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Introduction 
Suppliers can manage their current information through the University’s Supplier Portal, 
including updating banking and address details, submitting invoices, tracking progress, and 
reviewing payment status. 

Completion of a supplier profile is required for all suppliers conducting business with the 
University. The partnering department will submit the supplier request, and upon approval, 
a registration email will be issued fromBSU@jaggaer.com.  

Pre-Registration Process 
The subject of the registration email will be, “Supplier Invitation for Bridgewater State 
University Supplier Portal.” Once the email is received, please click the “Register Now” 
button contained in the email to begin the registration process. 

Click the Register Now button in the email. This will take you to the university’s Registration 

mailto:BSU@jaggaer.com
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Welcome screen. From this screen, select the “Continue with Registration” button to 
proceed. 

 

After clicking the “Continue with Registration” button, you will be asked to complete basic 
information pertaining to you as an individual or as an entity. Please complete the fields 
marked all fields and select “Create Account”. 

Note: All fields marked with an asterisk are required. If you require accessibility assistance 
to complete your profile, please select “I am a user in need of accessibility assistance.” 
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Please select the blue hypertext to read Jaggaer’s supplier Terms and Conditions. If you are 
in agreement of the terms and conditions, select the check box. Note, any supplier doing 
business with the university is required to agree to these terms and conditions. 

Check the box next to, “I am human”, then select “Create Account”. 

You will receive the following pop-up message. Please close the window. 
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You will receive an email from noreply@jaggaer.com. The email subject will be, “Reset your 
supplier account password”. This email will be sent to the inbox where the invitation email 
was received. 

After opening the email titled “Reset your supplier account password” email, select the 
“Change supplier account password” link and follow the prompts to update your password. 

Note: You will only have 72 hours to create a password. 

Create a new profile password using the criteria listed below. When all requirements reflect 
green checkmarks, select “Set Password”. 

mailto:noreply@jaggaer.com


Job Aid 
Supplier Registration 

 
 

  Page 7 of 37 

 

A pop-up will appear with Jaggaer’s Terms and Conditions. To continue, select “Accept”  

 

Finally, a pop-up noting “Password Set Successfully” will appear. Select “Continue”. 

 

Now that you have set a password, Jaggaer will bring you to the login screen so you can 
complete your supplier profile and complete the registration process. 
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Logging in to your Supplier Profile 
For security purposes, you will need to select a method to receive a One-Time Code. This 
code will be used to verify your identity. Select the one-time code delivery method you 
prefer.  

 

Option 1: Send to Email Address on Record 

You will receive an email from noreply@jaggaer.com. The subject of the email will be 
“Verification code for supplier authentication. The verification code will be a series of six (6) 
characters. 
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Enter the verification code in the “One-Time Code” screen and click “Submit”. 

Option 2: Use Mobile Authenticator Application 

Select the 2nd option and select “Login”. You will be required to have the Microsoft 
Authenticator Application active on your phone. 

You will be required to open the application. Once open, you will receive a One-Time Code. 
Note, you will have 30 seconds to type in the code and select “Submit” 
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Option 3: Use Mobile Phone Number 

Select the 3rd option and select “Login”. You will receive a one-time six-digit code on 
your cell phone. Note, text message charges may apply. 

When you receive the text message, enter the code and select “Submit” to proceed. 

Completing your Supplier Profile 
One you are logged into the supplier portal; you will be able to compete your profile. 

Individuals have 6 steps to complete; Entities will have 8 steps to complete. All items 
marked with an asterisk are required. 
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Entity Profile 
The first screen will be the Welcome tab. If your Legal Company Name is correct, select 
“Next”. If it is incorrect or needs to be revised, make the appropriate change, select "Next”. 

Company Overview 

The areas below highlighted in yellow are required. If your company has a DBA, please feel 
free to provide this information. When complete, "Next”. 
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Business Overview 

None of the fields are required, but we encourage you to complete this information if it is 
available. . When complete, select "Next”. 

