Individual’s View (not a business) of the New Supplier Registration

This is a snapshot of the what an individual sees:

1. This is the email that the individual receives to register.

Individual Invitation for Clemson University Supplier Portal

Sunday, March 4, 2018 at 10:15 PM

Show Details

O Clemson University Procurement and il Services com>

(/LEMSON Supplier

V. ERSITNTTY

Invitation from Clemson University Supplier Portal
Dear JENNI TEST,
Clemson University Supplier Portal has invited you to register as a potential supplier.

Becoming a Clemson University supplier is free, easy and it only takes a few minutes to join. By selecting the
“"Register Now" button below, you will be routed to a secure website to complete the registration process. Upon

of your regi ion, you will have access to your secure portal where you can add
additional details.
Thank You,
Clemson University P and Busil Services

If you have questions, please contact:

Sherry Williams

Supplier Relationship Manager
supplier@clemson.edu
864-656-6179

2. Theindividual is directed to the supplier registration site, reads the page and clicks continue

with registration.

LEMS()N 'Supplier Portal

V E R S

Registration Checklist
Registration FAQ

Registration Tutorial

Welcome to Supplier Registration engsH-

This secure system allows individuals to:

# Maintain an online profile

* Add and update addresses and contacts

® Enrollin payment programs, such as direct deposit

The registration status of your application can be tracked on the left of the screen. A green check mark indicates the
required fields in a section are complete. You may complete the sections in any crder. If any data is incorrect or
incomplete, the errors will be listed at the top of the Certify & Submit section.

QOnce you have successfully submitted your profile, you may update it at any time by clicking on the appropriate secticn
name, making the necessary changes and return to the Certify & Submit screen to resubmit your profile.

Please note that it is the preparer’s respensizility to ensure information is accurate and current. Knowingly providing false
information may result in disqualifying you from doing tusiness with the Clernson University.

CONTINUE WITH REGISTRATION

Please eontact Sherry Williams (Supplier Relationship Manager) at supplier@clemson.edu or +1 864-656-6179 for assistance.

AGGASR~



3. Theindividual creates an account.

U(:NL,EMSQN Supplier Portal

V E R S

Su pp“er Registration Registration Tutorial ENGLISH -

To begin your registration, please complete this page and click "Create Account”. You will be directed to
Clemson Supplier Management Portal te enter your information.

Thank you for expressing an interest in doing business with Clemson University. Clemson values the
quality of its suppliers and the strength of its collaborative partnerships. The departments of Business
Services work in tandem with university suppliers to provide professional, responsive, and quality
goods and services in support of the Clemson University academic, research, social and economic
goals.

You are required to complete and submit this online application before you can be authorized to
conduct business with the university. You will receive confirmation once your application has been

processed. This application collects pertinent tax and business information that are necessary for
ensuring compliance with university and federal policies.

Your Contact Info

First Name * Last Name * Title

Phone Number * ext.

International phene numbers must begin with +

*
Preferred Time Zone

EDT/EST - Eastern Standard Time (US/Eastern) v
Your Login
*
Email
*
[ Confirm Email
* *
Password (] Re-Enter Password @

Account Recovery Question

Choose your option v

CREATE ACCOUNT



4. The individual logs in.

U—:L(EMS(PN Supplier Portal

V E R §

ENGLISH -
Welcome to Clemson University's Supplier Portal.

In order to be set up as a supplier which will allow you or your company to receive payments from
Clemson University, it is required that suppliers or individual payees who are not employed by Clemson
University register through our secure welnsite. This website is used in place of the IRS Reguest for
Taxpayer Identification Mumber and Certification form (W-3) and allows us to collect information
required by the IRS, as well as, additional information that supports the University's reporting and
compliance requirements.

If a Clemson University Purchase Order is being issued to you or your company, please be sure to
review the University's standard terms and conditions.

All sections of the form must be completed and submitted by an authorized company representative or
individual. If this form is being completed for a business, it is recommended that it be completed by
the business manager or accounting office.

If you are an international supplier or individual, whether or not you have a US tax identification
number, you will need to work with your Clemson University contact to complete any additionally
reguired paperwork.

If you already hawe an account or have been invited to use the Accounts Payaole Portal, please login
by entering your e-mail address, password and then click on the "Login® button.

Trouble logging In? Contact JAGGAER at 1-800-233-1121 opton 2 then option 1

lgs' Please login and complete registration.
Please log in to complete registration.
Emal

Password

m .

