An approver can approve
a request quickly without having to make a careful examination of the inform-
ation. The action column on the Approvals page normally shows an Assign
button. With this permission enabled, the Action column will show an
Approve button by default.

Return to Requester Allows the user to return the request to the requester.

Edit Pending Requests
(My Form Request
Approvals)

Provides the ability to edit and update any pending requests within the
approver's folders.

Edit Pending Requests
(All Form Request
Approvals)

Provides the ability to edit and update any pending requests within any
approval folder.

Add Ad-Hoc Approver
for Request approval

Allows a request approver to send the document to a user who is not in the
regular approval workflow for a one-time approval. Users with the per-
mission can select, change, or delete an ad-hoc approver while they are an
approver assigned to a request. They cannot modify other fields unless they
also have editing permissions. This permission is only visible if the organ-
ization has the Form Request Ad-Hoc Approver feature enabled. 

Perform Ad-Hoc
Approve/Reject/Return
Request

Allows users to accept or reject requests only as an ad-hoc approver and at
no other time. Users with this permission can subscribe to the Form Request
Pending Ad-Hoc Workflow Approval notification to alert them that they have
been assigned to a request as an ad-hoc approver. This permission is only
visible if the organization has the Form Request Ad-Hoc Approver feature
enabled.

User Administration Permissions

Permission Permission Description

Link My
Account to
ASO

For organizations with Advanced Sourcing Optimizer (ASO), this permission allows the
user to link their user account between the two solutions. Users with linked accounts can
invite suppliers in the JAGGAER solution to participate in ASO events.
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Supplier Management Notifications
You may choose to enable notifications for certain Supplier Management activities taking place in
your organization through the application.

Notification preferences can be set at the role or user level. You can choose to receive an email,
an in-application notification, both, or none. See "Notification Preferences" in the Site Essentials
Handbook or online searchable help and "Creating and Managing Roles" in the Administration
and Configuration Handbook or online searchable help for additional information.

Supplier Management notifications are found in the following Notification Preferences sections:

l Supplier Administration - Contains notifications related supplier management (diversity
and insurance expiration, invited supplier status, etc.).

l Supplier Registration - Contains notifications related to supplier registration workflow
(approved, returned, duplicates, etc.).

l Supplier Review - Contains notifications related to supplier review workflow (approved,
returned, duplicates, etc.)

l Form Requests - Contains notifications related to form request workflow (form request
approved, form request rejected, etc.).

l 2nd Tier - Contains notifications related 2nd Tier Reporting, if enabled (supplier data
submitted, requested open dates, etc.).

l Administration & Integration - Contains notifications related to system administration
and integration (workflow step errors, import/export, etc.).

For a description of a notification, click the associated with the notification.

Notification Notification Description

Administration & Integration

Search Result
Export
Confirmation

Notification is sent to the user when a requested export has been completed.

Supplier
XML Import Failure
Notice

Set to notify the appropriate user(s) that the Supplier XML Import from the client
ERP system has failed and will need to be reviewed and re-processed.

Supplier
XML Import
Warning Notice

Notification is sent to the appropriate user(s) that the Supplier XML Import from the
client ERP system has an issue with some of the data that did not prevent the
import but may require attention.
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Notification Notification Description

TSM ERPNumber
XML Import Failure
Notice

Set to notify the appropriate user(s) that the ERPNumber XML Import from a client
ERP system has failed and will need to be reviewed and re-processed. If there are
multiple ERPNumber imports set for the organization, the user will be notified if any
of them fail.

TSM ERP Number
XML Import
Warning Notice

Set to notify the appropriate user(s) that the TSM ERPNumber XML Import from a
client ERP system has an issue with some of the data that did not prevent the
import but may require attention. If there are multiple ERPNumber imports set for
the organization, the user will be notified if any of them trigger a warning.

TSM Supplier
Export Failure
Notice

Notification that the nightly Supplier Export to the client ERP system has failed and
will need to be reviewed and re-processed.

Contracts Export
Failure Notice

Notification that the Contracts Export process has failed and will need to be
reviewed and re-processed.

TSM Real Time
Supplier Export
Failure Notice

Notification that the Real Time Supplier Export to the client ERP system has failed
and will need to be reviewed.

Supplier Management > Supplier Administration

Supplier Insurance
Expiration Notice

This notification alerts the user when a supplier's insurance certificate has expired.

Supplier Diversity
Expiration Notice

This notification alerts the user that a supplier's diversity certificate has expired.

Supplier
Registration
Duplicate Found

This notification sent when an unsolicited supplier tries to register for a supplier
portal with data that is detected as duplicating an existing supplier portal.

Supplier (Invited by
You) Completed
Registration

This notification is sent when a supplier invited by the user completes, certifies and
submits their registration in the Customer Branded Portal.

Supplier (Invited by
You) Approved in
Workflow

This notification is sent when the workflow process has been completed for a
supplier invited by the user

Scheduled Email
Not Sent

Notification is sent to the user if a scheduled email did not go out as scheduled.

Update on Supplier
requested by you

Notification is sent to the user when a supplier requested by the user has
progressed in the registration process. The user is notified when the supplier is:
Invited, In Progress, Profile Complete, and Approved.
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Notification Notification Description

Supplier
(Requested by You)
is approved in
workflow

This email/notification is sent when a supplier who was requested by the user is
approved in Supplier Request workflow.

Supplier Management > Supplier Registration Workflow

Supplier
Registration
Pending Workflow
Approval

Notification to an approver user that there are new suppliers requiring approval in
their assigned Supplier Registration workflow folders.

Supplier
Registration
Workflow
Notification
Available

Notification to an approver user that there are notifications available for suppliers in
their assigned Supplier Registration workflow folders.

Supplier Regis-
tration Workflow
Returned

Notification to the user who submitted a registration on behalf of a supplier that
was returned by an approver.

Supplier
Registration
Workflow Error

Notification to approver users that there are suppliers in error in one of their
assigned Supplier Registration workflow folders.

Supplier
Registration
Workflow Potential
Duplicate

Notification when a duplicate is found for a supplier in registration workflow.

Supplier Management > Supplier Review Workflow

Supplier Pending
Approval in Supplier
Review Workflow

Notification to an approver user that there are new suppliers requiring approval in
their assigned Supplier Review workflow folders.

Supplier Review
Workflow
Notification
Available

Notification to an approver user that there are notifications available for suppliers in
their assigned Supplier Review workflow folders.

Supplier Review
Workflow Error

Notification to approver users that there are suppliers in error in one of their
assigned Supplier Review workflow folders.

Supplier Review
Workflow Potential
Duplicate

Notification when a duplicate is found for a supplier in review workflow.
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Notification Notification Description

Supplier Management > Form Request Review Workflow

Form Request
Pending Approval in
Workflow

Notification to an approver user that there are new suppliers requiring approval in
their assigned Form Request workflow folders.

Form Request
Workflow
Notification
Available

Notification to an approver user that there are notifications available for suppliers in
their assigned Form Request workflow folders.

Form Request
Workflow Error

Notification to approver users that there are suppliers in error in one of their
assigned Form Request workflow folders.

Form Request
Potential Duplicate
Supplier

Notification when a duplicate is found for a supplier in form request workflow.

Form Request
Approved in Work-
flow

Notification when a form request has been approved in workflow.

Form Request
Rejected in Work-
flow

This notifies a user when a form request has been rejected in workflow and needs
attention.

Form Request
Completed in Work-
flow

This notifies a user when a form request has completed workflow.

Supplier Management > 2nd Tier Notification Preferences

2nd Tier Export
Notification

This notifies the user once any 2nd Tier report has completed exporting. This
preference is only available to users with the permission to View 2nd Tier Reports.

Supplier Requests
Reporting Period
Reopen

Once a reporting period is passed, the supplier can request a certain period be
reopened. This notification alerts the user that a reopen request has been made.
You must have the Prime Supplier Administration permission to reopen a
reporting period.

2nd Tier Supplier
Data Submitted

This notification alerts the user when 2nd Tier data has been submitted as
completed for a reporting period. The preference is only available to users with
permission to View 2nd Tier Reports.
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Supplier Dashboard

Overview
The Supplier Dashboard provides an overview of the suppliers available to and in the
organization's network, as well as diversity and insurance information. The information is
provided as hyperlinks that navigate the user to the supplier/suppliers with that particular
characteristic.

Note: Other solutions that have access to the Supplier Dashboard include Sourcing and
Contracts+. Options on the dashboard will vary for those organizations, depending on user
permissions.

Related Permissions
There are no specific permissions required for accessing the Supplier Dashboard.

Accessing the Supplier Dashboard
The Supplier Dashboard is the default home page for the Supplier Management solution. If you
or your organization have configured a different home page, you can navigate to the Supplier
Dashboard at Suppliers > Manage Suppliers > Supplier Management Home.
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Popular Actions
This area provides quick access to frequent actions, as well as the count of Total Available
Suppliers.

l Search for a supplier - Navigates the user to the Suppliers > Manage Suppliers >
Search for a Supplier page.

l Saved Searches - Shows the number of saved searches. When selected, navigates the
user to the Suppliers > Manage Suppliers > View Saved Searches page.

l Total Available Suppliers - The total number of suppliers in the JAGGAER ONE Supplier
Network that are available for your organization to invite or make a part of your own
network. Selecting this area will navigate the user to the list of suppliers on the Suppliers >
Manage Suppliers > Search for a Supplier page.

l Add New Suppliers - Selecting this area will display the Add Supplierwizard from this
page rather than needing to navigate specifically to Suppliers > Manage Suppliers > Add
Supplier page.

Detailed Breakdown
This area contains specific dashboards in a graphical format to allow the user to quickly view the
status of organization suppliers, registrations, diversity classifications and more.

My Organization's Suppliers
This graphic displays the breakdown of your organization's suppliers that are Active or Inactive
with whom you have or have had a relationship. This includes suppliers you have invited to
register, who are in the registration process, or that you have edited information in the supplier's
profile. Select an area of the graph to navigate to the supplier search results meeting that criteria.
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Total Supplier Registrations
This graphic displays the total number of suppliers that you have invited or that have begun the
registration process. Select an area of the graphic to navigate to the supplier search results
meeting that criteria. You can also select the status at the bottom of the graphic to navigate to
the supplier search results for suppliers with that registration status.

l Invited - Suppliers the organization has invited to register in their network, but they have
not yet begun the registration process.

l In Progress - The supplier has begun entering information in the registration profile but
has not yet submitted it for the organization's approval.

l Profile Complete - The supplier has completed all of the required fields on the registration
form and certified the information is correct. This includes suppliers who have been
approved by the organization and those in the approval process. This number does not
include rejected suppliers.

l Approved - The supplier has completed their registration profile and it has been approved
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by the customer.
l Rejected - The supplier completed the registration profile but it was rejected by your

organization. The organization may choose to re-invite rejected suppliers at any time.

Diversity Certification
This graphic displays the diversity certification status for suppliers. Select a status to navigate to
the supplier search results that meet the selected criteria.

l Current - Certification information has been provided for at least one Diversity
Classification. Supporting certification questions have been answered, documents
uploaded, and the expiration date has not passed.

l Expired - At least one Diversity Classification has a certificate with an expiration date in
the past and all other fields are complete.

l Expires in 30 days - At least one Diversity Classification has a certification expiration date
within the next 30 days and all required fields are complete.

l Expired in last 30 days - At least one Diversity Classification has a certification expiration
date that has passed within the last 30 days and all other fields are complete.

l No Certification - Suppliers who have not provided any certification information.

Supplier Diversity Dashboard
This area is a list of all the configured diversity classifications for a customer. The first link will
navigate the user to the list of all suppliers with a diversity classification. The number of suppliers
with the indicated classifications is indicated to the right of the classification name. Selecting any
of the classification links will navigate the user to the supplier search results based on the
selected criteria.

The Supplier Diversity Dashboard lists all the configured diversity classifications for a customer
into two lists: Federal Diversity Classifications and State Diversity Classifications. Selecting
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any of the classification links will navigate the user to the supplier search results based on
selected criteria. The total counts are comprised of suppliers who only have a working
relationship (In Network Supplier) with the customer organization and are not in a Rejected
Status.

The list of classifications displayed is based on the Diversity Classifications configured as active
for the organization. For additional information on configuring diversity classifications, see
"Diversity Classification Configuration" on page 101.

NOTE: Administrators may hide any of the links on the dashboard via Field Management.

Insurance Status
This graphic displays suppliers who have or have not completed insurance information, as well as
those suppliers with an insurance status that has expired or will expire soon. Select a status to
navigate to the supplier search results that meet the selected criteria.
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l Incomplete - At least one required field has not been completed. This includes suppliers
who may not have completed any insurance information.

l Complete - All required fields for Insurance information have been completed AND the
insurance policy has not expired.

l Has Additional - The supplier has multiple insurance policies with all required fields for
Insurance information completed, and no insurance policies are expired.

l Expired - At least one insurance policy has an expiration date in the past and all other
fields are complete.

l Expired in last 30 days - At least one insurance policy has an expiration date that has
passed within the last 30 days and all other fields are complete.

l Expires in 30 days - At least one insurance policy has an expiration date within the next
30 days and all fields are complete.

l Expires in 60 days - At least one insurance policy has an expiration date within the next
60 days and all fields are complete.

2nd Tier Dashboard
For organizations with the 2nd Tier module, a 2nd Tier dashboard can be displayed. This area is a
list of suppliers your organization has configured as "prime" suppliers along with reporting
completion information. The number of suppliers meeting the criteria is displayed to the right. The
percentage of supplier reported or overdue is also displayed graphically. Select a link to navigate
to supplier search results based on the selected criteria

Note: In order to view the 2nd Tier Dashboard, you must have the View 2nd Tier Reporting
permission.

l Prime Suppliers Information: Select suppliers based on general 2nd Tier information.
l Total Prime Suppliers - All suppliers marked as prime suppliers.
l Total Prime Suppliers Reopen Requests - All suppliers who have requested a

reporting period be re-opened.
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l Reporting Period - Select suppliers based on information about the most recently open
reporting period.

l Total Prime Suppliers Completed - Suppliers who have completed reporting for
the reporting period.

l Total Prime Suppliers Overdue - Suppliers who have not completed reporting for
the reporting period.

l Prime Suppliers Reported (%) - The percentage of all prime suppliers who reported
for the reporting period.

l Prime Suppliers Overdue (%) - The percentage of all prime suppliers who have not
reported for the reporting period.

l Total Direct Spend Reported - amount of direct spend reported for the reporting
period. Clicking this link takes you to the Prime Credit report.

l Total Indirect Credit Reported - amount of indirect spend credit for the reporting
period. Clicking this link takes you to the Prime Credit report.

l YTD Reporting Information - Select suppliers based on year-to-date reporting.
l Total Direct Spend Reported - amount of direct spend year-to-date. Clicking this

link takes you to the Prime Credit report.
l Total Indirect Credit Reported - amount of indirect spend credit year-to-date.

Clicking this link takes you to the Prime Credit report.
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Supplier Requests

Supplier Requests

Overview
Typically, most Supplier Management end-users do not have permissions to create suppliers in
the solution. This task is generally performed by an administrator. However, it is most often the
end-users who need to have suppliers added to the system. The application allows end users to
request that a supplier be created.

When an end user enters a supplier request, the request is submitted in to the Form Request
Workflow. Supplier requests can be routed on the type of template or the answers to custom
questions via Advanced Dynamic Workflow. There are also multiple options for checking the
requested supplier against existing In-Network suppliers. When the request has successfully
completed workflow, a supplier profile will be automatically created. Note: Form Request
Workflow must be enabled and configured by JAGGAER. For information about workflow and
approval set up, please see "Supplier Workflow Basics and Configuration" on page 254.

Related Permissions
Permissions are located under the user profile at Permissions Settings > Administration >
Supplier Administration.

l Manage Supplier Request Templates (Permissions Settings > Administration >
Supplier Administration) - Allows the user to create Supplier Request templates and
access to theManage Supplier Request Templates page.

l Request New Supplier (Permissions Settings > Administration > Supplier
Administration) - Allows the user to request suppliers using the supplier request
templates and view theMy Supplier Requests page to see their own request.

l View Organization Form Requests (Permissions Settings > Administration > System
Administration)- Allows the user to view all form requests, regardless of the requestor.
The document search will display all form requests for each user within an organization.
This includes supplier requests via the Search Supplier Requests page.
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Request Notifications
All Form Request Workflow Notifications are managed from the user profile or role setup and are
located in Notification Preferences > Supplier Management > Form Request Review
Workflow.

Name Description

Form Request Pending Approval in
Workflow

Email and/or notification to approvers assigned to a workflow folder
that there is a new request in the folder awaiting approval.

Form Request Workflow
Notification Available

Email and/or notification to approvers assigned to a workflow folder
that there are new request notifications available.

Form Request Workflow Error Email and/or notification to approvers that there are vendors in error
in their workflow folders.

Form Request Potential Duplicate
Suppler

Email and/or notification to approvers that there is a potential
duplicate supplier on the supplier request.

Form Request Approved
in Workflow

This notification is sent to the user requesting a supplier, and indic-
ates a supplier request step was approved.

Form Request Rejected
in Workflow

This notification is sent to the user requesting a supplier, indicating
a supplier request step was rejected.

Form Request Completed in Work-
flow

This notification is sent to the user requesting a supplier, indicating
a supplier request was completed.

Notifications for Supplier Request Approval and Registration Status
Changes

Notification Preferences are available for users with the Request New Supplier permission in
order to receive information about the supplier request approval, and about changes in the
requested supplier's registration status. The preferences are located atMy Profile > Notification
Preferences > Supplier Management > Supplier Administration:

l Supplier (Requested by You) is approved in workflow - This email/notification is sent
when a supplier who was requested by the user is approved in Supplier Request workflow.

l Update on Supplier requested by you - This email/notification is sent when the
requested supplier moves through the various stages of the registration process: Invited, In
Progress, Profile Complete and Approved

Search Supplier Requests
A user with the View Organization Form Requests permission can view all supplier requests via
the Search Supplier Requests page. (Suppliers > Requests > Search Supplier Requests).
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The page displays requests created in the last 90 days by default. Choose from the dropdown to
see other results. You can useQuick Search to search for supplier request by form name,
request number or template name. Click Add Filter to select other criteria by which to filter
results.

You can choose to export the result set from the Export dropdown button. From this dropdown,
you can also navigate to your export requests.

Quick links on the left side of the page allow you to navigate to theManage Searches page,
My Recent Approvals page, andMy Requests page. Favorite searches are displayed on the left
as well.

Viewing Sensitive Information in a Supplier Request

Access to sensitive information such as Social Security Number/Tax ID Number and tax forms are
controlled by user permissions. The same permissions control visibility of such sensitive
information in the Supplier Request as well.

l A user must haveManage TIN Information enabled to view TIN/SSN information.
l A user must haveManage Tax Information enabled to view tax related attachments.
l Both permissions are available at User Profile > Permission Settings > Administration

>Supplier Profile Administration.

Requester Contact Information

If configured for the associated Supplier Request Template, a page with Requester Contact
Informationwill display in the Supplier Request. The following fields may display:
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l Requester Name
l Requester Phone
l Requester Email
l Requester Department (if configured for organization)
l Requester Business Unit (if configured for organization)

The user's Department and Business Unit will display to users according to the organization and
user profile configurations. External requests will not display contact information, and instead
display a message indicating that contact information is not available.

Exporting Supplier Request Search Results

You can export a document search for reporting and analysis purposes. Exports can be
performed directly from the document search results or from a saved search. You can export in
various formats:

l Screen Exports: Screen exports will export the search results exactly as they appear on
the results screen with no additional data. 

l Full Exports: Full exports will export all information available about the request. Full
exports also include document history such as approvals, comments and more.

Instructions for exporting from search results are provided below. To export from a saved search,
first navigate toManage Searches page (User Profile > Manage Searches or select the
Manage Searches link on the search results page) and locate the search you would like to
export. Follow the directions for exporting below.

Saving Searches

You can save frequent searches to easily run them as needed. Saved searches are created from
the search results page. When you choose to save a search you are essentially saving the search
you executed to get to that results page. It is important to note that when you execute a saved
search the dates will be relative, meaning the last 30 days would be from the date of report
execution instead of the date that the report was saved.  

Saved searches are organized in folders. You may create your own personal folder(s) to store
various searches. With the appropriate permission, you may create shared folders to save
searches so that other users may access those searches.

TheManage Searches page provides a global view of all saved searches for your organization.
It is available under the user profile dropdown option or from the Manage Searches link on the
search Search Supplier Requests page.
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1. Go to Suppliers > Requests > Search Supplier Requests. The default display
list are supplier requests created within the last 90 days. You can select filters to
return a different result set.

2. Quick Date Search - The default value is the last 90 days, and you can select the
dropdown to filter by other date criteria.

3. Perform a Quick Search - You can perform a quick search of the documents by
entering a value in the field and selecting the search icon . Matching documents
are returned in the search results.

4. Select the Expand/Collapse button beside the Search Supplier Requests
header to view theQuick Filters and Saved Searches panels on the left. Select
again to hide.

5. Filter results:
a. A panel forQuick Filters displays on the left beside theMy Searches panel,

making it easier to see the filters available to further refine search results.
Select or deselect options from the filter list to refine results. TheQuick Filter
options will vary based on the document type and the filter options configured
by your system administrator. You can also use the Add Filter dropdown to
refine results, which will update theQuick Filters information.

b. Add Filter dropdown to refine results, and ability to Clear All Filters. When a
Filter option is selected, additional selections display for the filter.

i. You can search for a specific filter by entering a value in the field. The
list of filters will be refined and only matching filters display.

ii. Click the checkbox for the appropriate filter. Configuration options
display. For example, if you choose Customer, an overlay displays
where you can select the appropriate customer. Important: When there
are many options, such as in the customer example, a list of
"suggested" values displays with the configuration overlay. To choose
a value that is not in Suggested list, enter a value in the search field.

iii. When you have made the appropriate configurations to the filter, select
the Apply button. The search results are refined to reflect the filter. The
filter displays above the search results. To remove specific values from
a filter, deselect the options within the filter. Click the to remove the
filter.

iv. Repeat the steps above to add additional filters.
v. Click the Search icon.
vi. Click Clear All Filters to remove all the current filters.

6. Configuring Search Results Columns - You have the ability to choose the columns
that display in the search results and the order in which they display.
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a. On the Search Results page, click the located on the right, above the
document list. The Configure Column Display screen displays. A list of all
available columns displays on the left, and a list of selected columns displays
on the right, where you can sort the order in which they display on the search
results page.

b. Follow the steps below to add columns:
l Locate the column(s) in the list. You can scroll through the list or enter a

value in the search field to search for a column.
l Click the checkbox for each column you would like to add. The columns

are automatically added to the bottom of the selected columns list on
the right. See the next step for information about sorting the list.

c. Manage the selected columns list:
l To sort an item in the list, you can drag the columns to the selected

location or use the to move the columns up and down.
l To delete a column from the selected list, click the .

d. By default, the updated selected and sorted columns only display for the life
of the current search.

l Best Practice! If you would like to keep the column configuration for all
searches going forward, select the Pin columns as my defaults
checkbox.

e. Click Apply.
7. Click a Favorite Searches filter from theMy Searches panel on the left to see

results of a saved search. See "Saving Document Searches" in the Site Essentials
Handbook or online searchable help.

8. Click Export for export options of the current search results set.
a. Enter a Title for the export, up to 100 characters. A default Title is provided.
b. Select a Type of export - Screen Layout or Full.
c. Select the Submit button. Your export request will be submitted.
d. The export file is available on theManage Search Exports page (User Profile

> Manage Search Exports or select theManage Search Exports option
from the Export button dropdown on the search results page).

Requesting a Supplier
Most end-users do not have the ability to create new suppliers. However, the application does
allow users with appropriate permissions to request a supplier be created.

Important Note: In order to request a new supplier be created, you must have the Request New
Supplier permission. The organization must have templates configured and active.
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Potential Duplicate Suppliers

At the time a new supplier is requested, a duplicate check is performed against the provided
Supplier Name, tax identification number, and DUNS number. If a match is found, the user will see
a message indicating the potential duplicate. The user can select to view the list of potential
matching suppliers in order to determine if the new supplier request is warranted.

l The check is only against in-network suppliers for the organization. It does not validate
against out-of-network or global supplier profiles.

l The message is informational only, and does not prevent the user from continuing with the
supplier request.

1. Go to Suppliers > Requests > Request New Supplier.
2. In the Request New Supplierwindow, select a form (template) from the Select a

supplier request form field and enter the supplier name in the Supplier name field.
Click the Submit button. Note: If an expected form is not available, contact your site
administrator.

l If a potential duplicate is found, the user can choose to proceed with the
request, or cancel the request.

3. The Supplier Request wizard displays.
4. Scroll through the pages of the wizard and enter the information as appropriate.

Fields with * are required.
5. When you have finished entering the required information and answering the

questions, click on the Review and Completemenu option. This page will display
any required fields that need to be included before the request can be submitted.

Tax Identification Number Validation

The Tax ID field format is different depending on the supplier's country. By default, the
Tax ID field on the Supplier Request Form is validated against the US format (9 digits). This
causes issues when completing a Supplier Request for a non-US supplier. When completing a
Supplier Request, Tax ID Number format validation can occur if the Country of Origin is
configured on the selected template.

l If the selected Country of Origin is not United States or is left blank, the Tax ID Number
value will not be validated. In this case, up to 100 digits can be included for the Tax
ID Number value.

l If the selected Country of Origin is United States or is not present on the Supplier Request
form, the Tax ID Number value will be validated against the US format (9 digits).
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Administrator Impact

l The Country of Originmust be included on the Supplier Request template (Suppliers >
Configuration Setttings > Manage Supplier Request Templates) for selection prior to the
Tax ID Number entry. If the Country of Origin does not display on the form, the Tax ID will
be validated for US format.

Viewing, Editing, Deleting My Supplier Requests
When a user creates a supplier request, the request is saved on the user'sMy Supplier Requests
page. On this page, you can view requests that you have created that are still in workflow. You
can also see requests submitted via an External Supplier Request (see "External Supplier
Requests" on page 68). Requests that have been created but not yet submitted or have been
returned in workflow can be edited and deleted.

When navigating to the page, a Request Status filter displays by default. You can enter a supplier
or template name in the search box, and select or deselect values to filter the list of Supplier
Requests. Information included on the page can be sorted by various columns indicated with a
sort icon ( ). When results are displayed with a sort order, a black sort icon displays for that
column ( ). Information includes:

l Requested Supplier - The supplier that was requested. Click the value to navigate to the
Supplier Request details.

l The lock icon indicates the request is using an internal form, or a template that is
for organization use only. Only users within the organization with permission to
create supplier requests can use these templates.

l The link icon indicates the request came into the system via an external URL link in
the associated template. The request may come from a supplier or a user outside
the system.

l Template - The template used for the supplier request.
l Request Status - The status of the request
l Workflow Step - The current workflow step for the request.
l Workflow Assignee - The current approver to which the request is assigned.
l Status Last Updated - The date and time the request was last updated.
l Created - The date and time the request was created
l Supplier Profile - If a supplier profile exists, click the link to navigate to it.
l Registration Status - The registration status for the supplier, if applicable.
l Actions - Depending on the Request Status, select from the dropdown actions to View,

Edit or Delete a request. Requests with a status of Incomplete (meaning not submitted) can
be edited or deleted. Requests with a status of Under Review (meaning submitted to
approval workflow) can be viewed only.
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By default, only requests from internal forms (organization user templates) are displayed. To see
requests that originate from an external URL (public supplier request form), select the Include
public Supplier request form? option.

A user with the View Organization Form Requests permission can view all supplier requests via
Document Search. TheMy Supplier Requests page displays only the user's requests, and does
not display other user requests (unless they were created via a public supplier requests).

Viewing Sensitive Information in a Supplier Request

Access to sensitive information such as Social Security Number/Tax ID Number and tax forms are
controlled by user permissions. The same permissions control visibility of such sensitive
information in the Supplier Request as well.

l A user must haveManage TIN Information enabled to view TIN/SSN information.
l A user must haveManage Tax Information enabled to view tax related attachments.
l Both permissions are available at User Profile > Permission Settings > Administration

>Supplier Profile Administration.

1. Go to Suppliers > Requests >My Supplier Requests. Your supplier requests
display, based on your last filter selections.

2. Choose from the Filter Supplier Requests drop-down to choose criteria on which to
filter the requests. You can also enter a supplier or template name in the search field
to filter results.

3. If you would like to see requests that came into the system from an external URL,
select Include public Supplier request form? option.

4. Sort results by any of the columns indicated with a sort icon ( ).
5. Select a Requested Supplier Name to view the Supplier Request details. Click the

History link to view and export the history log for the request.
6. Select a Supplier Profile name to navigate to the supplier profile pages.
7. When viewing the request, click the Form Request Actions dropdown to perform an

action on the request.
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Supplier Request Templates

Overview
In order to accommodate supplier requests from internal users, administrators can create
Supplier Request Templates. Templates are configured to gather the information needed to
make a decision as to whether or not the supplier should be approved. The templates can be
configured to include supplemental supplier information to give you greater insight into how your
organization can work with the supplier.

Related Permissions
Permissions are located under the user profile at Permissions Settings > Administration >
Supplier Administration.

l Manage Supplier Request Templates - Allows the user to create Supplier Request
templates and access to theManage Supplier Request Templates page.

Supplier Request Template Information
The Supplier Request Template view contains basic information including the title, status,
template sections, the ability to create a new draft version or view/activate a different version,
the ability to preview the request form, and a history log. The options and display are slightly
different depending on the template status.

The following images are intended to give an overview of the Supplier Request Template.

Draft Supplier Request Template

A template in Draft status may be blank, or may be a copy of another template where the fields
can be edited.
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1. Template Title - This is populated once a template has been saved. Once it is
Finalized, it cannot be changed.

2. Status - this will display Draft until the template is Finalized. It will then display the
active version.

3. Template sections to complete:
a. Template Setup - Here you will list the Title and Version Description.
b. Instructions - You can enter instructions with formatting.
c. Questions - Required system questions are already provided and

cannot be deleted. You can select to add more predefined questions,
custom questions, or block data such as addresses and contacts.

d. Requester Contact Information - You can select to include additional
information about the user requesting the supplier.

e. Review and Finalize - On this page you will verify that all required
information is completed. Select Finalize to complete the template.
Once Finalized, the template cannot be edited.

4. Save Progress and Next - Selecting Save Progress will save your inputs on the
current page and you will remain on the current page. Selecting Next will save your
input on the current page and navigate you to the Next page.

5. Print Preview - At any time, you can select this link to preview how a Supplier
Request using this template will look.

6. History - Select this link to open an overlay displaying the audit history for this
request template.

Finalized Supplier Request Template - Active Version

A Finalized template cannot be edited. When viewing the finalized, active version, you can
choose to view other versions or to make a new version of the template for activation.

1. Template Title - The version Title
2. Status - This will display Finalized. The Version number will display, as well as an

Active indication.
3. Template sections display as read-only and cannot be edited. Note that the Review

and Finalize section is not available because there cannot be changes to a Finalized
version.

4. Next - Selecting Next navigates you to the next page.
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5. Choose Other Version - This drop-down allows you to choose Draft to create a
new version from the current version. Also, you can choose to view other versions
by selecting the appropriate number.

6. Print Preview - At any time, you can select this link to preview how a Supplier
Request using this template will look.

7. History - Select this link to open an overlay displaying the audit history for this
request template.

Finalized Supplier Request Template - Not an Active Version

A Finalized template cannot be edited. When viewing a finalized template that is not the Active
version, you can create a new version for activation or view other versions. You can also choose
to make it the active version.

1. Template Title - The version Title.
2. Status - This will display Finalized. The Version number will display, but note that it

is not indicated as Active.
3. Template sections display as read-only and cannot be edited. Note that the Review

and Finalize section is not available because there cannot be changes to a Finalized
version.

4. Next - Selecting Next navigates you to the next page.
5. Choose Other Version - This drop-down allows you to choose Draft to create a

new version from the current version. Also, you can choose to view other versions
by selecting the appropriate number. The Active version is noted in the list.

6. Template Actions - For finalized templates that are not active, this dropdown
appears with the Activate action. Select to make this version the Active version.
Only the active version will display for selection when creating Supplier Requests.

7. Print Preview - At any time, you can select this link to preview how a Supplier
Request using this template will look.

8. History - Select this link to open an overlay displaying the audit history for this
request template.
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Archived Supplier Request Template

An Archived template cannot be edited or made active. When viewing an Archived template, you
can make a new version of the template for activation or view other versions.

1. Template Title - The title for the template version.
2. Status - This will display Archived and the Version number will display. No archived

version can be Active.
3. Template sections display as read-only and cannot be edited. Note that the Review

and Finalize section is not available.
4. Next - Selecting Next navigates you to the next page.
5. Choose Other Version - This drop-down allows you to choose Draft to create a

new version for activation. Also, you can choose to view other versions by selecting
the appropriate number. The Active version is noted in the list, if applicable.

6. Print Preview - At any time, you can select this link to preview how a Supplier
Request using this template will look.

7. History - Select this link to open an overlay displaying the audit history for this
request template.

Creating the Supplier Request Template
You can create a template by selecting to create a new, blank template, selecting to create a
new version of a template, or to copy an existing template to make a completely new and
separate template. You can select the Action from the list of templates on theManage Supplier
Request Templates page, or from the template view.

Creating New, Blank Templates
A new template is blank except for the required system questions. The new template is in Draft
form and all fields can be edited (with the exception of removing system questions). Once the
template is Finalized, no changes can be made.
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Creating a New Blank Template

1. Go to Suppliers > Configuration Settings >Manage Supplier Request
Templates.

2. TheManage Supplier Request Templates page will display any existing templates.
3. Click the Create Supplier Request Template to begin creating a new template. The

Create Supplier Request Template overlay displays.
4. Enter a name for the template in the Template Title field. The template title will

display to end users when they select a template. Make the title meaningful for the
information you are gathering. For example, if you are creating a template
specifically for office supply vendors, you may it "Office Supply Vendor Request."

5. If you would like the template configuration to be available for supplier requests
outside your organization, select the Generate external request option (this option
can also be selected or deselected on the Template Setup page).

6. Click the Create button. The overlay closes, and the template is created. The
Template Setup page displays.

7. Proceed to the next step of Configuring the Template Setup Page.  

Creating a New Version of a Finalized or Archived Template
A new version will have all the configurations from the existing version you are starting from, and
can be edited. When you select to create a new version, the new template will be in Draft form.
All fields can be edited (with the exception of removing system questions) while the template is in
Draft form. Once the template is Finalized, no changes can be made. Also, the updated Finalized
version is automatically designated the Active version.

Creating a New Version of an Existing Finalized or Archived Template

1. Go to Suppliers > Configuration Settings >Manage Supplier Request
Templates.

2. TheManage Supplier Request Templates page will display any existing templates.
3. If appropriate, select to show archived templates.
4. Begin creating the new version from the list of templates or from a specific template

page:
l From the list of templates, select Edit Draft from the Actions dropdown for a
Finalized or Archived template. The Template Setup page displays.

l Select a Finalized or Archived Template to navigate to the Template Setup
page.

5. The title of the previous template is displayed, and the template is in Draft status.
6. Proceed to the next step of Configuring the Template Setup Page.  Note: Once you

Review and Finalize the updated version, it will be made the Active version.
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Note: Once you create a new, activated version of an Archived template, the previous
Archived version is no longer available in the list of archived templates when Show
Archived Supplier Request Templates is selected. You can select the archived template
when viewing any other version, and use it for creating another Draft version.

Copying a Template
A copied template will have all the configurations from the copied template, and can be edited.
When you select to copy an existing template, the new template will be in Draft form. All fields
can be edited (with the exception of removing system questions) while the template is in Draft
form. Once the template is Finalized, no changes can be made.

Copying a Template

1. Go to Suppliers > Configuration Settings >Manage Supplier Request
Templates.

2. TheManage Supplier Request Templates page will display any existing templates.
3. Select the Actions dropdown button for the template to be copied, and choose

Copy. A template in any status can be copied.
4. A Copy overlay displays, asking if you are sure you want to copy the supplier

request template. Select Yes to proceed.
5. The overlay closes, and the Template Setup page appears, with the title of the new

template being "Copy of [copied template]".
6. Proceed to the next step of Configuring the Template Setup Page. 

Template Pages

The Setup Page
The Template Setup page displays after you have selected to create a new template (or copy an
existing one). On this page, the Title and Description are displayed. Both are editable until the
template is finalized.

1. When you create a template or open it from theManage Supplier Request
Templates page, it will default to the Template Setup page.

2. The Title field defaults to the value entered when the template was created. Make
changes to the field if necessary. The field has a 100 character limit. Note: This field
cannot be changed once you have finalized the template.

3. Enter an optional Version Description. A best practice is to include a meaningful
description; particularly if you have multiple templates.
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4. The Generate external request option is enabled or not enabled based on your
selection when creating the template. You can toggle the setting on this page as
well. If enabled, once the template is Finalized, an External request URL will be
populated that can be sent to external users to submit a supplier request.

5. Click the Save Progress button to save your work or the Next button to save your
work and move to the next page, Configuring Template Instructions.

Instructions Page
The Instructions page allows the administrator to enter in any information that would be helpful
to users entering data in this form for a supplier request. Include any information you would like
the end users to know about the template and how to make the request. The editing functionality
allows you to configure the text. The instructions will display before the questions on the supplier
request. This information is optional but recommended to help end users understand how to use
the template.

1. Click on the Instructions option in the left-side menu.
2. Enter instructions for the template, using the formatting tools.
3. Click the Save Progress button to save your work or the Next button to save your

work and move to the next page, Creating and Configuring Questions.

Creating and Configuring Questions
You can create questions that users will answer when completing a supplier request. Each
template contains default questions that request common supplier information. You can also add
your own questions, and manage those questions within separate groups across multiple pages.

Managing the Template Default Questions

The default questions present on each template ask for standard information such as supplier
name, tax ID number, DUNS number and contact information. By default, all of these questions
are required for completing the supplier request. You can make configuration changes to the
basic questions by clicking on the corresponding Edit button. For example, you can change the
question text, change the question order, add associated help text or change the question to not
be required. Please see below for more information about editing and configuring questions.
Note: Supplier Name and Email Address questions will always be required and this cannot be
changed.

The default questions are organized in a pre-configured section named Company Information,
which is part of a pre-configured page named Company Overview. The page information can be
edited by clicking on the Page Actionsmenu located to the right of the section name and clicking
Edit Page. The group information can be edited by clicking on the Group Actionsmenu located
to the right of the group name and clicking Edit Group.
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See "Configuring Questions for Supplier Registration, Sourcing and Request Templates" in the
Administration and Configuration Handbook or online searchable help for general instructions
for adding groups and pages. Please see below for information about configuring additional
questions specifically in supplier request template.

Configuring Additional Questions (Fields) in a Supplier Request Template

Additional Standard, Custom, and Block Profile fields can be included in a Supplier Request
Template. When you select to Add Question on a Supplier Request Template, you are given the
choice to Add Predefined Questions, Add Custom Question, or Add Block Questions.

Predefined Questions are the supplier profile standard fields as well as your
organization's configured custom questions within each of the profile sections. Once
you have selected your fields and click Next, you can select the Display Order, and
whether or not a Response is Required for each field selected. The Predefined
Question fields include:

l Company Information
l Supplier Name
l Doing Business As (DBA)
l Country of Origin
l DUNS Number
l Legal Structure
l Tax ID Number Type
l Tax ID Number - By default, this field is validated for US format (9

digits). If you would like it to be based on the selected country, you
must also include the "Country or Origin" question in the Request
Template before the Tax ID Number field.

l VAT Registration Number
l Are you exempt from backup withholding?
l Website URL
l Custom questions you have set up in this section of your registration

configuration
l Business Details

l Year Established
l Number of Employees
l Business Description
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l Annual Revenue/Receipts
l Keywords
l Custom questions you have set up in this section of your registration

configuration
l Contacts (From the Individual Registration configuration option)

l First Name
l Last Name
l Email Address

Once Predefined Questions are added, you can choose to Edit specific fields to
include Help Text, change the required response setting, change the display
position, or delete the question.

Block Questions are the profile data sets that are stored as a block of information,
such as addresses and contacts. When selected, an overlay for Add Group displays.
Select which Group Name (group of block data) you want to include, if you want to
Add instructions, and the Display Order. When options are configured, the block
data will display in a group corresponding to the type of block data. The Block
Question fields include:

l Addresses
l Contact Information
l Diversity Classifications
l Locations
l Insurance
l Tax Information
l NAICS Codes
l Sales Territories
l Commodity Codes

Block Questions are added as a new Group. You cannot add Block Data to any other
group. For example, Address block data will be in the Addresses Group, and
Insurance block data will be in the Insurance group. You can add Block Questions to
a group by selecting the Add Question dropdown within a current group, or via the
Add dropdown at the top of the desired page. In either case, the Block Data will be
added to its own group. You can add Predefined and Custom Questions to Block
Data groups.
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Custom Questions are additional questions you can add to the template that relate
to the type of Supplier Request the template should address. See "Configuring
Questions for Supplier Registration, Sourcing and Request Templates" in the
Administration and Configuration Handbook or online searchable help for
additional information about configuring questions.

When a Supplier Request is approved and a new supplier record is created, the supplier data
contained in the Supplier Request will be copied to the new Supplier Profile.

After configuring questions, you will proceed to the next step to "Contacts Page " on page 64.
You can continue to make edits to the questions as long as the template is in Draft status.

At any time, you can select the Print Preview hyperlink to view how the page will display to users
completing the request using this template.

Conditional Visibility

Questions, groups, and pages may be configured to display based on the response from another
configured question. For example, you may ask the question "Does the supplier warranty their
product or service?" If the requester responds Yes to that question, then you may want to include
a separate page with questions about the warranty. If the requester responds No then you will not
want to display that page or new questions. You can base conditional pages, groups, and
questions on only those new pages, groups, and questions you have added to the supplier
request template. Conditions cannot be based on the default page, group, or questions.

Configuring Predefined Questions

1. Locate the group in which you would like to add the question.
2. Within the group, click the Add Question button and choose Add Predefined

Questions. The Add Question overlay will display.
3. Select from the standard and custom profile fields available in your organization's

registration configuration and click Next.
4. The fields you selected on the previous screen display. Select the Display Order for

the list of fields, and whether or not a Response is Required for each field selected.
Click Save Changes to close the overlay.

5. To make edits to a question, select Edit to open the Edit Question overlay.
a. Add Help Text. Select Yes to add Help Text for the question. A formatting

window will display. Enter the appropriate text.
b. Response is Required. You can select or deselect this option for the specific

question.
c. Show Display Position Options. Expand this link to choose a different

Question Group or Display Order for the question.
d. Click Save Changes.
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6. To delete a question, choose Delete from the Edit dropdown. You will be prompted
to confirm if you want to delete the question. Click Yes to proceed.

l To delete multiple questions, select the checkbox for the appropriate
questions, and click the Delete Selected Questions hyperlink.

l Note: You cannot delete system default questions or specific types of
questions or block data; the Delete action is not available for those fields.

7. If a question has Help Text associated, you can select to Preview Help Text from
the Edit dropdown.

Configuring Custom Questions

1. Locate the group in which you would like to add the question.
2. Within the group, click the Add Question button and choose Add Custom

Question. The Add Question overlay will display.
3. Configure theQuestion:

a. Question Text (Required): Enter the question text. This is the text that will
display to the end user, so be sure to be clear and concise about the
information you want to gather.

b. Add Help Text: Select Yes to enter in a text box using formatting tools.
c. Response Type (Required): Select the type of question to be configured.

Note that not all response types are available for questions in all areas of the
application.

d. Response is Required: Click this checkbox to require a response for the
question in order for the request to be submitted.

e. Visibility: If you want to display the question based on the response to
another question, see "Conditional Visibility" for instructions.

f. Display Order (Required): Select where the question will fall in display order
within the group (options will vary based on the number of questions in the
group).

4. Click Save Changes to close the overlay.
5. To make edits to a question, select Edit to open the Edit Question overlay.

a. Make changes to theQuestion Text, Add Help Text option and content,
Response Type, Response is Required option, and/or Visibility options as
appropriate.

b. Click Show Display Position Options to choose a differentQuestion Group
or Display Order for the question.

c. Click Save Changes.
6. To delete a question, choose Delete from the Edit dropdown. You will be prompted

to confirm if you want to delete the question. Click Yes to proceed.
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l To delete multiple questions, select the checkbox for the appropriate
questions, and click the Delete Selected Questions hyperlink.

l Note: You cannot delete system default questions or specific types of
questions or block data; the Delete action is not available for those fields.

7. If a question has Help Text associated, you can select to Preview Help Text from
the Edit dropdown.

Configuring Block Questions

1. Click the Add Question button within a Group (does not matter which group, as
Block data will be added to its own group) or the Add button the top of the page and
choose Add Block Questions. The Add Group overlay will display.