 

Address  

Select “Add Address”. Note, this is a required field. 

 

A pop-up will appear for you to select if the address you are adding is for your fulfillment 
(where your order is placed), remittance (where your payment is received), or both. One 
fulfillment and one remittance address are required to continue.  
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Enter a label for the address and select the option, which is appropriate for your business, 
then select “Next”. The highlighted areas below are required to continue. Once completed, 
select “Next”. 
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You will be required to provide information for your business’ primary contact. Contact 
information should be provided for both fulfillment and remittance. Please see the 
required highlighted areas. Once complete, select “Save Changes”  

When complete, select “Next” twice to bypass the “Contacts” tab. 
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Diversity 

You will be required to select a diversity status whether you believe your business qualifies 
for a diversity status or not. Select “Add Diversity Classification”. 

If your company does not qualify for a diversity status, select “Does Not Qualify as a Small 
Business or Diverse Supplier (DoesNotQualify)” and select “Done”. 

If your business does qualify for one of the diversity statuses listed below, pleas mark the 
appropriate status and select “Done” 

When complete, select “Next”. 
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Insurance 

When applicable, entities will be required to provide a current Certificate of Liability 
Insurance (COI) listing the university as additionally insured. 

Note the insurance coverage minimums required by the university: 

• Workmen’s Compensation Insurance in compliance with applicable federal and 
state laws, including Employers Liability Insurance with limits of at least one million 
dollars ($1,000,000) per occurrence. 

• Automobile Liability Insurance covering owned, non-owned, and hired vehicles with 
combined limits for bodily injury and property damage of at least one million 
($1,000,000) per accident. The policy must be endorsed to include the University as 
an additional insured. 

• Commercial General Liability Insurance including products and completed 
operations liability, and contractual liability coverage specifically covering this 
Agreement, written on an occurrence form, with combined limits for bodily injury, 
personal injury, and property damage of at least one million dollars ($1,000,000) per 
occurrence and three million ($3,000,000) per aggregate. This policy must be 
endorsed to include the University as an additional insured 

To upload a copy of your COI, select “Add Insurance” and select the appropriate insurance 
coverage from the list below. 

 



Job Aid 
Supplier Registration 

Page 17 of 37 

Once selected, complete the areas highlighted and upload the document by clicking 
“Select File”. Note, you will be required to name the file to save it and move forward. Once 
completed, select “Save Changes”, then select “Next”. 

Payment Information 

A remittance method is required to complete your profile. 

Select your preferred payment method by selecting “Add Payment Information”. 

Note: The university’s preferred method of payment is ACH.  

ACH payments can only be made to a US based bank. Savings accounts are not an 
allowable payment method. Wire payments can only be used when payments are made to 
international bank accounts. All payments are made in USD. 
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Option 1: Direct Deposit (ACH) 

When choosing ACH as your remittance method, you will be required to complete “United 
States” as the Country, “USD” as currency”, and “Checking” as Account Type.  

Add a payment title, along with the remittance contact name, bank name, account holder’s 
name, as well as the routing and account numbers. Select “Save Changes” when complete 
and “Next”. 

 

Option 2: Check 

When selecting “Check” as the option, add a payment title, select “United States” as the 
country, “USD” as the currency”, select “Save Changes” and “Next”. 
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Option 3: Wire Transfer 

Wire payments are to be used for payments to international banks only. All payments will 
be made in USD. All asterisk sections are required. Once complete, select “Save Changes” 
and “Next”. 
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Tax Information 

You will be required to upload the appropriate tax documentation. The tax document is 
required to be signed by hand or valid, verifiable electronic signature that is dated within 
the last 12 months. 

To upload your document, select “Add Tax Document” 

 

If your entity is located within the US, select “W9”. If your entity is outside of the US, you will 
have the option to select “W-8BEN-E”. 

Enter the Document Name and Tax Document Year. Click “Select File” to upload the 
document, the select “Save Changes” and “Proceed to Certify and Submit”. 