Please contact Sherry Williams (Supplier Relationship Manager) at supplier@clemsan.edu or =1
- A=
BE4-656-6179 for assistance, NOGASR-



5. Once the account is created, the supplier starts their registration.

C[-]:Mb}):\v Supplier Portal €

U NI VvV ER 1

£} Registration

Test, Jenni
Supplier Number:0000104235

Registration In Progress for:
Clemson University Supplier Portal

2of5 Steps Complete

Welcome

Individual Overview
Addresses

Contacts

Payment Information
Tax Information

Certify & Submit

Registration FAQ | View History

Manage Registration Profile

me

Welcome to Supplier Registration
This secure system allows individuals to:

= Maintain an online profile
* Add and update addresses and contacts
» Enrollin payment programs, such as direct deposit

The registration status of your application can be tracked on the left of the screen. A green check mark indicates the required fields in a section are complete. You may
complete the sections in any order. If any data is incorrect or incomplete, the errors will be listed at the top of the Certify & Submit section.

Once you have successfully submitted your profile, you may update it at any time by clicking on the appropriate section name, making the necessary changes and
return to the Certify & Submit screen to resubmit your profile.

Please note that it is the preparer's responsibility to ensure information is accurate and current. Knowingly providing false information may result in disqualifying you
from doing business with the Clemson University.

Required to Start Registration

! *
First Name Jenni

*
Last Name Test

* Required to Complete Registration Next 3 Save Changes

6. The individual adds general information.

U NIVERSIIT

L3 Registration

Test, Jenni
Supplier Number:0000104235

Registration In Progress for:
Clemson University Supplier Portal
20of5 Steps Complete

Welcome

Individual Overview

Addresses

Payment Information

Certify 8 Submit

Registration FAQ | View History

Manage Registration Profile

Contacts v

Tax Information v

CLEM S()\v Supplier Portal €

Compan

Individual Information

The information entered on this page allows us to obtain general information and ensure we have the most up-te-date information in our system.

Country of Origin * United States j

*
Legal Structure Individual/Sole Proprietor j

Tax ID Number Type

otial Security Number / Sacial v|

Tax ID Number *

* Required to Complete Registration ¢ Previous

ave Changes



7. The individual adds their address.

J( LEMSC ).\; Supplier Portal

o 3 1 Registration  Manage Registration Profile

ih, Reporting Test, Jenni

£ Registration

Registration In Progress for:
Clemson University Supplier Portal

4 0f 5 steps Complete

Welcome

Individual Overview v
Addresses L
Contacts v
Payment Information

Tax Informaticn v

Certify & Submit

Registration FAQ | View History

Addresses

Please enter an address to help us route information and communication correctly.,

Address Label Address

Remit Address 1-SENECA
SENECA, SC 29678
us

Add Address

8. The individual adds contact information.

CLEM SL)\Y Supplier Portal

U NI VvVERS I T

£} Registration » Manage Registration Profile

Test, Jenni Contacts
Supplier Number:0000104235

Registration Complete for:
Clemson University Supplier Portal

Mo contacts have been entered

Welcome
Individual Overview
Addresses
Contacts

Payment Information

L 8 S8 8

Tax Information

Additional International ...

Please enter contact information for yourself and anyone else who may assist us if you are unavailable.

Edit

Show Inactive Addresses

< Previous Next ¥

Hide Inactive Contacts



9. The individual chooses either payment by check or by TigerPay.

instructions to register with TigerPay.

U NI VER §

Y

Test, Jenni
Supplier Number:0000104235
Change Supplier

Registration In Progress for:
Clemson University Supplier Portal

50f5 Steps Complete

Welcome

Individual Overview
Addresses

Contacts

Payment Information
Tax Information

Certify & Submit

Registration FAQ | View History

10. If the individual chooses payment by check, the following screen pops up.

A N U SRS

CLEM S(')N Supplier Portal

L3 Registration > Manage Registration Profile > Payment Information

Payment Information

Information on this page is used to determine how you will receive payment.

If TigerPay, please follow

Jenni TEST»  |w

All individuals (registering with a SSN and international individuals residing in the US) have two options to receive payment:

* Check

+ Tigerpay (epayable) - Clemson's preferred electronic payment option

o Click here to register with TigerPay. You will be directed to the Zelle/clearXchange® website ta enroll for electronic payment,

All International Registrants (not residing in the US) must provide wire information.

SELECT ONLY ONE PAYMENT TYPE.