2. Select the Group Namewhich will be the Block data you are adding.
3. If you would like to Add Instructions for the end user about this group of data, click

Yes and enter content in the formatting text box.
4. Select the Display Order for the block data. Click Save Changes to close the

overlay.
5. To make edits to a question, select Edit to open the Edit Question overlay.

a. Add Help Text. Select Yes to add Help Text for the question. A formatting
window will display. Enter the appropriate text.

b. Response is Required. You can select or deselect this option for the specific
question. Note that for some fields, a response is required by default and
cannot be disabled.

c. Show Display Position Options. Expand this link to choose a different
Display Order for the question. You cannot change theQuestion Group.

d. Click Save Changes.
6. You cannot delete individual Block Questions. Instead, you can choose to delete the

entire group of questions.
a. Select the Group Actions dropdown and choose Delete Group.
b. You will be asked to confirm that you want to delete the group and all

questions. Click Yes to proceed.
7. If a question has Help Text associated, you can select to Preview Help Text from

the Edit dropdown.
8. If you added Instructions for the group data, you can select Preview Instructions

from the Group Actions dropdown.

Contacts Page
When viewing Supplier Request search results, the requester name is displayed. If additional
contact information should be displayed, administrators can configure Requester Contact
Information to display for a Supplier Request Template. The requester name, email and other
identifying information can be enabled to display. If at least one field of the Requester Contact
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Information is enabled, a page will display on the Supplier Request form that presents the
information. The user's Department and Business Unit, if applicable and selected, will display to
users according to the organization and user profile configurations. External requests will not
display contact information, but instead will display a message indicating the contact information
is not available.

1. When you create or edit a draft template, navigate to the Requester Contact
Information page. By default, no information is selected to display.

2. Select the information to display to users reviewing a Supplier Request associated
with the template.

l Requester Name
l Requester Phone
l Requester Email
l Requester Department (if configured for your organization)
l Requester Business Unit (if configured for your organization)

3. Click the Save Progress button to save your work or the Next button to save your
work and move to the next page, to "Reviewing and Finalizing the Supplier Request
Template " below.

Reviewing and Finalizing the Supplier Request Template
The Review and Finalize page displays a checklist of all the information required to finalize the
template. If the template is missing any required information, a message will display. You will need
to enter the required information before you can finalize it.

Important Note: Finalized templates cannot be deleted or edited. A finalized template can be
archived, copied to a new template, or updated with a new version.

1. After you have completed configuring the template, click on Review and Finalize in
the left navigation.

2. Review the information submitted for the template.
3. Click in to each section to review the information or to add missing information.
4. If you selected the Generate external request option during setup, the External

request URL is now available on the Template Setup page, or can be
copied/removed/sent via email from the Manage Supplier Request Templates page.

5. When you are ready to finalize the template, click the Finalize Template button. If
you are creating a new version of an existing template, you will click to Finalize and
Activate Template.



JAGGAER 66 www.JAGGAER.com

Managing Supplier Request Templates
Draft and Finalized templates display on the Manage Supplier Request Templates page.
Information displayed includes:

l Title - The Template Title. This field is a hyperlink. When selected, you are navigated to the
Template Setup page.

l The lock icon indicates a template is for organization use only. Only users for the
organization can access the template to generate a supplier request.

l The link icon indicates a template includes an external URL link that can be sent
to suppliers or users outside the system to complete a supplier request without
logging into the organization.

l Active Version - The current version for the template that is active. You can choose to
make new versions using an existing template, and activate inactive or draft versions.

l Version Description - The description provided for the template.
l Status - Indicates if the template is in Draft form, or Finalized (available to be made active)
l Created- The created date and time.
l Last Updated - The last time the version was updated.
l Actions - Available Actions vary based on the status and type of template:

l For Finalized versions, you can choose to View, Edit Draft, Copy or Archive the
version. You can also choose to Generate external request which allows the
template to be shared externally via a URL link. The icon for the template will change
to indicate it is an External URL template.

l For Draft templates with no active version, you can choose to Edit, Copy or Delete
the template. For Archived templates, you can choose to View, Edit Draft, or Copy
the template.

l For External URL templates (indicated with link icon ), available actions include to
View, Edit Draft, Copy or Archive the version as with other Finalized templates.
You also have the option to Copy Public URL, Remove Public URL , or Send by e-
mail.
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Archived Templates
When you select to archive a template, it is removed from the default view of manage templates
and is not available for supplier requests. Once you select to Archive, the action cannot be
undone. You can select Show Archived Supplier Requests Templates below the template
search box to include Archived templates in the displayed list. You can choose to View, Edit
Draft, or Copy an archived template. You may choose to Archive instead of Delete a template
when you want to use some of the information from the template in the future, but not the entire
template. Deleting a template will remove it from the list completely, and it can no longer be
accessed. You can only Delete templates in Draft format.

1. Go to Suppliers > Configuration Settings >Manage Supplier Request
Templates. The page displays with all existing templates.

2. If you have several templates, you can use the search feature located in the top-left
of the page. Enter all or part of a title or description and select the search icon to see
results.

3. To control the view of archived templates, check or un-check the Show Archived
Vendor Request Templates option.

4. Locate the appropriate template and click the Actions menu. The options will be
vary, based on the template status.
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External Supplier Requests
Most Supplier Requests are submitted by organization users when an individual would like to
request a new supplier for the organization. However, administrators also have the ability to
configure a Supplier Request Template with an external URL that can be sent to suppliers or other
users outside of the system. The recipient selects the link in the email and completes the
information as configured in the template, without the need to log into the application. Upon
submitting the template information, a Supplier Request is submitted into workflow. This gives
organizations the ability to allow suppliers and other individuals outside the system to submit the
information necessary to submit the request, rather than a buyer actually submitting the request
information. Once the request is approved, a supplier record is created for the organization.

This feature is intended for small vendors, speakers and service providers who just need payment
for one-time services without the hassle of going through a comprehensive registration process.
This way of submitting the request eliminates the need for creating supplier portals for payment
and provides quick turnaround for small business owners.

When creating a new template, you can choose to make the template one that has an External
URL.

You can also generate an external request from the Manage Supplier Request Templates page.

1. Go to Suppliers > Configuration Settings >Manage Supplier Request
Templates. The page displays with all existing templates.

2. Supplier Request Templates that are available with an External URL are indicated

with a link icon . The following actions are available:

a. Click the link icon to copy the public URL link to your clipboard.
b. From the Actions dropdown button:

l Select Copy Public URL to copy the public URL link to your
clipboard. You can then paste the URL into an email to the
supplier or external user with instructions for selecting the link
and submitting a request.

l Select Remove Public URL to remove the external URL link,
therefore making the template internal only.

l Select Send by e-mail to enter one or more email addresses to
which the External URL will be sent.

l A Share Supplier Request Template Public Link overlay
displays.

l Enter a valid email address. Select the plus icon to add the
email to the list of recipients. Select the red icon to
remove a recipient from the list.

l Click the Send Link button. A message displays, "Public
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link was sent by email".
l A system email is sent. The email is managed at

Administer > Email Management > System Emails under
the Supplier Management email list.

c. Once the supplier/external user has submitted the request, it will move
into the Form Request workflow as configured for your organization.

3. To change an internal supplier request template to include an external URL link,
select Generate external request.
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Supplier Approval and Workflow

Supplier Approval

Overview
This lesson is for individuals responsible for approving supplier registrations. The goal of this
lesson is to educate approvers on how to review, approve, and reject supplier registrations and
supplier profiles submitted for review. All of the features and actions described in this section
apply to all supplier approvals: Registration, Review, and Requests, unless otherwise noted.

The following workflow approval processes are available in Supplier Management:

Supplier Registration Approval is used to route suppliers when they are invited to register with
your organization, have self-registered through your Customer Branded Portal, or if they are a
new supplier imported into your ERP system that should be validated.

Supplier Review Approval is used for locally managed suppliers or to route suppliers after they
have already registered, in the event that information for the supplier has changed and should be
validated and approved.

Supplier Requests also use workflow routing. These are internal requests to add suppliers to the
organization network. For more information about this feature, see "Supplier Requests" on
page 44.

l In order to approve supplier registrations, suppliers in review, or supplier requests, you
must have the appropriate approval permissions. Permissions are granted through role
assignment and/or individual permissions granted by a system administrator.

l Approvers can choose whether or not to receive notification when a supplier or request
requiring approval lands in their “queue.” This is set up via the user’s profile.

l There are two types of approvals: 1) Manual approvals, requiring human intervention, and
2) System approval, which is automatic. This lesson discusses how to approve/reject
orders requiring a manual review.

l Approval queues can be assigned to multiple approvers. As an organization or department,
you can determine how the approvals are handled. For example, you may have a primary
approver and someone else may be assigned as a back-up approver OR two people can be
assigned to the queue and each individual “takes” orders as their schedule allows.

l The term approver is used to describe someone that is responsible for reviewing and
evaluating supplier registrations, suppliers submitted for review, or supplier requests.
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l Assigning Approver permissions to a user will not automatically allow the user to perform
approval-related tasks.  Before an approver can perform approval-related tasks, he or she
must be assigned to the appropriate shared workflow folder or set up as a dynamic
approver

l You will work with JAGGAER to configure your workflow process.

Related Permissions
Listed below are the permissions related to the approval and workflow process for Supplier
Registration, Review and Requests.

Administrators may require the following permissions located in the User profile under
Administration Permissions > System Administration.

l Manage Shared Workflow Folders - Allows a user to see and manage approvers on the
Shared Workflow Folders tab.

l Advanced Dynamic Workflow - Allows user to manage rule groups and rules on the
Advanced Dynamic Workflow tab.

l System Configuration - Provides user capability to see the Supplier Registration Workflow
tabs, including the Workflow Process tab.

Approver permissions are located in the user profile and in roles management under Permission
Settings > Approvals.

Supplier Registration Approval Permissions

Permission Permission Description

Approve/Reject
Supplier Registrations

Provides the ability to approve or reject supplier registrations in a user's own or
assigned approval folders.

Forward Supplier
Registrations

Allows an approver to forward a supplier registration to another approver. This
permission displays the Forward option in the approval's Action list.
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Permission Permission Description

Manage Other
Approver's Supplier
Registration Approval
Folders

Provides the capability for a user to view and manage another approver's per-
sonal and shared supplier registration workflow folders. With this permission
set ON, the user will be able to search and select approvers within their depart-
ment permissions for management.

This permission allows the user to perform workflow management actions for
supplier registrations assigned to the designated approvers, including:
Assign/Remove substitute approver; Assign the supplier registration to the
user's personal folder; Return supplier registrations to shared workflow
folders; Assign supplier registrations from shared workflow folders to personal
folder; Forward supplier registrations to another approver; Place supplier regis-
trations on hold.

Assign Substitute for
Supplier Registration
Approvals

Allows the user to assign a substitute approver for a supplier registration
approver folder.

Approve/Reject
Supplier Registrations
on Behalf of Another
Approver

Allows a user to approve or reject a supplier registration currently assigned to
another approver's personal workflow folder.

Put Supplier
Registrations on Hold

Allows an approver to put a supplier registration on hold. A supplier registration
in this status will remain in that approver's folder. With this permission enabled,
the Hold option displays in the supplier registration approvals action list.

Return Registration to
Supplier

Allows the user to return the registration to a supplier.

Restart/Skip Supplier
Registration Workflow
Steps in Error

Provides the ability to restart workflow for any pending supplier registration
within an approver's personal approvals folder. This is typically necessary with
workflow that triggers or receives integration messages. If an acknowledgment
message is not received in the allotted time or after the defined number of
retries, the step goes into an error status. This functionality allows the user to
restart the step, i.e. resend the message.

Expedite Supplier
Registration through all
workflow steps

Provides the ability for the approver to expedite to a future supplier registration
workflow step, including the End step (completes workflow). The user will also
be able to expedite past any workflow steps configured as "do not allow by-
pass"
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Permission Permission Description

Expedite Supplier
Registrations

Provides the ability to expedite a supplier registration through any pending
workflow steps that permit expediting.

Set approvals action
column default to
approve

Site administrators are advised to give this permission with extreme caution. If
an organization's approval process should involve opening a supplier
registration to examine it for correct data before approving, then users should
not be given this permission. This permission allows the user to click an
Approve button directly from the approvals page without first assigning the
supplier registration. An approver can approve a registration quickly without
having to make a careful examination of the supplier registration. The action
column on the Approvals page normally shows an Assign button. With this
permission enabled, the Action column will show an Approve button by default.

Supplier Review Approval Permissions

Permission Permission Description

Approve/Reject
Supplier in
Supplier Review
Workflow

Provides the ability to approve or reject a supplier in supplier review workflow in a
user's own or assigned approval folders.

Forward Supplier
to Another
Approver in
Supplier Review
Workflow

Allows an approver to forward a supplier in supplier review to another approver. This
permission displays the Forward option in the approval's Action list.

Manage Other
Approver's
Supplier Review
Workflow Folders

Provides the capability for a user to view and manage another approver's personal
and shared supplier review workflow folders. With this permission set ON, the user
will be able to search and select approvers within their department permissions for
management. Any action performed on a supplier will have an audit record created
stating the user performing the action on behalf of the approver. Managing another
approver's supplier approval folders allows the user to perform the following folder
management actions: Assign/Remove Substitute Approver; Assign to the user's per-
sonal folder; Return to shared workflow folders; Assign from shared workflow folders
to personal folder; Forward to another approver; Put on hold.

Assign Substitute
for Supplier
Review Workflow
Folders

Allows the user to assign a substitute approver for a supplier review approval folder.
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Permission Permission Description

Approve/Reject
Suppliers on
Behalf of Another
Approver in
Supplier Review
Workflow

Provides the ability for a user to approve or reject a supplier currently assigned to
another approver's personal workflow folder. The approval actions are recorded for
the user on behalf of the managed approver.

Put Suppliers on
Hold in Supplier
Review

Allows an approver to put a supplier on hold in the supplier review process. A supplier
in this status will remain in that approver's folder. With this permission enabled, the
Hold option displays in the Actions list.

Restart/Skip
Supplier Review
Workflow Steps
in Error

Provides the ability to restart workflow for any pending supplier within an approver's
personal approvals folder. This is typically necessary with workflow that triggers or
receives integration messages. If an acknowledgment message is not received in the
allotted time or after the defined number of retries, the step goes into an error
status. This functionality allows the user to restart the step, i.e. resend the message.

Expedite Supplier
through all
workflow steps in
Supplier Review
Workflow

Provides the ability for the approver to expedite to a future supplier review workflow
step, including the End step (completes workflow). The user will also be able to
expedite past any workflow steps configured as "do not allow bypass". All steps
skipped as part of the Expedite action will be recorded as part of the supplier audit
trail.

Expedite Supplier
in Supplier
Review Workflow

Provides the ability to expedite a supplier through the supplier review approval
process. A user with this permission can "pull" a supplier through any pending step
that permit expediting.

Set approvals
action column
default to
approve

Site administrators are advised to give this permission with extreme caution. If an
organization's approval process should involve opening a supplier to examine it for
correct data before approving, then users should not be given this permission. This
permission allows the user to click an Approve button directly from the approvals
page without first assigning the supplier for review. An approver can approve a
supplier quickly without having to make a careful examination of the supplier
information. The action column on the Approvals page normally shows an Assign
button. With this permission enabled, the Action column will show an Approve button
by default.
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Form (Supplier) Request Approval Permissions

Permission Permission Description

Approve/Reject Form
Requests

Provides the ability to approve or reject requests in a user's own or assigned
approval folders.

Forward Form Requests
to Another Approver

Allows an approver to forward a request to another approver. This per-
mission displays the Forward option in the approval's Action list.

Manage Other
Approver's Form
Request Approval
Folders

Provides the capability for a user to view and manage another approver's
personal and shared form request workflow folders. With this permission set
ON, the user will be able to search and select approvers within their depart-
ment permissions for management.

This permission allows the user to perform workflow management actions
for requests assigned to the designated approvers, including Assign/Re-
move substitute approver; Assign the form request to the user's personal
folder; Return form requests to shared workflow folders; Assign form
requests from shared workflow folders to personal folder; Forward form
requests to another approver; Place form requests on hold.

Any action performed on a form request will have an audit record created
stating the user performing the action on behalf of the approver.

Assign Substitute for
Form Request Approvals

Provides the user with the ability to assign a substitute for a form request
approval folder. The user also needs to have the approve permission.

Approve/Reject Form
Requests on Behalf of
Another Approver

Provides the ability for a user to approve or reject a request currently
assigned to another approver's personal workflow folder. The approval
actions are recorded for the user on behalf of the managed approver.

Put Form Requests on
Hold

Allows an approver to put a request on hold. A request in this status will
remain in that approver's folder. . This permission displays the Hold option in
the form request approvals Action lists.

Restart/Skip
Form Request Workflow
Steps in Error

Provides the ability to restart workflow for any pending request within an
approver's personal approvals folder. This is typically necessary with work-
flow that triggers or receives integration messages. If an acknowledgment
message is not received in the allotted time or after the defined number of
retries, the step goes into an error status. This functionality allows the user
to restart the step, i.e. resend the message.
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Permission Permission Description

Expedite Form Requests
Approval Workflow
Through All Steps

Provides the ability for the approver to expedite to a request workflow step,
including the End step (completes workflow). The user will also be able to
expedite past any workflow steps configured as "do not allow bypass". All
steps skipped as part of the expedite will be recorded as part of the request
audit trail.

Expedite Form Requests
Approval Workflow

Provides the ability to expedite a request through any pending workflow
steps that permit expediting.

Set Approvals Action
Column Default to
Approve

Site administrators are advised to enable this permission with extreme cau-
tion. If an organization's approval process should involve opening a supplier
request to examine it for correct data before approving, then users should
not be given this permission. Only users with the Administration and Edit All
User Profiles/Roles/Permissions permissions are allowed to enable or disable
this permission.

This permission allows the user to click an Approve button directly from the
approvals page without first assigning the request. An approver can approve
a request quickly without having to make a careful examination of the inform-
ation. The action column on the Approvals page normally shows an Assign
button. With this permission enabled, the Action column will show an
Approve button by default.

Return to Requester Allows the user to return the request to the requester.

Edit Pending Requests
(My Form Request
Approvals)

Provides the ability to edit and update any pending requests within the
approver's folders.

Edit Pending Requests
(All Form Request
Approvals)

Provides the ability to edit and update any pending requests within any
approval folder.

Add Ad-Hoc Approver
for Request approval

Allows a request approver to send the document to a user who is not in the
regular approval workflow for a one-time approval. Users with the per-
mission can select, change, or delete an ad-hoc approver while they are an
approver assigned to a request. They cannot modify other fields unless they
also have editing permissions. This permission is only visible if the organ-
ization has the Form Request Ad-Hoc Approver feature enabled. 

Perform Ad-Hoc
Approve/Reject/Return
Request

Allows users to accept or reject requests only as an ad-hoc approver and at
no other time. Users with this permission can subscribe to the Form Request
Pending Ad-Hoc Workflow Approval notification to alert them that they have
been assigned to a request as an ad-hoc approver. This permission is only
visible if the organization has the Form Request Ad-Hoc Approver feature
enabled.
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See "Supplier Requests" on page 44 for additional information about Supplier (Form) Requests
and approvals.

Reviewing Supplier Approvals
You can navigate to the Supplier approval pages from the Suppliers > Approvals menu:

My Approvals
The Actions Items dropdown next to your user name contains links to your assigned approvals as
well as unassigned approvals for Supplier Registrations, Supplier Review and Supplier
Requests. You can also navigate to your assigned approvals via Suppliers > Approvals and
selecting the appropriate approval type.
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My Recent Approvals
Select Suppliers > Approvals and choose the <Approval Type > Recently Approved By
Me to see suppliers and requests that you have acted upon. Filters are available to refine your
results by additional criteria.

Supplier Dashboard
You may review a list of suppliers in a specific registration status by selecting the appropriate link
on the Supplier Dashboard. For example, selecting the Profile Complete hyperlink under Total
Supplier Registrationswill show you suppliers who have a status of Profile Complete
or Approved. You may refine your results to not include Approved, and therefore see all those
that have completed their profile and are in workflow. Select a supplier name from the list to
navigate to their profile.
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Supplier Search
You may navigate directly to a supplier profile by entering specific criteria in supplier search, and
selecting the supplier name. Supplier Search is available at Suppliers > Manage Suppliers >
Search for Supplier. You may select filters on the left to see only suppliers pending approval or in
a specific workflow step. Select a supplier name to navigate to their profile.

Supplier Profiles
Each supplier profile has a page for Supplier Registration Workflow, Supplier Review
Workflow, andOriginal Supplier Request in the left navigation. Select the appropriate page to
see the workflow status and future steps.

Additional tips for reviewing supplier registrations, suppliers
in review, and supplier requests:

l When a supplier is in your approvals folder, the approver owns it. Only an administrator can
move an item out of this folder. When a supplier is moved from a shared folder to
someone’s folder, the approver is indicated to all users from the shared folder.

l Shared workflow folders are folders that can be accessed by one or more approvers. In
some cases, there will only be one approver per folder, but more can be set up if needed.
The actual folders that display for an approver is dependent on what they are responsible
for approving. Therefore, an approver might see one, two, or twenty folders.

l Click the supplier name to open and view the supplier's profile.
l To move multiple registrations to your folder, click the Select checkbox to the right of each

document, and then select Assign in the drop-down box.
l Notifications display in the top right navigation of the application, but you can also

access them by navigating to Suppliers > Approvals > Approval Notifications and
selecting the appropriate notifications page.

1. Access the Suppliers > Approvals and select the type of workflow to approve.
Your assigned approvals for the selected workflow type display.

2. Filter by additional criteria, if necessary.
3. Locate the appropriate approval record, using the filter criteria if necessary.
4. Supplier Registration and Supplier Reviewworkflow: Select the supplier name to

access the supplier profile details.
a. Review the information in the supplier profile for the current step. For

example, if the approval step was to review based on a commodity
code, verify the commodity code and other supplier details.

b. The organization may select to override information provided by the
supplier.
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5. Supplier Requestworkflow: Select the supplier name to review the details
submitted by the requester.

Pending Approval Reminders for Supplier Requests and
Workflow
Pending Approval Document Reminders can be configured to send to approvers if a document
for which they are responsible has remained in a workflow step past a certain amount of time.
Form Request (which includes Supplier Request) approvals are included in Pending Approval
Document Reminders configuration. These reminders do not require a user to be opted in to a
specific notification, but are based on the organization's approval document reminder
configurations only.

This reminder is not configurable by the user and is not controlled by Notification Preferences.
This reminder is separate from the workflow notifications sent when a Request is pending
workflow approval or has moved through certain workflow steps, which are sent based on the
user profile Notification Preferences (see "Request Notifications" on page 45).

Organization administrators configure the Pending Approval Document Reminders. See
"Workflow Management" in the Administration and Configuration Handbook or online
searchable help.

Sending a Supplier Through the Registration Process
Manually
In some cases, an organization may need to send a supplier through registration approval
workflow before the supplier, itself, submits its registration. For example, there may be a time-
sensitive reason that you need to get the supplier approved. You have ability to manually enter
the supplier in to the registration process. Supplier profiles for suppliers who have not entered the
registration process will have an option in the Supplier Actions menu to do so manually. Note: If
you manually send a supplier through the workflow and later the supplier submits the registration
itself, the supplier profile will enter the workflow again.

Resubmitting an Approved Supplier Into Workflow

An organization may need to resubmit an approved supplier registration into workflow if there is
information that needs to be updated or new information the customer requires. If an approved
supplier registration is resubmitted, the supplier status will be reset to Profile Complete.
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1. Go to Suppliers >Manage Suppliers > Search for a Supplier. Search for the
supplier. .

2. Open the supplier profile.
3. Locate and click on the Supplier Actionsmenu.
4. Select Submit Supplier to Registration Workflow. You will receive a message that

the supplier has successfully been submitted. The supplier will enter the first step in
the active registration workflow approval.

Sending a Supplier Through Review Workflow
Supplier information will often change and be updated even after the supplier has been approved.
When these updates are made by internal users (vs. by the supplier itself) your organization has
the option to submit the changes for approval. Users can opt in to the Supplier Review Workflow
Notification preference to receive notifications about this workflow activity.

Users who submit a supplier into Supplier Review Workflow will receive a notification if the
supplier is rejected during the Review process. This notification is automatically sent by the
system, and will contain any information the approver included as a reason for rejecting the
supplier.

Note: In order to use this feature, you are required to have the Supplier Review Approval
workflow enabled. Please contact your system administrator to determine if this workflow is
available to you.

1. Go to Suppliers >Manage Suppliers > Search for a Supplier. Search for the
supplier.

2. To send multiple suppliers to the workflow:
a. In the search results, elect the checkbox in the far-right column for

each appropriate supplier.
b. From the Available Actionsmenu, select Submit Supplier for Review

Approval. The selected suppliers will be sent to supplier review
workflow.

3. To send a single supplier to the workflow:
a. Open the supplier profile.
b. Locate and click on the Supplier Actionsmenu.
c. Select Submit to Supplier Review Workflow. You will receive a

message that the supplier has successfully been submitted. The
supplier will enter the first step in the supplier review workflow. Note:
You must have the Submit Supplier for Review Approval permission
to perform this action. Please contact your system administrator to
have this permission enabled.
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Supplier Approval Actions

Overview
You will work with JAGGAER to configure your workflow process.

Related Permissions
See "Supplier Approval" on page 70 for permissions related to Supplier Approval Actions.

The Approvals Page - Supplier Registration, Review,
Request
Approval activity is done from the Approvals page for the workflow type (Suppliers > Approvals
> {type of workflow} To Approve).  From this screen you can access and approve all supplier
registrations, suppliers in review, and supplier form requests that require your approval.

Approval Type
You can choose another type of approval to review by selecting from tabs across the top:
Supplier Registration, Supplier Review, or Supplier Request. You may see other options,
depending on your organization's licensed products and your user permissions.
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Folder View vs. List View
There are different view options for the Approvals page, which is configured by the View toggle
icon ( ) option on the page.  The Folder view groups the approvals by Approval folder.  The
List view displays all approvals in a list format.  The application will remember the last way you
viewed the approvals and default to that view each time you access the page. The options from
the View toggle will vary, depending on the current view. By default, registrations in list view will
display in ascending order based on submit date, but you may use the Sort by option to sort by
oldest submit date, or by supplier name. 

1. Go to Suppliers > Approvals > {type of workflow} To Approve. Or, click on the

Action Items in the top banner navigation, and select the appropriate link under
My Assigned Approvals.  

2. Refine and filter the displayed approvals.  There are several filtering options to
narrow down the documents that are being displayed.  As you select filter options,
the documents displayed will be refined and the Filters area will be updated. 

3. If applicable, select a date range for the supplier registrations.  Click the Date Range
drop-down box and select the appropriate date option.  The results will be filtered to
contain only approvals that were submitted in that date range.

4. If applicable, select approvals that belong to another user.  Click the View
Approvals For drop-down box and select the approver.  If the approver is not
shown, select Add Another Approver and search/select the appropriate approver.
This option will only show if you have permission to manage other approver folders.

5. Select any additional filter criteria.  The remaining available filter criteria will vary
largely on the type of workflow, your organization’s overall setup and your personal
permissions. To select specific filtering criteria, click on the item in the filter
section. To remove a filter, un-select the checkbox.
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6. Change the view and display order.  When you initially access the Approvals
page, it will default to the Folder view. This can be changed to List view. Use the
following steps to change the registrations view and display order:

a. To change the approvals view, click View toggle icon ( ) option. The
current selection is shown with a check. Select the appropriate view.

b. When approvals are grouped by Folder, the folders will appear in
alphabetical order with your approvals folder always appearing at the
top of the folder list (the exception to this would be if none of the
displayed registrations exist in your approvals folder).  To view all
approvals in a folder, click the folder icon or name to expand the list.

c. When approvals are in the List view, by default the list will display in
order of Submit Date with the newest first.  Change the sort order by
clicking on the Sort by drop-down above the list.  Select the
appropriate sort criteria and the list will be sorted.

Moving Approvals to your folder
Some supplier approvals requiring review automatically go to your approvals folder. If an approval
step CAN be shared by more than one person, the supplier / request must be assigned to the
approver before it is reviewed and acted upon. By placing the pending approval in your approval
folder, it signifies that the approver is responsible for the current workflow step. If multiple
approvers are assigned to a folder, then, by moving an approval into theMy Approvals folder,
the approver is indicating their intent to review and take action on the supplier / request.

1. Go to Suppliers > Approvals > [type] To Approve. Or, click on the Action

Items in the top banner navigation, and select the appropriate link underMy
Assigned Approvals.   To go directly to a filtered list of unassigned approvals,
select the appropriate link under Unassigned Approvals.  

2. When viewing Approvals, use the filters on the left to filter by State.
3. You can identify unassigned approvals in the list by noting the Assigned Approver

column.

4. Move a single approval to your folder by selecting the Assign icon . (Note: If a
green check displays for the approval, you have permission to approve/complete
the workflow step).

5. To move multiple approvals to your folder:
a. Select the checkbox for each approval to move.
b. Once all are selected, select Assign to Myself action in the dropdown

list at the bottom.
6. The approvals will be moved to yourMy Approvals folder.
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Supplier Approval Actions
The following actions are available to an approver for supplier registration, supplier review, and
supplier requests. The actions available are dependent on the user's permissions, whether or not
you are viewing the supplier via a list or from the individual supplier profile, and the workflow
status.

l Approve - Approves the current workflow step and moves the supplier / request into the
next workflow step.

l Approve/Complete Step - This action approves and completes the current workflow step.
This action is available if you are viewing a pending approval in your My Approvals folder
(one that is already assigned to you). When viewing the supplier's profile, this action will
display according to the user's approval configuration and the type of approval the supplier
is in: Approve/Complete Registration Workflow Step and/or Approve/Complete
Review Workflow Step.

l Assign to Approver - Assigns the supplier / request to a user you are watching. This
option is only available when you are watching another approver.

l Assign to Myself (or Assign button) - This action assigns the supplier / request to the
logged in user's My Approvals folder. When viewing the supplier's profile, this action will
display according to the user's approval configuration and the type of approval the supplier
is in: Assign Registration Workflow to Myself and/or Assign Review Workflow to
Myself.

l Expedite - Allows the user to bypass a workflow step. Depending on the user permissions,
the Expedite option may appear only on those steps the user is assigned to, or may appear
on all steps including the end of all workflow steps.

l Place on Hold or Hold - This action places the supplier / request on hold so it cannot go
forward in workflow. A Hold icon is displayed for the workflow step.

l Reject [workflow] - This action rejects the supplier / request in the workflow type
indicated. This option is only available if the approval is assigned to the logged in user. A
supplier with this status will not be exported to the ERP system. A supplier cannot re-
submit a registration unless they are re-invited by the customer.

l Restart/Skip/Reject - This action is available when a workflow step is in error. The user
must have Restart/Skip Workflow Steps in Error permission for the workflow process to see
this action.

l Restart - Restarts the current workflow step.
l Skip - Skips the current workflow step and proceeds to the next step. This may

happen if all approvers have been removed from the current step, for example.
l Reject - Rejects the registration.

l Return to Shared Folder - When a supplier / request is assigned to the user, selecting this
option will return it to the appropriate workflow folder for the step.
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l Return Registration to Supplier - In supplier registration workflow, this action resets the
supplier registration to "In Progress". The supplier must return to their registration profile in
the Customer Branded Portal to make requested changes. The supplier must then certify
and submit their registration in order for it to be placed back in workflow.

Approving a Supplier in Workflow
The approver can quickly complete the approval process once the review of the supplier
information or request is complete. 

Quick Approval
If you do not need to review the supplier profile or supplier request information before it is
approved:

1. Navigate to Suppliers > Approvals > [type] To Approve.
2. If allowed, click the Approve/Complete icon next to an item to approve it.
3. If one or more approvals are in a shared folder, click on the checkboxes for the

appropriate suppliers / requests, then select Approve/Complete from the drop-
down list box below all results.

Standard Approval
With standard approvals, the approver reviews supplier profile or request information and makes
any changes if needed, then approves the request. .

Note: Suppliers can be in both Supplier Registration and Supplier Review simultaneously.
Depending on the user's approval assignments and where the supplier is in workflow, when
using the Supplier Actions dropdown in the supplier profile the user will see options to
Assign or Approve/Complete the specific type of workflow.

1. From the Approvals page, select the appropriate supplier / request.
2. Review the supplier profile or request information and make updates as needed.
3. In the Form Request Actions or Supplier Actions drop-down list, select Assign

& Approve/Complete Step or Approve/Complete and click Go.
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Rejecting a Supplier in Workflow
Approvers may reject a supplier in registration, review, or request workflow. The Reject option is
only visible if the approval is currently assigned to the user, and is only available when the
supplier registration profile (or supplier request information) is open. A requester may choose to
be notified for supplier request rejections.

If a supplier is rejected during the Supplier Review workflow, the submitting user (customer or
supplier user) will automatically receive a notification regarding the rejection. The Supplier
Update Rejected is managed in System Emails. The notification includes any comment the
approver included when rejecting the supplier.

If the approver enters a rejection note, this information is included in the audit history on the
customer's view of the supplier profile along with the Reject user and date/time.

1. Navigate to Suppliers > Approvals > [type] To Approve.
2. Select the supplier. Note: The approver is required to open the approval before it

can be rejected. You will be navigated to the supplier profile.
3. Click the Supplier Actions drop down at the top of the supplier profile and select

Reject [workflow] and click the Go button.
4. Enter a Reject Note, if desired. 
5. Select the Reject [workflow] button to save the note and reject the registration.

Forwarding a Supplier in Workflow
Occasionally, an approver may decide that a different individual is a more appropriate approver
for a particular supplier.  Forward is a function provided in the workflow process where an
approval can be sent to a different approver for review. This task describes how an approver can
forward an approval in workflow to another approver. Note: The substitute function is
recommended if you will be on vacation or do not want to handle approvals normally assigned to
you for a specified time period.

1. Access the Approvals page for the type of workflow (Suppliers > Approvals >
{type of workflow} To Approve).

2. If you want to forward a supplier from the list of approvals (rather than opening the
supplier information)

a. Select the checkbox to the left side of the supplier. An action list
appears at the bottom of the browser screen when any item is
selected.

b. Select the Forward to... option from the drop-down box.
c. Enter the user information to search for and select the user name.
d. Enter a Forward reason, and click Forward.
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3. If you would like to forward the supplier from the supplier profile:
a. Open the appropriate supplier record by selecting the supplier name.
b. If the approval is not assigned to you, you must select Assign to

Myself in the Supplier Actions drop-down box.
c. Select the Forward [workflow] step option from the Supplier Actions

drop-down box.
d. Enter the user information to search for and select the user name.
e. Enter a note for the user that describes the reason to forward the

approval.
f. Click the Forward [workflow] step button.

Expediting a Supplier in Workflow
Expediting allows an approver to skip one or more steps in the workflow process. Expediting is
typically done for testing purposes or occasionally to purposefully skip steps. Use caution when
expediting supplier approvals. Whenever a registration is expedited, the process is tracked in the
supplier profile history.

A user must have the appropriate permissions to expedite a supplier in registration, review, or
form request workflow. See "Supplier Approval" on page 70 for more information.

1. Access the Approvals page for the type of workflow (Suppliers > Approvals >
{type of workflow} To Approve).

2. Click on the supplier name:
l Supplier Review and Registration Approvals

a. You will be navigated to the supplier profile.
b. Expand theWorkflow and Review section, and select the Supplier

Registration Workflow page.
l Supplier Requests

a. You will be navigated to the request details.
b. Select the Supplier Request Workflow page in the left panel.

3. Click the Expedite button on the appropriate step. Keep in mind, the PREVIOUS
step/steps will be expedited, but not the one selected.

4. From the pop-up window, document the reason for expediting the registration. This
note displays in the History for supplier profile, then click Expedite.

Returning a Registration to the Supplier
Occasionally, an approver may want to return a registration to the supplier to make changes and
certify/submit the registration again. Returning a registration to the supplier sets the supplier
status to In Progress and will not show in the workflow queue.
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When an approver selects to return a registration, they can enter a note to the submitter,
explaining the reason for the return. By default, an email notification will be sent to the user once
the approver submits the return.

If a supplier user submitted the registration, that user will receive the Supplier Registration
Workflow Returned to Customer system email. If a customer user submitted the registration on
behalf of a supplier, the customer user will receive the Supplier Registration Workflow
Returned to Supplier. These system emails can be customized for your organization's needs and
are located under the Supplier Management section at Administer > Email Management >
System Emails.

1. Access the supplier registration from the Approvals page.
2. If returning from the approvals list (you do not need to open the supplier registration

first):
a. Select the checkbox to the left of the supplier registration.
b. In the drop-box below the approval list, select Return Registration to

Supplier.
c. Proceed to Step 4.

3. From the supplier profile (if you need to open the supplier registration from the
approval list):

a. Select the supplier name from the approval list . You will be navigated
to the supplier profile

b. In the Supplier Actions drop-down list, select Return Registration to
Supplier.

c. Proceed to Step 4.
4. A Return Registration to Supplier overlay displays that contains the Supplier

Name, and the Supplier Contact who is the user who submitted the registration
form.

a. Hover over the Supplier Contact name for additional information about
the contact.

b. Enter an optional Note to Supplier, indicating the reason for returning
the registration.

c. Confirm the return by clicking the Return Registration to Supplier
button.

5. The registration is returned and the supplier user(s) will receive an email if that
option was selected. The registration status is set to In Progress and no longer
shows in workflow.

View Approvers for Suppliers in Workflow
When working with pending supplier approvals, users have the opportunity to see who is
responsible for the approval of all manual approval steps. Additionally, a user’s email addresses
are provided if the user is interested in corresponding to the approver.
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A list of potential approvers (one or more) is provided when viewing pending approval requests.
Only active users are displayed in this list.

1. Open the approval. You may access the supplier profile or request via:
a. Approvals - select the supplier name from the approvals list for

Supplier Registration, Supplier Review, or Supplier Requests.
b. Supplier Search - search for the specific supplier, or search for

suppliers using Advanced Search with a Registration Status of Profile
Complete. Select the supplier name from supplier search results.

c. Supplier Dashboard - select the Profile Complete hyperlink, and
deselect Approved as a Registration Status in the Filter. Select the
supplier name from the supplier search results.

2. Once in the supplier profile, click on the Supplier Registration Workflow page, the
Supplier Review Workflow page, or theOriginal Supplier Request page,
depending on the type of approval you are reviewing.

3. Select the view approvers hyperlink for any workflow step.
4. An overlay window shows the approvers and email addresses. To send an email to

an approver, click the email address to open your email client.

Stakeholder Approval for Supplier Registration
Organizations can configure Stakeholder approval for Supplier Registration and/or Review
workflow. See "Stakeholder Approval for Supplier Registration " on page 259.

Assigning Ad Hoc Approvers for Supplier Requests in
Workflow
The Ad-Hoc Approver feature allows a Supplier Request approver to send the request to a user
who is not in the regular workflow for a one-time approval. The ad-hoc approver can approve the
Request to send it to the next workflow step, or send it to a different ad-hoc approver if they have
the appropriate permissions.

The organization must be configured to allow ad-hoc approvals for form requests. Also, users
must have permission to assign an ad hoc approver and permission to complete an ad hoc
approval. See "Ad-Hoc Approval for Supplier Requests" on page 258 for additional information
about configuration.

To assign an ad-hoc approver step to a Supplier Request:

1. Navigate to a Supplier Request in workflow at Suppliers > Approvals > Supplier
Requests to Approve OR navigate to Suppliers > Requests > Search Supplier
Requests and note any that are Under Review.

2. Select the appropriate Supplier Request.
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3. Select the Form Request Actions dropdown, and select Add Ad-Hoc Step. An
overlay displays:

a. After Step - Select the workflow step after which the ad-hoc approver step
should take place. If only one workflow step exists, this field is read-only.

b. Ad-Hoc Approvers - Begin entering a user's name or select the search icon
to search all users with the permission to Perform Ad-Hoc
Approve/Reject/Return Request. You can add more than one ad-hoc
approver.

c. Comments - Enter any comments for the ad-hoc approver.
d. Click Save. A confirmation message displays that an ad-hoc step has been

added.
4. Click the Supplier Request Workflow link in the left navigation of the request to

confirm that the ad-hoc step has been inserted. Each ad-hoc step that is inserted is
noted numerically (Ad-hoc 1, Ad-hoc 2, etc.)

To edit an ad-hoc approver step that has not yet occurred, select the Form Request Actions
dropdown, and select Edit Ad-Hoc Step.

1. Select the Ad-Hoc Step to edit from the dropdown.
2. Edit the Ad-Hoc Approvers, if needed.
3. Edit the Comments, if needed.
4. Click Save.

To delete an ad-hoc approver step that has not yet occurred, select the Form Request
Actions dropdown, and select Delete Ad-Hoc Step.

1. Select the Ad-Hoc Step to delete from the dropdown.
2. Click Save.

Substitute Approvers for Supplier Workflow
In the event that an approver is absent or unavailable, the user can designate another approver as
a substitute.  The substitute is able to review approvals routed to the original approver. 
Substitutes can be assigned to a single approval folder or for all approval folders the user is
responsible for reviewing. Substitutions can be manually stopped and started or you can
schedule start and end dates.

You can assign substitutes from the Approvals section of the Suppliersmenu navigation or you
can assign substitutes for a specific user through the user profile.  Following are the actions for
selecting a substitute through the Approvals section.

1. Go to Suppliers > Approvals > Assign Substitute Approvers - [type].
2. The default view isMy Approvals. To view approvals for another approver for whom

you have managed approvals before, choose Add Another Approver from the
View Approvals For dropdown. 
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3. To assign a substitute to a single folder:
a. Click the checkbox for the folder. All items in the folder will be selected.
b. Select the Assign button under the Action column for the appropriate

folder. The Assign Substitutewindow will display. Proceed to step 6.
4. To assign a substitute to multiple folders:

a. For all the folders you would like to assign, click the checkbox to the far
right of the folder name in the list.

b. Select Assign Substitute to Selected Folders in the drop-down, and
click Go. The Assign Substitutewindow will display. Proceed to step
6.

5. To assign a substitute to all folders, click the Assign substitutes to Supplier
Registration Folders. The Assign Substitutewindow will display. Proceed to Step
6.

6. Select the substitute user:
a. Begin typing the name of the user in the Substitute Name field. The

application will provide a list of matching users based on what you
enter. Note: Only users who are allowed to approve registrations will
display in the list.

b. If you would like to configure a date range for the substitution period,
click the Include Date Range for Substitution checkbox. Select a
Start Date and time and End Date and time. The substitution will begin
and end automatically based on the configured dates. Note: The time
and date will be based on the time zone of the original approver, not the
substitute.

c. Click the Assign button. The substitute will be assigned.

Removing Substitutions
You can end or remove a substitute approver from one or multiple folders.

You can remove substitutes from the Approvals section of the Suppliersmenu navigation or you
can remove substitutes for a specific user through the user profile.  Following are the actions for
selecting a substitute through the Approvals section. Note: If you configured an End Date for the
substitution you will not need to remove the substitution manually.

1. Go to Suppliers > Approvals > Assign Substitute Approvers - [type].
2. The default view isMy Approvals. To view approvals for another approver for whom

you have managed approvals before, choose Add Another Approver from the
View Approvals For dropdown. 

3. To remove a substitute from a single folder:
a. Locate the folder in the folder list.
b. Select the Remove button. The substitution will be removed.
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4. To remove a substitute from multiple folders:
a. Select checkbox to the far right of each folder for which the

substitution should be removed.
b. Select Remove Substitute from Selected Folders in the drop-down,

and click Go. The substitutes will be removed.
5. To remove substitutes from all folders, click the End Substitute for all Supplier

Registration Folders above the folder list. The substitutes will be removed.

Using My Recent Approvals (Recently Approved by Me)
Recent approvals (within the past 30 days) are available by navigating to the Suppliers >
Approvals menu and selecting the appropriate workflow option for Recently Approved By Me.
This page allows approvers to quickly have a snapshot of what suppliers and requests they have
processed.

1. Go to Suppliers > Approvals and select the appropriate option for ...Recently
Approved By Me.

2. You are navigated to a pre-filtered page for the selected workflow type with a date
range of the last 30 days.

3. Refine and filter.  There are several filtering options to narrow down the supplier
registrations, reviews or requests being displayed.  As you select filter options, the
list of approvals will be refreshed and the Filtered By area will be updated. 

a. Locate the Filter My Approvals area.
b. Select to filter by Date Range - Click the Date Range drop-down box and

select the appropriate date option.  The registrations will be filtered to contain
only those that were acted upon in that date range.

c. Select any additional filter criteria.  The remaining available filter criteria will
vary based on your organization’s overall setup and your personal
permissions.  To select specific filtering criteria, click on the item in the filter
section. 