 



Job Aid 
Supplier Registration 

 
 

  Page 21 of 37 

 

 

Certify and Submit 

Once all sections have been completed, you will see all green checkmarks down the left 
section of the screen. Please review your information for accuracy, then check the box near 
“Certification”. You may now select “Submit”. 

If there is a section that does not have a green checkmark, please revisit this section to 
update your information. Once complete, you can return to this page to certify and submit.  
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You will receive an email from BSU@jaggaer.com, with the subject “Supplier Registration 
Complete for Bridgewater State University Supplier Portal”. This email will contain a link for 
you to be able to access your supplier portal anytime. Please be sure to save this link in 
your browser bookmarks. 

 

 

 

 

 

 

 

 

 

 

 

Individual Profile 
The first screen will be the Welcome tab. If your Legal Name is correct, select “Next”. If it is 
incorrect or needs to be revised, make the appropriate change, select "Get Started”. 
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Individual Overview 

The Legal Structure should be “Individual”, and the Legal Structure should be “Individual”. 
The areas below highlighted in yellow are required. When complete, select "Next”. 

 

 

 

 

 

 

 

 

 

 

Address  

Select “Add Address”. Note, this is a required field. 

 

Add your address completing all of the required fields indicated with an asterisk and select 
“Next”. 
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You will be required to provide information to add yourself as primary contact. Please 
complete all of the required areas indicated with an asterisk. One complete, select “Save 
Changes”  
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Insurance 

When applicable, entities will be required to provide a current Certificate of Liability 
Insurance (COI) listing the university as additionally insured. 

Note the insurance coverage minimums required by the university: 

• Workmen’s Compensation Insurance in compliance with applicable federal and 
state laws, including Employers Liability Insurance with limits of at least one million 
dollars ($1,000,000) per occurrence. 

• Automobile Liability Insurance covering owned, non-owned, and hired vehicles with 
combined limits for bodily injury and property damage of at least one million 
($1,000,000) per accident. The policy must be endorsed to include the University as 
an additional insured. 

• Commercial General Liability Insurance including products and completed 
operations liability, and contractual liability coverage specifically covering this 
Agreement, written on an occurrence form, with combined limits for bodily injury, 
personal injury, and property damage of at least one million dollars ($1,000,000) per 
occurrence and three million ($3,000,000) per aggregate. This policy must be 
endorsed to include the University as an additional insured 

To upload a copy of your COI, select “Add Insurance” and select the appropriate insurance 
coverage from the list below. 
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Once selected, complete the areas highlighted and upload the document by clicking 
“Select File”. Note, you will be required to name the file to save it and move forward. Once 
completed, select “Save Changes”, then select “Next”. 

Payment Information 

A remittance method is required to complete your profile. 

Select your preferred payment method by selecting “Add Payment Information”. 

Note: The university’s preferred method of payment is ACH.  

ACH payments can only be made to a US based bank. Savings accounts are not an 
allowable payment method. Wire payments can only be used when payments are made to 
international bank accounts. All payments are made in USD. 
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Option 1: Direct Deposit (ACH) 

When choosing ACH as your remittance method, you will be required to complete “United 
States” as the Country, “USD” as currency”, and “Checking” as Account Type.  

Add a payment title, along with the remittance contact name, bank name, account holder’s 
name, as well as the routing and account numbers. Select “Save Changes” when complete 
and “Next”. 

Option 2: Check 

When selecting “Check” as the option, add a payment title, select “United States” as the 
country, “USD” as the currency”, select “Save Changes” and “Next”. 
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Option 3: Wire Transfer 

Wire payments are to be used for payments to international banks only. All payments will 
be made in USD. All asterisk sections are required. Once complete, select “Save Changes” 
and “Next”. 
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Tax Information 

You will be required to upload the appropriate tax documentation. The tax document is 
required to be signed by hand or valid, verifiable electronic signature that is dated within 
the last 12 months. 

