
 

Supplier Registration Step by Step Instruction Guide 
Supplier Registration portal - This is a 7 step process and will take approximately 15 minutes to complete. 
Some fields will be pre-populated, but they can be changed.  

Step 1: Create Your Account 
A. Vendor will receive an email from Midwestern University, Support@jaggaer.com  
B. Select Register Now link in email. 
C. Select Continue with Registration 

 

 
 

D. Supplier Registration – register to gain access to the Midwestern University supplier portal. Some 
fields will be pre-populated, but they can be changed. Enter or Confirm: 

i. First Name/Last Name (in the case of a company registration, this is the contact individual 
for the supplier registration process) 

ii. Title 
iii. Phone Number 
iv. Preferred Time Zone 
v. Login Information 

vi. Email *This must be the email address that was given at point of request. 
vii. Password – Minimum 8 characters in length 

mailto:Support@jaggaer.com


Step 2: Start Registration 
A. Enter or Confirm: 

a. Legal Company Name – this must match the name on file with the IRS and the name on 
your W-9. This will be pre-populated based on the request if incorrect you are able to 
update the name. 

B. Select Next 

 

Step 3: Company Overview 
A. Alternate business name - name that you is doing business as (or are commonly known by), that is 

not your Legal Company Name. 
i. This field can be left blank if not applicable. 

ii. Customers can search on this name in addition to your Legal Company Name. 
B. Country of Origin - The country you use for tax purposes – Select the drop down. 
C. Legal Structure - Select/View the appropriate legal structure for the supplier organization. This 

must match your business classification on IRS Form W-9. 
i. Legal Structure is used by the IRS to classify the form of a business organization and 

ultimately determines which tax documentation is required. Please provide the appropriate 
Legal Structure information as it is currently stated with the IRS. For more information 
about business structures, please visit www.irs.gov. 

D. Tax ID Number Type – This must be nine digits long. Do not include dashes or spaces. This must 
match the information on IRS Form W-9. 

E. Company website (if applicable).  
F. Select Next. 

 

http://www.irs.gov/


 

Step 4: Business Details 
This information allows us to track additional details. 

A. Is your business a local supplier? 
B. Is your business a national supplier? 

 

 
 

C. U.S. Service area – Select Edit and choose all states that are serviced. You can select all located in 
the upper right corner. 
 



 
 
 

D. International Service Area- If you do not do international business you can leave this blank. If you 
do select edit for a list of countries. 
 

 
 

E. NAICS Codes –  
i. NAICS stands for the "North American Industry Classification System", which has industry-

standard codes that describes the type of work you provide. More information about this 
system can be found here: NAICS. 

ii. Check the "Edit" button to choose from a list of codes. 

https://www.census.gov/naics/


iii. It is very important that you choose a code that most closely describes the products and/or 
services you provide. 

iv. Once you've chosen a Primary NAICS code, you may choose several additional Secondary 
codes to further describe the types of products or services you provide. 

v. This information will be used by customers to help find and select suppliers for potential 
engagements. Please make sure you only include codes that apply to you. 

F. Commodity Code – This is a classification for the type of services/products you provide. 
G. Select Next 

Step 5: Addresses 
A. Multiple addresses can be loaded in this tab. 

i. Corporate address/Headquarters 
ii. Remit address for payment 

iii. Multiple locations Select Add address 
B. Select Add address. 

 
 

C. Make sure each address location has a label. 
D. Select the corresponding business activities check mark boxes  
E. Select Next 

 



 
 

F. Complete the fields  
G. Select Next 
H. Primary contact for this address 

 
 

I. Complete all fields  
J. Select Save Changes 



K. It will take you back to add more addresses. If done select Next. 

Step 6: Diversity 
A. Select Add Diversity Classifications 

 

 
 

B. If you do not qualify select the first box under no classification. 
 

 

 



Step 6: Payment Information 
A. This will determine how and where you will receive payments. The following types are accepted. 

i. Direct Deposit (ACH)- this takes 7-10 business days to validate the banking information. 
ii. Credit Card- These are a one time use credit cards that will be emailed to the email address 

you provide. Each payment will provide a new credit card number. No processing fees are 
allowed. If you charge a fee do not select credit card. 

iii. Check- Payment is mailed to the Remit address provided. 
B. Select Add Payment Information.  

 

 
 

C. Select from the drop down Add payment information 
 



 
 

D. Multiple payments can be selected. However only one can be active at a time.  
E. Select next when completed. 

  

Step 7: Tax Information 
A. Add W-9 completed form. 

 

 
 



B. Select next when completed. 
 

 
 

C. Select proceed to certify and submit 
 

 
 

D. Select submit. 
E. You have now completed registration in the Midwestern University Supplier Portal. You will 

receive an email when your account has been approved. 
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