4. Change the Sort by order.  By default, registrations will display with the newest
approval date first. Change the sort order by clicking on the Sort by dropdown
above the list.  Select the appropriate sort criteria and the list will be sorted.
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Supplier Registration

Supplier Registration

Overview
The way to build a comprehensive and highly usable supplier database is to include the best,
most qualified suppliers for your organization. Supplier registration is one of the core
competencies of the Supplier Management solution. Customers with Invoicing, Sourcing, or
Contracts+ also have abilities for supplier invitation and registration. Supplier registration
enables suppliers to be in your database and also to qualify for doing business with your
organization based on the goods and services they provide, past performance, references and
additional variables as required.

Related Permissions
Permissions are located under the user profile at Permissions Settings > Administration >
Supplier Administration.

l Manage Diversity Classification - This permission grants a user access to the Diversity
Configurationmenu option in Suppliers > Configuration Settings. Diversity
Configuration allows the user to select which diversity classifications are visible to
suppliers in the Customer Branded Portal.

l Manage Supplier Portal Configuration - This permission allows users to access the
Supplier Portal Configurationmenu option in Suppliers > Configuration Settings. Users
can manage the look and feel of the Customer Branded Portal for suppliers. This
permission does not control the ability to configure the registration profile.

l Manage Registration Configuration - This permission allows users to access the
Registration Configurationmenu option in Suppliers > Configuration Settings. Users
can manage Registration Help content for the Registration Welcome page, Registration
FAQ page, Registration Create Account page, and also configure supplier registration
forms.

See "Supplier Management Permissions" on page 20 for a complete listing of permissions related
to Supplier Management.
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Registration Configuration
Organizations can configure a registration process that allows suppliers to self-register for
participation in the JAGGAER ONE Supplier Network. The registration process can be customized
to capture in order to capture supplier details that are most important to your organization. This
information can include a customized login page, registration page, profile data and more.

Registration Help
On the Registration Help pages located under Suppliers > Configuration Settings >
Registration Configuration, you will configure the information you want suppliers to see when
they arrive at your provided URL to register as a new supplier.

Entity Vs. Individual Registration Help

Supplier Management customers will configure both Entity Registration Help and Individual
Registration Help. When a user is first navigated to the registration pages, they are asked to
choose whether or not they are registering with a Social Security Number/Social Insurance
Number or not. This selection determines if the supplier will be directed to the Entity
Registration or Individual Registration.

All other organizations that utilize supplier registrations will configure only the Entity
Registration Help. The user directed to the registration page for those organizations will not see
the option to choose which type of registration to complete.

Registration Help Messages

Registration Welcome Message - Configure the message that you want suppliers to see when
they arrive at your customized URL to register with your organization. Include information about
your registration process and any other helpful information.
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Registration FAQ Message - You may include Frequently Asked Questions content that is
displayed on the registration page to suppliers during registration to reduce the number of
inquiries you may have from suppliers.
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Registration Create Account Page Message - When a new supplier needs to create an
account, you can configure text to display at the top of a Create Account Page. Note that on the
Create Account page, no other fields for creating the account are configurable. These are
standard fields required to create a user account for a JAGGAER ONE Supplier Network Portal.



JAGGAER 98 www.JAGGAER.com

Message Configuration in Other Languages

If you have configured any of the messages in other languages, the user can select it from the top
left button on the page. The page will then display the message you have configured for that
language. Note: The page is not automatically translated. The alternate text displays only if you
have configured the message in other languages.
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1. Navigate to Suppliers > Configuration Settings > Registration Configuration
and select the Entity Registration Help page.

2. Select Edit Message for the Registration Welcome Message. An Edit
Translations overlay displays:

a. Enter a welcome message for suppliers who will be starting the registration
process. You may use the formatting bar to customize your message, up to
16000 characters.

b. Select from your organization's configured Languages to open a message
area for the selected language. Enter the welcome message in the selected
language using the formatting tools.

c. When all translations have been entered, select Save in the overlay. The
overlay closes and the page is displayed with the default language configured
message.

d. Click the Preview Message link to preview the message.
3. Select Edit Message for the Registration FAQ Message. An Edit Translations

overlay displays.
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a. Enter a list of Frequently Asked Questions to which suppliers can refer from
the Registration page. You may use the formatting bar to customize the
message, up to 5000 characters.

b. Select from your organization's configured Languages to open a message
area for the selected language. Enter the welcome message in the selected
language using the formatting tools.

c. When all translations have been entered, select Save in the overlay. The
overlay closes and the page is displayed with the default language configured
message.

d. Click the Preview Message link to preview the message.
4. Select Edit Message for the Registration Create Account Page Message. An Edit

Translations overlay displays:
a. Enter a message that suppliers will see when they are creating a new account

during the registration process. You may use the formatting bar to customize
the message, up to 5000 characters.

b. Select from your organization's configured Languages to open a message
area for the selected language. Enter the welcome message in the selected
language using the formatting tools.

c. When all translations have been entered, select Save in the overlay. The
overlay closes and the page is displayed with the default language configured
message.

d. Click the Preview Message link to preview the message.
5. View the History tab to see a log of changes made to these messages.
6. Select the Individual Registration Help page (Supplier Management customers)

to configure the messages for suppliers registering as Individuals.

Proxy Registration Types
Customers have the ability to complete a supplier's registration profile on the supplier's behalf,
known as proxy registration. The organization configures what type of registration profiles are
available for proxy registration on the Suppliers > Configuration Settings > Registration
Configuration > Registration Settings tab.

In the Proxy Registration Types section, the Default selection is the Registration Type that will
be used for completing proxy registrations when no registration type is specifically assigned to
the supplier. The Active column indicates which registration types are available with Proxy
Registration, and will be used if assigned to the supplier. By default, all Registration Types are set
to be Active for proxy registration.
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Select the appropriate options and click to Save your changes.

A customer can complete proxy registration for a supplier by selecting the View Supplier
Registration link in the supplier's profile. See "The Supplier Registration View" in the Site
Essentials Handbook or online searchable help.

Proxy Registration View With Pending Profile Changes
Your organization may be configured to review changes a supplier makes to their profile. If a
supplier has pending changes requiring your review, you can select the Supplier Registration
view, but you cannot make any changes to profile information until you have reviewed and
approved or declined the pending changes.

Diversity Classification Configuration
Organizations may ask suppliers to select Diversity Classifications in their registration profile. The
organization may select which standard classifications to make available to the supplier.
Selection is made in Suppliers > Configuration Settings > Diversity Configuration. A user
must have theManage Diversity Classifications permission to edit this page.

On this page is a list of standard federal and state classifications. A section for other diversity
classifications not specific to federal or state categories is also available. By selecting a
classification to be Visible, the supplier will see that value as an available classification to select
when completing the Diversity Classification information in their customer-specific profile. If you
will not ask suppliers to complete Diversity Classifications, you may leave all selections off. You
may also configure the option for a supplier to Decline to Answer (N/A). However, the selection
Does Not Qualify as a Diversity Supplierwill always be available.

All configuration changes are captured on the History tab.
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1. Navigate to Suppliers > Configuration Settings > Diversity Configuration.
2. Note the checkboxes in the Visible column. A check means the classification is

visible to suppliers in their customer-branded portal view.
3. Select the checkbox above all checkboxes to make all Diversity Classifications

active.
4. Select the checkbox for the classifications you want suppliers to see in the

customer-specific profile view in their portal. Uncheck the box if you do not want the
classification shown to the supplier.

5. Under No Classification options, the option to select Does Not Qualify As A
Diverse Supplier is on by default, and is not configurable. The option for Decline to
Answer (N/A) is ON by default. Deselect it if you do not want suppliers to have this
option.

6. When you deselect a classification, you will be asked to confirm your selection.
When you deselect a classification, that classification will be removed from any
suppliers where it had been saved.

7. As you select or deselect classifications, click Save to save your changes. Changes
are logged on the History tab.

Note: TealBook is an AI program that can be used for some diversity classification information.
See "Diversity" in the Site Essentials Handbook or online searchable help.

US Postal Formatting Settings
Organizations can restrict the postal code format for United States vendors for both addresses
and accounts payable direct deposit (ACH) entries. Customers and suppliers are required to use
the configured postal format in the supplier profile.

Postal configuration is configured in the Registration Settings tab which is available under
Suppliers > Configuration Settings > Registration Configuration.

The setting for Postal Code Format is set to No Format Restriction by default. To change the
restriction, select the appropriate format type from the drop-down. Options include:

l 5 digits only
l 9 digits (ZIP +4)
l 5 digits or 9 digits only.

Note: If you leave the setting on No Format Restriction, users will be able to enter free-form text
in the field.



JAGGAER 103 www.JAGGAER.com

Commodity Code Configuration
Organizations may ask suppliers to select Commodity Codes in their registration profile. When
managing your commodity code list, you can manually enter commodity codes and import/export
commodity codes in bulk. Only active commodity codes will be seen by suppliers when selecting
a commodity code.

Organizations that do not have the eProcurement licensemanage commodity codes via
Suppliers > Configuration Settings > Commodity Codes.

Organizations that do have the eProcurement license manage commodity codes via Setup
> Hosted Catalog and Ordering Configuration > Category, Commodity and UOM Mapping
Sets. Additional information is available in the Manage Commodity Codes and Mapping
Commodity Codes topics in the eProcurement Shopping and Ordering Handbook or online
searchable help.

Organizations may choose to use a tree structure for commodity codes. See Manage Commodity
Codes in the eProcurement Shopping and Ordering Handbook or online searchable help for
additional information.

Note: The following instructions are for organizations that do not have the eProcurement
license. If your organization does license the eProcurement product, see the Manage
Commodity Codes and Mapping Commodity Codes topics in the eProcurement Shopping
and Ordering Handbook or online searchable help for instructions on managing commodity
codes.

Creating and Editing Commodity Codes in the User Interface

Create a new commodity code:

1. Go to Suppliers > Configuration Settings > Commodity Codes. TheManage
Commodity Codes tab displays by default.

2. Click button for Create New Commodity Code.
3. Enter a value for Commodity Code.
4. Enter a Description for the Commodity Code.
5. Select if you want the commodity code to be active now.
6. Click Save. The Commodity code and description now shows in the list.

../../../../../../../../Content/Indirect/eProcurement/Setup and Administration/catmgmt-managecommcodes.htm
../../../../../../../../Content/Indirect/eProcurement/Setup and Administration/catmgmt-mappingcommcodes.htm
../../../../../../../../Content/Indirect/eProcurement/Setup and Administration/catmgmt-mappingcommcodes.htm
../../../../../../../../Content/Indirect/eProcurement/Setup and Administration/catmgmt-managecommcodes.htm
../../../../../../../../Content/Indirect/eProcurement/Setup and Administration/catmgmt-managecommcodes.htm
../../../../../../../../Content/Indirect/eProcurement/Setup and Administration/catmgmt-managecommcodes.htm
../../../../../../../../Content/Indirect/eProcurement/Setup and Administration/catmgmt-managecommcodes.htm
../../../../../../../../Content/Indirect/eProcurement/Setup and Administration/catmgmt-mappingcommcodes.htm
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Edit a commodity code:

1. Go to Suppliers > Configuration Settings > Commodity Codes. TheManage
Commodity Codes tab displays by default.

2. Search for commodity codes by entering a Commodity Code value or Description,
and select the Search button.

3. Select a Commodity Code from the list. The details display on the right.
4. Edit the appropriate fields, the Commodity Code, Description, or Active status.
5. Click Save.

Delete a commodity code:

1. Go to Suppliers > Configuration Settings > Commodity Codes. TheManage
Commodity Codes tab displays by default.

2. Search for commodity codes by entering a Commodity Code value or Description,
and select the Search button

3. Select a Commodity Code from the list. The details display on the right.
4. Click the Remove button.
5. The Commodity Code no longer shows in the list.

Search for a commodity code:

1. Go to Suppliers > Configuration Settings > Commodity Codes. TheManage
Commodity Codes tab displays by default.

2. Enter a commodity code value or description in the search box.
3. Click the Search button.
4. The list displays commodity code values meeting your search criteria.

Manage Commodity Codes via Import/Export

Export the list of current commodity codes

This task can be used to provide a “blank” template if no commodity codes have been entered or
to see an organization’s current list of commodity codes in the application

1. Go to Suppliers > Configuration Settings > Commodity Codes. TheManage
Commodity Codes tab displays by default.

2. Click the Commodity Code Import/Export sub-tab.
3. Select Export from the Action drop-down box.
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4. Enter a description of the export in the Description box. For example, Current
Commodity Codes.

5. Click Submit.
6. Under Recent Activity on the right side of the screen, your file may display in a

Pending state or may be Completed. TIP: You may need to click the Refresh button
to update the file from a Pending to Completed state. The description of the file is
shown in Bold.

7. To save and/or view the file, click the Click to download… link below the (internal)
file name. The file name and link is only available once a file is completed. It is
recommended to save, and then open the file in MS Excel. From there, you can make
edits or review the data. Refer to the next task to learn more about the data in the
file.

8. Select the Click to delete… option to the right of the file name if you no longer need
the file export.

Update the Commodity Code spreadsheet

Using MS Excel, or some other tool, you can update the commodity code information, and then
save the file for import

1. Open the commodity code export file using MS Excel. The file is a .txt file, but you
can open it in MS Excel and make updates from there.

2. There are a number of columns in the file. You cannot move or delete any of these
columns, but they can be hidden while you are working. You may want to make
changes to the following columns or add additional rows of data (i.e. – additional
commodity codes)

3. Commodity Code Value: This is the current name for the commodity codes in the
system. No changes should be made to this column. Note: If you delete a row from
this column, it will remain in the application.

4. New Value. Enter a new name for the commodity code if you would like to rename
the value. You can also add a NEW commodity code by leaving the commodity code
value blank and entering a value in the New Value field. 

5. Commodity Code Description. The current commodity code descriptions are
listed. This is an optional field. If changes are made, the records will be updated.

6. Active. Enter True if you would like the commodity code to be active (i.e. used) and
False if you do not want it used at this time.

7. After all items have updated and added, save the file in a .txt format.

Validate updated commodity codes

This task walks you through the validation process, which is recommended prior to importing
data.
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1. Go to Suppliers > Configuration Settings > Commodity Codes. TheManage
Commodity Codes tab displays by default.

2. Click the Commodity Code Import/Export sub-tab.
3. Select Validate from the Action drop-down box.
4. Enter the Description of the import file. Make the description useful in

understanding your purpose for the file.
5. Browse and locate the file to be imported in the File Name field. The file must be in a

.txt format.
6. Click the Submit button. The import file displays on the right side of the screen
7. If there are any issues, they will be listed on the right side of the screen. These

issues should be corrected before importing the data. Details after you submit an
export or import file:

Import an updated Commodity Code file

1. It is assumed that the file has been validated. After the file is validated and found to
be without errors or warnings, click the Click to import… link under the file name in
the Recent Activity table.

2. A validation window displays. ClickOK. The data will be updated and a message will
display confirming the import has completed.

3. You can view any changes or additions in the Manage Commodity Codes tab.

Buyer View Configuration
Customers are able to configure whether or not fields display on a Supplier Registration Profile
and if they are required. Customer users have the ability to edit supplier profile fields according to
their user permissions (assigned by an administrator at the role or user level). Some organizations
would like to limit the ability of customer users to edit specific fields within the supplier profile.
The Buyer View Configuration page is available to indicate which fields should be displayed to
buyer users as read-only in supplier profile. The configuration applies to all buyer users for all
supplier profiles. This features does not impact the supplier user's ability to edit the fields
according to the Entity or Individual Registration configuration.

Note: If a field or section is configured as Buyer Read Only, no users will have the ability to
edit the field, regardless of user permissions. The configuration applies to all users on all
supplier profiles.

1. Navigate to Suppliers > Configuration Settings > Registration Configuration >
Buyer View Configuration.

2. If you would like to block the ability for buyer users to edit a field, select the checkbox
under Buyer Read Only for that field.
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3. When all desired fields are selected, click Save.

Supplier Profile Field Descriptions
Following is an explanation of the fields available to configure for Entity and Individual
Registration Profile forms. Not all fields are available for all forms.

Company Overview
Legal Company Name - The legal name under which the company does business. This field is
required by the system.

Doing Business As (DBA) - The supplier can enter an alternate business name here. This name
is an alternate name that the supplier may be doing business as (or are commonly known as), but
is not the Legal Company Name. The Legal Company Name should not be repeated in this field. If
the supplier does not use an alternate name, this field should be left blank.

Country of Origin - The supplier will select a country from the drop-down list that is their
organization's country of origin for tax purposes. US Citizens and Permanent Residents should
select "United States".

Does your company have a DUNS number? - The supplier will select Yes or No. If Yes, the Dun
& Bradstreet Number (DUNS) field displays.

Dun & Bradstreet Number (DUNS) - The company’s Dun & Bradstreet number.

Legal Structure - The appropriate legal structure for the organization. This field will determine
what type of Tax documents are available for the supplier's selection.

l Tax ID Number Type - This field displays if the supplier selects Individual/ Sole
Proprietorship as the Legal Structure. This field cannot be configured in registration
forms.

Tax ID Number - The supplier will enter either an Employer Identification Number of Social
Security Number / Social Insurance Number. This value is validated as per customer
configuration, and based on the Country of Origin, Legal Structure and Tax ID Number Type
selected. Please note that Social Security Number is masked to users. Users with the appropriate
permission to view the SSN may select a hyperlink to view the actual SSN value.

VAT Registration Number - This field shows if the selected Country of Origin supports
VAT Registration.

VAT Exempt - This field shows if the selected Country of Origin supports VAT Registration, and is
used to indicate if the organization is exempt from VAT registration.
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Are you exempt from backup withholding? - The supplier will click Yes or No to indicate if the
organization is exempt from backup withholding. If yes, a field for Backup Withholding
Attachmentwill display.

Website - Enter the URL for your company’s web page.

Supplier Tax Representative ID - (Global invoicing organizations). Allows a supplier to specify
their tax representative's Tax ID number in a text field. This is an option for a supplier to delegate
the VAT tax payment to another legal entity because they themselves are not a legal tax entity in
the country to which they need to pay VAT.

Commercial Registered Court - (Global invoicing organizations). Allows a supplier to specify the
district court or office where they are registered.

Supplier Registered Seat - (Global invoicing organizations). Allows a supplier to specify their
Supplier Registered Seat.

Supplier Commercial Registration Number - (Global invoicing organizations). Allows a supplier
to specify their Commercial Registration Number. This is the supplier’s registration number that is
entered with the country’s Commercial Registry and the city where the supplier is registered. This
value will populate sales invoices from the supplier profile. If added to the buyer invoice
document configuration, it is displayed on buyer invoices.

eInvoice Declarations - (Global invoicing organizations). Allows a supplier to enter legal and
commercial conditions in accordance with local laws, for example, the EU's Late Payment
Directive. If the Declarations field is configured on a Global Invoicing customer's active buyer
invoice document configuration, and the eInvoice Declarations field is completed on the supplier
profile, the Declarations field is displayed as a read-only field on buyer invoices and credit
memos. It shows text from the eInvoice Declarations field on the supplier's profile.

Business Details
Year established - The year the organization was established.

Number of employees - The number of employees for the organization. Please note this
information (along with NAICS code and Annual Revenues) is used to calculate the Small Business
Enterprise classification.

Business Description - The supplier can enter a description of the business, up to 2,500
characters.
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Supplier Capital - (Global invoicing organizations). Allows a supplier to specify their Supplier
Company Capital, i.e., the amount of the supplier's company capital or shared capital on an
invoice. Suppliers must enter the correct 3-digit code of the corresponding currency next to the
amount.

Supplier Shareholders - (Global invoicing organizations). Allows a supplier to specify the
Supplier Board Members/Shareholders. This value will populate sales invoices from the supplier
profile. If added to the buyer invoice document configuration, it is displayed on buyer invoices.

Annual Revenues/Receipts: Past 3 years - The supplier will select the appropriate Currency
and enter annual sales for the past three years. Please note this information (along with NAICS
code and Number of Employees) is used to calculate the Small Business Enterprise classification.

Sales Territories - In this section, the supplier can indicate their service areas.

l Is Your Business a Local Supplier? - The supplier should select "Yes" if they deal
exclusively with local customers.

l Is Your Business a National Supplier? - The supplier should select "Yes" if they sell to
customers throughout their country (instead of only locally).

l U.S. Service Area - If the supplier serves one or more states or territories in the United
States, they can select the Edit button and choose the appropriate values.

l International Service Area - If the supplier serves international territories, they can select
the Edit button and choose the appropriate values.

Products and Services - In this section, the supplier can enter additional information, including
NAICS and Commodity Codes, for the products and services they provide.

l NAICS Codes - NAICS stands for the North American Industry Classification System,
which has industry-standard codes that describe the type of products and/or services a
supplier provides. The supplier can designate a primary NAICS code, and one or more
secondary NAICS codes as applicable. Click here to navigate to an external website for
additional information about NAICS Codes.

l Commodity Codes - If your organization utilizes a specific list of commodity codes, you
can request or require the supplier to select one or more Commodity Codes from your
organization list to classify their products/services.

l Keywords - The supplier can enter keywords that reflect the company’s products and
services.  These keywords are used when a buyer searches for a specific item and/or
service while shopping.

Addresses
You can choose to display and/or require different types of addresses for the supplier:

http://www.census.gov/eos/www/naics/
http://www.census.gov/eos/www/naics/
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l Fulfillment Address - These are locations that take orders
l Physical Address - This is a physical business address for the customer, and one that may

or may not also process orders or receive payment.
l Remittance Address - This type of address receives payments.

The supplier can enter multiple addresses of the same type. For each type of address, your
organization can choose to display specific fields or not. Some fields, however, are displayed by
default and cannot be unchecked.

l Address Label - The supplier can enter a label for the address that is visible to customers.
l How would you like to receive purchase orders for this location? - You can choose for

suppliers to see this option for Fullfillment Center Address Types only, and if they are
not currently configured to transmit orders to your organization via cXML. The supplier will
select the purchase order delivery method for the address: Email, Fax, Mail or Not
Applicable. Please note that this does not determine the actual delivery of purchase
orders for the supplier. That is configured for each customer as part of the supplier
enablement process. This field is for informational purposes only, and used by some
customers to populate appropriate information in their external systems.

l Country - The supplier will select from the dropdown list of countries.
l Address Lines 1-3 - The supplier will enter the address on the appropriate lines.
l City/Town - The supplier will provide the city or town for the address.
l State/Province - Depending on the country selection, the supplier may have a dropdown

list of states/provinces available. Or, the supplier can enter in the appropriate value if none
are provided.

l Postal Code - The postal code for the address. The format is verified if the country
selection is USA or Canada. Your organization may require a specific zip code format (See
"US Postal Formatting Settings" on page 102).

l Phone - The main telephone number for the address.
l Toll Free Phone - A toll-free number for the address, if applicable.
l Fax - The main fax number for the address.

Contacts
You can choose to display and/or require different types of contacts for the supplier:

l Catalog
l Corporate
l Customer Care
l Diversity
l Fulfillment
l PO Failure
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l Remittance
l Sales
l Technical
l Other

The supplier can enter multiple contacts of the same type. For each type of contact, your
organization can choose to display specific fields or not. Some fields, however, are displayed by
default and cannot be unchecked.

l Contact Label - The supplier can enter a label for the contact that is visible to customers.
This should be different than the contact first name and last name, but can be that value if
appropriate. An example is "Stockroom Catalog Contact".

l First Name - The contact's first name.
l Last Name - The contact's last name.
l Email - The contact's email address.
l Position Title - The contact's title.
l Phone - The contact's phone number, including country code, area code, phone number

and extension if applicable.
l Mobile Phone Number - The contact's mobile phone number.
l Fax - The fax number for the contact.
l Toll Free Phone - The toll free phone number for the contact.

Locations
If you choose to display and/or require Location fields, the supplier will be able to manage
different types of Locations to which they will assign addresses and contacts. When the supplier
selects to add a location, the following fields are available:

l Location Label - The supplier can enter a label for the location that is visible to customers.
.

l Location Type - The supplier can select from the available Location Types: Headquarters,
Fulfillment Center, or Other.

l Location Description - The supplier can enter a description for the location, if appropriate,
up to 700 characters.

l Effective Date - The effective date for this location.
l Assigned Addresses - The supplier can associate multiple addresses with the location.
l Assigned Contacts - The supplier can associate multiple contacts with the location.
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Diversity Information
If you have chosen to display the Diversity section to the supplier, they will initially answer the
question: Does your Business Quality as a Diverse Supplier? - The supplier will select Yes to
proceed with selecting diversity classifications. When selecting to add a diversity classification,
they will choose from your organization's configured federal, state and other diversity
classifications, and complete the following information:

l Diversity Name - The Diversity Name is the selected Diversity Classification.
l Some diversity classifications have additional options available once selected:

l Are you certified by a certifying agency? - Available for some classifications. If
appropriate, the supplier can indicate if they are certified by a certifying agency for
the selected diversity classification.

l Certification Type - If the supplier answers 'yes' to being certified, they may have
the option of selecting the certification type, depending on the diversity
classification.

l Certifying Agency - If the supplier answers 'yes' to being certified, they may have
the option of entering a certifying agency.

l Expiration Date - If the supplier answers 'yes' to being certified, they may have the
option of entering an Expiration Date for the classification certification.

l Certification Number - If the supplier answers 'yes' to being certified, they may
have the option of entering your Certification Number for the classification.

l Upload Certificate - If the supplier answers 'yes' to being certified, they may have
the option of uploading a copy of the classification certificate.

l Some other classification-specific information may be available.

Insurance Information
You can choose to display and/or require different types of insurance certifications for the
supplier:

l Automobile Liability
l Business Liability
l Business Owner
l Commercial Automobile Liability
l Commercial General Liability
l Cyber Liability
l Employers' Liability
l Employment Practice Liability
l Errors & Omissions
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l Excess Liability
l Fire and Marine
l General Liability
l Malpractice
l Product Liability
l Professional Liability
l Property Damage
l Public Liability
l Umbrella Liability
l Workers' Compensation
l Other

The following fields may be available to the supplier when entering insurance information:

l Policy Number - The policy number for the insurance record.
l Insurance Limit - The supplier can select from the ranges for the Insurance limit: $500,000

or less; $500,001 to $1,000,000; $1,000,001 to $2,000,000; or More than $2,000,000.
l Expiration Date - The expiration date for the insurance record/policy.
l Insurance Provider - The Insurance Provider company name.
l Agent - The agent for the Insurance record/policy.
l Insurance Provider Phone - The phone number for the insurance provider.
l Upload Certificate of Insurance - The supplier can upload a copy of the insurance

document.

Payment Information
You can make various payment methods available to the supplier in the Accounts Payable section
of registration configuration:

l Direct Deposit (ACH)
l Credit Card
l Check
l Wire Transfer
l ePayable
l Pay Mode

The following fields may be available to the supplier when entering payment information. Note:
Different fields will display depending on the payment method selected:
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l Payment Title - The supplier can enter a title for the payment method that is displayed to
the customer.

l Direct Deposit Format - If Direct Deposit is the Payment Type, the supplier will choose
from the following formats:

l ACH -Automated Clearing House if a form of electronic funds transfer that provides
a secure, efficient method of receiving payment through the ACH Network.

l CCD - Cash Concentration or Disbursement entry is a National Automated Clearing
House Association (NACHA) payment format that accommodates only the payment
amount. This option does not allow remittance detail to be provided electronically.

l CTX - Corporate Trade Exchange is a National Automated Clearing House
Association (NACHA) format that incorporates multiple addenda records that are
structured in ANSI X.12 variable length fields. The addenda records are the
remittance detail for the ACH payment.

l Remittance Address - The supplier can select from their active remittance address.
l Electronic Remittance Email - The electronic remittance email, for informational purposes

only.
l Currency - The supplier can select the currency applicable to this payment method.
l Contact Name - The supplier can list a contact name for this institution/payment method.
l Purpose - The supplier can enter a purpose for this payment method, such as for specific

types of transactions.
l Active - The supplier must select to make this payment method active. Only active entries

are viewable by customers.
l Bank Account - If the supplier selects Automated Clearing House as the Payment Type,

they can enter Bank Account information. Note that some options will differ depending on
the country selection:

l Country - The supplier can select from the available countries.
l Bank Name - The name of the bank for this payment information entry.
l Account Holder's Name - The name of the account holder.
l Account Type - Select if the account is Checking or Savings.
l Depending on the country selection, the following fields will show to enter account

information:
l Routing/Transit Number - The Routing or Transit number for the account.
l Account Number - The Account Number for this payment method. This

value is masked unless a user has permission to view sensitive bank account
information. The value can contain up to 22 digits.

l SWIFT/BIC - A SWIFT code is an international bank code that identifies
particular banks worldwide. It's also known as a Bank Identifier Code (BIC).

l IBAN Account Number - Enter the IBAN Account Number. This field will only
display if the selected country supports IBAN Account Numbers. This value is
masked unless a user has permission to view sensitive bank account
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information.
l International Routing Code (IRC) - If applicable the supplier can enter an

International Routing Code for the payment method.
l Address Lines 1-3 - The supplier can enter the appropriate address information for

the bank.
l City/Town - The City or Town for the bank.
l State/Province/Region - The state/province/region for the bank. Depending on the

country selection, the supplier may have a dropdown list of options, or can enter the
appropriate value in a text box.

l Postal Code - The postal code for the bank.
l [Payment Method] Flex Fields (1-5) - Five Flex Fields are available for each

payment method type (i.e. Check Flex Field 1-5, Direct Deposit Flex Field 1-5, etc.).
The Flex Fields can be renamed in Field Management.

Tax Information
You can choose to make different tax forms visible to suppliers in the registration configuration.
Options will display to the supplier based on their selected Legal Structure. Tax Documents
supported include:

l W-9
l W-8BEN
l W-8BEN-E
l W-8ECI
l W-8EXP
l W-8IMY
l 8233

The following fields may be available to the supplier when entering tax information:

l Tax Document Name - A name for the tax document that is displayed to the customer.
l Tax Document Year - The supplier can select the appropriate tax document year from the

dropdown.
l Tax Documentation - The supplier can upload tax documentation.
l Options for downloading a pre-populated tax document, signing a document via DocuSign,

and certifying a manually uploaded document. Options display depending on the
organization's tax information section configurations for and .
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Supplier Registration Profile Configuration

Overview
Once the supplier has registered for a portal, they can complete additional information you
require. You can configure the information you want a supplier to complete as part of doing
business with your organization. You may configure registration options for Entities and
Individuals separately. You may select to simply include types of information you want the
supplier to complete, or require that the supplier complete specific information in order to submit
their registration. After the supplier has completed the required information, they will select to
Certify and Submit that the information is complete.

In addition to the standard fields, Supplier Management customers can configure your own
custom profile fields to be included in the supplier registration. You may customize information
for some sections as well.

Related Permissions
See "Supplier Management Permissions" on page 20 for a complete listing of permissions related
to Supplier Management.

Accessing the Supplier Registration Profile Configuration.
You will configure the registration profile forms and details at Suppliers > Configuration
Settings > Registration Configuration.

Supplier Profile Registration Types
As you configure the supplier registration profile, you are given the option of indicating if fields
show and/or are required on the different registration type profiles. You may want a different
registration type profile for a supplier that already exists in your database than you have for
suppliers who may register via your website. You are also given the option of configuring a
specific profile for Individual registrations. As you are configuring a registration profile field, select
one or more of the following profiles as the Registration Type(s) if you want the field to display/be
required for suppliers who complete their registration using that profile type.
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Entity and Individual Registration
You may configure the fields that are visible and/or required for entities in the Entity Registration
section. You may configure fields differently for an Individual Registration. Some field
configurations must be the same for both types of registrations. In those cases, you will not see
the ability to edit the configuration in the Individual Registration.

Some configurations are only made on the Entity registration page, and will be inherited to the
Individual Registration page.

Profile 1
This profile is generally selected as the registration type for use with those suppliers that will self-
register without being invited by your organization. You may want to gather basic information
from suppliers that submit registrations in this way.

Profile 2
This profile generally selected as the registration type for use with those suppliers that you invite
to register from the application. Usually you include more information on this profile so that you
can fully qualify suppliers that you know you are interested in doing business with already. This
profile can also be configured to be the profile used for supplier self-registrations from your
website.

Profile 3
This profile is a third option available to customers and can be used for inviting suppliers or with
supplier self-registration.

Individual Profile
The Individual Profile is used for the Individual Registration, in the case of someone that is not an
entity, such as a speaker to an event. You may want to include much less information on this
profile since it will not apply to an individual type supplier.

Registration Profile Fields
Customers can configure registration profiles to collect the appropriate information by supplier
type or relationship. Standard profile fields can be made required or optional, or excluded from a
registration profile entirely. In addition to configuration of the standard profile fields, Supplier
Management customers can add unlimited custom profile fields to up to four registration profile
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types. Custom profile field types include: text box, text area, checkbox, drop-down list, radio
button group, multi-select, calendar date, file attachment, and HTML area. Any custom profile
field can be deemed an “internal only” field and will not be exposed to the supplier during the
registration process.

When configuring the registration fields, you will select:

l Required - Enable this option if you want the supplier to be required to complete the field
before they can Certify and Submit their registration. Note: There may be different
requirement options for some fields.

l Review required for subsequent edits - You will see this option if your organization is
configured to review supplier changes for selected profile fields. Enable this option if you
want to review supplier changes made to this field. Customer users with appropriate
permissions will then be notified when a supplier makes a change to this field and the
customer will have the opportunity to approve the change. Note: This option is enabled at
the field level and cannot differ per registration configuration (i.e. individual vs. entity).

l Alternate Display Name in the Accounts Payable section - Supplier Management /
Onboarding customers. For all payment method options under the Accounts Payable
registration section, an Alternate Display Name can be indicated. This allows customers
to display a different name from the default payment method name that may be more
familiar to the supplier.

l When viewing the available payment methods in the Customer Branded Portal,
suppliers will see the Alternate Display Name, if provided.

l If an Alternate Display Name is indicated, it will apply to all registration types. For
example, the Alternate Display name cannot be different for Entity vs. Individual
registration forms.

l Registration types - Supplier Management customers can configure where the field will
show. This differs for Entity Registration vs. Individual Registration

l For entities, you will indicate if the field should show on Profile 1, Profile 2, and/or
Profile 3.

l For individuals, you will indicate if the field should show on the Individual profile.
l If you do not select the field to show on any profile, it will be available for the

customer's internal use only.
l Instructional Text - If you want to configure help text for some of the fields, select a Help
Style from the dropdown. Instructional Text can be displayed as inline help, or when
hovering over a help icon.

Within each section, you may include a Note to Supplier to explain the information you are
requesting on that page.
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Note: Most supplier profile fields are configured to show in the organization's branded view in the
supplier's portal. Some fields are required by default. You may edit whether or not the field shows
to the supplier in your customer-branded view. For all fields except Legal Company Name and
some address fields, you may choose to not require that the supplier complete the information in
order to Certify and Submit their registration.

Supplier Management customers can create Custom Sections for the registration profile
configurations, and indicate which profile(s) should have the section displayed. Custom fields can
be created for all sections except for Addresses and Contacts.

Entity Registration Sections and Fields
Entity Registration is configured for most supplier organizations. The profile fields available for
configuration reflect a business organization with employees and multiple addresses and
contacts.

The following fields are available for configuration in the Entity Registration:

Company Overview

Section Configuration:

l Keep the default or edit the Note to Supplier with instructions for the section.
l Select one or more of the registration types for which the section should be visible.
l Select if you would like to display Instructional Text for specific fields to the supplier user.

Company Information:

l Legal Company Name
l Doing Business As (DBA)
l Country of Origin
l Dun & Bradstreet Number (DUNS)
l Legal Structure (may choose to enable/include instructional text about this field)
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l Tax ID Number
l For this field, there are three "Required" options:

l Not Required - The Tax ID Numberwill never be required.
l Required for US Legal Structures only(default value) - The Tax ID Number

will be required if:
l The Country of Origin is blank or United States (regardless of Legal
Structure value), or

l The Country of Origin is not United States, but the Legal Structure is
a US legal structure.

l Required for All Legal Structures - The Tax ID Numberwill always be
required, regardless of the Country of Origin or Legal Structure selected.

l VAT Registration Number
l VAT Exempt
l Are you exempt from backup withholding?

l For this field, you have options for allowing the withholding documents to be
attached and to require that documents be attached.

l Website
l Custom Profile Fields - configure your own questions to include in the Company Overview

section.
l The following fields are available for Global Invoicing customers. See "Global Invoicing

Configuration" in the online searchable help for additional information about the Global
Invoicing solution.

l Supplier Tax Representative ID 
l Commercial Registered Court
l Supplier Registered Seat
l Supplier Commercial Registration Number

Business Details

Section Configuration:

l Keep the default or edit the Note to Supplier with instructions for the section.
l Select one or more of the registration types for which the section should be visible.
l Select if you would like to display Instructional Text for specific fields to the supplier user.
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Business Details:

l Year established
l Number of Employees
l Business Description
l The following fields are available for Global Invoicing customers. See "Global Invoicing

Configuration" in the Invoicing Handbook or online searchable help for additional
information:

l Supplier Capital
l Supplier Shareholders

l Annual Revenue/Receipts (past 3 years) (may choose to enable/include instructional text
about this field)

l Geographic and State Service Areas
l NAICS codes (includes Primary and Secondary)
l Commodity Codes
l Keywords
l Custom Profile Fields - configure your own questions to include in the Business Details

section

Addresses

Section Configuration:

l Select which Fulfillment Center PO Distribution Methods should be visible to suppliers.
l Keep the default or edit the Note to Supplier with instructions for the section.
l Select one or more of the registration types for which the section should be visible.

Address

l Fulfillment Center Address
l Physical Address
l Remittance Address

Contacts

Section Configuration:

l Keep the default or edit the Note to Supplier with instructions for the section.
l Select one or more of the registration types for which the section should be visible.
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Contact

l Catalog Contact
l Corporate Contact
l Customer Care Contact
l Diversity Contact
l Fulfillment Contact
l PO Failure Contact
l Remittance Contact
l Sales Contact
l Technical Contact
l Other Contact

Locations (available with Onboarding option)

Section Configuration:

l Select the Location Types that should be visible to suppliers.
l Keep the default or edit the Note to Supplier with instructions for the section.
l Select one or more of the registration types for which the section should be visible.

Location

l Location Label
l Location Type
l Location Description
l Effective Date

Diversity

Section Configuration:

l Keep the default or edit the Note to Supplier with instructions for the section.
l Select the registration types on which diversity will be displayed.

Diversity

l Diversity Information (Diversity classification visibility is set on the Suppliers >
Configuration Settings > Diversity Configuration tab)

l Custom Profile Fields - configure your own questions to include in the Diversity section.



JAGGAER 123 www.JAGGAER.com

Insurance

Section Configuration:

l Click the Requires at least one Insurance Type to complete this section checkbox if
you are requiring at least one type of insurance from suppliers.

l Keep the default or edit the Note to Supplier with instructions for the section.
l Select the registration types on which diversity will be displayed.

Insurance Setup

l Automobile Liability
l Business Liability
l Business Owner
l Commercial Automobile Liability
l Commercial General Liability
l Cyber Liability
l Employer’s Liability
l Employment Practice Liability
l Errors & Omissions
l Excess Liability
l Fire and Marine
l General Liability
l Malpractice
l Product Liability
l Professional Liability
l Property Damage
l Public Liability
l Umbrella Liability
l Workers Compensation
l Other
l Custom Profile Fields - configure your own questions to include in the Insurance section.
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Accounts Payable (available with Onboarding option)

Section Configuration:

l Click the Requires at least one Payment Type to complete this section checkbox if you
are requiring a payment type upon registration.

l Keep the default or edit the Note to Supplier with instructions for the section.
l Select the registration types on which diversity will be displayed.

Accounts Payable Setup

l Direct Deposit / Automated Clearing House option information
l Credit Card option information
l Check option information
l Wire Transfer option information
l ePayable option information
l Pay Mode option information
l Custom Profile Fields - configure your own questions to include in the Accounts Payable

section.

Visible Setting

The Visible setting allows buyers to dictate which fields they want displayed to suppliers based
on the selected payment type. Note: This configuration only impacts supplier visibility. Customer
users continue to have the ability to view and edit all fields for a given payment type.

Country Association for Payment Methods

You can configure the supplier registration profile form to restrict the types of payment methods
available based on the country selection for the payment method. By default, all payment
methods will apply to all countries. When a payment method is restricted to specific countries, the
restriction applies to supplier users in the Customer Branded Portal as well as buyer users viewing
the Supplier Profile in their organization solution.

l In the Country Associations section for the payment method, select the Edit
Associations icon . A Country Options overlay displays.

l Countries are displayed by regions. Click the Select All link for the region to select
all countries in that region. You can also individually select countries across different
regions.

l When all selections are made, click Done. The overlay closes and the associated
countries appear for the Payment Method.

l Click Save to save your changes.
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l To remove an associated country, you can select the trash icon next to the country, or
select the Edit Associations icon to deselect/select multiple values.

l Note: A country association cannot be removed from a payment method if there is
an active association.

Tax Information (available with Onboarding option)

Section Configuration:

l Click the Requires at least one Tax Document Type to complete this section
checkbox if you are requiring a tax document upon registration.

l Click the Enable eSignature check box to allow suppliers to certify the attached tax
documents electronically.*

l Click Enable DocuSign to allow suppliers to sign tax documents via DocuSign or Adobe
Sign.*

l Keep the default or edit the Note to Supplier with instructions for the section.
l Select the registration types on which diversity will be displayed.

*Note: You must have a valid DocuSign or Adobe Sign connection configured for your
organization under Suppliers > Configuration Settings > Registration Configuration >
eSignature Settings. See "eSignature Documents in Supplier Registration" on page 144 for
instructions on setting up the eSignature connection for DocuSign or Adobe Sign.

Tax Document Setup

l W-9
l W-8BEN
l W-8BEN-E
l W-8ECI
l W-8EXP
l W-8IMY
l 8233
l Custom Profile Fields - configure your own questions to include in the Tax Information

section.
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Custom Settings

l You have the option of configuring separate sections with customized questions.
l You may base the visibility of the section on a previous question / response.
l You can choose to enable Instructional Text for custom questions.

Certify and Submit

l Here you can select information you would like suppliers to complete as they certify the
information they have entered for their profile.

l Select if you would like to display Instructional Text to the supplier user.

Configuring the Entity Registration Profile

1. Navigate to Suppliers > Configuration Settings > Registration
Configuration.

2. Select Entity Registration to configure the options for suppliers registering as
entities/organizations.

a. Select a section by clicking the next to the section name.
b. Select the Section Configuration link.
c. You may choose to use the default Note to Supplier, or make edits

according to your organization's requirements for this section.
i. To make changes, select the Edit Message button. An

overlay displays for editing content in the organization
default language.

ii. Select from the organization's configured Languages to
create/edit content for the message in other languages.

iii. Select Preview Message to see how your content will
appear.

d. To choose the profile(s) in which the section heading should show,
click the appropriate profile(s) in the Visible on the Following
Registration Types section.

e. If applicable for the section, select if the section is required (available
for Insurance, Accounts Payable, and Tax Information sections).

f. Some sections may have additional configuration options.
g. Select a subsection to view individual fields for configuration.

i. For the selected field, select an option for Required. If you
enable the Required option, the supplier must complete that
information before certifying/submitting that their business
profile information is complete. If you disable the Required
option, the supplier does not have to complete that information
in order to certify/submit their registration. Note: The Required
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options may vary depending on the field.
ii. Select the option for Review required for subsequent edits

(Supplier Management customers only). With this option
enabled, users with appropriate permission will be notified when
a supplier makes a change to this field and the customer will
have the opportunity to approve the change. Note: If this field is
enabled for any address type, contact type, or location, the
setting applies to all address types, contacts, and locations.

iii. In the Visible on the Following Registration Type section,
select the appropriate profile(s) on which the field should
display.

iv. Select a Help Style if you would like to display Instructional
Text to the supplier user. Click the Edit Instructional Text
button to enter and format content. Select additional Languages
to enter and format content for other languages as appropriate
(this option is not available for all fields).

v. Click to Save your changes after each field configuration.
3. Select the History tab to view configuration changes.

Individual Registration Sections and Fields
Individual Registration is available for Supplier Management customers, and is configured for
those that you do business with who may not have 'official' supplier organizations, such as
speakers for events. The profile fields available for configuration are simplified to assume the
supplier does not have a business with employees or multiple addresses/contacts.