To upload your document, select “Add Tax Document” 

If you are a US citizen, select “W9”. If you live outside of the US, you will have the option to 
select “W-8BEN”. 

Enter the Document Name and Tax Document Year. Click “Select File” to upload the 
document, the select “Save Changes” and “Proceed to Certify and Submit”. 
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Certify and Submit 

Once all sections have been completed, you will see all green checkmarks down the left 
section of the screen. Please review your information for accuracy, then check the box near 
“Certification”. You may now select “Submit”. 

If there is a section that does not have a green checkmark, please revisit this section to 
update your information. Once complete, you can return to this page to certify and submit. 
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You will receive an email from BSU@jaggaer.com, with the subject “Supplier Registration 
Complete for Bridgewater State University Supplier Portal”. This email will contain a link for 
you to be able to access your supplier portal anytime. Please be sure to save this link in 
your browser bookmarks. 

 

 

 

 

 

 

 

 

 
 

 

 

Invoice Submittal 

The university remits payment on a net 30 from invoice receipt. For prompt payment, once 
services are rendered or goods are received, invoices may be submitted through the 
supplier portal or through submission of our digital mailroom. 

Digital Mailroom (DMR) 

Invoices may be submitted to Bridgewater.invoices@trustflowds.com. 

The following information must be included on the invoice: 

• Invoice Number 

• Invoice Date 

• Appropriate Purchase Order Number 

mailto:BSU@jaggaer.com
mailto:Bridgewater.invoices@trustflowds.com
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• Remit to Name and Address 

• Line-Item Detail of the goods/services rendered 

 Note, missing information may cause a delay in payment.  

Please be sure to only attach one (1) invoice per email. All other attached documents 
will not be processed. If there are multiple documents required to properly process the 
invoice, please combine them into one PDF prior to forwarding. 

Direct Electronic Invoices 

To submit an electronic invoice, log into your supplier portal. Locate “Create Invoice/Credit 
Memo”. Enter your invoice number, and purchase order number, then select “Create”. 

 

Under the “Billing Address” header, select “Add” next to Attachments. You may browse your 
desktop for the invoice, or simply drag and drop the file. Once attached, select “Save 
Changes”. 
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When uploaded you will see the attachment reflected in two (2) places; within the 
“Attachments” section, and on the header tab.
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If there is a discount or shipping applicable to this order, enter it to the right under 
“Discount, Tax, Shipping & Handling”. Note, the university is tax exempt. If you require a 
copy of the university’s tax exempt certificate, please reach out to 
ProcurementServices@bridgew.edu.  

 

Scroll down to the line items to ensure the description, quantity and price is accurate. If 
modifications are required, this can be done by selecting the description’s blue hypertext. 

 

Once confirmed, select “Complete” on the upper right corner. 

mailto:ProcurementServices@bridgew.edu
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Note, direct electronic submissions allows you to upload multiple attachments. 

 

Adding Users 
On the left side of your screen, locate your vertical task bar. 

 

Navigate through “Administrator > Manage Users > Send New User Request” 
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Enter the user’s first and last name, title, phone number, and email address. 

 

You will be required to select a “Role” for this user through the options in the drop down 
menu: 

 

Once complete, select “Submit User Request”. This will create a Pending User Registration.  
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This new user will receive an email from support@sciquest.com with the subject “New 
User Registration for JAGGAER Supplier Account” with a link to register: 

 

To complete registration, please to the Pre-Registration Process located on page 3 and 
follow the steps listed. 

 

Trouble Shooting 
If you are having issues with your JAGGAER account or need to reset your password, please 
contact JAGGAER Global Customer Care via the following web form:   

https://www.jaggaer.com/submit-supplier-support-request/ 

Payment questions may be directed to the university’s Accounts Payable department via 
email at accountspayable@bridgew.edu or phone at (508) 531-1211. 

mailto:support@sciquest.com
https://www.jaggaer.com/submit-supplier-support-request/
mailto:accountspayable@bridgew.edu
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