Title =
Jenni TigerPay1
Whatever you want to name this

jenni

Add Payment Information v

Check
Wire Transfer

ePayable

Add Payment Information

Payment Title *

Payment Type * Check

Electronic Remittance
Email

Whatever you want to name this

Currengy * USD S —

Active O Yes

* Required to Complete Registration

Save Changes Close

Payment Type

< Previous

Currency Active

usD Yes Edit
usp No Edit
usD No Edit

m Proceed to Certify and Submit %

4



11. Click Next.

CLEM

BNV E

LS}I)TI\: Supplier Portal

2 Registration

Test, Jenni

Change Supplier

Welcome

Addresses

Contacts

Manage Registration Profile > Payment Informatio

Registration In Progress for:
Clemson University Supplier Portal

50f5 Steps Complete

Individual Overview

Payment Information

Tax Information

Certify & Submit

Payment Information

Supplier Number:0000104235

® Check

Information on this page is used to determine how you will receive payment.

 Tigerpay (epayable) - Clemson's preferred electronic payment option
o Click here to register with TigerPay. You will be directed to the Zelle/clearXchange® website to enroll for electronic payment.

SELECT ONLY ONE PAYMENT TYPE.

Title «

Jenni TigerPay1

S S PSS,

Whatever you want to name this

jenni

Add Payment Information v

Registration FAQ | View History

All International Registrants (not residing in the US) must provide wire information.

All individuals (registering with a SSN and international individuals residing in the US) have two options to receive payment:

Payment Type Currency Active
ePayable uso Yes Edit
Check usb No Edit

Wire Transfer

usbD No Edit

€ Previous m Proceed to Certify and Submit %

12. US individuals are not required to provide tax documentation. If an international individual, an

“add tax document” drop down will appear (b).

JCLEM SK)\: Supplier Portal

3 Registration © Manage Registration Profile ax Information

Test, Jenni
Supplier Number:0000104235

Registration In Progress for:

Clemson University Supplier Portal

5 of 5 steps complete
Welcome

Individual Overview
Addresses

Contacts

Payment Information
Tax Information

Certify & Sub

Registration FAQ | View History

AN S YT

Tax Infermation

US Individuals are NOT required to provide any tax documentation. Please proceed to Certify & Submit.

International individuals are required to provide the appropriate tax document prior to certifying/submitting their registration.

The tax document should be uploaded using a PDF format.

No tax information has been entered

€ Previous

Proceed to Certify and Submit



b. For International individuals:

CLEMS(}N Supplier Portal

U NI VER S

€2 Registration ~ Manage Registration Profile » Tax Information

Test, Jenni Tax Information
Supplier Number:0000104235

Registration Complete for: US Individuals are NOT required to provide any tax documentation. Please proceed to Certify & Submit.
Clemson University Supplier Portal
International individuals are required to provide the appropriate tax document prior to certifying/submitting their registration.

Welcome The tax document should be uploaded using a PDF format.

Individual Overview v
No tax information has been entered

Addresses v
Contacts v

W-8BEN
Payment Information v W-8EC

W-8EXP
Tax Information v

W-8IMY
Additional International ... 8233

Racictratinn FAN | View Hictans

13. The individual will certify and submit.

CLEMS()I\: Supplier Portal

U N T VERTS I

=] Registration Manage Registration Profile Certify & Submit

Test, Jenni Certify & Submit
Supplier Number:0000104235

Please type your initials in the box below, acknowledging that all informaticn is correct and complete. It is each individual's responsibility te ensure all

bl L e information remains current. Inaccurate information may result in payment delays.

Clemson University Suppiier Portal

5 of 5 steps Complete Additionally, by submitting this registration, you certify all information provided is true and accurate, Knowingly providing false informatien may result in
disqualifying you fram doing business with us.
Welcome
Preparer's Initials *
Individual Overview v a iT
’ * N
Addresses v Preparer's Name Jenni TEST
Preparer's Email
v |
Contacts Address *
i v
Payment Information Today's Date 3/5/2018
Tax Information v Certification * | certify that all information provided is true and accurate,

Certify 8 Submit

Registration FAQ | View History

* Required to Complete Registration



14. Once submitted, the individual will get this email. The individual will become an active in
buyWays within 3-5 business days unless additional information is required.

Supplier Registration Complete for Clemson University Supplier Portal

O Clemson University Procurement and Business Services <support@sciquest.com>
O I
Sunday, March 4, 2018 at 10:41 PM

Show Details

Supplier Registration Complete for Clemson University
Supplier Portal

Dear JENNI TEST,

Thank you for completing your registration profile in the Clemson University Supplier Portal.

As a reminder, you can log into your secure account by visiting the Clemson University Supplier
Portal's

Customer Portal Login Link §

Thank You,
Clemson University Procurement and Business Services
If you have questions, please contact:

Sherry Williams
Supplier Relationship Manager

supplier@clemson.edu
864-656-6179