The following fields are available for configuration in the Individual Registration:

Individual Overview

Section Configuration:

l Keep the default or edit the Note to Individual with instructions for the section.
l Select if the section should be visible on the Individual Profile.
l Select if you would like to display Instructional Text to the supplier user.
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Individual Information:

l Last Name, First Name
l Country of Origin
l Legal Structure (may choose to enable/include instructional text about this field)
l Tax ID Number

l For this field, there are three "Required" options:
l Not Required - The Tax ID Numberwill never be required.
l Required for US Legal Structures only(default value) - The Tax ID Number

will be required if:
l The Country of Origin is blank or United States (regardless of Legal
Structure value), or

l The Country of Origin is not United States, but the Legal Structure is
a US legal structure.

l Required for All Legal Structures - The Tax ID Numberwill always be
required, regardless of the Country of Origin or Legal Structure selected.

l VAT Registration Number 
l VAT Exempt
l Are you exempt from backup withholding?

l For this field, you have options for allowing the withholding documents to be
attached and to require that documents be attached.

l Website
l Custom Profile Fields - configure your own questions to include in the Individual

Information section.
l The following fields are available for Global Invoicing customers. See "Global Invoicing

Configuration" in the Invoicing Handbook or online searchable help for additional
information about the Global Invoicing solution.

l Supplier Tax Representative ID 
l Commercial Registered Court
l Supplier Registered Seat
l Supplier Commercial Registration Number

Addresses

Section Configuration:

l Select which Fulfillment Center PO Distribution Methods should be visible to suppliers.
l Keep the default or edit the Note to Individual with instructions for the section.
l Select if the section should be visible on the Individual Profile.
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Address

l Address information (single address type)

Contacts

Section Configuration:

l Keep the default or edit the Note to Individual with instructions for the section.
l Select if the section should be visible on the Individual Profile.

Contact

l Contact information (single contact type)

Insurance

Section Configuration:

l Click the Requires at least one Insurance Type to complete this section checkbox if
you are requiring insurance.

l Keep the default or edit the Note to Individual with instructions for the section.
l Select if the section should be visible on the Individual Profile.

Insurance Setup

l Automobile Liability
l Business Liability
l Business Owner
l Commercial Automobile Liability
l Commercial General Liability
l Cyber Liability
l Employer’s Liability
l Employment Practice Liability
l Errors & Omissions
l Excess Liability
l Fire and Marine
l General Liability
l Malpractice
l Product Liability
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l Professional Liability
l Property Damage
l Public Liability
l Umbrella Liability
l Workers Compensation
l Other
l Custom Profile Fields - configure your own questions to include in the Insurance section.

Accounts Payable (available with Onboarding option)

Section Configuration:

l Click the Requires at least one Payment Type to complete this section checkbox if you
are requiring a payment type upon registration.

l Keep the default or edit the Note to Individual with instructions for the section.
l Select if the section should be visible on the Individual Profile.

Accounts Payable Setup

l Direct Deposit / Automated Clearing House option information
l Credit Card option information
l Check option information
l Wire Transfer option information
l ePayable option information
l Pay Mode option information
l Custom Profile Fields - configure your own questions to include in the Accounts Payable

section

Visible Setting

The Visible setting allows buyers to dictate which fields they want displayed to suppliers based
on the selected payment type. Note: This configuration only impacts supplier visibility. Customer
users continue to have the ability to view and edit all fields for a given payment type.

Country Association for Payment Methods

You can configure the supplier registration profile form to restrict the types of payment methods
available based on the country selection for the payment method. By default, all payment
methods will apply to all countries. When a payment method is restricted to specific countries, the
restriction applies to supplier users in the Customer Branded Portal as well as buyer users viewing
the Supplier Profile in their organization solution.
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l In the Country Associations section for the payment method, select the Edit

Associations icon . A Country Options overlay displays.
l Countries are displayed by regions. Click the Select All link for the region to select

all countries in that region. You can also individually select countries across different
regions.

l When all selections are made, click Done. The overlay closes and the associated
countries appear for the Payment Method.

l Click Save to save your changes.

l To remove an associated country, you can select the trash icon next to the country, or
select the Edit Associations icon to deselect/select multiple values.

l Note: A country association cannot be removed from a payment method if there is
an active association.

Tax Information (available with Onboarding option)

Section Configuration:

l Click the Requires at least one Tax Document Type to complete this section
checkbox if you are requiring a tax document upon registration.

l Click the Enable eSignature check box to allow suppliers to certify the attached tax
documents electronically. *

l Click Enable DocuSign to allow suppliers to sign tax documents via DocuSign or Adobe
Sign. *

l Keep the default or edit the Note to Individual with instructions for the section.
l Select if the section should be visible on the Individual Profile.

* Note: You must have a valid DocuSign or Adobe Sign connection configured for your
organization under Suppliers > Configuration Settings > Registration Configuration >
eSignature Settings. See "eSignature Documents in Supplier Registration" on page 144 for
instructions on setting up the eSignature connection for DocuSign or Adobe Sign.

Tax Document Setup

l W-9
l W-8BEN
l W-8ECI
l W-8EXP
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l W-8IMY
l 8233
l Custom Profile Fields - configure your own questions to include in the Tax Information

section.

Custom Sections

l You have the option of configuring separate sections with customized questions.
l You may base the visibility of the section on a previous question / response.
l You can choose to enable Instructional Text for custom questions.

Certify and Submit:

l Here you can select information you would like suppliers to complete as they certify the
information they have entered for their profile.

l Select if you would like to display Instructional Text to the supplier user.

Configuring the Individual Registration Profile

1. Navigate to Suppliers > Configuration Settings > Registration
Configuration.

2. Select Individual Registration to configure the options suppliers registering as
individuals

a. Select a section by clicking the expand icon.
b. Select the Section Configuration link.
c. You may choose to use the default Note to Supplier, or make edits

according to your organization's requirements for this section.
i. To make changes, select the Edit Message button. An overlay

displays for editing content in the organization default language.
ii. Select from the organization's configured Languages to

create/edit content for the message in other languages.
iii. Select Preview Message to see how your content will appear.

d. If applicable for the section, select if the section is required (available
for Insurance, Accounts Payable, and Tax Information sections).

e. Some sections may have additional configuration options.
f. Select a subsection to view individual fields for configuration:

i. For the selected field, select an option for Required. If you
enable the Required option, the supplier must complete that
information before certifying/submitting that their business
profile information is complete. If you disable the Required
option, the supplier does not have to complete that information
in order to certify/submit their registration. . Note: The Required
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options may vary depending on the field.
ii. The option for Review required for subsequent edits is shown

as read-only, and reflects the setting for the field in Entity
Registration. With this option enabled, users with appropriate
permission will be notified when a supplier makes a change to
this field and the customer will have the opportunity to approve
the change.

iii. In the Visible in the Following Registration Type section,
enable the Individual Profile checkbox if you want the field to
display for a supplier being invited with the individual profile.

iv. Select a Help Style if you would like to display Instructional
Text to the supplier user. Click the Edit Instructional Text
button to enter and format content. Select additional Languages
to enter and format content for other languages as appropriate
(this option is not available for all fields).

v. Click to Save your changes after each field configuration.
3. Select the History tab to view configuration changes.

Configuring a Custom Section
Supplier Management customers can configure a custom section for suppliers to provide
additional information. The section can be configured to display based on other conditions or for
all suppliers. Once the section is added, the customer configures custom profile questions for the
section.

1. Navigate to Suppliers > Configuration Settings > Registration Configuration.
2. Select Entity Registration tab or Individual Registration tab to configure the

supplier registration profile.
3. Select the button Create Custom Section.

a. In the overlay, provide a Section Name.
b. Indicate the Display Order if more than one custom section exists.
c. Click Create.

4. The page refreshes with Section Configuration options.
5. Edit the Section Name or Display Order at any time.
6. Select the Add button for Conditional Visibility if this section should show based

on the supplier's answer to Legal Structure, Country of Origin, Commodity Code,
NAICS Code or other custom questions. If this option is not selected, the section will
show to all suppliers for the selected Profile registration type.

a. In the custom section overlay, select the conditional field that will
control the display of the custom section, and click Next.

b. Depending on the field selection, the available answers to the
conditional field will display in the overlay. Select the appropriate
values that will control the display of the section, then click Add.



JAGGAER 134 www.JAGGAER.com

7. Include an optional Note to Supplier that will explain the section and information you
will ask for in this section.

8. Select which Registration Types on which this section should appear (Profile 1,
Profile 2, Profile 3, Individual Profile).

9. Click Save when configuration is finished.

Custom Profile Fields
Supplier Management customers can include custom questions or other custom information in
supplier registrations. To configure custom profile fields, select the add custom profile field
hyperlink and complete the appropriate information. Note: Some options do not show until you
have initially saved the custom profile field.

l Custom Type - You must select the type of custom profile field. Once selected, this
cannot be changed. The following types of custom profile fields are available:

l Text Box - the user will provide an answer in a text box field up to 100 characters.
l Numeric Text Box - the user will provide answer in a text box field that must only

have a numeric value.
l Text Area - the user will provide an answer in a text box up to 500 characters.
l Check Box - the user will either select the checkbox for this field or not.
l Dropdown List - With this type selected, the organization configures a list from

which the supplier will choose from a dropdown list of options. Only one selection
can be made from the dropdown list.

l Radio Button Group - With this type selected, the supplier will choose from a list of
radio button options configured by the organization. Only one selection can be made
from the radio button options.

l Multi Select - With this type selected, the supplier may choose one or more options
from a list configured by the organization.

l Calendar Date - The supplier will choose a date from a calendar picker (or otherwise
free-form complete the date)

l File Attachment - The supplier will upload a file in response to the question.
l Sensitive File Attachment - The supplier will upload a file in response to the

question. Access to the file is restricted in supplier history to only users with the
View Sensitive Custom Attachments in History.

l HTML Area - use this field type to have a large area available for HTML configured
text, such as instructions or a document/link to a document for review.

l eSignature Document - This field type is used to attach a document for the
supplier's review and signature. See "eSignature Documents in Supplier
Registration" on page 144 for additional information about enabling this option.

l Profile Field Name - This is the label that will display for the custom profile field -- the
actual text you want to ask the supplier to complete.
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l Edit Translations - Select this button to enter values for the custom profile field name in
other languages.

l Display Order - If there is more than one custom profile field in the section, enter a
numeric value to control the display order of custom profile fields. All custom profile fields
will display below other fields on the page.

l Searchable - Enable this option if you want this field to be searchable in the supplier
search. Note that some fields cannot be made searchable because the potential for a large
amount of data in these fields.

l Display Label in Search - If you have selected to make the element searchable, enter text
if you want a different/shorter label than what is configured for the Element Name. For
example, the Element name may be Inviting Organization or Department that is
displayed to suppliers. However, for your supplier search interface, you may choose to
shorten the label by entering Inviting Org/Dept as the Display Label in Search.

l List Values - If you have selected a list type custom question (Dropdown list, Radio Button
group, or Multi Select), you must configure the list values from which the supplier will
choose. The profile field will not be visible to the supplier or internally until values have
been configured.

l Required - Enable this option if you want the supplier to be required to complete the field
before they can Certify and Submit their registration.

l Review required for subsequent edits - If you have configured your organization to
review supplier changes to selected profile fields, this option will show. Enable this option if
you want to review any changes the supplier makes to this field before accepting the
supplier change.

l External Id - The External ID is a unique ID that can be used for importing/exporting
custom questions. The maximum field length is 35 characters.

l Conditional Visibility - You may select to control the visibility of this field depending on
the supplier's answer to Legal Structure, Country of Origin, Commodity Code,
NAICS Codes or custom questions.

l Registration Types - Select from the available profile types on which you want the custom
question to display.

l Instructional Text - Select a Help Style if you would like to display Instructional Text to
the supplier user. Click the Edit Instructional Text button to enter and format content.
Select additional Languages to enter and format content for other languages as
appropriate.

Conditional Visibility
You may select to configure a custom field to display based on a previous field's value. For
example, you may want a supplier to provide additional information if they choose a specific Legal
Structure. In that case, you would add a custom question for the additional information you need,
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and make the conditional visibility based on the appropriate Legal Structure value(s). A question
configured with conditional visibility will inherit the parent question's settings for which profile
forms the field displays, but you may choose to enable or disable a child field on any of the profile
forms, regardless of the parent question setting.

To create a condition for the field visibility:

1. Click Add. The Add Conditional Visibility overlay displays.
2. Select the field that will control visibility. Click Next.
3. Select the value(s) for the conditional field that will control the display of the profile field. If

multiple values are selected, visibility is based on if any of the selected values are
provided. When finished, click Add.

4. The overlay closes, and the Conditional Visibility field displays the configuration.
5. Click Edit to modify the conditional visibility settings.
6. Click Remove in the Edit dropdown to remove the conditional visibility settings.

Note: Only one field can be used in configuring conditional visibility for a single field. The
following field types can be conditional fields: checkbox, drop-down, radio button or multi-select.

Instructional Text
You may choose to configure Instructional Text for fields in the following sections of the
registration profile:

l Company Overview
l Business Details
l Certify and Submit
l Custom profile fields (available to customers with Supplier Management)

Supplier Management customers can configure Instructional Text for the same fields on the
Individual Registration as well.

Note: Default Instructional Text exists and is enabled with the Inline Help Style for Dun
& Bradstreet, Legal Structure, and Annual Revenues/Receipts. You can choose to edit the
default text or change the Help Style for these fields.

To enable Instructional Text, select a Help Style for the field. The default value is None,
meaning no instructional text will display to the supplier. Once you have selected a Help Style,
click the Edit Instructional Text button to enter the text and apply formatting. Select from your
organization's configured Languages to also enter instructional text in a different language. Click
Save to save your text. Click Save for the field on the registration profile configuration.

l Inline help is displayed above the field in a blue informational bar.
l Icon help will display when a user hovers over the blue help icon for the field.
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You can also manage Instructional text from the Manage Translations page. See "Manage
Translations for Instructional Text and Custom Profile Registration" on page 140 for additional
information.

Managing Translations for Custom Profile Fields
The majority of standard fields in the application support translations to other languages.
Because custom profile fields in the supplier registration configuration is defined by each
customer organization, the fields are not available to be translated by the JAGGAER ONE system.
However, customers can provide translations for custom profile fields within the supplier
registration configuration. Also, the list values associated with some types of Custom Profile
fields (Dropdown List, Radio Button Group, Multi-Select) can be translated as well.

An Edit Translations button is available next to the Profile Field Name and in the List Values area
(if appropriate for the type) when configuring a custom profile field. When selected, the user can
choose which languages should be supported for the field or list value, and enter the appropriate
text for each.

l Available languages for translation are all those supported by JAGGAER: French, German,
Italian, Polish, Spanish, Japanese, Chinese, Dutch, English.

l When a language is selected, a text box displays for you to enter the appropriate
translation and save your changes. If you select a Language, you must enter a value for the
field.
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l Supplier and customer users viewing the supplier profile / registration will see the custom
profile field displayed in their selected language with the appropriate translation, if
configured. If there are no translations for the field, the user will see the custom profile field
displayed in the customer organization's default language.

l Updates to the translations are captured in Configuration Settings > History.

AManage Translations page is available under Suppliers > Configuration Settings >
Registration Configuration. All sections of supplier registration configuration are displayed. Any
sections that do not support custom profile fields or do not have any custom profile fields
configured display a message.

l The custom fields configured for each section displays, along with the languages selected
for translation.

l Translations for the custom profile fields can be edited from this page as well by selecting
the Edit button. Any changes are captured in History for the corresponding registration
type. Translations for custom profile fields and lists can also be done via an Export and
Import process. See "Manage Translations for Instructional Text and Custom Profile
Registration" on page 140 for additional information about translating custom profile fields
and lists.

1. Navigate to Suppliers > Configuration Settings > Registration Configuration.
2. Select Entity Registration or Individual Registration to configure the supplier

registration profile.
3. Expand the section of the registration configuration to which you would like to add

the custom profile field.
4. Select to expand the Custom Profile Fields section to see any existing Custom

Profile Fields configured for that section.
5. Select to add custom profile field. The New Custom Profile Field panel displays.

a. Select the Custom Type for the field. Note: This value cannot be changed
once saved.

b. Enter the Profile Field Name. This is the text the supplier will see on the
registration profile. This field is required, and can be changed at any time.
However, changes affect all registration types.

c. Select the Add profile field button to save the Profile Field Name and see
additional configuration options.

6. Additional configuration options display depending on the Custom Type selected.
a. Select the Edit Translations button if you want to provide the custom field

name in other languages.
a. Select the language(s) for which you would like to provide

translated text. The language and a text box displays as each
language is selected.

b. Enter the appropriate translation for each selected language.
c. Click Save in the overlay.
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b. Enter the Display Order for the field, if there are multiple custom profile fields
in the section.

c. Indicate if you would like the field to be Searchable in advanced supplier
search. This option is not available for all field types.

d. Select the Section for the custom field. This value will default to the section
you are in. However, selecting a difference value will move the custom field to
another location in the registration.

e. The List Values field will display if the Custom Type of the field is one that
you will configure a list of responses (Dropdown List, Radio Button Group,
Multi-Select). Select configure values... to begin entering list values:

a. Enter a value in the text box, and click Add Entry. The value is
added to the list and an Order value is given in increments of 10.

b. Continue entering values in the same manner.
c. You can change the order by entering different number values in

theOrder column and click Save Order Changes to see the
reordered list (this does not close the overlay).

d. You cannot edit an existing entry, but you can remove it and
enter a new entry. To remove an entry, select the checkbox next
to the value, and click Delete Selected.

e. When all order changes and entries have been done, select
Close.

f. To provide translations for the list values, select the Edit
Translations button.

i. In the Edit Custom Element List Values overlay,
select the Languages for which you will provide
translated content.

ii. A section for each language displays the list with an
Entry text box to enter the translated value.

iii. When finished, click Save to close the overlay.
iv. Select Preview Translations in the List Values area

to see the current languages and translations
configured for the list.

f. Indicate if you want the supplier to be Required to complete this field in order
to submit their registration.

g. If your organization is configured to review edits to some fields, indicate the
option for Review required for subsequent edits. This option only displays if
your organization is configured to require edits for some fields.

h. Enter an optional External ID for the field that will be used for import/export.
i. If you would like to set Conditional Visibility for this field, select the Add

button to choose if you want this field to display based on selected values for
Legal Structure, Country of Origin, Commodity Code, NAICS Code, or other
custom question. If this option is not selected, the section will show to all
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suppliers for the selected Profile registration type.
i. In the Add Conditional Visibility overlay, select the field that

will control the display of the custom field, and click Next.
ii. Depending on the field selection, the available answers to the

conditional parent field will display in the overlay. Select the
appropriate values that will control the display of the custom
field, then click Add.

iii. To make changes to the values for conditional visibility, select
Edit next to the current conditional visibility setting information.

j. Select one or more Registration Types - where you want the field to show to
suppliers: Profile 1, Profile 2, and/or Profile 3. For Individual registration
configuration, only the Individual Profile is available. If no Registration Types
are selected, the field will not show to the supplier.

7. Click to Save your configuration options.
8. All changes are logged in on the History tab.

Manage Translations for Instructional Text and Custom
Profile Registration
Customers have the ability to add Instructional Text to any of the standard profile fields in the
Registration configuration. When configuring the Instructional Text, the customer can add
translations for any language supported by the organization. Supplier Management customers
have the ability to configure custom profile fields in multiple languages as well. These changes
can be made on a field-by-field basis when configuring the registration or from theManage
Translations page.

TheManage Translations page (Suppliers > Configuration Settings > Registration
Configuration), displays all standard fields in the Entity Registration configuration, along with
Instructional Text and translations. Customers have the ability to manage, import and export
standard registration field Instructional Text in multiple languages from this page. Supplier
Management customers have the ability to import and export custom profile field translations
and Instructional Text from this page as well.

All sections of the supplier registration configuration are displayed. Any sections that do not
support custom profile fields or do not have any custom profile fields configured display a
message. Information on the page includes:

l Profile Field Name - the name of the standard field in the profile. If your organization has
Supplier Management, custom profile fields are displayed at the end of each section.

l Profile Field Name Translations - this column displays to Supplier Management
customers only. N/A is displayed for all standard fields, since translations are done via the
system and not from customer configurations. Translated languages will display as
hyperlinks for any custom profile fields with translations configured by the customer.
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l Selecting the language hyperlink will display an overlay with the translated content.
l Click the Edit button to make changes to the Custom Profile Field name from this

page.
l Help Style - indicates the option selected for help displayed for the profile field on the

profile form - None, Icon, or Inline.
l Instructional Text - indicates languages that have instructional text configured for the

field.
l Click on the language hyperlink to see an overlay of the content.
l Click the Edit button to make changes to the Instructional Text for that field from

this page.

Changes made on this page and via import are reflected in History (Suppliers > Configuration
Settings). Up to 100 characters are displayed for old and new text, with amore... link to see the
entire value.) same as if they were made on the Entity Registration / Individual Registration pages.

Importing and Exporting Translations for Custom Section Names, Custom
Profile Fields, Custom Profile List Values and Instructional Text

The Actions dropdown button provides the option to Import or Export profile fields and
instructional text translation information for management in bulk.

l When Export is selected, an Export overlay displays:.
l A default Description is provided. You can change it if needed.
l By default, all options are selected to be exported:

l Selecting Instructional Textwill export the Instructional Text for all standard
profile fields that have instructional text content. For Supplier Management
organizations, this selection will include any custom profile fields with
Instructional Text.

l Selecting Custom Profile Fieldswill export the custom profile field names
and translations (applies only to Supplier Management organizations).
Note: The Instructional Text for Custom Profile Fields is included only when
Instructional Text is selected.

l Selecting Custom Element List Valueswill export the custom field list values
for those custom field types to which lists are associated: dropdown lists,
radio button groups, and multi-select (applies only to Supplier Management
organizations).

l Selecting Custom Section Nameswill export the custom section names and
translations (applies only to Supplier Management organizations).

l Click the Export button. A confirmation message will display along with a link to the
export file location (Administer > Administration > View Import and Export
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Results).
l The file is in Excel format. Separate worksheets provide Instructional text for

standard fields, custom section names and translations, and custom profile fields
and translations, and custom element list value names and translations.

l When Import is selected from the Actions dropdown, an Import overlay displays:
l A default Description is provided. You can change it if needed.
l Click Select file and choose the appropriate file for import, or drag and drop it into

the gray area for File Name.
l By default, Instructional Text, Custom Profile Fields, Custom Section Name and
Custom Element List Values are selected to be imported.

l Selecting Instructional Textwill import the Instructional Text for fields in the
file.

l Selecting Custom Profile Fields will import the custom profile field names
and translations (applies only to Supplier Management organizations).

l Selecting Custom Element List Valueswill import the custom profile field list
values and translations (applies only to Supplier Management organizations)

l Selecting Custom Section Namewill import the custom section name fields
and translations (applies only to Supplier Management organizations).

l If all options are selected but there is no data for one of the options in the file,
the import will process the included data only.

l If only one option is selected but data in the file contains all tabs, only the
option selected is imported.

l If a field is not included, no changes are made to the field values.
l If a field is misspelled in the file, the import will generate an error and will not

import the row.
l The Import supports a column for each language that the customer

organization supports.

Note: Customers with Supplier Management can make translation changes to Custom
Profile fields directly on the Manage Translations page or via Export/Import process. Custom
Profile Field List Values translations can be made via Export/Import process on the Manage
Translations page or for each custom profile field indivdually in the Registration
Configuration.

Profile Update Review Settings
Supplier Management customers may select to review/approve changes that a supplier makes
to some or all fields in the supplier's profile after the supplier has certified and submitted their
registration profile. The organization configures the option on the Registration Settings tab
which is available under Suppliers > Configuration Settings > Registration Configuration.
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The setting for Require review of subsequent edits to supplier profile edits isOFF by default.
When this setting is enabled, the organization then configures the option for Reviews are
required for the following:

l Only fields marked "Review required for subsequent edits" in Registration
Configuration - With this option selected, the organization may review changes to those
fields that have the Review required for subsequent edits selected in the Registration
Configuration page.

l All available fields viewable by the supplier in customer-specific profile - With this
option selected, the organization may review changes to all fields that are displayed in the
customer-specific profile, as configured in the Registration Configuration.

Note: The setting cannot be disabled if there are any pending changes. All pending changes must
be addressed in order to disable the Profile Update Review option.

With this setting enabled, users with appropriate permission may view and/or take action on
pending changes within the supplier's profile.

l View Pending Supplier Profile Changes permission allows a user to view supplier
changes on affected fields and on the Profile Update Review tab in the supplier profile.

l Accept/Decline Pending Supplier Profile Changes allows a user to Accept or Decline
pending supplier profile changes on the Profile Update Review tab in the supplier profile.

When configured, users will see that changes are pending review under Action Items in the
top navigation banner. Pending changes display on the Profile Update Review page in the
Workflow and Review section of the supplier profile. See "Profile Update Review" in the Site
Essentials Handbook or online searchable help.

Reviewing Edits for Addresses, Contacts, and Locations
Addresses, Contacts, and Location fields can be updated at the same time when using the
Address Wizard to add or edit address information. Because the information in these three
sections is related, when selecting to review subsequent edits for any address, contact, or
location fields, all fields in those sections will be enabled for review. Likewise, if any one address
type, contact type, or location information is disabled for reviewing subsequent edits, all address
types, contact types, and location information review settings will be disabled. When the setting
is enabled or disabled for a single field in addresses, contacts, or locations, history records the
change for all fields in those sections.
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eSignature Documents in Supplier
Registration

Overview
During supplier registration process, vendors can submit a self-certification form to meet various
criteria (i.e. insurance, diversity, etc.) set by the customer. These signed forms help customers
make onboarding and sourcing decisions. Electronic signature provides efficiency in uploading
certifications, contracts, forms, requests that require a signature. Clients might also require a
signed form from the vendors before they become active for business. Without a way to
electronically sign the document, there are multiple paper trails and data residing outside our
solution.

Supplier Management customers have the ability to use DocuSign to include document
templates for electronic signature in supplier registrations. A eSignature Settings tab is where
DocuSign credentials can be saved. When configuring supplier registration, you can select
eSignature Document as a custom profile field within a section, which allows the user to attach a
DocuSign template and define other field settings. Note: A user must have an account set up with
DocuSign, and templates are managed within the DocuSign application.

When added to a supplier registration, suppliers will see an eSignature custom profile field, and
have the ability to access the document, review within DocuSign, complete and sign the
document as indicated, and submit the signed document as part of their supplier registration.
Once the supplier has signed the document, the customer can view the signed document when
reviewing the supplier's registration in proxy view.

A customer can sign the document on behalf of the supplier in proxy registration view. A
customer user can also complete the document in the normal internal supplier profile view.

If eSignature is required for tax documents only, customers may choose to enable DocuSign
or Adobe Sign for eSignature.

Related Permissions
See "Supplier Management Permissions" on page 20 for a complete listing of permissions related
to Supplier Management.
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eSignature Documents Using DocuSign
There are two parts to configure eSignature documents for supplier registration. First, you must
enable the organization to use eSignature and configure the connection settings for DocuSign.
Second, you must add the eSignature Document element to the supplier registration in the
desired section. Note: This task assumes the user/organization has templates available in
DocuSign for selection within the supplier registration.

Configure the eSignature Organization Settings

1. Navigate to Suppliers > Configuration Settings > Registration Configuration
> eSignature Settings.

2. The eSignature Service Provider field has a default value of None. To enable the
feature, select the Change Provider link.

3. Select Change Provider link. The eSignature Setup overlay displays.
4. Select DocuSign as the eSignature Service Provider.
5. Enter the DocuSign User Name and Password for accessing the templates to be

used for the eSignature document custom field.
6. When saved, the DocuSign Settings section displays the User Name and masked

Password on the page. Select Test Connection to test the login credentials and
verify you can sign into DocuSign as expected.

7. Click the Edit link to change the login credentials.

Configure the Supplier Registration - Custom Profile Fields

1. Navigate to Suppliers > Configuration Settings > Registration Configuration.
2. Select Entity Registration or Individual Registration tab.
3. Navigate to the section in which you want to add the eSignature document.
4. Select to expand the Custom Profile Fields section to see any existing Custom

Profile Fields configured for that section.
5. Select to add custom profile field. The New Custom Profile Field panel displays.

a. Select eSignature Document for the Custom Type.Note: This value cannot
be changed once saved.

b. Enter the Profile Field Name. This is the text the supplier will see on the
registration profile. This field is required, and can be changed at any time.
However, changes affect all registration types.

c. Select the Add profile field button to save the Profile Field Name and see
additional configuration options.

d. Follow instructions in for adding custom profile element information.
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6. eSignature Template -Click the Select button to see the list of available templates
from your DocuSign account. Choose from the list of dropdown options. If you do
not see a template as expected, you may need to log into DocuSign separately to
verify the template is available. Note: The dropdown will list all templates available in
all folders, regardless of folder structure in DocuSign.

7. You can configure some standard fields to auto-populate to make it easier for the
supplier when completing the form:

a. Select the Template Auto-populate Help link to see an overlay of
some of the most common labels you may want to include in your
template so that system fields are automatically populated from the
data stored on the supplier profile.

b. The placeholders are configured in the template in DocuSign. For
example, you may choose to include SupplierName as a label on the
template, which will be automatically populated with the stored
Supplier Name for that supplier when they access the document for
review and signature.

8. Click to Save your configuration options.
9. All changes are logged in on the History tab.

Configuring DocuSign Templates
Each customer organization must set up their own account with DocuSign or use an existing
account. Only one account is referenced in the application for the supplier registration custom
profile elements, so the account should be one that users will have access to all the templates
that will be needed for registration configurations. The DocuSign settings are configured on the
Suppliers > Configuration Settings > Registration Configuration > eSignature Settings
page.

Note: The following information is intended to assist the user with some basic information about
navigating in and creating/editing templates within DocuSign. JAGGAER does not provide
customer support for DocuSign. If you have issues with using DocuSign or with access to your
account, please contact DocuSign customer support directly.

You can create a new template from within DocuSign, or upload a current document with content
and update it as a template in DocuSign. You can add placeholders for the supplier to have data
automatically filled in, and indicate areas where the supplier will need to complete information.

When logging into DocuSign, navigate to the Templates area:
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Here, you can see any current templates the organization has configured.

To create or upload a new template, select the New button, and choose Create Template or
Upload Template. You will then enter a template name and optional description. You can add
documents that are available for upload from your computer or network, or choose to get
documents from a shared Cloud source such as Google drive or Dropbox.
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Once you've added the document, click the Next button. The page will refresh showing your
document. You cannot make any edits to the document, such as putting in placeholders and
designating places for signatures, until you have added a generic recipient. Click the

button in the upper left, and enter any generic text into the Role field, and click
Done.

Note: Do not fill in the Name or Email for the recipients. This is a template only. The name and
email will be filled in at the time of the signing. You will also see other signing options, but it is
recommended to keep the default "Needs to Sign" option with the single Role receipient.

Now you can drag signature and other objects onto the document from the Standard Fields on
the left, and click Save and Close. The template is now ready to be selected in the Supplier
Registration custom field options.
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Using Placeholders in DocuSign Templates
A DocuSign template can be set with a limited list of placeholders that will pre-populate with the
corresponding supplier data during the signing process. The data is populated from the supplier's
profile data. Select the Template Auto-populate Help link to see an overlay of some of the most
common labels you may want to include in your template so that system fields are automatically
populated from the data stored on the supplier profile. For example, you may choose to include
SupplierName as a label on the template, which will be automatically populated with the stored
Supplier Name for that supplier when they access the document for review and signature

In order for the data to be pre-populated, the custom field names must match the label in the
system.
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You will need to enter the custom fields in your DocuSign account in order to be utilized in
templates. You will need to only do this one time, as they will then be available for use for all
templates. You must copy the Tab Label exactly and populate in DocuSign for the Text Tab Type
selected.
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Using the table of Auto-populate fields provided in the application, choose the appropriate field
type (i.e. Text), and add it to a template. Next, expand the Data Label section for the field on the
right, and enter the Tab Label value for the field. For example, if you want to add the Supplier
Name in the area indicated above, you will drag a Text field from the left, expand the Data Label
field and enter the value supplierName. Click Save to Custom Field.

In the future, all of the custom fields you have configured are available by selecting the icon on
the left.

You can also create custom fields by selecting the plus icon next to the Custom Fieldsmenu.
While you can configure formatting options, all that is required is the correct field Type, and the
Name matching the JAGGAER ONE Tab Label value exactly.

Now when you have put the custom field placeholders in a template, and the supplier starts the
signing process, the fields are automatically populated with the corresponding Supplier Profile
data.
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eSignature Tax Documents Using Adobe Sign
Customers who need eSignature capability for tax documents only may choose to enable Adobe
Sign in eSignature Settings. When configured, if a Tax Document has e-Signature Required
enabled in the Supplier Registration, the supplier will access, review, complete and sign the tax
document via Adobe Sign.

Note: Adobe Sign applies only to the signature of Tax Documents. If Adobe Sign is configured in
eSignature Settings, the option to configure custom profile fields as eSignature Documents is no
longer available. Customers have the ability to use DocuSign to include document templates for
electronic signature in supplier registration custom fields and for electronically signing tax
documents.

l If a user completes the Tax Document information via Proxy view, on behalf of the supplier,
they will be required to sign a tax document via Adobe Sign if configured for the
organization.

l As with DocuSign, users reviewing the supplier's Tax information in the customer view of
the supplier profile (Suppliers > Manage Suppliers > Search for a Supplier >
[selected supplier] > Legal and Compliance > Tax page),
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l To use AdobeSign for eSignature of tax documents, you must enable the organization to
use eSignature and configure the connection settings for AdobeSign. Second, you must
enable the eSignature Required element for the tax document to the supplier registration.

Configure the eSignature Organization Settings
1. Navigate to Suppliers > Configuration Settings > Registration
Configuration > eSignature Settings.

2. The eSignature Service Provider field has a default value of None. To
enable the feature or to change from DocuSign selection, click the Edit link.
The eSignature Setup overlay displays.

3. Select Adobe Sign as the eSignature Service Provider. Click Activate.
4. Enter the Adobe Sign User Name and Password for accessing the templates

to be used for the eSignature document custom field.
5. When saved, the eSignature Settings section displays the User Name and

masked Password on the page. Select Test Connection to test the login
credentials and verify you can sign into Adobe Sign as expected.

Configure the Supplier Registration - Tax Documents
1. Navigate to Suppliers > Configuration Settings > Registration
Configuration.

2. Select Entity Registration or Individual Registration tab.
3. Navigate to the Tax Information section and expand to see the list of tax

documents.
4. Select the tax document to be configured.
5. Enable the e-Signature Required field.
6. Click to Save your configuration options.
7. All changes are logged in on the History tab.

l If a tax document requires e-Signature with Adobe Sign, when the supplier selects to sign
the document, supplier will receive an email whereby they can review and sign the
document via Adobe Sign.
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Supplier Registration Process

Overview
Once you have configured your registration process, you are ready for suppliers to begin
registering with your organization.

Suppliers begin the registration process by responding to an email from within Supplier
Management, or by navigating to your customer-branded portal URL link. There, suppliers are
guided through your registration requirements by a step-by-step progress guide and data entry
wizards. Suppliers are unable to submit registration information until all required information has
been provided.

Note: JAGGAER ONE Cross-Module Integrations customers must consider additional
configurations related to supplier registration and onboarding. See "JAGGAER ONE Cross-
Module Integrations - Supplier Synchronization and Onboarding " on page 264 for additional
information.

Related Permissions
Permissions are located under the user profile at Permissions Settings > Administration >
Supplier Administration.

l Invite with Profile 1 - This permission allows the user to invite suppliers to register for a
Supplier Portal/Customer Branded Portal with Profile 1.

l Invite with Profile 2 - This permission allows the user to invite suppliers to register for a
Supplier Portal/Customer Branded Portal with Profile 2.

l Invite with Profile 3 - This permission allows the user to invite suppliers to register for a
Supplier Portal/Customer Branded Portal with Profile 3.

l Invite with Individual Profile - This permission allows the user to invite suppliers to
register for a Supplier Portal/Customer Branded Portal with the Individual Profile.

l Onboard Suppliers to Master Supplier Management System - This permission applies
to JAGGAER ONE Cross-Module Integrations customers, and allows the user to on-
board a supplier to the Supplier Management+ solution.
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l Bypass Potential Matches on Invite - This permission is a supplement to theManage
Supplier Profiles and Invite with... permissions. With this permission enabled, a user can
bypass any potential matches on the Add Suppliers page or when Inviting suppliers and
create/invite their own supplier. If this permission is not enabled and the supplier has
Potential Matches, the user will only be able to invite an existing supplie.

See "Supplier Management Permissions" on page 20 for a complete listing of permissions related
to Supplier Management.

Supplier Self Registration
Instead of sending emails through the application to invite specific suppliers, you may allow
suppliers to self-register by publishing your customer-branded portal URL link in an external email
or other publication. You may also want to email a list of suppliers that are currently not in the
system. This open registration is an optional feature than can be activated or deactivated at any
time by an Administrator. Supplier registrations originating via this registration method can be
routed for approval according to customer-defined process.

When a supplier navigates to the provided URL and selects to Create Account, they complete
basic information and then are provided with a confirmation email which will give them access to
the Customer Branded Portal you have configured. At that point, the supplier is created in your
network and is indicated as Unsolicited (meaning you did not directly invite the supplier through
the system). The registration process remains the same... they are In Progress until they certify
and submit their registration, and then follow the approval process defined by your organization.

1. Ensure you have configured the Supplier Portal Information, Supplier Portal Login
Page, and Registration information located under Suppliers > Configuration
Settings.

2. Ensure the Enable Unsolicited Supplier Portal Access setting is ON. (found on
Suppliers > Configuration Settings > Supplier Portal Configuration page).

3. Refer to the Supplier Portal Login URL contained at Suppliers >Configuration
Settings > Supplier Portal Configuration.

4. Publish the Supplier Portal Login URL to suppliers via publication or other external
email.

5. Suppliers entering the registration process who have not been invited via the
application will be indicated as Unsolicited, In Network, and In Progress until they
have submitted the registration.
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Supplier Invitation

Supplier Invited to Participate
Customer users with the appropriate permissions can invite suppliers to register directly from the
application. Upon invitation, users can select the appropriate profile type for the supplier to
complete during registration. Suppliers can be invited on an individual basis or in mass. The
supplier begins the registration process by responding to the invitation email.

Note: Suppliers can be invited using an import of supplier data from a legacy or ERP system.

Note: JAGGAER ONE Cross-Module Integrations customers manage supplier profiles
across solutions. When Supplier Management+ is the primary supplier system of record,
users cannot manually choose the option to Invite Supplier from the Procurement solution,
as the Supplier Network Portal becomes automatically available to suppliers once their
credentials are verified in JAGGAER ONE.

The Supplier Invitation Email
Supplier Management provides a standard system email for the supplier registration invitation. A
different email is available for individuals and entities. Organizations may customize the email
contents for the invitation and other system emails.
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Comments in Supplier Invitations

The Comment field will display when selecting to invite a new or existing supplier. In order for the
Comment to be included in the email content, Administrators must add the Invitation Comment
placeholder in the appropriate invitation email(s).

l Emails are configured at Administer > Email Management > System Emails. The
following emails can include the placeholder:

l Invite Individual to Register
l Invite Public supplier to Register
l Invite Supplier to Register with Profile 1
l Invite Supplier to Register with Profile 2
l Invite Supplier to Register with Profile 3

For information about configuring system emails, including inserting placeholders, see "System
Email Management" in the Administration and Configuration Handbook or online searchable
help.

For information about sending the supplier invitations that include a Comment, see "Adding and
Inviting a Supplier to Register - Sourcing, Contracts+"

Invite When Adding a Supplier
Add Supplier may be used to invite a single supplier. This function allows you to begin the
registration process for the supplier by entering basic information such as the contact name and
email address. You may also enter a Tax ID or DUNS Number if known, in order to check for
duplicates. When you have submitted the information the contact will receive email
communication inviting them to login to the site and complete the registration. Once the supplier
has completed and submitted the registration, the user who invited the supplier will be notified
that the registration is complete.
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When using the Add Supplier functionality, you will enter basic information about the supplier
and then select Yes for the option Do you want to send the supplier an invitation to register?
When that form is submitted, an invitation email is sent to the provided email address, inviting
them to begin the registration process. This functionality uses system-generated emails that
have been pre-set by your organization’s administrators.

1. Navigate to Suppliers > Manage Suppliers > Add Suppliers. The Add Supplier
overlay will display.

2. Select a Registration Type from the dropdown list.
3. Enter information in the appropriate fields. Supplier Name is required. Note: The

fields that display will differ based on if you select an Entity registration type (Profile
1, Profile 2, etc.) or Individual registration type.

4. Select Yes for the option for Do you want to send the supplier an invitation to
register? Additional fields will display.

l The email address is required. All other fields are optional. However, a best
practice is to provide as much information as possible to help identify
potential duplicate suppliers.

l The Comment field is optional. Comment information will only display to the
recipient if the system administrator has added the field to the email template
for the registration invitation.

5. Click Invite Supplier to Register button.
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a. Information for the supplier is matched against existing supplier names, Tax
ID's, DUNS numbers, and email addresses.

b. If a duplicate is suspected, you will be navigated to a screen of potential
matches. Note: If a potential duplicate is marked as a (deleted) supplier, you
must request JAGGAER to restore the supplier in order to invite that particular
supplier to register. Otherwise, you can generate a new invitation with a new
supplier record. (See "Deleting Suppliers" in the Site Essentials Handbook or
online searchable help.

c. For email address matches, you can invite the supplier if you have the Bypass
Potential Matches on Invite/Add permission enabled. If you do not have this
permission, you cannot proceed with adding the supplier, but may choose to
invite an existing supplier if they are not already in your network.

d. If a potential match is the supplier you intended to invite:
i. Select the Invite Supplier or other appropriate action for the supplier,

OR
ii. Select the Supplier Name to open up additional details about the

supplier. If this is the intended supplier, you may select Invite Supplier
To Register from this window, OR

iii. Select to Cancel the action and review the potential match as
necessary.

6. If a potential match is not the supplier you intended to add, click the Invite Supplier
to Register

7. The suppler will be added to the system and a supplier profile will be created.
8. The system email will be sent to the supplier requesting that they access the site

and complete the registration. The supplier will be in a status of Invited until they
begin the registration process.

Invite an Existing Supplier
If a supplier already exists in the JAGGAER ONE Supplier Network, you may invite the supplier to
register from within the application. You may do this from supplier search results for one or many
suppliers. This functionality uses system-generated emails that have been pre-set by your
organization’s administrators. The email is sent to the supplier's portal contact, if available. For
single invitations, you will have the opportunity to enter/edit the contact information before the
invitation is sent. If a portal contact is not available, your organization may be configured to use
other contact types.

You can invite many suppliers that are in the JAGGAER ONE Supplier Network via supplier search
results. From search results, you may select applicable suppliers and choose "Invite Suppliers".
The email is sent to the supplier portal contact or other as you have configured in the Invite by
Contact Type section of Registration Configuration.
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The steps below provide instruction on how invite a single supplier who exists in the JAGGAER
network to register with your organization. To invite multiple suppliers at once, see "Inviting
Multiple Suppliers (Batch Invite)" on page 162.

1. Search for suppliers by navigating to Suppliers > Manage Suppliers > Search
for a Supplier. Enter the appropriate criteria and select Search.

2. For a single supplier, click theManage button and select Invite Supplier from the
drop-down list.

3. The Invite Supplier overlay shows.
a. The Supplier Name is automatically populated and cannot be edited in

this overlay.
b. The First Name, Last Name and Email Address are populated with the

supplier portal contact information, if available. If a portal contact does
not exist and the organization is configured to use other contact types
for invitations, the appropriate contact information shows.

c. If no contact information exists for the supplier, enter a First Name, Last
Name and Email Address for the contact to be invited. Only the Email
Address is required to send the invitation.

d. The Comment field is optional. Comment information will only display
to the email recipient if the system administrator has added the field to
the email template for the registration invitation.

e. Profile 2 is selected by default for inviting suppliers. However, you may
select a different Registration Type from the dropdown if appropriate.

f. Select Invite Supplier to Register button.
4. A confirmation message shows that the invitation was sent to the supplier and

appropriate contact.
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5. The supplier profile history shows that an invitation was sent.
6. The Supplier Status is now considered Solicited, Invited, and In Network.
7. Once supplier responds and begins registration process, the status will be indicated

as In Progress.

Avoiding Duplicates to Existing Suppliers
For customers using the Supplier Management, Sourcing, or Contracts+ solution, the system
attempts to prevent the customer from adding or inviting suppliers who may already exist in the
company or JAGGAER network. When a user submits supplier information for adding or inviting a
new supplier, a Duplicate Suppliers Found page displays if any of the following criteria match to
existing suppliers (this list may vary depending on what products your organization uses, as well
as the action you are taking):

l Legal Company Name
l Doing Business As (DBA) name
l Supplier Number
l Tax ID Number (TIN)
l DUNS number
l Email address / domain (Note: For Individual registration types, the complete email

address is used to check for duplicate suppliers instead of domain.)

The Duplicate Suppliers Found page displays the criteria submitted for the new/invited supplier,
a list of possible existing suppliers you may want to consider, and the criteria that was matched.
Note: The system will only display Tax ID Number to users who have the appropriate permission
to view it.

When potential matches are displayed, users can choose to view a supplier's profile from the
matched suppliers, or invite an existing supplier that is not in the network. Users must have the
Bypass Potential Matches on Invite/Add permission in order to add or invite a new supplier that
matches to existing suppliers. When this permission is enabled for a user:

l Supplier Management users can choose to add or invite a new supplier that matches to
any of the criteria for an existing supplier, including email address. This may be important
for scenarios when the same person is representing multiple vendors. This is common for
small businesses with the same owner, or agents that represent talent.

l For users without the Supplier Management solution, a new supplier that matches to an
existing supplier based on Supplier Name, the Tax ID, or DUNS Number may be created or
invited. If a submitted supplier email address matches to an existing supplier, a new
supplier cannot be created or invited. Only the existing supplier with the matching email
address may be invited, if they are not already part of the customer's network.
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l If a potential duplicate is marked as a (deleted) supplier, you must request JAGGAER to
restore the supplier in order to invite that particular supplier to register. Otherwise, you can
generate a new invitation with a new supplier record. (See Deleting Suppliers in the Site
Essentials Handbook or online searchable help).

Inviting Multiple Suppliers (Batch Invite)
Customers may invite multiple suppliers at once, referred to as Batch Invite. This should be used
when you have appropriate contact information for each of the suppliers you will be inviting. If
contact information does not exist for some suppliers, first populate that information via the
Supplier Email Address Import function. For additional information please see "Supplier Invitation"
on page 156.

1. Search for suppliers by navigating to Suppliers > Manage Suppliers > Search
for a Supplier. Enter the appropriate criteria and select Search.

2. Select the checkbox to the right of each supplier you want to invite.
3. Select Invite Selected Suppliers from the Available Actions drop-down above the

search results, and click Go.
4. An Email Confirmation overlay shows that indicates how many invitations are

selected to be sent.
a. Select the appropriate Registration Type (Profile) that the suppliers

will be required to complete.
b. The Comment field is optional. Comment information will only display

to the email recipient if the system administrator has added the field to
the email template for the registration invitation.

c. Click Invite Suppliers to Register.

../../../../../../../../Content/Indirect/Site Essentials/Supplier Profile Management/deletingsuppliers.htm
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5. The Email Confirmation overlay shows any issues with sending invitations to
selected suppliers and also confirms the number of invitations that will actually be
sent.

a. A common issue is that no contact exists for the supplier. You may
select Download Suppliers to download a list of suppliers that do not
have email addresses, or select Next to view the list of suppliers with
no email address.

b. Select Next to close the overlay and view any suppliers that could not
receive an invitation through the batch invite process.

6. For any suppliers that did receive an invitation through the batch invite:
a. The supplier profile history shows that an invitation was sent.
b. The Supplier Status is now considered Solicited, Invited, and In

Network.
c. Once supplier responds and begins registration process, the status will

be indicated as In Progress.

Supplier Invitation Email Address Import
Customers may have existing suppliers in the system for which no email address exists for
registration invitations. In order for your organization to invite suppliers to participate, a supplier
portal contact (or other contacts as configured by your organization) must be assigned to the
supplier. You may associate a portal contact by entering in the appropriate contact information
upon inviting a single supplier through the application. To associate contact information with
multiple supplier records, use the Import Supplier Invitation Email Addresses feature found
under the Suppliers menu.

Users may download a template that contains Supplier Name, Supplier ID, Supplier Number, Third
Party Reference Number, Email Address, First Name and Last Name. The information in the file
must match to a current supplier in the JAGGAER ONE Supplier Network. Once the file is
imported, users can invite one or more suppliers from supplier search results.
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Key points about the supplier email address import:

l The file must be in text, tab-delimited format with on the specified columns contained in
the template.

l The email address is validated for format; all other fields are truncated if they exceed the
length allowed in the user interface.

l The import requires a value in one of these three fields for each row in the file: Supplier ID,
Supplier Number, or Third Party Reference number.

l The import process will first attempt to match the row against Supplier ID, then Supplier
Number, then Third Party Reference number. If a match is found for Supplier ID, for
example, no further matching is done for Supplier Number or Third Party Reference
number.

l Email address is required. Supplier Name, First Name and Last Name are optional.

Following are some of the common reasons the Import may
fail:
No match found for Supplier Number (or Supplier ID, Third Party Reference Number).The
provided supplier number was not matched in the system, and there was no other provided
matching information (such as Supplier ID or Third Party Reference Number). Therefore the
system could not associate the information with a supplier record and the line was not imported.
Check the Supplier Number or provide other identifying information for the supplier and re-
import.

The email address for this record has been assigned to another supplier... The email
address for this record is associated with a supplier that already has a portal contact. You may
edit the email address for the portal contact when inviting the supplier through the application;
however it cannot be edited via import.
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The email domain for this record has been assigned to another supplier in your
organization: (<Supplier Name>). Duplicate not allowed through import. This is to prevent a
duplicate supplier being created because you may be importing a different contact than already
exists. The customer site has the same email domain set (i.e. @officedepot.com or @fisher.com)
for another supplier (in portal or other contact or web URL) that does not yet have a portal. If this
is the correct email address to be used for this supplier, invite them through the manage
dropdown in the supplier Search Results in the site.

This supplier record (<Supplier ID>) already has a portal contact. Supplier already has an
email address and the supplier has a portal. The line is not imported.

Supplier Email Address is required. No email address was provided for the line. An email
address is required. Populate the row with the appropriate email address and re-import.

One of the following fields is required: Supplier ID, Supplier Number, or Third Party
Reference Number. For the row, no Supplier ID, Supplier Number or Third Party Reference
Number was provided. One of the three fields is required in order for the system to associate the
email address with the supplier record. Update the row with the appropriate identifying
information for the supplier and re-import.

More than one match found for Supplier ID (#) in this file (or Supplier Number or Third
Party Reference Number). The file contained more than one row for the same supplier ID,
Supplier Number or Third Party Reference number. The duplicate line is not imported.

1. Navigate to Suppliers > Import/Export > Import Supplier Invitation Email
Addresses.

2. To prepare a file for importing:
a. Select the Click to download... hyperlink next to Supplier Invitation

Email Addresses Import Template.
b. Open the template in Excel for easy editing.
c. For each supplier, youmust enter a value for at least one of the

following fields: Supplier ID, Supplier Number, and/or Third Party
Reference Number.

d. For each supplier, youmust enter a valid Email Address.
e. Values for Supplier Name, First Name, and Last Name are

recommended, but optional.
f. Save the file as a text, tab delimited file.

3. Enter a Description for the import file.
4. Browse and select the email address import file.
5. Click the Submit button.
6. Under Recent Activity on the right side of the screen, your file may display in a

Pending state or may be Completed. TIP: You may need to click the Refresh button
to update the file from a Pending to Completed state. The description of the file is
shown in Bold.
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7. Once the file completes, the file is available along with a report on the total number
of records, number imported, number with warnings and number with errors.

8. To save and/or view the file, click the Click to download… link next to the file name.
The file name and link is only available once a file is completed. It is recommended to
save, and then open the file in MS Excel. From there, you can make edits or review
the data.

9. Select the Click to delete… option to the right of the file name if you no longer need
the file export.

10. For successful rows, the History for the supplier profile record indicates that a
supplier portal contact was added to the supplier via import.

Invite by Contact Type
When inviting a supplier from the application, the system will automatically populate the invitation
information (name and Email Address) with the Supplier Portal Contact information. If no portal
contact is present for the supplier, the user must manually enter the appropriate contact
information for the invitation. In the case of selecting multiple suppliers to invite, the system will
be unable to send invitations to those suppliers for whom no supplier portal contact exists.
However, you may configure the organization to populate the invitation with other contact type
information if it exists for the supplier when a supplier portal contact does not exist. The selected
contact type is then shown as the main contact for the supplier on the supplier profile Summary
page.

Navigate to Suppliers > Configuration Settings > Registration Configuration and select
the Invite by Contact Type tab. All contact type selections are off by default. If you would like
the system to look up a particular contact type for a registration invitation, check the box for that
contact type.

You may also set the order in which you would like the system to use the different contact types.
Simply click one of the contact types and drag it to the position in which you would like it to be
used. For example, if you would like the system to first check the Sales contact, drag that
selection to the top after making it active.

If no selections are made, then the system will only look for a portal contact to populate the
invitation information. All configuration changes to contact type selections are captured on the
History tab for Registration Configuration changes.

Supplier Status
Supplier Registration Status is determined by where the supplier is in the overall registration
process. The supplier may have any of the following statuses:
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l None - The supplier has not been invited to register and has not begun a self-registration
from the customer's external site.

l Invited - The supplier has been invited to register. However, the supplier has not yet
responded to the invitation by activating their login.

l In Progress - The supplier has been invited to register and has begun entering information
into their registration profile, but has not yet submitted the profile for approval.

l Profile Complete - The supplier has completed all required fields on the registration form
and submitted the registration for approval. The registration is in the customer's workflow
process.

l Rejected - The customer has rejected the supplier registration based on the provided
information.

l Approved - The supplier has completed their registration profile and it has been approved
by the customer via their workflow process.

The supplier status changes as the registration moves through the process.

Registration Method
Along with status, you may also see that a supplier submitted their registration as Solicited or
Unsolicited.

l Unsolicited suppliers navigated to the URL displayed in the Supplier Portal Login URL field
under the Supplier Portal Configuration for the customer organization and register without
being invited from within the customer organization.

l Solicited suppliers are invited to register from within the customer organization.

Inviting Registered supplier to complete a different form
Your organization may have instances where the wrong form was used to invite a supplier, or
have the need to gather different information from the supplier after a previous registration
request was sent or completed. A supplier who is already registered can be invited to complete a
different profile form. When selecting to invite a supplier, will see an indication of the current form
sent to or completed by the supplier. The option to invite with a different form is available for
suppliers with registrations that are In Process, Approved, or Profile Complete.
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Follow the same instructions as inviting a supplier to register. The invited supplier user will receive
an email with instructions for completing the registration form. The email is the same email that is
sent with the original registration invitation.

Designating a Different Registration Form in Proxy View
If a different form is needed for a registered supplier and you do not want to generate another
invitation to the supplier, you can select to change the registration type when viewing the
supplier's registration in Proxy view. You must have permission to view When viewing the
supplier's registration in Proxy view, a customer user can select a different form for completion,
without having to send a new registration invitation.
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When selecting the Change Registration Type button, an overly displays, allowing you to select
a different Registration Type. The current registration status and type is shown. If the supplier is
in workflow, a message will display for your information, but will not prevent you from changing
the form.

When a customer user changes the registration type for a supplier in Proxy view, the supplier will
not receive any email or notification that the registration form has been updated.

For more information on Proxy view, see "Proxy Registration Types" on page 100 and "The
Supplier Registration View" in the Site Essentials Handbook or online searchable help.
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Supplier Performance

Supplier Performance

Overview
Supplier Performance Management is an additional feature for Supplier Management and
Contracts+ customers that allows for the collection, measurement, analysis and reporting of
supplier-related KPIs in the same centralized and standardized system used for vendor
registration. The result is increased visibility into vendor performance metrics which will enable an
organization to:

l Segment and target appropriate vendors for optimum impact on business goals
l Manage and track the corrective action process when issues are identified
l Identify savings opportunities when contracted performance thresholds are not met
l Gain process efficiencies by standardizing and automating the scorecard process
l Improve collaboration with suppliers
l Protect and improve brand / reputation

Related Permissions
When the Supplier Performance feature is enabled, permissions related to the administration of
Supplier Performance options become available. Permissions are located under the user profile at
Permissions Settings > Administration > Supplier Performance.

l Manage Scorecards - This permission allows the user to manage scorecards, KPI libraries
and categories through the Suppliers > Performancemenu.

l Manage Evaluations - This permission allows the user to invite suppliers to register for a
Supplier Portal/Customer Branded Portal with Profile 2.

l View Scorecard Reports - This permission allows the user to access the Scorecard
Comparison Report and Scorecard Summary Report via the Reporting > Performance
menu. Also, the user can access the Supplier Scorecard Report from the Performance >
Scorecards > Actions > View Report link for a specific scorecard in a supplier's profile.

l View Scorecard Summary Information - This permission allows the user to view the
summary level information for a scorecard, but not access to open report details. This
includes the information in the Supplier 360 widget, the scorecards assigned to a supplier,
and summary ratings on the scorecard list. Users with permission cannot open a scorecard.
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See "Supplier Management Permissions" on page 20 for a complete listing of permissions related
to Supplier Management.

Accessing Supplier Performance Features
When the Supplier Performance feature is enabled, organizations will have a Performancemenu
option available. You can configure categories, KPIs (Key Performance Indicators), and templates
for use in creating and managing scorecards, which are then assigned to suppliers. Evaluators are
asked to rate the suppliers based on the Scorecard information.

l Permissions allow users to manage scorecards, manage evaluations, and view scorecard
reports.

l Scorecards can be configured to run at single, delayed, or scheduled intervals, such as
monthly, quarterly, semi-annually or annually.

l The organization can configure thresholds to use in evaluating Scorecard information.
l Reports are available to show scorecard information and trends overall, as well as for

individual suppliers.
l You can choose to share Scorecard results with suppliers via the Customer Branded Portal.

The Performance Menu

l Scorecards - Select this page to configure a scorecard based on a template. You will
associate evaluators and suppliers with the scorecard. See "Configuring Scorecards" on
page 181 for more information.

l Templates - Select this page to add and manage templates for your scorecards. You will
create templates based on Published categories and KPIs. See "Scorecard Templates" on
page 177 for more information.
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l KPI Library - Select this page to add and manage KPIs associated with configured
categories. See "Configure Scorecard KPIs" on page 176 for more information.

l Categories - Select this page to add and manage categories for your scorecards.
Scorecards are configured using the categories you create. See "Configure Scorecard
Categories" on page 174 for more information.

l My Evaluations - This menu option shows the scorecards that need to be evaluated by
you. See "Evaluating Scorecards" on page 190 for more information.

l Configuration Settings - Select this page to review and configure Supplier Grades. See
"Configuring Supplier Grades" on page 199 for more information.

Supplier Scorecard Reports
Reports are available under the Reporting > Performancemenu. The Scorecard
Comparison Report displays all the supplier ratings for a scorecard, allowing you to easily
compare ratings by category and KPI. The Scorecard Data Report includes the setup details,
evaluators, evaluation responses, and supplier information. The Scorecard Summary Report
shows all of the grades and evaluator response ratings for all of the suppliers on a specific
scorecard. See "Supplier Performance Reports" on page 200 for more information.

Supplier Performance Widget for Organization Dashboards
A Supplier Performance widget is available for use with Organization Dashboards. In order to
include the widget on a dashboard, the user must have theManage Scorecards and View
Scorecard Summary Information permissions. Once a dashboard is in draft status (inactive),
you can add a widget that provides the supplier performance information. See "Personal
Dashboards and Widgets" in the Site Essentials Handbook or online searchable help for details.

The widget displays a table with Scorecard Name, Status, Scorecard Close Date (if applicable),
and percentage of Evaluation submissions. The scorecards included in the widget are:
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l Single or recurring instances which are open.
l Upcoming single or recurring instances to open are also displayed. Only the next upcoming

instance is displayed. Multiple instances are shown when there are multiple instances
opening on the same day.

Other features of the widget include:

l A red timer icon displays when it is 7 days or less to the scorecard close date. Hovering
over the icon will display a message with the actual number of days left.

l A progress bar displays the percentage of evaluation forms submitted.
l The Scorecards are ordered by Open instances first, by Evaluation Close date followed by

the Scheduled instances.
l Clicking the link opens the Scorecard to the Evaluators page. The link is only available to

users with theManage Scorecards permission.

Link Scorecards to a Contract
Contracts+ customers can link a Performance Scorecard to a contract and associate Obligations
to the Scorecard. See "Scorecards" in the Contracts+ Handbook or online searchable help.

Scorecard Configuration and Management

Overview
In order to configure scorecards and associate them to suppliers, you must have the components
of the scorecard in place.

1. Categories must be configured. You must have at least one category to proceed
with scorecard configuration.

2. Add KPIs and associate them with the configured categories. .
3. Create one or more Scorecard Templates, using the configured KPIs and Categories.

Review and update the Rating Scale, and add KPI Weights.
4. Configure your Supplier Grades under Configuration Settings.
5. Create a scorecard using one of the Scorecard Templates. Assign suppliers and

evaluators to the Scorecard.
6. Once a scorecard has been finalized, evaluators can give feedback on the suppliers

included by selecting from configured ratings. A default set of five ratings is
available for each category/KPI for each of the suppliers. All fields must have a value
before the scorecard can be submitted. .
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Related Permissions
Permissions are located under the user profile at Permissions Settings > Administration >
Supplier Performance.

l Manage Scorecards - This permission allows the user to manage scorecards, KPI libraries
and categories through the Suppliers > Performancemenu.

l Manage Evaluations - This permission allows the user to invite suppliers to register for a
Supplier Portal/Customer Branded Portal with Profile 2.

l View Scorecard Reports - This permission allows the user to access the Scorecard
Comparison Report and Scorecard Summary Report via the Reporting > Performance
menu. Also, the user can access the Supplier Scorecard Report from the Performance >
Scorecards > Actions > View Report link for a specific scorecard in a supplier's profile.

l View Scorecard Summary Information - This permission allows the user to view the
summary level information for a scorecard, but not access to open report details. This
includes the information in the Supplier 360 widget, the scorecards assigned to a supplier,
and summary ratings on the scorecard list. Users with permission cannot open a scorecard.

For the complete list of Supplier Performance permissions, see "Supplier Performance" on
page 170.

Accessing the Supplier Scorecard Configuration and
Management
Configurations for Scorecards are managed from the Suppliers > Performancemenu.

Configure Scorecard Categories
The first step to setting up scorecards is to create Scorecard Categories, which are used to
categorize the KPIs. The user must have theManage Scorecards permission to configure
categories. Once Categories are listed on the page, you can edit the category information, delete
categories that are not associated with KPIs, or View KPIs associated with the category.

A filter is available to search results by Category Title. You can also sort the result by Category or
Status.
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Create a New Category

1. Navigate to Suppliers > Performance > Categories.
2. To add a new category, select Add New Category.
3. Enter a Category Name. This field is required but can be edited at any time.
4. Provide a Description of the category, if appropriate. The Description can contain

up to 200 characters.
5. Indicate Yes or No if you want to Add Instructions for this category. If you select

Yes, a text box with formatting tools will display, allowing you to enter up to 1,000
characters.

6. Select a Status for the Category:
a. Published - the category can be used immediately to associate KPIs

and configure templates.
b. Draft (Hidden) - the category is not available immediately.

7. Select Create. The category is added to the Categories page.

Manage Existing Categories

1. To search for categories, enter a Category Title in the search box. You can also sort
results by Category or Status.

2. To edit existing categories, select the Category name or Edit from the Edit action
button. You can edit any of the information for the category. Changes will appear
immediately in the supplier performance and scorecard pages.

3. If you choose not to publish a previously published Category, it will not be available
for future templates, but will remain on existing templates for use.

4. You can Delete a category that is not associated with any KPIs. Select Edit drop-
down button, and select Delete. Confirm that you want to delete the category from
the list.

5. To see the KPIs associated with a category, select the View KPIs option in the Edit
action button dropdown.



JAGGAER 176 www.JAGGAER.com

History

A History log captures when a category is created or if changes are made. Select the History
hyperlink to view changes for all categories. You can select to filter history by date or action, and
you can sort by various criteria.

Configure Scorecard KPIs
After Categories have been created, a user with theManage Scorecards permission can create
KPIs (Key Performance Indicators) to associate with the categories. When navigating to
Suppliers > Performance > KPI Library, a message will display if no categories exist. If there is
at least one category, the user sees the option to Add New KPI.

A filter is available to search results by Category or KPI Name. You can also sort the result by
Category, KPI Name or Status.

Create a New KPI

1. Navigate to Suppliers > Performance > KPI Library.
2. To add a new KPI, select Add New KPI.
3. Enter a KPI Name. This field is required but can be edited at any time.
4. Select the appropriate Category from the dropdown. All Categories are available for

selection (Draft or Published). Note: Once selected, the Category cannot be
changed.

5. Provide a Description of the KPI, if appropriate. The Description can contain up to
200 characters,

6. Indicate Yes or No if you want to Add Instructions for this KPI. If you select Yes, a
text box with formatting tools will display, allowing you to enter up to 1,000
characters.
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7. Select a Status for the KPI:
a. Published - the KPI can be used immediately to configure templates.
b. Draft (Hidden) - the KPI is not available immediately.

8. Select Create. The KPI is added to the KPI Library page.

Manage Existing KPIs

1. To search for KPIs, enter a Category or KPI Name in the search box. You can also
sort results by Category, KPI Name or Status.

2. To edit existing KPIs, select the KPI Name or Edit from the Edit action button. You
can edit any of the information for the KPI. Changes will appear immediately in the
supplier performance and scorecard pages.

3. If you choose not to publish a previously published KPI, it will not be available for
future templates, but will remain on existing templates for use.

4. You can Delete a KPI that is not associated with any templates. Select Edit drop-
down button, and select Delete. Confirm that you want to delete the KPI from the
list.

History

A History log captures when a KPI is created or if changes are made. Select the History hyperlink
to view changes for all KPIs. You can select to filter history by date or action, and you can sort by
various criteria.

Scorecard Templates
Once you have at least one published category and one published KPI, you can create Scorecard
Templates. The templates will contain the basic configurations for the Scorecard that will be
associated with a supplier.

When navigating to Suppliers > Performance > Templates, a message will display if no KPIs
exist. If there is at least one KPI, the user sees the option to Add New Template.

Scorecard Templates are configured using a wizard with the following navigation pages:

l Setup: On this page, you can edit the Name or Description. You can also edit the default
Rating Scale that will be used in Scorecards that use this template.

l Instructions: Enter a default set of instructions for scorecards that will use this template.
This information is not required. The instructions can be edited on individual scorecards by
a scorecard administrator, but cannot be edited by Evaluators.
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l Evaluation: On this page, you will select the Categories and KPIs for the Template. By
adding a category to the template, all the associated KPIs will display. You can choose to
remove some of the KPIs within a category, if appropriate. You can also select to remove
the category from the template in theManage Category drop-down.

l KPI Weight: On this page you will assign a weight to each of the KPIs listed on the
Evaluation page. Each KPI can have a maximum value of 100, and the KPI weights are rolled
up at the category level.

l Review and Finalize: Once all required fields have been completed on the previous pages,
you will see green checks for each section, and have the ability to Finalize Template. Once
the template is finalized, it cannot be edited.

Once you have Templates created, you can use existing templates to create a new Template via
the Copy action.

1. Navigate to Suppliers > Performance > Templates. Select Add New
Template.

a. Enter a Template Name, up to 100 characters. This field is required.
b. Enter an optional Description, up to 200 characters.
c. Select Create. The Draft Template will display in the Template wizard.

2. Configure the Setup page:
a. Edit the Template Name and/or Description, if appropriate.
b. Edit the Rating Scale:

i. To edit a default rating Description, select the
Description. The value becomes editable. Enter the
appropriate value and select the green checkmark to
make the change.

ii. To change the order of a rating, select the Description,
then use the up and down arrows for the Description to
move the rating appropriately. The KPI Rating number will
adjust accordingly.

iii. To add a KPI Rating, enter the value in the text box
(indicated with "Enter description here" above the list of
current Descriptions), then click the Add KPI Rating
button. The value is added to the end of the list.

iv. To remove a rating, select the Remove button.
v. To restore default values, click the Restore Default

Ratings link.
c. Select Save Progress to save changes and remain on this page. Select

Next to save changes and navigate to the next page in the wizard.
3. Configure the Instructions. Instructions are optional, and can be up to 1,000

characters.
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4. On the Evaluation page, configure Categories and KPIs:
a. Select the Add Category button. An overlay displays available

categories.
b. If needed, search for available categories by entering text in the search

box, and click the search button . You can also click the sort icon by
the Category Name.

c. Click Select for the desired Category. The overlay closes and the
selected Category displays on the screen with the associated KPIs.

d. To remove a KPI from the template, select the appropriate checkbox
and click Remove Selected KPIs.

e. If you have removed KPIs from a category, an Add KPI button is
available. Select it to add a KPI associated with that category to the
Evaluation page.

f. To remove a Category from the page, select Remove Category from
theManage Category dropdown. This will remove the category and all
associated KPIs from the page.

g. Select Save Progress to save changes and remain on this page. Select
Next to save changes and navigate to the next page in the wizard.

5. Configure the KPI Weight page:
a. Each KPI as listed on the Evaluation page is listed in its appropriate

Category.
b. Enter a Weight in Points for each KPI. The total of all KPIs should equal

100.
c. Select Save Progress to save changes and remain on this page. Select

Next to save changes and navigate to the next page in the wizard.
6. The Review and Finalize page will display any missing information that is required

to finalize the template.
a. If all required information is complete, select the Finalize Template

button.
b. An overlay displays, asking you to confirm that you want to finalize the

template. Select Yes to proceed. The template is finalized, and is listed
on the Templates page.

To create a new Template from an existing Template:

1. Navigate to Suppliers > Performance > Templates. Identify the Template from
which you want to create a new Template.

2. From the dropdown actions for the template, select Copy. An overlay displays,
asking you to confirm the action. Click Yes to proceed.

3. The draft scorecard displays with the settings from the copied template. Make
updates as required and completed as explained above.
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Managing Templates
Draft and published templates are listed on the Templates page. The page lists the template
Name as a hyperlink, the Description, Status and an Action button. A filter is available to search
results by Template Name. You can also sort the result by Template Name or Status.

l If a template is in Draft status, an Edit action button is available with selections to Edit,
Copy or Delete the draft template. You can also edit the template by selecting the Name.

l If a template is in Published status, a View action button is available with selections to
View, Copy, Delete or Archive the template. You can also view the template settings by
selecting the Name.

l If a template is in Archived status, a View action button is available with selections to View
or Copy the template. You can also view the template settings by selecting the Name.

Deleting and Archiving Templates

When a Scorecard Template is deleted, it is no longer available in the system. When a template is
archived, it is no longer active for selection, but the settings can be copied for use in creating a
new template.

l Delete a Template - available templates in Draft status, or Published status if the
template is not associated with any Scorecards.

l Archive a Template - available for Published templates that are not associated with any
active Scorecards. You may want to archive a template instead of deleting it when the
template information could be used to create a new template in the future. While an
Archived template will display in the Templates page, it is not available for selection when
creating a Scorecard.

l If the template is associated with any active scorecards, an error message displays
and the action is not allowed.

l If you attempt to schedule an inactive scorecard that is associated with an archived
template, an error message displays and the action is not allowed.

To Delete or Archive a Template, select the View dropdown, and select the appropriate option
(depending on the Scorecard status). If the action is valid, a confirmation message displays and
you can click Yes to proceed with the action.

Template History

When selecting the History hyperlink on the Templates page, you will see list of changes for all
templates. History on this page captures when a template is created, when it is copied, and when
it is deleted.
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When selecting the History hyperlink while viewing or editing a specific template, you will see the
history of changes for the template. You will see the following changes recorded in History:

l The Scorecard Template name is modified
l The Description is modified
l Instructions are added or modified
l Categories are added or removed
l KPIs are added or removed
l KPI weightings are added or modified
l The Scorecard Template is published

Configuring Scorecards
Once you have categories, KPIs, and templates configured, you can begin creating Scorecards.
Scorecards are created and managed on the Suppliers > Performance > Scorecards page.
You must have theManage Scorecards permission to create and edit scorecards. When no
published templates are available, the user will see a message on the page that published
templates are required to create a scorecard.

Scorecards are created via a wizard with the following components:

l The Setup page contains basic configurations for the Scorecard. All dates configured for
the Scorecard are in the organization's time zone.

l Name - The Name for the Scorecard. This will be displayed on the Scorecards page
and to Evaluators.

l Template - Select from the list of published scorecard templates.
l Reporting Start Date and Reporting End Date - The beginning and ending date for

the analysis period.
l Scheduled Evaluation Open Date - The date you want the evaluation to open for

assigned evaluators to begin their response.
l Automatically Close - You can select to automatically close the scorecard, or

manually close it when appropriate. This option is helpful if you do not want to have
to go into the system to manually close scorecards. Scorecards that are set to be
closed automatically can also be manually closed earlier than the configured close
date.

l Evaluation Period Length (days) - If Automatically Close is Yes, you will enter the
number of days for the evaluation period. The scorecard will close the designated
number of days after the Scheduled Evaluation Open Date. Closed Scorecards can
be reopened if additional time or review is needed.

l The Evaluators page is where you add evaluators for the Scorecard:
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l You will search for users you want to assign as Evaluators for the scorecard. Begin
entering names into the text box, or select the icon to open a User Search overlay
where you can search by specific criteria.

l All active users for the organization are available for selection. There is no specific
permission required to be a Scorecard Evaluator.

l By default, Evaluators are allowed to review all categories of a Scorecard. You can
choose to edit an evaluator's category assignments, or remove an evaluator
assigned to a Scorecard.

l Evaluators cannot be edited once the Scorecard is finalized. However, Evaluators
can e edited when reopening a closed Scorecard.

l Suppliers - Search and select suppliers to be assigned to this Scorecard. Up to 20
suppliers can be associated with a scorecard:

l You can add In-Network suppliers individually, via supplier search. You can also add
suppliers to the scorecard via Supplier Groups.

l Suppliers cannot be edited once the Scorecard is finalized.
l If a supplier is deleted, they will no longer be associated with the Scorecard.
l If enabled for the organization, you can assign a Dynamic Qualification

Questionnaire from the Suppliers Scorecard page. For additional information, see
"Assigning Dynamic Qualification Questionnaires to Suppliers" on page 228.

l Review and Finalize - Once all required fields have been completed on the previous
pages, you will see a green check indicated for each section. You can then select to
Finalize the Scorecard.

You can select to create single instance scorecards, or Recurring Scorecards. When you create
a Recurring Scorecard, you will configure a reporting interval: Monthly, Quarterly, Semi-Annually,
or Annually. You will also configure an evaluation period for when each scorecard is generated for
the reporting interval. See "Recurring Scorecards" on page 186 for more information.

Create a New Scorecard

Following are instructions to create a new Scorecard; you can also copy an existing Scorecard as
a new Scorecard, explained here.

1. Navigate to Suppliers > Performance > Scorecards. Any existing scorecards
will be displayed.

2. To create a new scorecard, select Add New Scorecard. An overlay displays.
a. Enter a Name for the Scorecard, up to 100 characters.
b. Select a Template from your list of published templates.
c. By default, the scorecard will be considered Recurring. Disable this

checkbox to create a single instance of the Scorecard.
d. Click Create. The Scorecard is created in Draft status, and you are now

navigated to the Scorecard Wizard to complete setup.
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3. Configure the Setup page for the Scorecard:
a. You can edit the Name or the Template.
b. Enter or select a Reporting Start Date and a Reporting End Date.
c. Enter or select a Scheduled Evaluation Open Date.
d. Select if you would like the Evaluation to Automatically Close. The

default selection is No. If you select Yes, enter the Evaluation Period
Length (days), which is the number of days after the Evaluation Close
Date that you want to allow evaluators to submit their responses.

e. Select Save Progress to save your changes and remain on the page.
Select Next to save changes and move to the next page.

4. Configure Evaluators for the Scorecard. At least one Evaluator is required:
a. To add evaluators individually, begin entering a user name to see a list

of names that match. Choose the appropriate name, and select Add
Evaluator.

b. If you want to add multiple evaluators at once, select the icon to open
a User Search. Click the search icon to see all users, or selectMore
Options to enter specific criteria.

i. Click the Select button for each user you want to assign
as an Evaluator. When done, click Save Changes.

ii. You are returned to the Evaluators page, and your
selected users are populated in the search field. Click Add
Evaluator to add the users to the list.

c. To remove an evaluator from the list, select the Remove Evaluator
button.

d. To edit the categories assigned to an Evaluator, select the Remove
Evaluator dropdown, and select Edit Category Assignment. An
overlay displays.

i. All categories for the scorecard display and are enabled.
Deselect any categories you do not want the user to
evaluate.

ii. When finished, click Save Changes. The page is updated
with the correct number of categories assigned to the
evaluator.

e. The number of Evaluators is reflected in the left navigation of the
scorecard.

f. Select Save Progress to save your changes and remain on the page.
Select Next to save changes and move to the next page,
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5. Assign Suppliers to the Scorecard:
a. To add suppliers individually, begin entering a supplier name to see a

list of names that match. Choose the appropriate name, and select Add
Supplier.

b. If you want to add multiple suppliers at once, select the icon to open a
User Search. Click the search icon to see all In Network suppliers.

i. Click the Select button for each supplier. The supplier(s)
will display in the Selected Values box. If you make a
mistake and want to remove a supplier, select the Remove
button.

ii. When done, click Save Changes. You are returned to the
Suppliers page, and your selected suppliers are populated
in the search field. Click Add Supplier to add the suppliers
to the list.

c. To add via supplier groups, select the Add Supplier Groups button.
The active supplier groups will display.

i. Click the Add Group button to add the group of suppliers
to the list. The overlay will close.

ii. Suppliers in the group will display in the list.
d. To remove a supplier from the list, select the Remove Supplier button.
e. The number of Suppliers is reflected in the left navigation of the

scorecard
f. Select Save Progress to save your changes and remain on the page.

Select Next to save changes and move to the next page,
6. On the Review and Finalize page, any missing, required data is noted. If all required

data is provided, select the Finalize Scorecard button. Confirm that you want to
finalize the scorecard by selecting Yes in the overlay. Once finalized, no additional
edits can be made to the Scorecard.

7. You are returned to the Scorecards page, and the scorecard is listed asOpen. Once
the Evaluation Open Date is reached, evaluators will receive an email that the
scorecard is ready for their action.

Copy a Scorecard as New

You may need to copy a Scorecard as new if you are creating Scorecards that have
similar configuration. The Copy action is available from the View dropdown for:

l One-time Scorecards that are inOpen or Closed status.
l Recurring Scorecards that are Scheduled.

When copied, the information from the Setup, Evaluators, and Suppliers pages is
copied to the new Scorecard.
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Note: A copied Scorecard retains the "one-time" or "recurring" format of the
scorecard from which it is copied. When copying a one-time scorecard, the
newly created scorecard cannot be recurring; when copying a recurring
scorecard, the newly created scorecard cannot be one-time.

1. Navigate to Suppliers > Performance > Scorecards.
2. Select anOpen or Closed Scorecard, or a Scheduled recurring Scorecard.
3. Click the View dropdown, and select Copy.
4. An overlay displays with the copied Scorecard's Name, Template, and

Recurring indication:
a. Edit the Name for the new Scorecard to be created. No other fields are

editable.
b. Click Create to proceed with the copy action.
c. You are navigated to the Review and Finalize page of the new

Scorecard.
l Information on the Setup page (except Reporting End Date),
Evaluators, and Suppliers is copied and available to be edited.

l Note any areas to be completed.
d. Navigate to the Setup page. Edit necessary fields and enter a new

Reporting End Date.
e. Navigate to the Evaluators and Suppliers pages to make any changes.
f. Follow the normal Scorecard creation process, explained above.

Manually Closing a Scorecard
If you choose No for Automatically Close on the Scorecard Setup page, the scorecard will
remain open until it is manually closed. You can also manually close a scorecard that is configured
to automatically close. From the Scorecards page, select the Close option from the View
dropdown. History is logged when a scorecard is manually closed.

Auto Closing the Scorecard
If you choose Yes for Automatically Close on the Scorecard Setup page, the scorecard is
closed automatically by the system based on the Evaluation Period Length (days) after the
Scheduled Evaluation Open Date. For example, if the Evaluation Open Date is 9/1/2015, and the
Evaluation Period length is 5, then the scorecard will automatically close on 9/6/15. History is
logged for the automatic closure
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History
A History link is available, which displays the configurations and changes made to the Scorecard.
The following actions are logged:

l The Scorecard name is modified
l A different Template is selected
l Evaluators are added or removed
l Suppliers are added or removed
l Scorecard is published (finalized)

Recurring Scorecards
Organizations may want to create recurring scorecards in order to achieve consistency and allow
for trend reporting. When initially selecting to Add a New Scorecard, the option for Recurring is
selected by default. When you select to Create a new scorecard with the Recurring option
enabled, you will select a Reporting Interval (how often the scorecard will occur) and an
Evaluation Period Length (days).

At the configured interval, "child" scorecards will be created based on the Scorecard
configurations. For example, a scorecard configured with a Monthly recurrence will create
individual scorecards for each month. The scorecard that is set as Recurring does not actually
run, but generates individual scorecards to run for the configured intervals. Those child
scorecards will open and close according to the interval. You can edit Recurring Scorecards,
unlike single instance scorecards. You cannot edit the child scorecard generated from the
recurrence.

1. Navigate to Suppliers > Performance > Scorecards. Any existing scorecards
will be displayed.

2. To create a new recurring scorecard, select Add New Scorecard. An overlay
displays.

a. Enter a Name for the Scorecard, up to 100 characters.
b. Select a Template from your list of published templates.
c. By default, the scorecard will be considered Recurring. Leave this

option enabled.
d. Click Create. The Scorecard is created in Draft status, and you are now

navigated to the Scorecard Wizard to complete setup.
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3. Configure the Setup page for the Recurring Scorecard:
a. You can edit the Name or the Template.
b. Select a Reporting Interval: Monthly, Quarterly, Semi-Annually, and

Annually.
l Monthly - The scorecard will generate individual scorecards on

a monthly calendar basis. For example, if a monthly recurring
scorecard is activated on August 26th, the first child scorecard
instance is created with reporting period for August 1st - August
31st. The next child scorecard instance is created for September
1st - September 30th.

l Quarterly - The scorecard will generate individual scorecards on
a quarterly calendar basis. For example, if a quarterly recurring
scorecard is activated on August 26th, the first child instance is
created for the period July 1st - September 30th. The second
child instance is created for October 1st - December 31st.

l Semi-Annually - The scorecard will generate individual
scorecards on a semi-annual calendar basis. For example, if a
semi-annual recurring scorecard is activated on August 26th, the
first child instance is created for the period July 1st - December
31st. The next child instance is created for January 1st - June
30th.

l Annually - The scorecard will generate individual scorecards on
an annual calendar basis. For example, if an annual recurring
scorecard is activated on August 26th, the first child instance is
created for the period January 1st - December 31st.

c. Enter the number of Evaluation Period Length (days), between one
and 90. This is the number of days after the Evaluation Open Date (one
day after the reporting period end date), during which time the
evaluators can respond.

d. Select Preview Schedule to see the first several instances of the
scorecard, based on the reporting interval and evaluation period:

i. The Reporting Start Date and Reporting End Date
reflect the reporting interval selected.

ii. The Evaluation Open Date reflects the first day after the
Reporting End Date. This is the date that evaluators can
begin responding.

iii. The Evaluation Close Date reflects the number of days in
the Evaluation Period Length after the Evaluation Open
Date.

e. Select Save Progress to save your changes and remain on the page.
Select Next to save changes and move to the next page.

4. Configure Evaluators for the Scorecard. At least one Evaluator is required. See
"Configuring Scorecards" on page 181 for the steps to configuring this page.
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5. Assign Suppliers to the Scorecard. See "Configuring Scorecards" on page 181 for
the steps to configuring this page.

6. On the Review and Finalize page, any missing, required data is noted. If all required
data is provided, select the Schedule Scorecard button. Confirm that you want to
schedule the scorecard by selecting Yes in the overlay.

7. You are returned to the Scorecards page, and the scorecard is listed as Scheduled.
Once the Reporting Period End Date is reached for the first recurrence, the child
scorecard will display in the list, and evaluators will receive notifications accordingly.

8. If you need to Edit the Recurring Scorecard settings, select the Edit button.
a. Confirm that you want to make changes by selectingOK. This will

require you to Review and Finalize the scorecard again.
b. Make the necessary changes to the Setup, Evaluation, or Suppliers

pages. When finished, select Schedule Scorecard on the Review and
Finalize page.

Managing Recurring Scorecards
Recurring scorecards that generate individual child scorecards are listed as Scheduled on the
Scorecards page.

The recurring scorecard will display the reporting interval as Repeats, and list the next Reporting
Period and Evaluation Period. The Number of Evaluators and Number of Suppliers are also
listed. In the Edit dropdown, you have the following options:

l Edit - If you choose to edit the scorecard, it is reverted to Draft status. You can then make
changes, and choose to Schedule Scorecard again. When editing recurring scorecards,
you can edit the suppliers associated with future instances, as well as the evaluators. Any
edits affect only the future instances of the scorecard, and do not affect any previous
instances

l View - Navigates you to the Scorecard details in read-only mode. You can select to view
the Setup, Evaluators, and Suppliers pages.

l Delete - Deletes this recurring scorecard from the lists.
l Deactivate - Deactivates this recurring scorecard. There is no change to the status of any

existing child scorecards. No future scheduled instances of the scorecard will occur.

content
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Managing Scorecards
Scorecards are managed via the Suppliers > Performance > Scorecards page.

l All Scorecards are listed. You can search for a Scorecard by entering a search term in the
Search by Scorecard Name box. The default sorting is by Evaluation Period (Descending).
You can also sort by Scorecard Name, Status, and Evaluation Period (Ascending).

l Open Scorecards have an action button with the ability to View or Close.
l Closed Scorecards have an action button to View or Archive. Archiving a scorecard will

remove it from all reports and from the default view of the Manage Scorecards page.
l Scheduled Scorecards are those that are configured to be recurring. An action button is

available to Edit, View, Delete, or Deactivate the scheduled scorecard.
l An icon indicates the Scorecard is closing in less than seven days.

l An icon indicates a Scorecard is associated with a Contract.
l For each scorecard, key information is provided:

l For recurring scorecards, the recurrence interval is listed. Select the value to see a
schedule of upcoming scorecards that will be created as a result of the internal.

l Number of Evaluators assigned to the scorecard.
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l Number of Suppliers assigned to the scorecard.
l The Reporting Period for the scorecard.
l The Evaluation Period for the scorecard.
l The Close date is listed, if configured.

l By default, archived scorecards will not show. Select the Show Archived hyperlink at the
top of the page to see archived scorecards.

l Select the History link to see the history for scorecard changes.

Managing Recurring Scorecards
The options for Scheduled (recurring) scorecards differ from the options for single instance
scorecards. See "Recurring Scorecards" on page 186 for more information.

Reopening Scorecards
Closed Scorecards can be reopened to allow for evaluators to be updated, in cases where
evaluators may not have completed evaluators, or if some additional explanation is needed for
submitted scores. Upon reopen, new dates can be set to allow for ample response time. See
"View Scorecard Evaluations" on page 194 for additional information about actions you can take
for specific evaluators in a reopened Scorecard.

1. Navigate to Suppliers > Performance > Scorecards. The Scorecard list displays.
2. Select the View dropdown button from a Closed scorecard and select Reopen. A Reopen

Scorecard overlay displays.
3. Enter an Evaluation Period Length (days). The evaluation will remain open for that many

days from the time the scorecard is reopened.
4. Click Done. The overlay closes, and the Scorecard List refreshes. The Scorecard status is

updated toOpen.
5. The Reopen action and date/time are captured in the Scorecard History.

Evaluators receive a notification that the Scorecard has been re-opened. This notification is
automatically sent to evaluators of the reopened Scorecard, and is not associated with any
Notification Preference in the User Profile.

Evaluating Scorecards
When the Evaluation period opens, Evaluators assigned to the Scorecard will navigate to
Suppliers > Performance > My Evaluations to view and open the scorecard. When clicking the
link in the email regarding the scorecard, the Evaluator is navigated directly to the Evaluation
page upon login.
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On theMy Evaluations page, the scorecard Name, number of Suppliers, evaluation Status and
an action button display. An Edit Evaluation button is available if the evaluation period is open. A
View Evaluation button displays if the evaluation period is closed, meaning the evaluator cannot
make any edits. You can choose to sort by Scorecard Name or Status.

The Evaluation consists of and Instructions page, the Evaluations page with all the KPIs
configured for the scorecard, and a Review and Finalize page for submitting the evaluator
response. Key dates and the Evaluation Status are displayed above the left navigation for the
Evaluation.

l The Evaluation status and key dates display on the left above the navigation pane.
l By default, the Evaluation page displays all KPIs expanded under all categories. You can

select to Collapse All and expand only those categories you want to address at one time.
Up to eight suppliers are displayed, but you can change that value in the Per Page
dropdown in the top right.

l Evaluators will see only the categories and KPIs to which they are assigned. As you hover
over the information icon next to the category name, any description provided by the
scorecard creator will display.

l Click the Add Comments icon to add comments about your rating for the KPI. Upon
save, the icon changes to indicate comments have been added to this KPI rating .

l Once all ratings have been saved, the Evaluation page displays a green check. The Review
and Finalize page indicates that all KPIs are complete. The Evaluator selects to Submit
Evaluation to submit their responses. Once an evaluation has been submitted, it cannot be
edited.
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1. Navigate to Suppliers > Performance > My Evaluations. Scorecards assigned
to you will display.

2. Select an open Evaluation by selecting the Edit Evaluation button.
3. Review any Instructions provided by the scorecard administrator.
4. Select the Evaluation page. KPIs are displayed for each supplier. Not all suppliers

may be on one page. As you complete your ratings, navigate to subsequent pages
as necessary.

5. Hover over information icons for categories or KPIs to see explanations provided
by the Scorecard Administrator.

6. Select the appropriate rating for the supplier and KPI from the dropdown list. If a
rating does not apply, select N/A.

7. Click the Add Comments icon to add comments about a KPI rating. When
comments have been added to a KPI, the icon is different .

8. As you complete ratings, click to Save your progress.
9. When a rating has been selected for all KPIs for all suppliers, the Review and Finalize

page will display a green check for the Evaluation page, indicating all required
information is complete. Select Submit Evaluation to submit your responses.
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Viewing Categories on the Evaluation Form

Only the categories that were selected for an Evaluator during the Scorecard creation are
displayed. Other categories that are not assigned to the evaluator are hidden from view on the
evaluation form.

The reports consider only the evaluators who have rated the KPIs and categories. It excludes
other evaluators who are in the same scorecard but have not submitted a rating. The N/A rating is
ignored in scorecard calculations.

History

A History link is available for evaluations, indicating when a KPI rating is modified and when an
evaluation is submitted.

Reopened and Returned Evaluations

Scorecard Managers can Reopen a Closed Scorecard to make changes. In such a case, the
Evaluators will receive a notification that the Scorecard has been reopened, and may want to
review their evaluations to see if adjustments are needed. In the case of an Open or Closed
Scorecard, Evaluators may also have an evaluator Returned to them for additional explanation or
to enter scores (in the case of no scores being submitted).

Email Notifications

Several system emails are associated with evaluations, and are not triggered by a notification
preference. They are sent via email and an in-application notification to the evaluators assigned
to the scorecard. Notifications are sent seven days prior to an evaluation opening and closing,
when the evaluation opens, and when it is closed.

l Supplier Performance Evaluation is Closed - The evaluator receives a system email and
notification as soon as a scorecard is closed.

l Supplier Performance Evaluation is Opened - Evaluators receive this email and in-
application notification as soon as the scorecard is opened. The link in the email takes the
user directly to the Scorecard Evaluation form.

l Supplier Performance Evaluation is Reopened - Evaluators receive this notification
when a Scorecard to which they are associated is reopened.

l Supplier Performance Evaluation has been Returned to its Evaluator - An Evaluator
receives this notification when the Return Evaluation action has been taken for the user's
submitted Scorecard evaluation.

l Supplier Performance Evaluation is Closing Soon - This is sent to evaluators who have
not submitted their evaluations 7 days before the close date.
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l This email will not be sent to evaluators who have completed their evaluations.
l If Automatically Close is set to No, then the system notification is not generated.

l Supplier Performance Evaluation is Opening Soon - This is sent to the evaluator 7 days
before the open date.

l If the Open Date is less than 7 days away, then the system notification is generated
immediately.

l If Open Date is not defined (i.e., if the scorecard is immediately opened), then a
system notification is not generated.

View Scorecard Evaluations
A Scorecard manager can see the status of Evaluator responses on the Evaluators page of a
Scorecard. Progress is indicated, and you can select to View Evaluation for responses that have
been Submitted. This information displays for scorecards in an Open or Closed status, and is not
available on a scheduled recurring scorecard (parent).

l The Evaluator Name is provided. Select the Name to see contact information. Select the
email address to send an email from your email client.

l Assigned Categories indicates if the Evaluator is assigned to respond to all categories, or
a subset. If the Evaluator is assigned to a subset of categories, a hyperlink indicates the
number of categories assigned. Upon selecting the link, the specific categories assigned to
the evaluator display.

l The Progress column indicates the status of the Evaluator's response.
l The Action button displays, depending upon the Evaluator's progress. Once a response

has been submitted, a View Evaluation button displays, allowing the user to review the
response in an overlay.

l Scroll to additional pages if all suppliers are not listed on a single page.
l Select to Expand or Collapse the categories and KPIs.
l An information icon provides an explanation of the category or KPI, if configured.
l Comments added to a rating are indicated with an icon. You can select the icon to

view the comments.
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Return an Evaluation
Once an evaluation is submitted, users can select to Return Evaluation to an evaluator for
gathering additional information about the submitted scores. This option will only show for
Evaluators who have submitted an evaluation in a Scorecard.

1. Navigate to Suppliers > Performance > Scorecards. The Scorecard list displays.
2. Click on or select the View button from anOpen or Closed scorecard. The Scorecard

opens.
3. Select the Evaluators page.
4. In the Action column, select the View Evaluation dropdown for the appropriate evaluator,

and select Return Evaluation. An overlay displays.
5. You can optionally enter a comment to the evaluator. This comment is included in the email

notification the evaluator will receive. Click Submit.
6. The Evaluators page refreshes, with a Progress indicator of Returned for the evaluator.

Evaluators receive a notification that the Scorecard has been returned. This notification is
automatically sent to evaluators and is not associated with any Notification Preference in the
User Profile. History for the Scorecard captures that the evaluation was returned to the
evaluator.

Updating Evaluators for Future Scorecards
Evaluators for a given Scorecard may fluctuate over time. Instead of creating a new scorecard in
order to add or remove evaluators, Scorecard Managers can update the evaluators for a Closed
scorecard. For recurring scorecards, this will update the evaluators for future scorecard periods.
For one-time scorecards, this functionality can be used in conjunction with the Reopen
Scorecards feature to change the evaluators (see "Managing Scorecards" on page 189 for
additional information about reopening scorecards).

1. Navigate to Suppliers > Performance > Scorecards. The Scorecard list displays.
2. Select the View dropdown button from a Closed scorecard, and select Update

Evaluators.
3. The Evaluators section of the Scorecard displays. Only the Evaluators section of the

scorecard is editable.
a. To Remove an evaluator:

i. Click the Remove Evaluator button for the appropriate user. This removes
the evaluator from future scheduled periods. Note: The Evaluator is
immediately removed.

ii. The page refreshes with the selected evaluator removed.
iii. Historical reports/references to any removed evaluators will remain for the

previous scorecards to which they were associated.
b. To Add an evaluator:
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i. In the Search box, begin entering a name, user name or email for the
evaluator to be added, or click the search icon to see a list of users with
permission to evaluate scorecards for selection. You can enter multiple
names.

ii. Click Add Evaluator to add the listed evaluator(s) to the scorecard.
iii. By default, the Evaluator is assigned to All categories. To change, select Edit

Category Assessment in the Action dropdown, select the appropriate
categories in the overlay, and click Save Changes.

iv. Click Save Progress to save the new list of evaluators as well as updated
Assigned Categories.

4. Click Back to Scorecards Page to return to the Scorecards list.
5. The updated evaluator settings are reflected as follows:

l One-time Scorecard - Upon Reopen, the scorecard will reflect the new evaluators.
l Recurring Scorecard - The updated evaluator list will be applied for future

scorecards.

Scorecard Information for Suppliers
Scorecard information is provided in the supplier's profile in the Performance section. When
viewing the Suppliers page in a scorecard, you can select the supplier Name to navigate to the
Performance section of the supplier's profile.

In the Performance section of the supplier's profile, Scorecards and Trending Report pages are
available. The user must have permission to manage or view the supplier profile, as well as the
permission to Manage Scorecards, in order to have access to this page. The user must also have
the View Scorecard Reports permission.

The Scorecards Page
On the Scorecards page, all the scorecards that have been assigned to the supplier are
displayed, along with Overall Grade, Status, and key dates. For those scorecards that are closed,
you have Actions available to View Report, Edit Comments (that are visible to the supplier when
shared) and to Make the Scorecard Visible to the Supplier.

l Select to View Report to see the Supplier Scorecard Report. Only closed scorecards can
be viewed. The scorecard details (categories and KPIs) will display, along with the
supplier's average rating across all evaluators, score, percentage score, and grade.

l SelectMake Visible to Supplier to allow the supplier to see the scorecard information.
l Select to Edit Comments which will show to the supplier when the scorecard is shared.

Comments can be up to 1,000 characters. History captures changes made to the
comments. Saved comments are seen in the Supplier Scorecard Report when selecting to
View Report in the action dropdown.
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TheOverall Grade displayed for the scorecard is calculated by adding all the Score values,
divided by the sum of all Maximum Achievable Score values, and multiplying by 100. Note the
example below:

l Total of all Scores = 466.66
l Total of allMaximum Achievable Scores = 500
l (466.66 / 500) * 100 = 93.33 for theOverall Grade

Sharing a Scorecard to a Supplier

You can make scorecards visible only to suppliers who have registered with your customer portal.
If the supplier does not have access to your portal, you will not see the option, and should first
request that the supplier register with your organization. A system email/notification is sent to the
supplier when the scorecard is shared.
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On the Scorecards page in the supplier profile, the option toMake Visible to Vendor is available
in the Actions dropdown for closed scorecards. The option is displayed for a supplier even if it is
no longer active with the customer.

Once you have confirmed that you want to make the scorecard visible to the supplier, the page
refreshes and an icon indicates the scorecard is now shared. The supplier portal administrator
automatically receives an email notification that a scorecard has been shared.

When a scorecard is shared with a supplier, a Performance Scorecards widget displays in the
Customer Branded Portal. The widget contains the Scorecard Name, Reporting Period, and
Overall Grade. The supplier can select the Scorecard name to see an overlay with the Supplier
Scorecard Report, displaying all categories, KPIs, and ratings.

Stop Sharing a Scorecard

When a Scorecard is being shared, the Action drop-down button contains the option to Remove
Supplier Visibility. Upon selecting and confirming this option, the icon is removed and the
scorecard is no longer visible in the customer branded portal for this supplier.

The Trending Report Page
On the Trending Report page of the profile, information displays regarding the recurring
(monthly, quarterly, semi-annually, and annually) scorecards associated with this supplier over
time. Only closed scorecards are reflected in the report.

The following types of reports are available:

l Overall Grade - The report will show trends on overall grades achieved by a recurring
series of scorecards.

l Category - A category dropdown will be displayed, showing all available categories for the
selected scorecard. When selected, the trending report is based on the category for
scorecards over time.
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Once you have selected report options, click to Run Report. A graph and scorecard details will
display.

Configuring Supplier Grades
Supplier Grades are used to display an overall rating for the supplier on the Scorecard Reports.
You will configure the grades at Performance > Configuration Settings. A default Scale range
and Overall Grade are provided. You can edit the Scale (Percentage) values and the Overall
Grade to meet your organization's needs. You must have theManage Scorecards permission to
configure Supplier Grades.

l Enter up to five characters (numbers or decimal). Up to two digits are allowed after the
decimal.

l The initial value of 0.00 and last value of 100.00 are read-only and cannot be edited.
l User is not allowed to save scales values of 0 or 100. The values will be updated to 1 and

99, respectively.
l Overall Grade text can be up to 100 characters.
l All fields on the page must have a value in order to save changes.
l Each Grade has a default color set by the system that cannot be changed. Colors are

reflected on the Scorecard Summary report.
l If overlapping values are provided among two or more grades, the higher grade will be

used.

1. Navigate to Suppliers > Performance > Configuration Settings.
2. Review the grading scale, and enter new values for any of the ratings except the first

and last values.
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3. Edit the text for theOverall Grade.
4. Select to Save your edits.
5. To return to system values, select Restore Default Grades.
6. View the History link to see an audit log of changes.

Supplier Performance Reports

Overview
In addition to viewing the Scorecard and Trending Report on the supplier profile, a user with the
appropriate permissions will also have access to a Scorecard Comparison Report and a
Scorecard Summary Report under the Reporting > Performancemenu. A Report Exports
page is available to open and download exports generated from these two reports.

See "Scorecard Information for Suppliers" on page 196 for more information on the reports
available in the supplier profile.

A color grid indicates where suppliers rate overall. The colors cannot be edited by the
organization:

l 100% - 80% - Green
l 79% - 60% - Yellow
l Below 60% - Red

Related Permissions
Permissions are located under the user profile at Permissions Settings > Administration >
Supplier Performance.

l View Scorecard Reports - This permission allows the user to access the Scorecard
Comparison Report and Scorecard Summary Report via the Reporting > Performance
menu. Also, the user can access the Supplier Scorecard Report from the Performance >
Scorecards > Actions > View Report link for a speicfic scorecard in a supplier's profiles.

For the complete list of Supplier Performance permissions, see "Supplier Performance" on
page 170.



JAGGAER 201 www.JAGGAER.com

Accessing Supplier Performance Reports
The Scorecard Comparison Report and a Scorecard Summary Report are available under the
Reporting > Performancemenu. A Report Exports page is available to open and download
exports generated from these two reports.

Scorecard Comparison Report
The Scorecard Comparison Report displays all the supplier ratings for a scorecard, allowing you
to easily compare ratings by category and KPI.

l The Reporting Start Date and Reporting End Date are displayed.
l A bar graph shows the supplier score for each category, and the ratings for each

Category/KPI are displayed below the graph. Hover over a bar to see the specific rating for
the supplier.

l Select options on the bar graph to filter the display by specific categories.

1. Navigate to Reporting > Performance > Scorecard Comparison Report.
2. Select a Scorecard from the drop-down list of closed scorecards. Select Run

Report. If no evaluations were submitted for the scorecard, a message will display.
Otherwise, view the report information.

3. In the bar graph, hover over a bar to see a supplier's average score.
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4. Select a category in the bar graph to remove it from view. Select it again to restore it
to the bar graph.

5. Select to Collapse All or Expand All the category and KPI information.
6. Select the Export link to export the information to an Excel file.

a. When selecting to export, a default description will be populated in the
Request Export overlay. Edit the description, if appropriate. Click
Submit.

b. Upon confirming the export, a Request Submitted overlay will display.
You can choose to navigate to the Report Exports page from the
overlay. Or, select to Close the overlay, and navigate to Reporting >
Performance > Report Exports.

c. On the Report Exports page, select the file to open or save.

Scorecard Data Report
The Scorecard Data Report is an export of the scorecard information, including

For a recurring scorecard, the report can include multiple instances from the same parent
scorecard.

l Scorecard Name and the selected report dates.
l Supplier names.
l Evaluator names and raw scores. Comments are included if the option is selected.
l The scores are the actual KPI Scores instead of the Description that is displayed in the

Evaluation UI. You can refer to the associated Scorecard Template to review the
description of each score, if needed.
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1. Navigate to Reporting > Performance > Scorecard Data Report.
2. Begin entering a Scorecard Name for selection, or click the search icon to view and

select from all Scorecards.
3. Enter a Reporting Date for the report. Choose from standard date ranges, or choose

Custom Date Range to enter specific dates.
4. Indicate if you would like to include Comments in your report. The default is No.
5. Click Export. A Request Export overlay displays.

a. When selecting to export, a default description will be populated in the
Request Export overlay. Edit the description, if appropriate. Click Submit.

b. Upon confirming the export, a Request Submitted overlay will display. You can
choose to navigate to the Report Exports page from the overlay. Or, select to
Close the overlay, and navigate to Reporting > Performance > Report
Exports.

c. On the Report Exports page, select the file to open or save.

Scorecard Summary Report
The Scorecard Summary Report shows all of the grades and evaluator response ratings for all of
the suppliers on a specific scorecard. It provides a graphical representation of the percent of
suppliers who fell in the different rating scales.

l The Reporting Start Date and Reporting End Date are displayed.
l A bar graph shows the number of supplier responses that received the supplier score for

each category. Hover over a bar to see the exact number of suppliers that received the
grade.

l Select options on the bar graph to filter the display by specific grades.
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1. Navigate to Reporting > Performance > Scorecard Summary Report.
2. Select a Scorecard from the drop-down list of closed scorecards. Select Run

Report. If no evaluations were submitted for the scorecard, a message will display.
Otherwise, view the report information.

3. In the bar graph, hover over a bar to see the number of suppliers that received a
grade.

4. Select a grade in the bar graph to remove it from view. Select it again to restore it to
the bar graph.

5. Review the grade details by category, and the overall supplier response percentage
score.

6. Select the Export link to export the information to an Excel file.
a. When selecting to export, a default description will be populated in the

Request Export overlay. Edit the description, if appropriate. Click
Submit.

b. Upon confirming the export, a Request Submitted overlay will display.
You can choose to navigate to the Report Exports page from the
overlay. Or, select to Close the overlay, and navigate to Reporting >
Performance > Report Exports.

c. On the Report Exports page, select the file to open or save.

Report Exports
The Scorecard Summary Report, Scorecard Data Report and Scorecard Comparison Report
exports are available for download on the Reporting > Performance > Report Exports page.
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l Once the Status of the file is Completed, you can select the File to open or save the file.
l Select the Requested By name to see contact information and to send an email from your

email client.
l The Expires In indicates the number of days before the export request will be

automatically deleted from the page. To manually delete an export request, select the
checkbox and click Delete Selected.
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Additional Supplier Management
Features

2nd Tier Reporting

Overview
In many cases, your organization's suppliers have their own suppliers. These sub-suppliers may
contribute directly or indirectly to the products or services being provided to you by the main
supplier. If the sub-suppliers have any diversity classifications, your organization can receive
diversity spend credit. JAGGAER's 2nd Tier Reporting feature available in an add-on module
allows suppliers to report diversity spend on their sub-suppliers in the Supplier Network Portal.
Subsequently, you can pull reports in the application that allow you to view your 2nd Tier spend.

You can configure suppliers to report 2nd Tier spend in one of two ways: by reporting period or by
contract. Reporting periods are time intervals, monthly, quarterly, semi-annually or annually.
Note: The system will default to reporting period. The report period defaults to quarterly. The
reporting period can be changed but it must be done by JAGGAER during implementation or by
JAGGAER support. 2nd Tier administration for specific suppliers is managed through the supplier
profile.

Related Permissions
Permissions are located under the user profile at Permissions Settings > Administration > 2nd
Tier Administration.

l Prime Supplier Administration - This permission grants users the ability to mark a
supplier as a Prime and manage the settings on the Diversity > 2nd Tier Prime Settings
page of a supplier's profile. The user can mark a supplier as prime or not prime, set spend
goals, determine if the supplier reports by contract or reporting period, and associate a
contract to a reporting period.

l Manage Prime Report Configuration - This permission allows administrators to access
the Suppliers > Configuration Settings > 2nd Tier Configuration > 2nd Tier Report
Configuration page, which contains settings for how the 2nd Tier reporting pages appear
in the Customer Branded Portal. On this page, users can configure the page instructions,
diversities on which suppliers will report spend, and the fields required before the a
supplier can certify that they have completed reporting.
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l Manage 2nd Tier Organization Settings - This permission allows the user to edit the
Suppliers > Configuration Settings > 2nd Tier Configuration > 2nd Tier Settings page,
which displays the current reporting period timeframes

l View 2nd Tier Reports - This permission gives the user to see the 2nd Tier Dashboard
on the Supplier Dashboard and view all of the 2nd Tier Reports under the Reports > 2nd
Tier Reportingmenu.

l Edit 2nd Tier Reports - This permission allows an administrator to edit revenue and spend
data displayed on the Prime Credit Details report. The Prime Credit Details report can be
accessed by clicking on the name of a prime supplier in the Reporting > 2nd Tier
Reporting > Prime Credit Report. All permissions given under View 2nd Tier Reports
should also be granted to someone that just has the Edit 2nd Tier Report.

2nd Tier Reporting Definitions
The following terms are important to understand when using the 2nd Tier reporting module.

l Prime Supplier: This is the supplier with whom your organization works directly. In order to
report on a supplier's 2nd Tier spend, the supplier must be designated as a Prime supplier
in the supplier profile.

l Direct Spend: Money spent on diverse sub-contractors which can be tied directly to the
product or service provided to your organization. For example, if you are working directly
with a General Contractor to remodel a conference room, the GC is your prime supplier. If
drywall is installed by a sub-contractor, that contractor's work is tied directly to your
organization's project and can be used as direct spend.

l Indirect Spend: Money spent on diverse sub-contractors which is indirectly tied to the
product or service provided to your organization. For example, if the General Contractor
has a janitorial service for his own offices, you may be able to get indirect credit for the
money spent on the service.

l Indirect Credit: This is the portion of the indirect spend for which your organization can
take credit. Generally, you can receive credit based on the percentage of business you
provide to the Prime. For example, if the Prime spends $1000.00 per month on janitorial
services and you provide 50% of its business, you can receive $500.00 in indirect credit.

l Total Credit: Total credit is direct spend + indirect credit.
l Spend Goals: Customers can use the application to capture and track against 2nd Tier

Spend Goals for each Prime vendor. 2nd Tier Spend Goals are yearly target percentages in
which the Prime vendor should strive for spend allocation with either Minority Business
Enterprise (MBE) or Women-owned Business Enterprise (WBE) vendors. Goals can be set
at either the Prime vendor or at the contract level (depending on how the supplier is
configured for 2nd Tier reporting).
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2nd Tier Reporting in the Supplier Network Portal
The key to getting good 2nd Tier credit is how well your Prime suppliers report the information.
Suppliers report this information through a series of steps and within required reporting periods.
You configure these steps and reporting periods in the application. It is important to give the
Prime Suppliers clear instructions on how and when you need their spend reported. Notifications
are available to help you communicate you expectations.

Marking a Supplier as a Prime Supplier
In 2nd Tier reporting, the term Prime Suppliers refers to the main suppliers with which your
organization does business. These suppliers have sub-suppliers, or 2nd-Tier suppliers. When a
supplier organization is marked as a Prime supplier in the supplier profile it can report diversity
information on its sub-suppliers that can be applied to your organization's diversity spend. Note:
Prime Suppliers is a supplier class. Searching on this class in advanced supplier search will
return suppliers that have been marked as prime suppliers.

You must have the Prime Supplier Administration permission to perform this action.

1. Go to Suppliers >Manage Suppliers > Search for a Supplier. Search for the
supplier.

2. Mark the prime suppliers:
l To mark a single supplier as a Prime, click theManage button and selectMark
as Prime. Note: You can remove a supplier's Prime status through the
Manage menu.

l To mark multiple suppliers, click the checkbox at the far right for each
supplier. From the Available Actionsmenu, selectMark Supplier as Prime.
Note: You can also use the Available Actions menu to mark multiple suppliers
as not prime.

3. The supplier or suppliers will be assigned the Prime supplier class.

Managing 2nd Tier Reporting Type
You can configure how a Prime supplier reports 2nd Tier spend in the supplier profile. Spend can
be reported by a reporting period or by contract (for organizations that use the contract
compliance feature).

In order to perform this task you must have the 2nd Tier Prime Administration permission.

1. Go to Suppliers >Manage Suppliers > Search for a Supplier. Search for the
supplier.

2. Select the supplier name to open the supplier profile.
3. From the menu on the left select Diversity > 2nd Tier Prime Settings.
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4. Select a value for This Prime Supplier Reports By. Select the edit icon to make
changes to the current value.

a. To choose to report by reporting period, select the Reporting Period radio
button.

b. To choose to report by contract, select the Contract radio button. Select the
contracts on which you would like the supplier to report. Note: If you do not
have an active contract with a supplier and you choose this option, an error
message will display.

Note: If you switch from reporting period to contract, or vice versa, reporting during an open
reportable timeframe and the supplier has begun entering data in the portal then you will be
asked if you want to delete the existing data.

Configuring 2nd Tier Spend Goals in the Supplier Profile
Customers can use the application to capture and track against 2nd Tier Spend Goals for each
Prime vendor. 2nd Tier Spend Goals are yearly target percentages in which the Prime vendor
should strive for spend allocation with either Minority Business Enterprise (MBE) or Women-
owned Business Enterprise (WBE) vendors. Goals can be set at either the Prime vendor or at the
contract level (depending on how the supplier is configured for 2nd Tier reporting).

In order to perform this task you must have the 2nd Tier Prime Administration permission.

1. Go to Suppliers >Manage Suppliers > Search for a Supplier. Search for the
supplier.

2. Select the supplier name to open the supplier profile.
3. From the menu on the left select Diversity > 2nd Tier Reporting Settings.
4. If This Prime Supplier Reports By is set to Reporting Period, a Current Spend

Targets section displays, with values for MBE and WBE goals for each period.
5. If This Prime Supplier Reports By is set to Contract, a section for Associate

Contracts to Reporting Periods displays, with values for MBE and WBE goals for
each contract.

6. To change the values, select Edit Section link, and enter appropriate values
7. Changes are saved automatically.

Viewing 2nd Tier Report Status in the Supplier Profile
You can view 2nd Tier report status in the supplier profile. You also have the ability to reopen
reporting for a reporting period or contract.

In order to perform this task you must have the 2nd Tier Prime Administration permission.
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1. Go to Suppliers >Manage Suppliers > Search for a Supplier. Search for the
supplier.

2. Select a supplier name to open the supplier profile.
3. From the menu on the left select Diversity > 2nd Tier Prime Settings.
4. Click on the Reports and Settings by Period tab.
5. Review the status:

l If the supplier is configured to report by reporting period, select the year and
interval to view the status.

l If the supplier is configured to report by contract, select the contract to view
the status.

6. To reopen reporting, click the Reopen button.

Configuring the Supplier Portal for 2nd Tier Reporting
Prime suppliers will do their 2nd Tier reporting through the supplier portal. Organizations need to
configure how the suppliers will report this spend (required fields, diversity options, etc.). In
addition, you can provide instructions to ensure information is reported properly. 2nd Tier portal
configuration allows you to determine how the reporting steps will be displayed in the supplier
portal.

The Configuration settings are available on separate pages in the left navigation as follows:

Spend Profile

This section allows you to determine the default spend profile. The spend profile refers to the
type of diversity spend on which suppliers can report. The spend profile can be configured to
allow suppliers to report by Direct Spend Only, Indirect Spend Only or Direct and Indirect
Spend. A default spend profile is set for all prime suppliers in an organization that can be
overridden at the supplier level through the supplier profile. Select the appropriate profile. Note:
The spend profile can be overridden at the supplier level.
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Supplier Welcome

The supplier welcome page is displayed to prime suppliers when accessing 2nd-tier reporting.
The welcome page allows suppliers to specify whether or not they have spend to report for the
reporting period. When no spend is indicated, the supplier is not required to go through the
reporting process. Default page instructions are provided but can be overridden.

Supplier and Direct Spend

The initial step for the Prime supplier is to add suppliers to the report. In this section, you
configure general instructions for the supplier related to adding suppliers to the report. Default
text is provided but can be overridden.

Diversity Classifications

This section enables you to choose diversities on which the Prime Supplier reports direct spend
for their 2nd Tier suppliers. The written instructions and diversities you choose in this section will
be displayed to the supplier in the portal.

l Associated Diversity Classifications: The diversity classifications listed on this page are
the same classifications that were configured for supplier registration. Select the
diversities on which you would like suppliers to report spend, and what additional
information you will require for the classification. You can also select to Associate a
Diversity Categorywith the classification.

l Diversity Ranking: Once the diversities for 2nd Tier configuration are selected and saved,
you will choose a ranking for the diversities. In some cases, a 2nd tier report may need to
use the ranking when a 2nd tier supplier has more than one diversity classification.

Indirect Spend

In this section, you configure if suppliers need to report on indirect spend (diverse sub-
contractors can only be linked indirectly to the organization). You have the option of requiring, or
not requiring, the suppliers to report on indirect spend. If you have chosen to show or require
indirect spend reporting, suppliers will see the indirect spend section in the supplier portal.
Suppliers are able to report on indirect spend by default.

Revenue Information

As part of 2nd Tier reporting, suppliers are required to enter total revenue for the reporting period.
These values are used to calculate direct and indirect spend totals. Configure page instructions
that will display to the suppliers in the Revenue Information step.



JAGGAER 212 www.JAGGAER.com

Summary of Spend and Revenue

Suppliers are also required to enter total revenue for the reporting period vs. the invoice amount
total for your organization. Configure page instructions that will display to the suppliers in the
Summary of Spend and Revenue step. Default text is provided but can be overridden.

Certify and Submit

Before submitting 2nd Tier spend, you may require suppliers to certify the spend with preparer
information and a certification statement. In this section, you configure this step by selecting the
fields required for certification.

Documentation

This section allows you to provide helpful information about 2nd Tier spend reporting to the
suppliers through an FAQ and additional documentation. The document must be in
PDF format, and no more than 25 MB.

You must have theManage Prime Report Configuration permission to perform the actions
below.

1. Go to Suppliers > Configuration Settings > 2nd Tier Configuration.
2. Click on the 2nd Tier Report Configuration tab.
3. Select the Spend Profile Configuration page. Select a Spend Profile option from

the dropdown. Select Save Changes.
4. Select the Supplier Welcome page, and click the Page Instructions hyperlink.

a. Review the default instructions. Edit text as appropriate, using the
formatting tools.

b. Click Save Changes to save the information.
c. To go back to the default text, click the Reset to Default button.

5. Select the Supplier and Direct Spend page, and click the Page Instructions
hyperlink.

a. Review the default instructions. Edit text as appropriate, using the
formatting tools.

b. Click Save Changes to save the information.
c. To go back to the default text, click the Reset to Default button.
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6. Select the Diversity Classifications page.
a. Select the Page Instructions hyperlink. Keep the default text, or make

edits and select Save Changes. To go back to the default text, click
the Reset to Default button.

b. Select the Associated Diversity Classification(s) link.
i. Click the checkbox(es) in the Report Spend by this
Classification column for each classification you would
like to include.

ii. If applicable, click the checkboxes to require certification
information or a certification document for a classification.

iii. To require the supplier to further breakdown the spend for
a specific classification, click theMBE (Minority Business
Enterprise) Spend Goal orWBE (Women-owned Business
Enterprise) Spend Goal checkbox.

iv. From the Associate a Diversity Category drop-down,
you can assign a category to the classification. Note: You
cannot assign a category to MBE. When suppliers report
MBE spend, they are required to enter an ethnicity. A
category is then automatically assigned.

v. Click Save Changes to save the information.
c. Select the Diversity Ranking link.

i. To move a Diversity Classification to a different position,
click and drag the classification. Or, use the up and down
arrows to move the classification.

ii. Click Save Changes to save the information.
7. Select the Indirect Spend page, and click the Page Instructions hyperlink.

a. Review the default instructions. Edit text as appropriate, using the
formatting tools.

b. Click Save Changes to save the information.
c. To go back to the default text, click the Reset to Default button.

8. Select the Revenue Information page, and click the Page Instructions hyperlink.
a. Review the default instructions. Edit text as appropriate, using the

formatting tools.
b. Click Save Changes to save the information.
c. To go back to the default text, click the Reset to Default button.

9. Select the Summary of Spend and Revenue page.
a. Review the default instructions. Edit text as appropriate, using the

formatting tools.
b. Click Save Changes to save the information.
c. To go back to the default text, click the Reset to Default button.
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10. Select the Certify and Submit page.
a. Select the Page Instructions hyperlink. Keep the default text, or make

edits and select Save Changes. To go back to the default text, click
the Reset to Default button.

b. Select the Certify and Submit Required fields hyperlink. Click the
appropriate checkboxes for all fields that you require for the Certify and
Submit step.

c. Click Save Changes to save the information.
11. Select the Documentation page.

a. Select the FAQ hyperlink. Review the default FAQ information. Edit text
as appropriate, using the formatting tools, and select Save Changes.
To go back to the default text, click the Reset to Default button.

b. Select the Upload Documentation hyperlink. Attach documentation by
clicking the Upload button. Enter a Title for the document and then
browse and select the PDF document from your hard drive or server.
Click Save Changes to add the file.

i. To remove a document, select Remove from the Upload
button drop-down.

ii. To attach a different document, select Upload and repeat
the steps above.

Overriding the 2nd Tier Spend Profile at the Supplier Level
The spend profile refers to the type of diversity spend on which suppliers can report. The spend
profile can be configured to allow suppliers to report by Direct Spend Only, Indirect Spend Only
or Direct and Indirect Spend. A default spend profile is set for all prime suppliers in an
organization that can be overridden at the supplier level through the supplier profile.

1. Go to Suppliers >Manage Suppliers > Search for a Supplier. Search for the
supplier.

2. Select the supplier name to open the supplier profile.
3. From the menu on the left select Diversity > 2nd Tier Prime Settings. The 2nd Tier

Reporting Settings tab will display by default.
4. Locate the Apply Spend Profile section of the tab. The default spend profile is

displayed. Click the Edit Section link.
5. Select theOverride radio button the drop-down menu will become active.
6. From the drop-down menu select the desired spend profile.
7. Click the Save Changes button to save the spend profile.
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Reopening a Reporting Period for 2nd Tier Reporting
When a reporting period has closed for a supplier, either because the due date has passed or the
supplier has already reported for a period, you have the ability to reopen it. Suppliers are able to
request that a reporting period be reopened in their portals. That request can then be accepted or
rejected in the supplier profile in the organization site. In addition, you can reopen a reporting
period proactively without a supplier request.

To accept or reject a supplier request to reopen reporting
period:

1. Locate the supplier or suppliers who have made the request. This can be
accomplished in two ways:

l Advanced Supplier Search: The 2nd Tier Reporting search options
include the option Suppliers with Reopen Requests. When this
checkbox is selected, the search results will return suppliers who have
requested a reporting period be open.

l Supplier Dashboard: The 2nd Tier supplier dashboard contains a Total
Prime Suppliers Reopen Requests link. Click on this link to view all
suppliers with reopen requests.

2. Select the supplier name to open the supplier profile.
3. Go to Diversity > 2nd Tier Prime Settings. Click on the Reports and Settings by

Period tab. Display the appropriate reporting periods by using the display filters.
4. If a supplier has requested a reporting period be reopened, an Actions button will

display. Click the button and select Accept or Reject.
5. When you accept the request, the Reopen Reporting Periodwindow will display.

Configure the information. You can reset the due date by selecting a value in the
Timeframe drop-down. The due date will automatically calculate based on today's
date and the timeframe. Note: If the current reporting period is being reopened, a
new due date can only be entered if the existing due date is less than 15 days away
from the current date.

6. Click the Reopen button. In the supplier portal the reporting period will display as
open to the supplier with the new due date.

To proactively reopen a reporting period:
1. Search for and locate the appropriate supplier.
2. Select the supplier name to open the supplier profile.
3. Go to Diversity > 2nd Tier Prime Settings. Click on the Reports and Settings by

Period tab. Display the appropriate reporting periods by using the display filters.
4. Click on the Reopen button associated with the appropriate reporting period.
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5. The Reopen Reporting Periodwindow will display. Configure the information. You
can reset the due date by selecting a value in the Timeframe drop-down. The due
date will automatically calculated based on today's date and the timeframe. Note: If
the reporting period being reopened is the current reporting period. In this case, a
new due date can only be entered only if the existing due date is less than 15 days
away from the current date.

6. Click the Reopen button. In the supplier portal the reporting period will display as
open to the supplier with the new due date.

Supplier Emails for 2nd Tier Reporting
To help ensure you have the most complete and up-to-date reporting information from your
suppliers, JAGGAER provides several automatic emails. These emails serve as reminders to the
suppliers to report their 2nd Tier spend in the JAGGAER ONE Supplier Network. Emails are sent to
the primary supplier contact.

2nd Tier notifications include:

l 2nd Tier Reporting Period Opening: Informs suppliers that the reporting period will be
opening soon. For Quarterly and Monthly reporting intervals, this notification is sent 5 days
before opening. For Semi-Annual and Annual reporting intervals, this notification is sent 30
days before opening.

l 2nd Tier Reporting Period Opened Today: Informs suppliers that the reporting period has
opened. This email is sent on the day the reporting period opens. Note: If the opening of a
reporting period were to change to an earlier date this notifications will be sent
automatically.

l 2nd Tier Reporting Period is Open: This notification reminds the suppliers that the
reporting period is open. For Quarterly, Semi-Annual and Annual reporting periods, this
notification is sent 15 days before the deadline for reporting. For Monthly reporting period,
the notification is sent 7 days before the deadline for reporting.

l 2nd Tier Reporting Period is Closing: This notification informs suppliers that the
reporting period is about to close. For Quarterly, Semi-Annual and Annual reporting
periods, this notification is sent 15 days before the reporting period closing date. For
Monthly reporting period, the notification is sent 7 days before the reporting period closing
date.

l 2nd Tier Reporting Period Closed: This notification informs the supplier that the reporting
period has closed. It is sent on the day of closing.

These email notifications can be configured to your organizations specifications through the
System Email Management tool, located in Administer > Email Management > System
Emails. For information about configuring system emails, please see "System Email Management"
in the Administration and Configuration Handbook or online searchable help.
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2nd Tier Reports
There are several reports available to help your organization understand 2nd Tier diversity spend.
These reports include:

l Prime Credit Report - how's each Prime's classification totals by reporting period. See
"Prime Credit Report" below.

l Spend by Classification Report - Shows all 2nd Tier spend grouped by diversity
classification. See "Spend by Classification Report" on the next page.

l Spend by Category - Shows all 2nd Tier spend grouped categories assigned to the
diversity classification. See "Reopening a Reporting Period for 2nd Tier Reporting" on
page 215.

l Spend Goal % - Contains information about how a Prime Supplier is meeting spend goals
with Women-owned (WBE) and Minority-owned (MBE) businesses.

Prime Credit Report
The Prime Credit report displays the top-level 2nd Tier data for Prime suppliers for a specified
reporting period. Suppliers who have certified data for the selected reporting period display in the
report. From the main report, you can select a supplier to get a secondary report about that
supplier.

In order to run this report you must have the View 2nd Tier Reports permission.

1. Go to Reporting > 2nd Tier Reporting > Prime Credit Report.
2. Select a reporting period from the available options in the Reporting Period drop-

down menus. If you want to run a report on a specific supplier, enter the name of the
supplier in the Supplier Name field.

3. Click the Search button. The report will display a list of applicable suppliers. Note:
Suppliers that have not certified and submitted information for the reporting period
will not be included in the list.

4. The report can be sorted by the available columns including:
l Supplier Name: The name of the supplier.
l Contract Name (not sortable): If spend is related to a specific contract it will

be listed in this column.
l Total Revenue for 2nd Tier Monthly: Total 2nd Tier revenue for the month

for the supplier.
l Total Revenue: Total revenue for the reporting period for the supplier.
l Indirect Credit %: Indicates the percentage of the indirect credit that can be

applied to your organization.
l Total Indirect Spend: Total indirect spend amount for the reporting period.
l Indirect Credit: The amount of the indirect spend that is credited to your
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organization. This is equal to the Invoice Amount / Total Revenue.
l Direct Spend: The amount of direct spend for the reporting period.
l Total Credit: The total amount of spend credit for your organization (direct

spend + indirect spend).
5. To drill down to a specific supplier in the report, click the supplier name. Note: The

you cannot select the Supplier Name for YTD reports.
6. You can view the spend broken down by diversity and by the sub-suppliers. In

addition, you can view the certification information. If you need to make any
changes, click the Edit Section link for the section. Make the changes. Then click
the Save Changes button.

Spend by Classification Report
The Spend By Classification reports allow you to view your 2nd Tier Spend by the diversity
classifications. The report allows you to view your direct spend, indirect spend, total spend and
total credit for each diversity classification, broken down by various time frames, such as
reporting period and YTD.

In order to run this report you must have the View 2nd Tier Reports permission.

1. Go to Reporting > 2nd Tier Reporting > Spend by Classification.
2. Select a year from the Report Year drop-down (the report will default to the current

year).
3. Select a filter from the dropdown:
l Total Credit: Displays the total credit (direct spend + indirect credit) for the specific

diversity classification from all Prime suppliers who reported.
l Total Direct Spend: Displays the total direct spend for the specific diversity

classification from all Prime suppliers who reported.
l Total Indirect Spend: Displays the total indirect spend for the specific diversity

classification from all Prime suppliers who reported.
l Total Spend: Displays the total spend (direct spend + indirect spend) for the

specific diversity classification from all Prime suppliers who reported.
4. Choose to rank or not rank the spend (not available for Total Indirect Spend view):

l Rank SpendWhen this option is selected, the spend reported on 2nd-
tier suppliers with multiple diversity classifications is reported only on
the highest ranking classification based on your organizations
configuration. For example, a supplier may be classified as a minority-
owned business (MBE) and a veteran-owned small business VOSB). If
your organization ranks MBE higher than VOSB, then all spend for that
supplier is associated with MBE.
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l Remove Spend Rank. Selecting this option removes the ranking from the
report. When this option is selected, the spend reported is associated with the
appropriate diversity classification. So, in the scenario above, MBE spend is
associated with MBE and VOSB spend is associated with VOSB.

5. Click the Report button to run the report.
6. The report will display.

l The Classification column lists the diversity classifications. The
classifications are ordered by rank.

l The timeframe columns will vary based on the reporting periods you have
configured. The dollar amount in each column is the total for the classification
for the reporting period defined in the column.

l The Total column displays the YTD total for each diversity classification.
7. To export the report results, click the Export button. Follow the instructions to

export the results.

Spend by Category Report
Supplier Management allows your organization to assign diversity classifications to specific
categories. Categories group diversity classifications by similar traits. For example, you can group
woman-owned small business, woman-owned large business and any other diversity
classification under a singleWoman category. The Spend by Category report allows you to view
spend based on those categories. Note: If a diversity classification is not assigned a category,
any spend related to that category will not be reflected in the Spend by Category report. For
information about assigning categories in 2nd Tier configuration, please see "Configuring the
Supplier Portal for 2nd Tier Reporting" on page 210.

In order to run this report you must have the View 2nd Tier Reports and/or Edit 2nd Tier
permission.

1. Go to Reporting > 2nd Tier Reporting > Spend by Category.
2. Select a year from the Report Year drop-down (the report will default to the current

year).
3. Select a filter from the dropdown.
l Total Credit: Displays the total credit (direct spend + indirect credit) for the specific

category from all Prime suppliers who reported.
l Total Direct Spend: Displays the total direct spend for the specific category from all

Prime suppliers who reported.
l Total Indirect Spend: Displays the total indirect spend for the specific category

from all Prime suppliers who reported.
l Total Spend: Displays the total spend (direct spend + indirect spend) for the

specific category from all Prime suppliers who reported.
4. Click the Report button to run the report.
5. The report will display.
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l The Category column lists the categories.
l The time frame columns will vary based on the reporting periods you have

configured. The dollar amount in each column is the total for the classification
for the reporting period defined in the column.

l The Total column displays the YTD total for each diversity classification.
6. To export the report results, click the Export button. Follow the instructions to

export the results.

Spend Goal Percentage Report
The Spend Goal Percentage report contains information about how a Prime Supplier is meeting its
spend goals with Women-owned (WBE) and Minority-owned (MBE) businesses. Broken down by
quarter, the report displays the percentage of the yearly goal, achieved in each quarterly interval
for the chosen year. Note: The spend goal percentage is configured by supplier in the supplier
profile.

In order to run this report you must have the View 2nd Tier Reports permission.

1. Go to Reporting > 2nd Tier Reporting > Spend Goal %.
2. Select a year from the Report Year drop-down (the report will default to the current

year).
3. The information for that report year will display. For each quarter, WBE and MBE

percentage will display. The last column, displays year-to-date percentage.
4. To export the report results, click the Export button. Follow the instructions to

export the results.

Dynamic Qualification

Overview
When making a purchasing decision, it is important to understand how qualified a supplier is to
meet the needs of your company. Qualifying a supplier includes reviewing capabilities, identifying
risks and gathering the appropriate documentation in order to make the best decision on which
supplier gets the business. Often, this process requires the manual gathering of information and
documents. The Dynamic Qualification feature allows you to automate the qualification process
through the use of questionnaires that you create to your company’s specifications. This allows
you to gather and store the information within Supplier Management.
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Obtaining Information and Identifying Risks

The questionnaires you build can be related to any type of information that your organization
feels is important for determining the qualifications of a supplier. For example, you may want to
review a supplier's experience as it relates to a product or service you are intending to purchase.
You can create questionnaires that ask specific questions to identify that experience. You can
ask questions that help you identify possible risks, such as the number of similar projects
completed in the past fiscal year and how many of those projects were over budget. Additionally,
you can create questionnaires to gather information about other important factors such as safety
practices and Green initiatives.

Documentation Gathering

Because it allows you to include attachments with questionnaire responses, the Dynamic
Qualification feature is an excellent tool for gathering supplier documentation. For example, you
can request the upload of NDAs, certifications, written policies and many other types of
documents. The documents are stored with the responses where they can be referenced when
reviewing a supplier's qualifications.

Internal or Visible to Suppliers

Most likely, most questionnaires you create will be visible to the suppliers. While you may choose
to make some specific questions within the questionnaire for internal use and visibility only, the
questionnaire will be completed mostly by the supplier from within the Supplier Portal.

Note: For questionnaires made visible to suppliers, a supplier must be invited to register in
order to access any questionnaires to which they are assigned. You can assign a
questionnaire to a supplier without having sent the supplier a registration invitation;
however, that supplier will be unable to complete the questionnaire until such time as they
have access to a portal. For internal questionnaires, a supplier does not need access to a
portal.

You may choose to make a questionnaire Internal, which is visible only to users with access to
your organization and the supplier's profile. The supplier will have no visibility to internal
questionnaires from within the Supplier Portal. You can change the visibility of the questionnaire
at any time.

Related Permissions
The following permissions are related to the Dynamic Qualification feature. The permissions are
available in the user profile and role setup under Permissions > Administration > Supplier
Administration.
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l Manage Questionnaires - This permission allows users to create and manage
questionnaires and questionnaire categories.

l Assign Questionnaires - This permission allows users to assign questionnaires to various
suppliers.

l View Questionnaire Responses - This permission gives the user view-only access to
supplier questionnaire responses.

l Edit Questionnaire Responses - This permission allows users to fill in or edit
questionnaires responses for suppliers.

l Manage Supplier Email Templates - This allows the user to create templates on the
Supplier Management>Email Templates page. These templates can be accessed by users
with the Email Suppliers permission from the Supplier Search results page or the Supplier
Profile.

Creating and Managing Questionnaire Categories
Before you can create Dynamic Qualification questionnaires, you need to create questionnaire
categories. The categories are a way of organizing questionnaires by similar themes. For
example, you may have multiple questionnaires for suppliers who handle hazardous materials.
You can create a Hazardous Material category to store all questionnaires related to that topic.
You must have at least one category created to begin creating questionnaires.

1. Go to Suppliers > Compliance >Manage Questionnaire Categories. The
Questionnaire Category page will display.

2. If there are existing categories, they will display as links on the left side of the
screen. Click on a category to open the category for viewing or editing. Both
category name and description can be edited. If you make edits, click the Save
Changes button to save them.

3. To create a new category, click the Add New Category link located in the top-left
side of the screen.

4. Configure a name and description for the category. Note: Description is not
required; however, it is a good idea to include it for reference purposes. Click the
Save Changes button to save the category.

Deleting Categories
Categories that do not have assigned questionnaires can be deleted. When you open a category
a Delete this Category link will display to the right of the category name if it is eligible for
deletion. Click the link to delete the category.
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Questionnaire Emails
Organizations can choose to send emails to suppliers from supplier search results (see "Emailing
Suppliers" in the Site Essentials Handbook or online searchable help for additional information).
Organizations can also create one or more Questionnaire Email templates to associate to a
questionnaire (Suppliers > Communication > Email Templates).

Select an email template to use when notifying suppliers of the questionnaire. The default
selection is the System Email available at the organization level (Administer > Email
Management > System Emails: Send Questionnaire to Supplier). Templates are set up in
Email Management (Suppliers > Communication > Email Templates). If you do not select a
template, a default email template is used. Note: The email template must be Questionnaire type
to be available for selection on this page.

1. Go to Suppliers > Communication > Email Templates. The Supplier Email
Templates screen will display. Existing email templates are listed. The list includes
several columns that contain important information about the template such as
template name, information about who created the template and when, update
information and status. You can sort the email template list by any of these columns
by selecting the to the right of the column name.

2. To create a new questionnaire template, click the Add New button, then select
Questionnaire Email Template.

3. Configure the email template. The type of questionnaire is listed as Questionnaire
and cannot be changed.

a. Email Name: Enter a descriptive name for the email template.
b. Status: Choose the status of the template. Publishedmeans the email

template is active and available to be used. Draft (Hidden)means the
email template is not available for use.

c. Subject: Enter the email subject that will display when the email is
delivered.

d. Attachments: You can upload attachments to be sent with the email
when the template is used. You can include up to three attachments
with the template. The size limit for each file is 25 MB. Click the Upload
button and browse for the appropriate document. Note: If you make
changes to an attached file, you will need to re-attach the file.

e. Message: Configure the message body. Several formatting options are
available. In addition, you have the option to use placeholders to
automatically insert information from the supplier profile (such as
contact name, email address, etc.) in to the message body.

4. Click the Save Changes button to save the template.
5. The Questionnaire Email Template is associated within the Questionnaire

configuration from the Email Template dropdown selections on theQuestionnaire
Setup page (Suppliers > Compliance > Manage or Create New Questionnaire.)
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Manage Questionnaires Page
You can create, review and edit questionnaires from theManage Questionnaires page. To
access the Manage Questionnaires page go to Suppliers > Compliance >Manage
Questionnaires.

Use the Expand All and Collapse All links to expand or collapse all category sections. You can
also sort results by Title, Status, Created or Last Updated date.

l Search - Search for a questionnaire by entering text in the search box. The application will
search the title and description for the terms entered in the search box.

l Status checkbox options available: by default, questionnaires in Draft or Finalized
status are searched, but you can choose include Archived status or deselect other
status options.

l Questionnaire Category: The default selection is to list questionnaires in All
Categories. You can choose a specific category from the dropdown to view
questionnaires in that category only.

l Questionnaire Category Groups - Questionnaires are grouped by the assigned category.
By default, groups are expanded on the Manage Questionnaires page. You can collapse
the groups by selecting the icon.

l Questionnaires - The questionnaires display within the groups. Clicking on the title opens
the questionnaire. Displayed information includes description, status, date/time created
and date/time last updated.

l Actions - The Actions button for each questionnaire contains options based on the
questionnaire status:
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l Edit - This option is available only for questionnaires in Draft status. This action will
open the questionnaire and allow you to edit the settings and questions.

l View - This option is available for Finalized and Archived questionnaires. This action
will open the questionnaire for review. You cannot make changes. You can continue
to select Print View and review the History associated with the questionnaire
configuration.

l Copy - This option is available for all questionnaires, regardless of status. This
action will allow you to begin a new questionnaire based on a copy of the selected
questionnaire. All configurations are copied and editable in Draft status.

l Delete - This option is available for Draft and Finalized questionnaires. This action
will delete the questionnaire and it cannot be restored.

l Archive - This option is available for Finalized questionnaires only. This option will
set the questionnaire to an Archived (inactive) status where it can be viewed and
copied, but cannot be reactivated for use.

l Create Questionnaire - You may choose to create a new questionnaire from this page by
selecting the Create Questionnaire button.

Creating Questionnaires
You can create a Dynamic Qualification questionnaire that is blank or by copying an existing
questionnaire. When you create a brand-new questionnaire, it is essentially blank and all fields,
questions, etc. must be configured. When you copy an existing questionnaire, a new
questionnaire is created that retains all information from the original. You must have theManage
Questionnaires permission to perform this task.

Creating a New Questionnaire

1. Go to Suppliers > Compliance > Create New Questionnaire. Or, select the
Create Questionnaire button is also available on the Suppliers > Compliance
>Manage Questionnaires page. The Create Questionnairewindow will display.

2. Enter a name for the questionnaire in theQuestionnaire Title field and select a
category in the Category drop-down.

3. Click the Create button. The questionnaire will be created and you can begin
configuring it.

Copying an Existing Questionnaire

1. Go to Suppliers > Compliance >Manage Questionnaires. TheManage
Questionnaires page will display.

2. Locate the questionnaire you would like to copy.
3. Click on the Actions button and select the Copy option.



JAGGAER 226 www.JAGGAER.com

4. Confirm that you would like to copy the questionnaire.
5. The questionnaire is created as "Copy of..." the questionnaire you copied from. You

can begin configuring it, changing the existing information from the copied
questionnaire as needed.

Configuring Questionnaires
When you create a new questionnaire from scratch or copy an existing questionnaire, the
questionnaire opens automatically for configuration. Or, you can choose to open an existing
questionnaire through theManage Questionnaires page. When viewing the questionnaire,
information and a menu displays on the left. An example is shown below:

l The Back to Manage Questionnaires link takes you back to the Manage Questionnaires
page where you can select another Questionnaire.

l Select the title of the questionnaire to open it.
l Status indicates the questionnaire status: Draft, Finalized or Archived.
l Questionnaire Setup links you to the Questionnaire Setup page (this page will display by

default when the questionnaire is opened) where you can configure general information
about the questionnaire.

l Instructions links you to the Instructions page where you can enter text instructions for
the questionnaire.

l Questions links you to the Questions set up area where you can configure the questions.
The number of configured questions displays in green to the right of the menu item.

l Review and Finalize links you to the page where you can review the questionnaire and
choose to finalize it for use.

Questionnaire Setup
General information about the questionnaire is configured and managed on theQuestionnaire
Setup page.
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l Title (Required): The questionnaire title is a required field when creating a new
questionnaire and will be automatically populated when a questionnaire is copied. The title
can be edited before the questionnaire is finalized.

l Category (Required): The category is a required field when creating a new questionnaire
and will be automatically populated when a questionnaire is copied. You can select a
different category before the questionnaire is finalized.

l Description: You have the option to include a description for the questionnaire. The
description displays with the questionnaire information on the Manage Questionnaires
page. The Description field has a 200-character limit.

l Contact Information for Suppliers (Required): This option allows you to configure your
organization's contact for the questionnaire. The information configured in this field will be
included in the email sent to the supplier when the questionnaire is assigned. It tells the
supplier who to contact regarding the questionnaire.

l Use Customer Contact on File - when you select this option the customer contact
information configured in the supplier's portal will be the designated contact
information.

l Override with a Customer Contact for this Questionnaire - when you select this
option, you can override the supplier’s customer contact information with
information configured here. When you select this option, click the Edit button to
enter the appropriate contact information.

l Email Template: This option allows you to select an email template to use when notifying
suppliers of the questionnaire availability. The default selection is the System Email
available at the organization level, or you can select from the configured Questionnaire
Email Templates (Suppliers > Communication > Email Templates). See "Questionnaire
Emails" on page 223 for additional information about email selection and configuration.

l Selecting the Save Progress at any time while configuring the page will save the
information. Clicking the Next button will save the page and advance you to the next
configuration page. Note: All required fields must be configured.

Configuring Questionnaire Instructions
l You can enter text Instructions to be included with the questionnaire. These instructions

are displayed at the top of the questionnaire and can help to clarify the type of information
or documentation your company is trying to gather with the questionnaire. Enter the
instructional text in the field. Several text formatting options are available. There is no
character limit.

l Selecting the Save Progress button at any time will save the information. Clicking the Next
button will save the information and move you to the next configuration screen.
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Configuring Questions for Questionnaires
The primary purpose of a questionnaire is to request the information and/or documentation you
need to make the most informed purchasing decisions. These requests are made in the form of
the questions you configure. You have several question-type options: multiple-choice, text-entry,
yes and no, etc. You can allow/require documents to be attached to a question response, control
visibility of a question, configure if a response is required, and make question responses
searchable in supplier search. Questions are organized by question group and can also be
organized on separate pages within the questionnaire.

For additional information about configuring the actual questions, see "Configuring Questions for
Supplier Registration, Sourcing and Request Templates" in the Administration and
Configuration Handbook or online searchable help.

Reviewing and Finalizing Questionnaires
Before questionnaires can be assigned to suppliers, they must be finalized. The Review and
Finalize page allows you to review the information in a questionnaire and perform the Finalize
step to make it available for assignment.

Note: Once a questionnaire is finalized, it cannot be edited. It can be copied, archived or
deleted.

1. Select a questionnaire from theManage Questionnaires page (Suppliers >
Compliance > Manage Questionnaires).

2. Click on Review and Finalize in the left menu.
3. Review the information at a high level or click on a section to view more information.
4. When you are satisfied that the questionnaire meets your specifications, click the

Finalize Questionnaire button. You will be asked to confirm the finalize action.
5. Click Yes to confirm you would like to finalize the questionnaire, or No to cancel.

Assigning Dynamic Qualification Questionnaires to Suppliers
You can assign questionnaires to one supplier at a time or to multiple suppliers from the supplier
search results. You can also assign questionnaires directly from a Supplier Scorecard. You can
choose to assign the questionnaire to a specific supplier user. If a questionnaire is not assigned to
a specific user, then supplier users with appropriate permissions will have access to review and
complete it.
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Important:

l Only questionnaires that have been finalized are available to be assigned to suppliers.
l If you select to make the questionnaire visible to the supplier, AND the supplier has not

been invited to register for a supplier portal, you will see a message indicating that the
supplier will not have access to the questionnaire until such time as they have a portal. The
questionnaire can still be assigned, however.

l If you select to make the questionnaire internal only (not visible to the supplier), the
supplier does not need to be invited to register or have a portal.

Assigning a Questionnaire to a Single Supplier From the
Supplier Profile

1. Search for and locate the specific supplier to whom you would like to assign the
questionnaire. Select to open the supplier profile.

2. From the supplier profile menu on the left, expand the Legal and Compliance
section, then select theQuestionnaires page.

3. Click the Assign Questionnaire button. The Assign Questionnaire to Supplier
window will display.

4. TheMake Questionnaire Visible to the Supplier question will display. Check Yes
or No (Internal User Only). Additional fields will display.

a. If Yes is selected, an Assign To field displays.
b. To assign the questionnaire to a specific user, begin entering a supplier user

name or email. You can also select the search icon to see a list of all active
supplier users. Note: Only one supplier user can be selected.

Note: You are not required to select an Assign To user in order to assign the
questionnaire to a supplier. If you do not select an Assign To user, the questionnaire
will be made visible and accessible to supplier portal users with the appropriate
permissions.

5. Enter an optional Due Date. If a date is provided, the Due Datewill be included in
the email notification to the supplier.

6. Select the checkboxes beside the appropriate questionnaire(s) then click the
Assign Selected button. Note: Only Finalized Questionnaires display for selection.

7. If selected to be made visible to the supplier, the questionnaire will be visible in the
supplier's portal. The questionnaire will also display in the Assigned Questionnaires
section of theQuestionnaires page in the supplier profile.
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Assigning a Questionnaire to Multiple Suppliers from
Supplier Search Results

1. Search for and locate the suppliers to whom you would like to assign the
questionnaire.

2. In the supplier search results, select the checkbox to the far right for each supplier to
whom you would like to assign the questionnaire(s).

3. From the Available Actionsmenu, select Assign Questionnaire to Selected
Suppliers.

4. TheMake Questionnaire Visible to the Supplier question will display. Check Yes
or No (Internal User Only). Additional options display. Note: Due Date and specific
supplier user assignments cannot be selected for multiple supplier assignments..

5. Select the checkboxes beside the appropriate questionnaire(s) then click the
Assign Selected button. Note: Only Finalized Questionnaires display.

6. If selected to be made visible to the supplier, the questionnaire will be visible in the
supplier's portal. The questionnaire will also display in the Assigned Questionnaires
section of theQuestionnaires page in the supplier profile.

Assigning a Questionnaire to a Single Supplier From a
Scorecard
Please see "Supplier Performance" on page 170 for additional information about Supplier
Scorecards.

1. Navigate to Suppliers > Performance > Scorecards and select a Scorecard.
2. Select the Suppliers page.
3. Click the Assign Questionnaire button for the appropriate supplier. The Assign

Questionnaire to Supplier overlay displays.
4. TheMake Questionnaire Visible to the Supplier question will display. Check Yes

or No (Internal User Only). Additional options display.
a. If Yes is selected, an Assign To field displays.
b. To assign the questionnaire to a specific user, begin entering a supplier user

name or email. You can also select the search icon to see a list of all active
supplier users. Note: Only one supplier user can be selected.

Note: You are not required to select an Assign To user in order to assign the
questionnaire to a supplier. If you do not select an Assign To user, the questionnaire
will be made visible and accessible to supplier portal users with the appropriate
permissions.

5. Enter an optional Due Date. If a date is provided, the Due Datewill be included in
the email notification to the supplier,
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6. Select the checkboxes beside the appropriate questionnaire(s) then click the
Assign Selected button. Note: Only Finalized Questionnaires display.

7. If selected to be made visible to the supplier, the questionnaire will be visible in the
supplier's portal. The questionnaire will also display in the Assigned Questionnaires
section of theQuestionnaires page in the supplier profile.

Editing the Questionnaire Assignment for a Supplier / Other
Options

1. Search for and locate the suppliers to whom you would like to assign the
questionnaire..

2. From the supplier profile menu on the left, expand the Legal and Compliance
section, then select theQuestionnaires page.

3. For the appropriate questionnaire, click the Actions dropdown button.
a. Edit - Select this action to enter information and make changes to the

questionnaire responses. You cannot edit the configuration of the
questionnaire. Click the Back to Questionnaires link to return to the
supplier profile page.

b. Resend Supplier Notification - If the supplier has a portal and has
been notified of the questionnaire but the response is not complete,
you can select this option to send another notification.

c. Make Visible to Supplier / Remove Supplier Visibility - The option
available depends on if the questionnaire is currently visible to the
supplier or not:

i. Make Visible to the Supplier - Select this option for
questionnaires currently not visible to the supplier which
you want to make visible. Any questions marked as
internal only will not be visible to the supplier. Note: If the
supplier does not have access to a Supplier Portal, they
cannot access an assigned questionnaire.

ii. Remove Supplier Visibility - Select this option for
questionnaires currently visible to the supplier which you
no longer want to be visible. Upon confirmation, the
supplier will no longer see the questionnaire in the
Supplier Portal.

d. Delete - Select this option to remove the questionnaire assignment
from the supplier. This action will delete the questionnaire and all
responses. You can re-assign the questionnaire, but no responses from
a previous assignment will be restored.

e. View - This option is available for Completed questionnaires. This
opens the questionnaire in read-only mode.
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f. Set Response Status - This option is available for Completed
questionnaires. Once selected, additional options display:

i. Reviewed - Once you have reviewed the completed
questionnaire, you can select this status to indicate it has
been reviewed.

ii. Incomplete - If you believe the questionnaire needs to be
reopened in order for additional information to be
completed, select this status.

iii. Archived - If you would like the questionnaire to no longer
appear in the list of questionnaires for the supplier by
default, select this option. You can view it in the list by
selecting Show Archived Questionnaires option.

Responding to Dynamic Qualification Questionnaires as an
Internal User
Users internal to your organization may be asked to complete Dynamic Qualification
questionnaires. This may include specific questions or the entire document.

The navigation menu on the left of the questionnaire indicates the different pages and sections,
the overall response status as well as the completion status for each section. A green check
indicates all required information in the section is complete. Navigate the questionnaire by
selecting the appropriate page on the left or selecting the Next or Save Progress button on each
page. Please note that other users as well as suppliers may have completed some of the
information for the questionnaire.
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When viewing the Questionnaire:

l The Instructions page contains information that may be helpful for the overall completion
of the questionnaire.

l You may navigate back to the supplier profile page by selecting Back to Questionnaires
at any time.

l Questions that require a response in order to submit the questionnaire are indicated with a
star ( ).

l You may print the questionnaire by selecting the Print Questionnaire hyperlink.
l A History hyperlink provides an audit log of when the questionnaire was assigned and

submitted, as well as changes made by the supplier. You may filter history by date or the
change action, and also export the audit log to a .csv file.

1. Search for and locate the suppliers to whom you need to complete part or all of a
questionnaire. You can use the advanced supplier search options to search for only
those suppliers with assigned questionnaires.

2. Select the supplier.
3. From the supplier profile menu on the left, expand the Legal and Compliance

section, then select theQuestionnaires page.
4. For the appropriate questionnaire, click the Actions dropdown button. Select Edit.
5. Review the Instructions and click Next.
6. If desired, click Print Questionnaire to view a print version of the document.
7. On theQuestions page, respond to the questions. If multiple pages are presented,

expand and select the appropriate page to begin your response. As you complete
responses, click Save Progress. When finished with all questions on a page, select
Next.

8. On the Review and Complete page, verify that all required fields are complete. If
not, navigate to the appropriate page and complete required information.

9. Select the statement to certify your responses are true and correct, and click
Complete Response.

10. You will see confirmation that your response was submitted. The questionnaire will
show as Complete in theQuestionnaires widget, and is now read-only.

11. When viewing a questionnaire, select the History link to see an audit log of when the
questionnaire was assigned, submitted, and if any additional changes were made. If
desired, click Export to download a .csv file of the history file.

Review Supplier Responses to Questionnaires
You can review responses (supplier and internal users) to a questionnaire in the supplier profile. In
general, the best way to locate suppliers assigned to questionnaire is through Advanced Supplier
Search. In the Compliance section of the search, click the Assigned Questionnaires dropdown
and select Suppliers with a Questionnaire in Response Status. To view suppliers with



JAGGAER 234 www.JAGGAER.com

completed questionnaires, click the Complete checkbox. From the search results, open the
appropriate supplier profile and use the following steps to review the questionnaire responses:

1. From the supplier profile menu on the left, expand the Compliancemenu item then
clickQuestionnaires.

2. From the assigned questionnaires, locate the appropriate questionnaire. The status
must be Complete in order to view the responses.

3. Click on the questionnaire title to open the questionnaire.
4. Use the links at the top of the questionnaire or access the question groups/pages

from the menu on the left to view the responses.

ERP Management

Overview
Your organization may integrate with supplier or other organization systems via an ERP. Supplier
information may be exported to these systems, as configured by JAGGAER during your
implementation.

Multiple ERP (MERP) Environments

Especially if you participate as a consortium, your organization may want to manage all of your
supplier information in JAGGAER Indirect and push the information out to consortium members.
You can work with JAGGAER to identify the multiple ERP systems and track what supplier data is
exported to each one. JAGGAER will create and configure the ERP system per your organization's
requirements. Customers can manage the ERP Name and whether or not the system is active.

Related Permissions
Permissions are located under the user profile at Permissions Settings.

l Supplier Profile View Only (Permissions Settings > Administration > Supplier Profile
Administration) - This permission grants a user the ability to search for and view supplier
profiles. This permission does not provide the ability to edit supplier profiles.

l Manage Supplier Profiles (Permissions Settings > Administration > Supplier Profile
Administration) - This permission grants a user the ability to search for and edit supplier
profiles. This permission also allows a user to create a new supplier.
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l Supplier ERP Sync (Permissions Settings > Administration > Supplier Administration)
- This permission allows a user to view and select the "Enable Sync with ERP" option from
the Manage dropdown of Supplier Search results or from the supplier actions dropdown in
the Supplier Profile. Note: If the Organization also has the "On Boarding Multiple ERP
Integrations" license enabled, then this option is not available.

l Manage ERP Names (Permissions Settings > Administration > Supplier
Administration) -This permission allows the user access to the ERP Name Management
page. This is used for clients that are configured to export supplier data to external ERP
systems.

Accessing ERP Management Settings
Customers can manage the ERP Name and whether or not an ERP system is active for sending
supplier information. ERP information is displayed and managed at Setup > Organization
Structure and Settings > Manage ERP Names.

1. Go to Setup >Organization Structure and Settings >Manage ERP Names.
The ERP Name Management screen opens.

2. View the configured ERP information. For questions about any of the systems or to
add a new system, contact JAGGAER support.

a. ERP Name - The ERP Name that will receive the supplier export. You may
make changes to this value.

b. Internal ERP Name - This is the unique identifier for the ERP system that will
receive the Supplier Export. This value cannot be the same as any other ERP
Name values and cannot be changed once set.
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c. Member Org Id - If the Definition Type isMember ERP System., the
Organization (Internal) Name for the ERP system is displayed here. This
configuration ensures that any Supplier Number data entered in a consortium
organization will be passed down to the member organization.

d. Definition Type - A Supplier manager org's ERP System is displayed if this
is the only ERP System that will be integrated your organization.Member ERP
Systemwill display if this ERP belongs to a consortium member or any other
system that can only send ERP number id's into the system.

e. ERP Type: Indicates if the ERP system receiving the Supplier Export is a
Banner system, orOther system.

f. Export Lock Reset (Hours) - The system will not export a supplier record out
to an ERP if it is waiting for ERP specific ID data from the ERP system. This is
to prevent duplication of data. For Contacts, Addresses, Locations, Accounts
Payable, and Fulfillment data the ERP may never send ERP IDs back if it does
not keep that data. In this case, the time interval entered here sets when the
supplier will be unlocked and available for export again.

g. Export Delay (Minutes) - This setting displays the configured number of
minutes that need to pass from the last update before a supplier record can
be exported.

h. Delay Export for pending Changes - A value of Yesmeans a supplier will not
be exported if there are any changes pending on the supplier'sWorkflow and
Review > Profile Update Review page. No indicates the supplier will be
exported, regardless of pending profile changes.

i. Active - A value of Yes indicates that suppliers are being sent to this ERP. A
value of Nomeans suppliers are not being sent to this ERP. Suppliers are still
queued for export, however.

3. To edit a current ERP, select the ERP Name hyperlink, or select the Edit button for
the appropriate ERP.

a. You may edit the ERP Name. A value for this field is required.
b. The Internal ERP Name is displayed as read-only, and cannot be changed.
c. Select an Active status.

4. Click Save Changes.
5. An audit trail of changes to the ERP system configuration settings is available by

selecting the History hyperlink on the page.

The Supplier Profile ERP Sync Page
In the supplier profile, the ERP Sync page (under theWorkflow and Review section) displays the
available ERP Ids and status of information that will be exported with the next export job. You
must initially select an ERP Id from the dropdown list to see the detailed data to be exported. For
additional information, see "Workflow and Review Information" on page 1.

../../../../../../../../Content/Indirect/Site Essentials/Supplier Profile Management/workflowandreview.htm
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Configure Supplier Internal Review Workflow - ERP Sync
Upon Approval
Customers may have multiple users who may changes to supplier data. Those customers who
export supplier information to an ERP system need the ability to control when supplier profile
changes are synced in order to ensure that it has been verified by the appropriate departments.
To ensure only approved and valid information is exported to ERP systems, customers can enable
a process that will automatically enter the supplier into the Supplier Review Workflow process
when a configured field is changed in the supplier's profile. This process "pauses" the ERP export
until the supplier is approved in supplier review workflow. Changes made in the UI are synced to
the ERP once the changes are approved via Supplier Review Workflow. Changes made via
supplier xml import continue to be immediate, since those changes are coming from the
ERP system.

When this feature is enabled, administrators have access to a page to Configure Internal
Review Fields (Suppliers > Configuration Settings):

l This page lists all the available supplier fields that can be synced to the ERP system.
l No fields are selected by default.
l Select which fields you would like to trigger the ADW Workflow rule when data changes.
l A user must have Manage Registration Configuration permission to see this page.

An ADW rule will evaluate new changes made to supplier profile for the configured fields and
notify appropriate users to review the information. During this period the ERP will be paused. In
the last step of approval process the ERP sync will resume exporting information as scheduled.

Note: You must contact JAGGAER to implement this ability. Some changes may be required
to your Supplier Review Workflow process.
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Customer Branded Portal

Customer Branded Portal Configuration

Overview
Customers with Supplier Management, Invoicing, Sourcing, or Contracts+ can provide
suppliers with a branded portal within the JAGGAER ONE Supplier Network portal that is
customized for the organization.

The portal allows for interaction with the customer for invoices, registrations, sourcing events,
contracts, and more. By enabling a branded experience for your suppliers, those suppliers
become more self-sufficient related the tasks you require, thereby decreasing the amount of time
your organization spends interacting with suppliers on high-effort, low-value tasks. Features of
the Supplier Portal include:

l Supplier Portal Configuration - You may configure the login page as well as the home
page for your branded supplier portal. On this page you will configure your organization's
branded view to suppliers in the supplier's JAGGAER ONE Supplier Network Portal.

l Supplier Registration Configuration - You may configure a registration process for
suppliers that includes a customized login page, registration page, profile data, and more.
For additional information, see "Supplier Registration " on page 94.

l Ongoing Profile Management - Once a supplier has completed their registration, they
may continue to manage their profile in the customer-branded view of their portal. As a
customer, you will see information for the configured fields in the supplier's profile. For
additional information about managing company information, see "Summary Profile
Information" in the Site Essentials Handbook or online searchable help.

l Share Invoice Details - Organizations with the Invoicing solution can select to share
invoice details with suppliers.

l Invite to Sourcing Events - Organizations with the Sourcing solution can send suppliers
sourcing events for bid.

l Contracts - Customers with the Contracts+ solution can choose to share contract
information with suppliers.

l Diversity Classifications - If you are asking suppliers to select Diversity Classifications in
their business profile, you may select which standard classifications you would like the
supplier to choose from. See "Diversity Classification Configuration" on page 101.
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l Commodity Codes - You may ask suppliers to select from your organization's commodity
codes for doing business. Note: If your organization shops via JAGGAER,
Commodity Codes are managed under the Setup > Hosted Catalog and Ordering
Configuration section of the application and a user must have the Catalog Management
permission.

l Dynamic Qualification - Supplier Management customers with the Dynamic Qualification
module can design questionnaires to gather and store additional information about a
supplier. See "Dynamic Qualification" on page 220.

l 2nd Tier Reporting - Supplier Management customers with the 2nd Tier Reporting module
can allow suppliers to report diversity information for the sub-suppliers they work with that
contribute to the products and services provided to your organization. See "2nd Tier
Reporting" on page 206.

Related Permissions
Permissions are located under the user profile at Permissions Settings.

l Manage Diversity Classification (Permissions Settings > Administration > Supplier
Administration) - This permission allows the user to access the Diversity Configuration
menu option to configure which diversity classifications are visible to suppliers in the
Customer Branded Portal.

l Manage Supplier Portal Configuration (Permissions Settings > Administration >
Supplier Administration) - This permission allows users to access the Supplier Portal
Configurationmenu option in Suppliers > Configuration Settings in order to manage the
look and feel of the Customer Branded Portal for suppliers. This does not control the ability
to configure the registration profile.

l Manage Registration Configuration (Permissions Settings > Administration >
Supplier Administration) - This permission allows users to access the Registration
Configuration page in Suppliers > Configuration Settings in order to manage
Registration Help content for the Registration Welcome page, Registration FAQ page, and
Registration Create Account page, and also configure their custom supplier registration
forms.

l Catalog Management (Permissions Settings > Administration > Catalog
Administration) - This permission provides access to manage commodity codes and
mapping.
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Configuring the Customer Branded Portal
Your organization configures the two places that suppliers will access when working with the
Customer Branded Supplier Portal - the Login page, and the Home page of the portal.
Organizations configure these settings under the Suppliers > Configuration Settings >
Supplier Portal Configuration.

Note: Customers with JAGGAER ONE Cross-Module Integrationsmay have different
configurations for supplier management. See "JAGGAER ONE Cross-Module Integrations -
Supplier Synchronization and Onboarding " on page 264 for additional information.

Supplier Portal Information
l External Display Name - Enter the name you would like suppliers to see as your

organization name.
l Supplier Portal Login URL - not configurable. This is the URL you provide to suppliers to

access the customer portal as well as for new supplier registration

Supplier Portal Login Page
l Supplier Portal Login Image - Upload an image that will show as a banner on the supplier

login page.
l Supplier Portal Login Message - This message displays to suppliers on the login page.
l Supplier Portal New Suppliers Message - This text displays if you want to allow new

suppliers to create a portal account through your login page. If you choose to display this
message, it will appear above a Create Account button on the customer's supplier login
page. In addition to configuring the actual message, you must enable the setting to allow
unsolicited supplier portal access.

l Enable Unsolicited Supplier Portal Access - This setting controls the display of the
Supplier Portal New Suppliers Message and a Create Account button on the login page.
Suppliers registering with this option will go through the standard account creation process
using the registration form and processes defined by your organization. Please note you
must configure the appropriate registration information under Registration Configuration in
order for the supplier to have all the information they need to create a new account.
Supplier Management customers will see additional options when this setting is enabled:

l Disable Tax Length Validation for Unsolicited Registration - Select this option if
you want to remove the Tax ID Type field from the unsolicited registration process.
When this option is enabled, suppliers will not select a Tax ID Type, and therefore
not be limited in the format/length of the TAX ID number they enter. This may be
helpful for many international suppliers. Note: This does not affect the registration
configuration for invited suppliers.
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l Entity Registration Type - Select the form from the dropdown that will be used for
suppliers registering as an entity. See "Registration Configuration" on page 95 for
additional information about the different forms available for registration.

l Enable Individual Registration Type - Enable this checkbox if you would like to
give suppliers the option to register as individuals (with a Social Security / Social
Insurance Number). If this option is enabled, suppliers will have to first select the
option to register as a supplier with or without an SSN/SIN before proceeding with
creating an account.

l Enable Unsolicited Supplier Portal Access with Invoice Verification - This setting
displays to Invoicing customers, and also controls the display of the Supplier Portal New
Suppliers Message and Create Account button on the login page. Suppliers will register,
and will enter an invoice number to confirm they have a relationship with your organization.
Invoices from the prior two years are considered as potential matches. If your organization
uses the Supplier Management solution and this setting is enabled, an additional option
displays:

l Entity Registration Type for Invoice Verification - Select the form from the
dropdown that will be used for suppliers registering via invoice verification.

l You may select to Preview Supplier Portal Login page to see how all of your configured
information will show to a supplier.
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Supplier Portal Home Page
l Supplier Portal Header Image - This is the image that will be displayed to the supplier at a

header level when they navigate within your customer-branded pages of the supplier
portal.

l Supplier Message - This message displays on the customer-branded home page in the
supplier portal.

l Contact Information For Supplier - Information for the supplier's main point of contact at
your organization. This information will display on the customer-branded home page in the
supplier's portal, and in a Need Help?widget available to suppliers when they are
navigating in the portal.

l You may select to Preview Supplier Portal Homepage to see how all of your configured
information will show to a supplier in their customer-branded portal.
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Language Support for Messages

You can choose to create message content in other languages supported by your organization. In
the Edit Translations overlay, select the desired language and enter the content for that
language. When users visit the page, they will see a button to select another language.

Configure your organization's branded view to show to suppliers in their JAGGAER ONE Supplier
Network Portal:
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1. Navigate to Suppliers > Configuration Settings > Supplier Portal
Configuration.

2. In the Supplier Portal Information area, enter the External Display Name for your
organization. Suppliers will see this as the name for your organization.

Configure the Supplier Portal Login Page
1. Select a Supplier Portal Login Image by clicking theManage... dropdown button

and choosing to Select An image... from your organization's image library, or
Upload An Image... to provide a new image not currently stored in your organization
list. The recommended size is 800w x 100h.

2. Select Edit Message for the Supplier Portal Login Message. An Edit Translations
overlay displays:

a. Enter a message that will display on the Login page of your customer branded
portal. You may use the formatting bar to customize your message, up to
16000 characters.

b. Select from your organization's configured Languages to open a message
area for the selected language. Enter the message in the selected language
using the formatting tools.

c. When all translations have been entered, select Save in the overlay. The
overlay closes and the page is displayed with the default language configured
message.

d. Click the Preview Supplier Portal Login Page link to preview the message.
3. Select Edit Message for the Supplier Portal New Suppliers Message if you are

allowing new suppliers to register with your organization from the login page. An Edit
Translations overlay displays:

a. Enter a message that will display on the Login page of your customer branded
portal above the Create Account button. You may use the formatting bar to
customize your message, up to 16000 characters.

b. Select from your organization's configured Languages to open a message
area for the selected language. Enter the message in the selected language
using the formatting tools.

c. When all translations have been entered, select Save in the overlay. The
overlay closes and the page is displayed with the default language configured
message.

d. Click the Preview Supplier Portal Login Page link to preview the message.
4. Depending on your organization's licenses, enable the setting(s) to allow suppliers to

register from the login page:
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a. Enable Unsolicited Supplier Portal Access - Select this option if you want to
allow suppliers to register for an account from your login page. If enabled, the
following options display to Total Supplier Manager customers:

i. Entity Registration Type - Select which registration form should be
completed by suppliers registering as an entity.

ii. Enable Individual Registration Type - Select this checkbox if you
want suppliers to have the option of registering as an Individual, using
the Individual Registration Profile form.

b. Enable Unsolicited Supplier Portal Access with Invoice Verification -
Select this option if you want suppliers to register by using an invoice to verify
your organization's relationship with the supplier. If enabled, the following
options display to Supplier Management customers:

i. Entity Registration Type for Invoice Verification - Select which
registration form should be completed by suppliers registering via
invoice verification.

5. Save changes to the page.
6. Select the Preview Supplier Portal Login Page hyperlink to see how your

configured information will display on the login page.

Configure the Supplier Portal Home Page
1. Select a Supplier Portal Header Image by clicking theManage... dropdown button

and choosing to Select An image... from your organization's image library, or
Upload An Image... to provide a new image not currently stored in your organization
list. The recommended size is 1400w x 600h.

2. Select Edit Message for the Supplier Message. An Edit Translations overlay
displays:

a. Enter a message that will display on the Login page of your customer branded
portal. You may use the formatting bar to customize your message, up to
5000 characters.

b. Select from your organization's configured Languages to open a message
area for the selected language. Enter the message in the selected language
using the formatting tools.

c. When all translations have been entered, select Save in the overlay. The
overlay closes and the page is displayed with the default language configured
message.

d. Click the Preview Supplier Portal Homepage link to preview the message.
3. Enter Contact Information for Supplier that will display in your specific customer

pages in the JAGGAER ONE Supplier Network Portal.
4. Save your changes.
5. Select the Preview Supplier Portal Homepage link to see how your configured

information will display in the supplier portal.
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Supplier Management
Administration

Supplier Management and Advanced
Sourcing Optimizer (ASO) Integration

Overview
Customers with both Supplier Management and Advanced Sourcing Optimizer can request an
integration that allows buyers to leverage existing suppliers within the Supplier Management
solution, and to incorporate them as invited participants within ASO events.

In order to have the option to incorporate suppliers from the Supplier Management solution into
ASO events, a user must have their user accounts linked between the two solutions. A permission
is available that allows users to generate or enter a token that links the user between the two
solutions. This permission is only available if the organization is configured to allow linking
between the two solutions.

Note: You must contact JAGGAER to implement this feature.

Related Permissions
Permissions are located under the user profile at Permissions Settings > Administration > User
Administration.

l Link My Account to ASO - This permission allows the user to link their JAGGAER user
account with their Advanced Sourcing Optimizer (ASO) user account. When this permission
is enabled, a Link to ASO Account (User Profile > Update Security Settings) is available to
generate a link to insert into the ASO User Profile settings, or to paste an ASO User Profile
link.

Linking Supplier Management and ASO User Accounts
A user must be a registered user in both Supplier Management and ASO, and the two user
accounts must be linked. The linking is a one-time configuration and can be initiated from within
Supplier Management or from ASO.
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Administrators must ensure that users and roles have the permission associated with user
account linking, and that user accounts are linked.

l The user must have the permission: Link My Account to ASO (Permission Settings >
Administration > User Administration).

l To generate the token from Supplier Management:
l Once the permission is enabled, a page is available in the User Profile for Link to
ASO Account ( User Profile > Update Security Settings ) .

l Select the Generate Link Token button. The Link Token is displayed. Select and
copy the token.

l Login to Advanced Sourcing Optimizer.
l Navigate to the SSO User Linking page.
l Paste the link token generated in into the Link ASO User to SelectSite User

section, and click Link SelectSite User button.
l You should receive a confirmation that the accounts are linked.

l To generate the token from ASO:
l In ASO, navigate to the SSO User Linking page.
l The ASO LinkToken Retrieval section contains a link. Click the Copy to Clipboard

button to capture the token.
l Login to Supplier Management.

l Navigate to your user profile, and go to the Update Security Settings > Link
to ASO Account page.

l Paste the copied token into the ASO User Link Token field, and click the Link
Accounts button.

l You should receive a confirmation that the accounts are linked.

The user link cannot be removed. If the ability to invite Supplier Management suppliers to
ASO events should be removed, the user permission can be disabled.

Inviting a Supplier to an ASO Event
Users with linked accounts will see the option to invite suppliers to an ASO event. When
viewing suppliers in supplier search results (Suppliers > Manage Suppliers > Search for a
Supplier), options are available from the Available Actions dropdown:

l Add All Suppliers to ASO Event - Adds qualified suppliers displayed in search
results to a selected ASO event.

l Add Selected Suppliers to ASO Event - Adds only qualified suppliers that are
selected in the search results to a selected ASO event.
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When viewing a supplier profile (Suppliers > Manage Suppliers > Search for a Supplier >
Supplier Profile), an option for Add Supplier to ASO Event is available from the Supplier
Actions dropdown.

The Add Suppliers to ASO Event overlay allows you to search for an ASO Event by ID,
Name, Description, created date or user information.

l Select the contacts. The overlay displays the supplier name, DBA name, Sales and
Corporate Contacts, primary addresses.

l Click theManage Contacts button.
l Select to Add Contact if the desired contact is not displayed. Note: This action does

not add the contact to the supplier profile.
l Select the event.
l Click the ASO Event Submit button.
l A confirmation displays that the supplier(s) was added to an event.
l From ASO, events will show the suppliers added.

l Validation is performed against the Supplier ID. A message displays if the
supplier is already invited to the event.

l Basic information is passed to ASO: Supplier name, DBA and any contact
information chosen.

Originating an Event from Within ASO
When you initiate the supplier-add process from within an ASO event, you will be navigated to
their Supplier Management instance. After you perform a supplier search and select to add the
appropriate supplier(s) to the event:

l The initial step of the Add Suppliers to ASO Eventwizard is to confirm the contacts to
receive the event invitation. Since the supplier was added from the context of the
ASO event, no event selection step is available. You can manage the contacts to receive
the event invitation per current functionality.

l Step two allows confirmation of the event name and contacts. Click the Go to ASO Event
button to proceed. You are then navigated back to the ASO event. You also have the
option of returning to the previous step, or canceling and returning to the ASO event
without adding suppliers.

Supplier Impact
Suppliers invited to ASO events register for each event. The ASO event does display in the
Supplier Network Portal. Therefore, suppliers will not have knowledge that an ASO event
originated from contact information in the Supplier Management solution, and the ASO event
process remains unchanged for suppliers.
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Configuring Questions for Supplier
Registration, Sourcing and Request
Templates

Overview
You can configure questions in several different areas of the application:

l Sourcing Events - Event question pages, library question pages.
l Supplier Management - Supplier request templates and Dynamic Qualification

questionnaires.
l Requests - Request templates.

Separate permissions may be required to access and configure questions in each of the different
feature areas. However, the functionality for adding questions, groups, and pages is similar for all.

Questions are configured by pages and groups. A default page and default group exists. You can
change the name of default pages and groups, and add additional pages and groups under which
you will manage questions.

Related Permissions
The ability to configure questions depends on your permissions related to the product in which
you are working. There are no permissions specific to question configuration apart from the
permissions required to manage a sourcing event, request templates, or dynamic qualification
questionnaires.

Question Response Types
All response types are available among the various features, unless otherwise indicated.
Response types include:

l Text (Single Line) - The response is a single line of text, up to 100 characters.
l Text (Multi-Line) - The response is text, and is entered into a text box that can accept up

to 2000 characters.
l Numeric Text Box - The response must be a number.
l Yes/No - The supplier response is to select Yes or No for the question.
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l Dropdown List (Pick One) - Allows the user to choose one response from a list of
responses presented in a dropdown list. When you choose this option, the Values to Pick
From field will display. You are required to configure the responses for the dropdown
menu. To configure responses, enter a response in the field then click the to add it.
Continue this process until you have added all responses.

l Multiple Choice (Pick One) - Allows the user to choose one response from a list of
responses presented as a multiple choice list . When you choose this option, the Values to
Pick From field displays. You are required to configure the responses. To configure
responses, enter a response in the field then click the to add it. Continue this process
until you have added all responses.

l Multiple Select (Pick Many) - Allows the user to choose multiple responses from a list of
responses presented as a multiple choice list. When you choose this option, the Values to
Pick From field will display. You are required to configure the responses. To configure
responses, enter a response in the field then click the + to add it. Continue this process
until you have added all responses.

l File Upload - The user must upload a file as a response. An example may be asking for a
list of references, background about the company, or other information that is in the form
of a file.

l Date - The response is a date. An example may be the expiration date of a quote, or the
date when services can begin.

l Agree/Disagree - The responder will choose one radio button to agree to disagree.
l Confirm (Single Checkbox) - Presents the user with a text statement and a checkbox that

allows them to confirm the text. When you select this option the Checkbox text field will
display. You are required to enter text in the text box. This option is not available for
Sourcing events or libraries.

l Proforma Contract - For Sourcing events and libraries, the question can be a draft
proforma contract for review.

Configuring Question Pages
You can configure the questions to be organized by page. A single page is configured by default.
Follow the steps below to create additional pages.

Instructions for Configuring Question Pages

1. Click the Add or Add or Import button dropdown, and select the Add Question Page
option. The Add Pagewindow will display. Note: Sourcing Events allow you to import
question pages from a Library. See "Event Creation " in the Sourcing Handbook or online
searchable help.
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2. Configure the page:
a. Page Title (Required): Enter a meaningful title for the page.
b. Add Instructions: You may have the option to include text instructions for the page.

Select Yes or No. If you select Yes, a text configuration area will display. Add and
format your text.

c. Visibility: If you want to display the page based on the response to a question on a
previous page, see "Conditional Visibility" on page 254 for instructions.

d. Display Order (Required): Select where the page will fall in display order (options
will vary based on the number of pages configured).

3. Click the Save Changes button to save the page.

Editing and Deleting Pages
You can edit page information (including the default page created when the questionnaire is
created). Pages can also be deleted; however, at least one page is required.

1. To edit a page:
a. Select Edit Page from the Page Actions link to the right of the page name.
b. Edit the page title, instructions, visibility, or display order as appropriate, and

select Save Changes.
c. Select the Print Preview link to view how the page will display to end users.

2. To delete a page, more than one page must exist:
a. Select Delete Page from the Page Actions link to the right of the page name.
b. In the Delete overlay, select Yes if you are sure you want to delete the page.

Configuring Question Groups
Within a page, questions are organized by groups. For example, if the questions are related to
products and services, you may want to have one group for products and another for services. At
least one group must be set up for each page.

Instructions for Configuring Question Groups

1. Navigate to the Questions page on which you want to add a group. Click the Add or Add or
Import button dropdown.

2. Select the Add Question Group option. The Add Groupwindow will display. Note:
Sourcing Events allow you to import question groups from a Library. See "Event Creation "
in the Sourcing Handbook or online searchable help.



JAGGAER 252 www.JAGGAER.com

3. Configure the group:
a. Group Name (Required): Enter a meaningful title for the group.
b. Add Instructions: You have the option to include text instructions for the

group. Select Yes or No. If you select Yes, a text configuration area will
display. Add and format your text.

c. Visibility: If you want to display the group based on the response to a
question in another group, see "Conditional Visibility" on page 254 for
instructions.

4. Click the Save Changes button to save the page.

Editing and Deleting Groups
You can edit group information. Groups can also be deleted; however, at least one group is
required per page.

1. To edit a group:
a. Select Edit Group from the Group Actions link to the right of the page name.
b. Edit the Group Name, instructions, the page the group displays on, visibility, or

display order. Select Save Changes.
c. Select the Print Preview link to view how the page and groups will display to

end users.
2. To delete a group:

a. Select Delete Group from the Group Actions link to the right of the group
name.

b. In the Delete overlay, select Yes if you are sure you want to delete the group.

Configuring Questions
Once you have created questions pages and groups, you can begin adding questions to the
groups.

Instructions for Configuring Questions

1. Locate the group in which you would like to add the question.
2. Within the group, click the Add Question or Add New Question button. The Add

Question overlay will display. Note: Sourcing Events allow you to import questions from a
Library. See "Event Creation " in the Sourcing Handbook or online searchable help.



JAGGAER 253 www.JAGGAER.com

3. Configure the question:
a. Question Text (Required): Enter the question text. This is the text that will

display to the end user, so be sure to be clear and concise about the
information you want to gather.

b. Add Help Text: Some features allow the option of including help text. If
available, select Yes to enter in a text box using formatting tools.

c. Response Type (Required): Select the type of question to be
configured. Note that not all response types are available for questions in all
areas of the application.

d. Select from the following options for the response. Not all options are
available in all areas of the application:

i. Response is Required: Click this checkbox to require a
response for the question in order for the associate document to
be considered complete.

ii. Response is Searchable (Available for Dynamic Qualification
Questionnaires): Click this checkbox to make the response
searchable in the Advanced document search.

iii. For Internal Use Only (Available for Dynamic Qualification
Questionnaires) : Click this checkbox to make the question
visible only to internal users. Suppliers will not see questions
flagged as internal only.

e. Visibility: If you want to display the question based on the response to
another question, see "Conditional Visibility" on the next page.

f. Display Order (Required): Select where the question will fall in display order
within the group (options will vary based on the number of questions in the
group).

Editing and Deleting Questions
You can edit and delete questions if the associated document/event/form/etc., is in a draft status.

1. To edit a question:
a. Select the Edit option from the Edit button for the associated question.
b. Edit the Question Text, Help Text, Response Type, response options, and

position options. Select Save Changes.
c. Select the Print Preview link to view how the page, groups, and questions will

display to end users.
2. To delete a question:

a. Select Delete from the Edit button for the associated question.
b. In the Delete overlay, select Yes if you are sure you want to delete the

question.
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Conditional Visibility
Questions, groups, and pages may be configured to display based on the response from another
configured question. For example, you may ask the question "Does your warranty your product or
service?" If the response is Yes to that question, then you may want to include additional
questions about the warranty. If the response is No then you will not want to display that page or
new questions. You can base conditional pages, groups, and questions on only those new pages,
groups, and questions you have added.

Note: Conditions cannot be based on a default system page, group, or question. A message will
display in the Add Conditional Visibility overlay if no questions are configured that can
determine visibility.

1. Click the Add Conditional Visibility button.
2. Select the question that should determine the visibility of the current question, group, or

page, then click the Next button.
3. The configured responses for that question will display. Click on the response(s) that

should trigger the visibility of the question.
4. When you have completed this click the Save Changes button.

Note: You must have questions set up in order to configure visibility. If you are just beginning to
configure your template by configuring groups, you will need to edit the group after questions are
added.

Supplier Workflow Basics and Configuration

Overview
There are three types of supplier workflow:

l Supplier Registration Workflow - This type of workflow handles the process of moving new
suppliers through to an approved status in your network. Once a supplier completes and
submits the registration profile via the customer portal, the workflow process will
determine who should review the supplier's profile information and confirm them as an
approved vendor.

l Supplier Review Workflow - The type of workflow is used when a supplier may have
already been approved via supplier registration, but something about their profile changes.
The user can trigger a supplier review process so that any changes can be analyzed for
impacts on the supplier relationship.

l Supplier Request (Form Request) Workflow - This workflow is used for when new suppliers
are requested to be created within the organization's network.
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The goal of supplier workflow is to make sure that suppliers meet your defined criteria for doing
business. For example, workflow may be triggered based on a supplier's selected commodity
codes or diversity classifications.

Workflow setup is rule-based, and JAGGAER Professional Services works with customers to
design these rules during the implementation process. Post implementation changes that cannot
be accomplished through the interface are performed by the JAGGAER Support Team.

Other key points about supplier workflow:

l Workflow is a generic term. Depending on how an organization is using the application and
what products are implemented, NONE, ALL, or SOME of an organization’s workflow may
be accomplished through the application. For example, no workflow is captured for Spend
Management-only clients.

l Workflow steps are either manual or automatic. Examples of automatic step include a
workflow where the user’s budget is checked in an external system or a workflow where
the requisition is routed to the appropriate person based on the price of the total order. An
example of a manual step includes a workflow where a department head or someone in the
purchasing department must approve the order before it is sent out to the supplier.

l If a supplier registration has been rejected, the supplier can be re-invited and once they
have completed any required information and submitted, the workflow process will start
again.

l The status of a supplier's registration or review is shown in the supplier profile on the
Workflow and Review > Supplier Registration Workflow or Supplier Review Workflow
page.

l The status of a supplier request is shown on the Supplier Request Workflow page of the
request.

Related Permissions
See "Supplier Management Permissions" on page 20 for a complete listing of permissions related
to Supplier Management.

Accessing Supplier Workflow Configuration
The organization's settings related to supplier workflow are located at Setup > Workflow
Setup >[type] Workflow Setup or via Suppliers > Workflow Setup.

The steps in a workflow process can vary based not only on organization, but user, custom field
values, dollar amounts, and more.
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Workflow setup is rule-based, and JAGGAER Professional Services works with customers to
design these rules during the implementation process. Post implementation changes that cannot
be accomplished through the interface are performed by the JAGGAER Support Team.

Key Terms
Below are some definitions related to supplier workflow setup and design.

l Workflow Folders – Workflow folders represent a step in the workflow process and may
be referred to as workflow queues. When a registration arrives at a step, the individual(s)
assigned to the workflow folder are notified. Workflow folders are shared, meaning that
more than one user can be assigned as an approver in a step. Shared workflow folders are
each labeled on the approvals screen in the case that a user is assigned to more than one
folder.

l My Approvals – This folder contains supplier registrations that are assigned to the logged
in user. A supplier registration may be in the My Approvals folder by being assigned to you
by yourself or another user, or directly by the workflow process.

l Static Workflow Rules – These are rules that do not change. For example, “If supplier
selects "Other" for legal structure, the registration must be approved". JAGGAER manages
this type of workflow rule.  However, the organization manages specific criteria and
assigned approvers through the interface.

l Dynamic Workflow Rules – These are rules that are triggered based on the assignment of
an approver(s) to a custom question, diversity classification, legal structure commodity
code or NAICS code. For example, “Commodity Code” has a value of “1000-Office
Supplies,” and an approver is assigned to this value.  If supplier indicates they offer
products or services from this commodity code on their registration profile, the dynamic
rule is triggered, and the registration is routed to the appropriate dynamic workflow folder.
Organization administrators with appropriate privileges manage dynamic workflow, e.g.,
which values trigger workflow and which approvers are assigned to each value.

Static Workflow Steps
In some cases, static or “hard-coded” workflow steps are created to accommodate unique
requirements where the other approval types cannot be used. Whenever possible, a dynamic
workflow step is used so that changes in organization requirements can be managed through the
application by a system administrator.

When static workflow steps are created, one or more shared workflow folders are created in the
system. Approvers are then assigned to those shared workflow folders.
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Setup for Static Workflow Approvals
The majority of setup for static workflow approvals is determined during the implementation
process. The details – including the specific triggers to initiate the step – must be specified.
Additionally, the name of the shared workflow folder must be specified and set up by JAGGAER.

The single setup task for system administrator is assigning one or more users to the shared
workflow folder. Unlike dynamic approvals, if no one is assigned to the step, the supplier request,
review or registration will stop. It cannot move past the step until an approver is added and the
supplier is reviewed.

Assigning and Removing Approvers for Shared Workflow
Folders
Shared Workflow Folders are folders created for static workflow rules requiring manual approvals.
Examples of this include a Geographic Area folder, a Legal Structure folder, etc.

Assign Approvers to Shared Workflow Folders

1. Navigate to Setup > Workflow Setup or Suppliers > Workflow and select
the appropriate workflow setup type: Supplier Registration, Supplier Review, or
Form Request.

2. On the Shared Workflow Folders tab, select an Approval Folder on the left. If you
do not see an Approval folder, contact JAGGAER support.

l Note: You can filter the list of workflow folders to only those for your active
workflow process by selecting the Show Active Workflow Folders option.
When selected, the list will display the active folders for the logged-in user's
workflow process.

3. In the Approvers section, click the Add Approvers button. A user search window
displays.

4. Search for, locate, and select the approver for this workflow folder by clicking the
select link in the user search overlay. You may add multiple users. When done, click
the Add Selected Users button. NOTE: You can only select from those users with
approval permissions. 

5. You can remove an approver by selecting the Remove button for the user.
6. Repeat Steps 4-5 to add more approvers to the folder.

The approver assignment is active immediately. If the approver has appropriate notifications
enabled, they will begin receiving notification when supplier registrations move to that step of the
process.
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Removing Approvers from Shared Workflow Folders
You can remove a user as an approver from shared workflow folders at the workflow folder level
or through the user’s profile.  To remove an approver at the workflow folder level, simply follow
the instructions for Assigning an Approver, but instead select the Remove button next to the user
to remove them from the folder.

When you have a change to many or all of an approver’s assigned workflow folders, you may want
to make the change at the user profile level, rather than navigating to each individual workflow
folder to which the approver is assigned.

1. Access the user profile of the user you would like to remove from the shared
workflow folder.

2. Navigate to the user's approval folders viaOrdering and Approval Settings > View
Assigned Approval Folders.

3. A list of the shared workflow folders will display for a workflow type, displayed in the
Filtered by section.  The list can be sorted and filtered.

4. Select a different workflow type from the drop-down list, if appropriate. Options
depend on your organization's configurations.

5. To remove the user from a single folder, select the Remove Approver button for the
appropriate folder.

6. To remove the user from multiple folders:
a. Click the checkbox to the right of each folder from which you would like

to remove the approver.
b. From the drop-down box on the top right, select Remove Approver

from Selected Folders.
c. Click Go. The user will be removed from the folders.

Ad-Hoc Approval for Supplier Requests
The Ad-Hoc Approver feature allows a Supplier Request approver to send it to a user who is not in
the regular workflow for a one-time approval. The ad-hoc approver can approve the request to
send it to the next workflow step, or send it to a different ad-hoc approver if they have the
appropriate permissions.

An administrator must enable the ability to perform ad hoc approvals for form requests under
General Workflow Settings (Setup > Workflow Setup).

l A user must have the Perform Ad-Hoc Approve/Reject/Return Request permission
(Permission Settings > Approvals > Form Request Approvals) to be available for selection
as an ad-hoc approver.

l A user must have Add Ad-Hoc Approver for Request approvals permission (Permission
Settings > Approvals > Form Request Approvals) as well as the Approve/Reject
Form Requests permission in order to assign an ad-hoc approver to a request.
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Adding an ad-hoc approver to a request affects that record only. They are not added as
approvers to any other requests.

1. Enable the Ad-Hoc Approver feature for the organization.

a. Navigate to Setup > Workflow Setup > General Workflow Settings.

b. In the Workflow Options section, select the checkbox next to Allow users to add
ad-hoc approvers for form request to enable the feature for your organization.
This makes the Add Ad-Hoc Approver for Request approvals and the Perform
Ad-Hoc Approve/Reject/Return Request permissions visible in the application.
The setting is off by default.

2. Set up users or user roles with following permissions. There are two types of user
permissions to grant – users who can add an ad-hoc approver and users who can be
selected as an ad-hoc approver:

Users who can add an ad-hoc approver

l The Add Ad-Hoc Approver for Request approvals (Permission Settings >
Approvals > Form Request Approvals) permission allows a requisition approver to
send the document to a user who is not in the regular approval workflow for a one-
time approval. Users with the permission can select, change or delete an ad-hoc
approver while they are an approver assigned to a request. They cannot modify
other fields unless they also have editing permissions.

Note: These users also need the Approve/Reject Form Requests permission,
as they need to be an approver assigned to the request before they can select
an ad-hoc approver.

Users who can be selected as an ad-hoc approver

l The Perform Ad-Hoc Approve/Reject/Return Request (Permission Settings >
Approvals > Form Request Approvals) permission allows users to accept or reject
requests only as an ad-hoc approver and at no other time.

Stakeholder Approval for Supplier Registration
Many companies have localized buyer users who engage a supplier and invite them into the
JAGGAER network. A Stakeholder field can be made available on the General page of the
Supplier Profile to identify users who should be involved in the Supplier registration or review
approval process. If an organization has the Stakeholder approval step in Supplier Registration
and/or Supplier Review Workflow, users who are listed as Stakeholders on a supplier profile will
receive a notification when the supplier record passes through the configured workflow.
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Enable the Field for the Supplier Profile

.

Administrators must choose to make the Stakeholder field (internal field name CMMSP_
SISupplierStakeholder) visible via Field Management. For Field Management instructions see
"Field Management" in the Administration and Configuration Handbook or online searchable
help.

Begin entering a user name or select to search for and select the appropriate user. Note: Only one
user can be selected as the Stakeholder.

Enable Stakeholder Approval Workflow Step

Administrators must contact JAGGAER to include the Stakeholder approval workflow step. No
other workflow configuration is required, as the step will automatically assign the Stakeholder
user as an approver. A Stakeholder user must be assigned on the supplier profile in order for the
Workflow step to be triggered

Important! Users assigned as Stakeholders should have appropriate Supplier Registration
and/or Supplier Review Approval permissions in order to receive notifications and have the
ability to approve the supplier in workflow.

Supplier Review Workflow - Avoid Unnecessary Re-
approvals
When a change is made to the supplier profile that triggers the supplier record to enter Supplier
Review workflow, the supplier moves through the workflow process in its entirety, even though
many approver steps are not affected by the change. Buyers can request that a supplier review
workflow option be enabled that will send allow for only those Review workflow steps affected by
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the change be queued for approval.

l If the new option is enabled, Supplier Review approvers will only be asked to approve a
supplier in Review Workflow if a change affects the approver's assigned workflow step.

l When a supplier record moves through Supplier Review workflow, History will indicate if a
step was skipped due to being previously approved and unaffected by the change that
triggered the workflow.

You must contact your JAGGAER representative to enable this option.

Advanced Dynamic Workflow
Advanced Dynamic Workflow is available to manage highly complex workflow rules through the
application or through the import process. Details of Advanced Dynamic Workflow:

l Administrative screens are available to manage dynamic workflow for supplier registration,
supplier review, and supplier form requests.

l Workflow rule elements and data combinations can be managed by the system
administrator. For example, you can set a rule up to say that if the supplier selects a
commodity code value of X, then “trigger” the step.

l You must set up Rule Groups, and then configure rules in the groups.
l You may import or export rule groups and modify them in bulk.
l Workflow rule examples:

l The ability to create and manage a rule based on commodity code values (e.g.
Commodity Code = 1234 or 5322). 

l Rule elements can be combined - Legal Structure = Other and
Diversity Classification = SBE.

l The following permission provides access to this functionality via the Workflow
Setup navigation path: Advanced Dynamic Workflow.
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Creating Rules for Dynamic Approvals
Rules are used to determine “when” a supplier registration requires approval. For each entity
value, such as a specific commodity code or legal structure, you can assign one or more
approvers.

1. Navigate to Setup > Workflow Setup or Suppliers > Workflow and select
the appropriate workflow setup type: Supplier Registration, Supplier Review, or
Form Request.

2. Select the Advanced Dynamic Workflow tab.
3. Select the Rules Management tab.
4. To add a new rule, select the Add Rule button.

a. Select the edit hyperlink in the Rule Info panel to edit the Internal
Name, Display Name, Rule Group, Rule Description, or the Active
status. Click Save.

b. In the Approvers panel, select Add Approver... button and
search/select approvers for the rule.

c. In the Document Level Rules section, select an option to Add a new
rule for. Click Go.

d. Choose from the options for the selected field. Click to Save.
5. To edit an existing rule:

a. Select to Search all rules (or enter criteria for the rules list).
b. Select the edit hyperlink for the rule.
c. Select the edit hyperlink in the Rule Info panel to edit the Internal

Name, Display Name, Rule Group, Rule Description, or the Active
status.

d. Click Save to save your changes.
e. Select to Add or Remove approvers in the Approvers panel.
f. Select to edit or remove the rule level information.

6. Note: In order for the Rule to be used, it must be configured as part of the
organization's workflow process. Contact JAGGAER for details.

Supplier Workflow Triggers and Workflow Steps
Rules are events or criteria that trigger a step in the workflow process. For example, you may
configure the workflow process so that a specific commodity code assigned to a supplier, a
specific supplier name, or a specific request template will configure an approval step.

Workflow steps can be viewed in the system by opening a supplier registration or request and
looking at the Approvals tab. Each box represents a step and each step is triggered by some type
of activity.
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Types of Workflow Steps:
l Manual Approval Step – This type of workflow step requires human intervention in order

for the step to be completed. One or more approvers must review the order and choose to
approve or reject the line items, then complete the step. From a functional standpoint, a
manual approval step represents the different types of approvals that may have previously
required paper signatures or approvals in a different software system.

l Automated Approval and Rejection – This type of step evaluates a certain set of criteria
and the system determines whether or not the order should be approved or rejected. This
step requires no human intervention. For example, an automated step may look to see if
the user’s P-Card limit has been exceeded and if so, the order is auto-rejected.

l Automated (System) Step – This type of step performs a certain action in the system and
requires no human intervention. This type of workflow step is not evaluating criteria for
approving or rejecting the order, but instead is moving the order along in the process.
Some examples include PO Distribution, PO Export, PR Create, and more.

l Notifications – This type of workflow step evaluates certain criteria and sends a
notification to the users that may be interested in the information. For example, an
organization may not require its Environmental Health and Safety team to approve
hazardous orders, but want them to “know” about these orders, so a notification is sent.
The user can view the information, but they are not required to approve or reject the order
before it moves to the next step in the process. Another example is that system
administrators receive notifications when an error occurs with connectivity between the
JAGGAER application and Banner (an ERP system).

Rules can be written requiring manual approvals, automated approvals, automated rejections,
and notifications (no approval required.) 

Evaluating Workflow Steps
There may be times when you have questions about a supplier as it moves through request,
registration, or review workflow.  A supplier may stop in a particular step and you need to know
why.  Or, conversely, a supplier may move through that same step without stopping.  The
workflow inspector tool allows you to view the data that caused the behavior of supplier in a
workflow step. 

For example, a step in the supplier registration workflow may include a rule that requires approval
for suppliers who do not designate any diversity classifications.  A supplier who did not associate
any diversity classifications on their supplier profile would stop in this step pending approval. 
With the workflow inspector tool, organizations can see both the data that stopped the supplier
registration (no diversity classifications) and the rule (suppliers with no diversity classification
require approval).
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This information is accessible from the Approvals tab for the supplier in workflow.   Clicking on the
name of the workflow step displays a dialog box with information about the action taken in the
step and the data that caused that action to happen.  This dialog box contains a link Show Entire
Rule Evaluation.  Clicking on this link displays the entire rule for the workflow step. Note: You need
permission to be able to use the workflow inspector.  Please contact your System Administrator if
you do not have access.

Workflow Inspector Tool in the Workflow Setup Tab
In addition to being available for each supplier in workflow, the workflow inspector tool is also
available in workflow setup.  The workflow process tab contains the workflow steps.  You can
simply click on the workflow step name to view the rules associated with that step.

JAGGAER ONE Cross-Module Integrations -
Supplier Synchronization and Onboarding

Overview
JAGGAER ONE provides access to all the best in class products from our solution portfolio. By
using an integration solution among all products, customers have access to streamlined common
platform Process Flows for Supplier Management, Contracts, Sourcing, User Management,
Invoicing and Procurement in a single solution. The JAGGAER ONE Cross-Module Integrations
allows customers to accomplish business goals by providing procurement teams with a holistic
upstream and downstream solution that drives continuous savings, ensures cost compliance and
enforces increased efficiency and effectiveness across the entire procurement lifecycle. For
additional information about JAGGAER ONE Cross-Module Integrations, see
"JAGGAER ONE Cross-Module Integrations" in the Site Essentials Handbook or online
searchable help.

Suppliers are synchronized to configured solutions with JAGGAER ONE Cross-Module
Integrations. The supplier synchronization flow supports the following scenarios:

l Suppliers are onboarded in Supplier Management+ (SM+) and synced with Downstream
solutions based on the organization's configuration.

l The core supplier profile data is managed in Supplier Management+; complementary
settings/data are added to the Downstream supplier profile (such as settings specific to
invoicing, eProcurement, etc.)

l All registered/synchronized suppliers can be synchronized with the customer's ERP
l Suppliers in the Supplier Management solution can be on-boarded to the Supplier
Management+ solution.
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Note: Suppliers that are created/registered directly in Supplier Management (Downstream)
ARE NOT automatically synced to Supplier Management+ (Upstream). Organizations can
choose to on-board Downstream suppliers to Supplier Management+. Once the supplier
exists in Supplier Management+, the normal synchronization and registration process
occurs.

Supplier Management+ Supplier Registration
Suppliers are registered initially in the Supplier Management+ (SM+) solution. Once activated
(automatically or manually), the supplier is synced to the Downstream platform. Not all Supplier
Profile fields that exist in SM+ are synced with the Downstream platform, and additional
management is required within each platform according to your organization processes.

Once all activation criteria are met and the supplier platform status is set to "Active", the supplier
record is synced.

For additional information about supplier management in the Supplier Management+ solution,
refer to information in the online searchable help or the Supplier Management+ Supplier Profile
& Assessments Handbook in the Upstream platform.

The Downstream Supplier Record
Once Supplier record is synced, the supplier should continue to be managed in Supplier
Management+ for Upstream related features. Additional supplier configurations are available
downstream related to invoicing or P2P processes. You can invite the supplier to register for a
Supplier Network Portal and manage additional fields such as multiple fulfillment center
addresses, order distribution configuration, payment methods, etc.

Viewing the Upstream Supplier Dossier: The Upstream supplier dossier can be viewed as an
overlay by downstream end-users anytime the supplier name is listed in the Procurement,
Contract or Accounts Payable process. Select the supplier name from a contract, requisition, or
other documents, to open a window with the Supplier Profile. Click the hyperlink Additional
Supplier Information to view the supplier additional information (e.g. Segmentation,
Qualification, Risk and Category assessments) in Supplier Management+:
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When selected, an overlay displays of the supplier profile from the Upstream platform. You
can navigate to the various pages of the supplier profile, as well as export and print the
profile. Note: From this window, the user cannot edit the Upstream profile or navigate to
other areas of the Upstream platform; this window is simply a view of the supplier profile.

Navigating to the Upstream Supplier Dossier:When viewing the Downstream Supplier Profile,
click the Back to Master Supplier Profile to navigate to the Supplier Profile in SM+. This action
navigates the user back to the Upstream Platform according to the user's permissions.
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Note: The Back to Master Supplier Profile button and Additional Supplier Information
hyperlink are only visible if the user has the Supplier Directory Access permission,
(Permission Settings > Administration > Supplier Management).

Ongoing Supplier Profile Management

Suppliers should be managed from Supplier Management+, except for specific fields related to
downstream procurement, invoicing, etc. If a supplier makes a change to a synced field from the
Supplier Network Portal interface, that change must also be made by the supplier or buyer in the
Upstream platform.

Note: Changes to the Additional Profile Field forms must be made in Supplier Management+.
If changes are made by a buyer or supplier to the synced Additional Profile Form fields in the
downstream profile, those changes are not synced and must be made manually. Therefore,
it is a best practice tomake changes to the synced supplier fields from SM+ .

The Supplier Synchronization Batch Process
The supplier synchronization runs as a batch process to either create or update the supplier
account. The supplier will only be synchronized if the supplier account status is Active
(registered suppliers are not synced). The Active for Shopping flag in the Upstream Additional
Profile Form should be set to either Yes/No to run the synchronization process. Note: Depending
on the customer’s configuration, the Active for Shopping profile question can be disabled and all
active suppliers can be synchronized, which by default sets the Active for Shopping to True.
The Synchronization process runs at regular intervals according to the customer's configuration.
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Note: If the supplier is activated in Supplier Management+ and the Active for Shopping
response is Yes/No (or blank), the new supplier account will be created in the Downstream
platform. Only updated suppliers in Supplier Management+ will be exported to and synced.

The Supplier Synchronization Manual Process
A supplier record can be manually synchronized without waiting for the batch process to occur,
and without the Active for Shopping field requirement. For additional information, see "Supplier
Synchronization For Cross-Module Integration Customers" in the online searchable help or the
Supplier Management+ Supplier Profile & Assessments Handbook in the Upstream platform.

Synchronized Fields
The following Upstream supplier fields are synced with the supplier record Downstream once the
supplier is active:

l Supplier registration fields: name, tax/fiscal code, main address, administrative or
secondary address (remit to), etc.

l Supplier user data (main and sub users) are synced as "Contacts" for the supplier
downstream.

l Supplier settings in Additional Profile Form: some downstream-specific fields and settings
can be completed within the Additional Profile Form.

Specifically, the following fields are mapped within the supplier profile (fields display depending
on the organization's configuration):

l From the Supplier Management+ Registration Page:
l Supplier Account ID
l Company Name
l Fiscal Code / Tax ID / VAT Number
l Dun & Bradstreet Number
l Website address
l Address (Line 1)
l Postal Code
l City
l Province (State/County)
l Country / Country Code
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l From the Additional Profile Data:
l Last Sync
l Error Message
l External Code / ERP Number
l PO Delivery Methods (Fax, Email, Manual)
l PO Distribution Email Address
l Products/Services Keywords
l Commodity Code Type
l Exempt from Withholding
l FOB
l Payment Terms: Days
l Payment Terms: Discount
l Payment Terms: Net
l Payment Terms
l Supplier's Capital (eInvoicing only)
l Share Capital Currency (eInvoicing only)
l Supplier Tax Representative ID (eInvoicing only)
l Registered Court (eInvoicing only)
l Registered Seat (eInvoicing only)
l Supplier Commercial Registration Number (eInvoicing only)
l Supplier Shareholders (eInvoicing only)
l VAT Exempt
l Active for Shopping
l Doing Business As (DBA)
l Other Names
l Year Established
l Number of Employees
l Currencies
l Supplier classes

Note: Supplier users and sub users created in Supplier Management+ are synced as supplier
portal users downstream.

Synchronization Errors
When the supplier record is synced manually, the sync date and time is recorded, and any error
associated with the sync process will display. Users can then navigate to the Additional Profile
form for the supplier and view the Last Sync and Error Message information.
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l The Last Sync field indicates the date and time of the last supplier sync.

l The Error Message field displays information when a synchronization error has occurred
for the supplier record. Once the error is resolved and the record is synced, the message
no longer appears.

Note: The Error message will be displayed both in case of the Batch andManual
Synchronization process.

Duplicate Checking
The system will use original values for the supplier organization and supplier contacts in order to
reduce the chance of duplicating suppliers and contacts across the solutions.

l Supplier Record: The synchronization process retains a supplier's initial ERP Number value
as recorded in the External Code field in the Supplier Management+ registration data. If the
value is changed, the synchronization process will refer to the previous value when
syncing the supplier record, so that no duplicate record is created.

l Supplier Contact: The synchronization process retains a supplier contact's initial
Username value as recorded in the Supplier Management+ profile. The Username field is
synced to a supplier contact in the Procurement Supplier Profile. If the value is changed,
the synchronization process refers to the previous Username value when syncing the
supplier record, so that no duplicate contact is created.

Automatically Onboard Suppliers from Supplier
Management+ to Supplier Network
JAGGAER ONE Cross-Module Integrations customers have the option to enable a feature
whereby suppliers who are registered in Supplier Management+ and in "Active" status are
automatically onboarded Downstream. In addition to syncing the supplier profile and contact
information across the platforms when a new supplier is registered, this feature allows the
supplier to also gain access to the Customer's Branded Portal. The supplier can then navigate
between solutions to access registration data, profile data, sourcing events, contracts, sales
orders, invoices and more as the customer configuration and user permissions allow. See
"Supplier Synchronization For Cross-Module Integration Customers" in the online searchable help
or the Supplier Management+ Supplier Profile & Assessments Handbook in the Upstream
platform.

The supplier recordmust be synced (either manually or via the automated batch process):
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1. After the supplier registration has been submitted. This creates the
supplier profile record downstream. This does NOT create a portal or users.
This is the existing supplier synchronization process.

2. After the supplier user creates a Global Identity account by logging in
and updating their password to a Global Identity password. The sync then
initiates the Supplier Portal creation action, and creates a user profile account
for the main supplier user and additional sub-users.

Downstream Supplier Profile Information
In the supplier synchronization process, users with access to supplier profile information will see
a supplier record across all solutions. Users can access the supplier for features (sourcing events,
shopping, contracts, invoices, etc.) according to their user rights and organization configurations.
The upstream Supplier Number is created automatically when the supplier is synced, and
indicated in the Downstream Platform Supplier Profile:

Supplier History indicates the supplier record was created. Supplier users are synced as contacts
in the Downstream Supplier Profile.
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Auto-Onboarding Suppliers to the Supplier Network
When the supplier user logs in with credentials from the Supplier Management+ Registration
email, they will be asked to create a Global Identity password. When the supplier has logged in
with their Global Identity and the supplier record is synced (either via the Procurement Settings
link by the buyer user or the automated batch process), the Supplier Network Portal and Supplier
Portal Users are created in the Downstream Platform. History for the supplier indicates the
supplier record was created via Auto onboarding:

For additional information, see "Automatically Onboard Suppliers from Supplier Management Plus
to Supplier Network" in the online searchable help or the Supplier Management+ Supplier
Profile & Assessments Handbook in the Upstream platform.

The Auto Onboarding Process
Supplier users who register via Supplier Management+ will also gain access to the JAGGAER ONE
Supplier Network and Customer Branded Portal.

1. When a supplier registers as a new supplier for a JAGGAER ONE Cross-Module
Integrations customer, there are no changes to the process for completing initial
registration and receiving an email with temporary login credentials:

l The user receives an email with a temporary password.

l When logging in with the username (not email) and provided temporary password,
the user is prompted to create a Global Identity Account by entering and confirming
a new password. Upon confirming the new password, the supplier user is logged
into the system. From this point forward, the supplier user should log into the system
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only using the Global Identity credentials (email as the username).

l Note: The supplier user does not yet have the ability to navigate across solutions
until the supplier record is synced by the buyer manually or via the automated sync
process.

2. After the supplier user has created Global Identity Account credentials, the supplier must
be synced by the buyer organization (manually or via automatic batch process).

3. Once the supplier synchronization has occurred, the JAGGAER Supplier Network Portal is
created and the main supplier user is created as a user in Supplier Network.

l The user submitting the registration is created as the first supplier user across all
solutions. The first supplier user is considered a supplier superuser, having all
administrative rights for the Supplier organization, customer branded portal and
network portal.

l The supplier superuser can create additional users. Additional users will receive an
email with temporary login credentials. Once the user logs in, they have access to
the solutions as their permissions allow. Note: Depending on the sub-user assigned
role, subsequent supplier users may not have Supplier Network permissions by
default, and therefore will not have the ability to navigate between solutions.
Additional permissions can be granted by the supplier superuser in the Downstream
platform.

l When the supplier user is synced, the following user information is copied to the
Supplier Network user profile:

l First Name, Last Name

l Email Address

l Role (Note: The first supplier user is given theManage All Supplier Portal
Activities role; all sub-users are given a role as configured for the buyer
organization.)

l Language

l Time Zone

Downstream Configuration
Administrators must configure the Registration and Profile Form requirements in the appropriate
solutions. See Supplier Management Handbook and Supplier Management+ Handbooks for
additional information. Administrators must also advise JAGGAER as to the type of role to be
assigned to supplier sub-users. Administrators must also work with JAGGAER to identify the type
of role to be assigned to supplier sub-users.



JAGGAER 274 www.JAGGAER.com

Important! It is important to work with JAGGAER to designate a role that will give sub-users
permissions to view contracts, sales orders, sales invoices or other features. Otherwise,
sub-users will have no ability to navigate to the Downstream Supplier Portal upon login.

Duplicate Checking
Suppliers synchronized downstream will have a check performed to see if an existing supplier
portal exists. If so, this portal can be reused; if not, an automated invite will be sent to the supplier
for critical information.

Onboard Suppliers From Supplier Network to Supplier
Management+ 
Customers who have existing suppliers in the Downstream platform prior to integrating with
Supplier Management+ (Upstream) may choose to have the option to on-board suppliers from
the supplier network to the Upstream system. Contact JAGGAER to enable this option.

In order for the onboarding option to be visible:

l Supplier Management+ (Upstream) must be the primary supplier system of record.

l The supplier must have a portal and a primary supplier user contact in the portal.

l The supplier cannot already be associated to an Upstream supplier record.

l The user must have theOnboard Suppliers to Master Supplier Management System
permission enabled (User Profile > Permission Settings > Administration: Supplier
Administration).

With this feature enabled, this means a supplier record can be created in Supplier
Management+  in one of two ways:

1. Supplier is directly registered in Supplier Management+ (e.g. self-registration,
registered by buyer, massively registered via Excel or WS, depending on the
customer's configured registration methods).

2. Supplier is discovered from JAGGAER Supplier Network (JSN).

Note: With Supplier Management+ as the primary supplier management system, users do
not have the ability to Invite Supplier in the downstream solution. This allows for data
alignment between the two systems and ensures that the supplier can be utilized across all
solutions. If you do not see this option and have questions, contact your system
administrator or JAGGAER support.
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Onboarding the Supplier
To on-board a supplier, search for a supplier. You can select theOnboard Supplier in either of
these areas:

l In theManage dropdown from Supplier Search Results. Note: This option is not available
as an Available Action for multiple suppliers at once.

l In the Supplier Actions dropdown when on a Supplier Profile page.

When theOnboard Supplier option is selected, a uniqueness check is performed based on the
organization requirements within Supplier Management+.

l Uniqueness checks typically use VAT Registration Number, Tax Identification Number and
DUNs Number fields, based on customer instance configuration. If values are not
formatted correctly for any of the fields required for the uniqueness check, an error
message displays.

l If any errors occur, a message is displayed. If the onboarding is successful, a confirmation
message displays. For more information, see "Onboard Suppliers From Supplier Network to
Supplier Management Plus" in the online searchable help or the Supplier Management+
Supplier Profile & Assessments Handbook in the upstream platform.

Information Passed to the Upstream Supplier Record Upon
Onboarding
The following information is passed to the supplier record in Supplier Management+ when the
onboarding is successful:

l Company Name*
l User information* (login credentials, email address, language, time zone)
l User Email Address*
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l User Preferred Language*
l User Time Zone*
l JI Supplier ID
l Up to 33 additional company fields and up to 20 users can be passed if available.

Note: The above five fields marked with an asterisk (*) are always mandatory for creating a
supplier record upstream. If Preferred Language or Time Zone are not provided at the user
level, the organization level configuration is passed for the user account.

Once the supplier is on-boarded, a new field for Supplier Number displays the Upstream
Supplier Number for the supplier record.

l Any supplier retrieved from JSN will always be created within Supplier Management+ in
"Registered" status. When activated Upstream, the supplier status will be updated in
downstream upon synchronization.

l After onboarding in Supplier Management+ , the supplier superuser is responsible for
completing the company registration process (e.g. confirm registration data, complete
supplier profiles onboarding pages and forms (if any), select categories and complete
category specific forms (if any)).

l Additional Uniqueness checks will be performed when the supplier is activated (manually
or conditional).

The History for the Downstream Supplier Profile indicates that the supplier was on-boarded and
records the Upstream Supplier Number.

Duplicate Suppliers
IMPORTANT: Supplier company information currently available through JAGGAER Supplier
Network registration may not be sufficient to perform all the possible supplier registration
uniqueness checks configured by each customer in Supplier Management + (SM+). Therefore, it
is possible that duplicate suppliers may be created in SM+. Additional uniqueness checks may be
performed when the supplier is activated.

The Supplier Dashboard for Supplier Users
Customers can allow suppliers to access a new Supplier Dashboard. When enabled, the
Supplier Dashboard functions as a supplier's default landing page, displaying widgets and tiles
that aggregates the supplier’s action items for a given customer. This intuitive dashboard is
customer-branded, therefore, suppliers will access different dashboards for different customers
by accessing the customer-specific URLs.

The available features on the Supplier Dashboard depend on the user’s permissions across
JAGGAER ONE platforms, but may include:
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l Opportunities

l Public Opportunities

l Contracts

l Actions

l Editable Assessments

l In Progress Surveys

l Orders

l Invoices

l Administrative Tasks

Each of these areas is presented as a Tile on the Dashboard with relevant action items. The
Number in the tile’s content area represents the items that require an action/input from suppliers.
When clicking on the tile, supplier users will be redirected to that specific area/solution.

Note: If enabled by the buyer organization, the Supplier Dashboardwill be the default
landing page. However, suppliers can choose to instead view the old dashboard. The
Supplier Dashboard does not replace the existing supplier portals, but provides a more
intuitive summary across all portals that suppliers may have access to for a given customer.

JAGGAER ONE Supplier Identity Management

Overview
The JAGGAER Supplier Identity Management (IDM) is an improved authentication and login
experience for suppliers. The Supplier IDM provides supplier users with a single, global, and
unique identity that ensures secure access across all JAGGAER ONE solutions.

Benefits of the Supplier IDM include:
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l Customers can utilize JAGGAER IDM as an identity provider for other third-party or
proprietary systems (see the “"Extensibility Features of JAGGAER Supplier IDM" below” for
more details).

l Customers can utilize a third-party identity provider to authenticate suppliers to JAGGAER
solutions (see the “"Extensibility Features of JAGGAER Supplier IDM" below” for more
details).

l Customers and suppliers will benefit from improved security, such as multi-factor
authentication and password security.

l Credentials are unique and easier to remember (based on user’s email address) and
provide access to all JAGGAER modules and customers.

l Users can be deactivated once and access is permanently revoked.

When the Supplier IDM is activated for the customer, existing supplier users will be prompted to
update login credentials in order to create a Global Identity. If a supplier has multiple email
addresses, a notification will be sent to the supplier user advising them to update to a single email
address. Once the email address to be used for authentication is specified, JAGGAER Supplier
IDM will automatically create the new Global Identity for the supplier user based on that email
address. New supplier users will create a Global Identity upon their first login.

Note: In case of new "Supplier Registration", the email address field accepts only a single
email address.

With the implementation of JAGGAER Supplier IDM, supplier users may be required to use multi-
factor authentication. Suppliers have to enter aOne-Time Password (OTP) in addition to their
account password, when prompted by JAGGAER Supplier IDM. TheOTP is only required if the
user's active session has expired (because the user has logged out, the browser's cache has
been cleared, or more than 10 days have passed since the last usage of JAGGAER solutions). The
OTPwill be sent to the user’s email address associated with their JAGGAER Global Identity.

Extensibility Features of JAGGAER Supplier IDM

Using JAGGAER Supplier IDM as an Identity Provider for other 3rd party systems &
applications

Customers will be able to use JAGGAER Supplier IDM as an Identity Provider for other third-party
or proprietary systems they are using (non-JAGGAER systems). This will provide suppliers with
single-sign-on capabilities using a unique set of credentials across a broader range of systems
and applications, which can include:
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l JAGGAER solutions (and any associated integrations)

l Third party apps (owned or managed by the customer)

l PaaS external applications (custom applications developed by JAGGAER partners)

The following protocols are supported for the communication between JAGGAER Supplier IDM
and any 3rd party system: SAML 2.0 orOIDC 1.0. The customer is responsible for ensuring the
supplier users are also provisioned (created) in any 3rd party systems for which SSO is needed.
The provisioning of the supplier users in any non-JAGGAER system is outside the scope of this
feature. Note: This feature can be activated on request by JAGGAER.

Using 3rd party Identity Provider when authenticating Supplier users to JAGGAER

Many JAGGAER customers use their own Identity Provider (IDP) to manage user identification for
suppliers, so the JAGGAER solutions (also referred to as “Service Provider” or SP in this context)
must be able to accept the authorization token generated by the customer’s IDP.

The following protocols are supported for the communication between JAGGAER’s Supplier IDM
and the customer’s IDP: SAML 2.0 orOIDC 1.0. Only Service Provider-initiated SSO is supported
by Supplier IDM when SAML protocol is requested.

Supplier user provisioning is outside the scope of this feature. JAGGAER Supplier IDM can be
configured to delegate the supplier user authentication to an external Identity Provider
(customer-managed or customer-owned), but the users must already exist in the external IDP
system, as well as in JAGGAER Supplier IDM. Note: This feature can be activated on request by
JAGGAER, with support from the customer’s side.

Related Permissions
This is a supplier-facing feature, so there are no related buyer user permissions.

Implementing Supplier Identity Management
JAGGAER will work with your organization to implement this feature based on your requirements.
Administrators may want to communicate to suppliers so they are prepared when prompted to
update their password and login credentials.

For JAGGAER ONE Cross Module customers:
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l When this feature is enabled, the login page will be updated. Depending on the
organization configuration, buyer users must either click on "Internal Access" for logging
into the application, or enter the username and password in the "BUYER USERS ONLY
ACCESS" area.

l When a supplier user has established a Global Identity, buyer users having the right to edit
the supplier registration details cannot update the supplier user email address or username
anymore. This is the case for making changes within the UI as well as for the mass updating
of suppliers in the Upstream platform.

This feature can be implemented using JAGGAER as the Identity Provider or a Third-Party Identity
Provider. Contact JAGGAER for additional information.

Note: If a buyer organization uses a third-party identity provider to authenticate supplier
users to JAGGAER solutions, the integration with the third-party identity provider must be
updated. Contact JAGGAER Professional Services and Global Provisioning Team for
assistance.

Supplier User Impact When Supplier Identity Management
Enabled
When the Supplier IDM is activated for the customer, suppliers will see a new login page to
access the customer portal.

l Existing supplier users will enter a username or Email address and password to log in.

l If the supplier user has multiple email addresses, they will be prompted to select or enter a
single email address to use for further logins.

l If the supplier user does not exist in the Supplier IDM (across all JAGGAER solutions), they
will be forced to change their password. Upon confirmation of the email address and new
password, the user’s Global Identity is created. Suppliers can log in to all customer
organizations with the same credentials using the specific customer URL.

l Supplier users will be blocked for 15 minutes if they fail to enter correct credentials for five
consecutive times. Once the 15 minutes has passed, the user can try to login again.



JAGGAER 281 www.JAGGAER.com

l One-Time Password (OTP):

l Supplier users will receive a message upon login indicating that aOne Time
Password (OTP)will be sent to the email address as listed in the user profile.

l The email contains anOTP code that is valid for 10 minutes. Enter the OTP as
prompted at login, and proceed.

l TheOTP is valid for a specific device & browser combination for 10 days since the
last usage of the JAGGAER solution, unless the browser cache is cleared after the
last active session, or the supplier user logs out from the application.

System Notifications:

l When JAGGAER Supplier IDM is enabled, the following system generated notifications will
be sent to supplier users:

l After supplier registration, if an existing IDM account was found and linked to the
newly registered account.

l After supplier registration, when a new IDM account is set up.

l When IDM password is changed (confirmation email).

l When users request to reset their password.

l When users are prompted to provide a new (more secure) password, once their IDM
account is setup automatically (as upgrade from a legacy account).

l When creating an IDM account for the first time.

l When users change their email address associated with their IDM account.

l When a “One-Time-Password” (OTP) is sent (if multi-factor authentication was
activated by JAGGAER).
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