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Portal Overview

McMaster University recently implemented a cloud-based procure-to-pay tool including
a supplier management system and portal (MacBuy), powered by Jaggaer (formerly
SciQuest). MacBuy offers University staff and faculty an integrated (shopping cart)
marketplace for purchasing activities, including automated payment processes and
supplier portal.

The supplier portal allows suppliers to collaborate with McMaster in a secure, on-line
environment. There are several benefits to conducting business via the portal:

« Efficient receipt of purchase orders;

o Ease of purchase orders invoice submissions;

o Access to view the status of invoices along with information about purchase
orders;

o Secure online access 24/7 to self-register your company and manage your
information.

Suppliers will receive an email invitation (similar to the one below) from McMaster
University’s Supplier Support Team to register as a McMaster supplier. McMaster will
not be accepting unsolicited registrations. The email invitation will contain a link to
create your secure portal account. Completion of the registration form should take less
than fifteen (15) minutes. The supplier will be asked to provide information about their
company, including contact information, addresses and preferred payment method.

Supplier Invitation for McMaster University - MacBuy
Dear ABC Company,

McMaster University - MacBuy has invited you to register as a potential supplier. Our supplier network is a best-in-
class Supplier Registration and eProcurement system that provides a one-stop, complete solution for buyer and
supplier interaction.

Becoming a McMaster University - MacBuy network supplier is free, easy and it only takes about 15 minutes to
join. By selecting the "Register Now" button below, you will be routed to a secure website to complete the
registration process. Upon successful completion of your registration, you will have 24/7 access to your secure
MacBuy portal where you can add or update details about your organization.

Thank You,
McMaster University - MacBuy Supplier Portal

Questions? Please contact MacBuy Support at: macbuyhelp@mcmaster.ca

Please identify yourself as registering in the McMaster University - MacBuy Supplier Network.
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Registration

To begin the registration process click in the invitation email.

Registration Checklist Welcome to Supplier Registration English =

Registration FAQ
MacBuy

Dear Supplier Partner: Welcome to McMaster University’s new supplier registration process.

Registration Tutorial

McMaster invites you and your company to register as a supplier.

Before you begin the registration, please have the following infermation available:
® Basic business information (e.g. legal company name, legal structure),

® Business, fulfllment and remittance address, phone, email and contacts,

® Dun & Bradstreet Number (DUNS), where applicable,

® Tax information (HST/GST/PST Number in Canada),

® List of commodities you supply.

The registration process:

® (Click "Continue With Registration” link below to begin the registration process.

® Ensure all the required fields and sections are completed. Note: a green check mark /findicates
that a section is completed.

® Certify the validity of the information and submit the registration.

® | ogin when needed to update your profile and add additional contact information.

Questions? Please contact MacBuy Support at: macbuyhelp@mcmaster.ca

Continue With Registration

A Registration FAQ and Registration Video Tutorial are available. These pages provide
suppliers with specific information and instructions. There is also a language selection
option in the upper right corner.

If you do not have an account in the Jaggaer Supplier Network (JSN), the first step
in the Registration will be to create one.

Supplier Registration ngln-
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Within the “Your Login’ section, the email address and password created here will be
used as the login to access McMaster's MacBuy Supplier Portal and the Jaggaer
Supplier Network (JSN). Please complete the required fields and click ‘Create Account’.

If you have a JSN account the first step will be to login. Issues with login or
password resets should be directed to Jaggaer Support at 1(800)233-1121.

Once you complete the Create Account or Login process, you will be directed to
McMaster’'s MacBuy registration site.

To complete your registration profile, ensure all required fields on the left side bar have
green check mark (/). Required fields are denoted with an asterisk (*). It is
recommended that you before moving to the next page.

Some information may be prepopulated with data during the invitation process. Please
review this information for accuracy and make changes where needed.

Macuy L

Regisiration » Manage Regisuation Proflle

ABC Company Welcome to Supplier Registration

Registration In s for:
McMaster University - MacBuy

0 of 6 steps Complete MacBuy

Welcome: Dear Supplier Partner: Welcome to McMaster University's new supplier registration process. McMaster invites you and your company to register as a
supplier.
Company Overview

Before you begin the registration, please have the following information available:
Business Details
+ Basic business information (e.g. legal company name, legal structure),
« Business, fulfilment and remittance address, phone, email and contacts,
« Dun & Bradstreet Number (DUNS), where applicable,
+ Tax information (HST/GST/PST Number in Canada),

Addresses

Contacts « List of commodities you supply.
Payment Information The registration process:
M i « Click "Centinue With Registration” link below to begin the registration process.
+ Ensure all the required fields and sections are completed. Note: a green check mark + indicates that a section is completed.
Certify & Submit + Certify the validity of the information and submit the registration.

+ Login when needed to update your profile and add additional contact information

Questions? Please contact MacBuy Support at: macbuyhelp@mcmaster.ca

Registration FAQ | View History

Required to Start Registration

*
Legal Company Name ABC Company

* Required to Complete Registration

. Need Help?

Note: Click on " for additional help information and definitions relating to the question
topic.

1. Welcome

a. Confirm your company name *
i. The supplier name should be the Legal/Incorporated name that will
appear on the Purchase Order and Remittance.
b. Click Save Changes, then Next.



2. Company Overview

a.
b.
C.

d.

Provide ‘Doing Business As’ (DBA) name, if applicable.
Country of Origin W
Select Yes if your company has a DUNS (Dun and Bradstreet) number;
No if not. W
Select the Legal Structure of your company *

i. Choose “Other” if you are unclear which option to select.
Enter your website information, if applicable.
Select Yes if your company charges VAT (e.g. HST, GST, PST, QST) and
enter VAT registration number when prompted. Select No if you do not
charge VAT on your invoices or VAT is not applicable.
Select Yes if your invoice includes a labour component where the service
provided could be performed by a non-academic employee in support of
the University’s core activities, otherwise select No.

3. Business Details

a.

b.

C.

Business Description W
i. Please provide a brief description of the goods or services your
company supplies.
Products and Services
i. Commodity Codes W Click on | Edit Use the Search or browse
functionality to find the commodity code that best reflects the goods
or services you company supplies and click ‘Done’.
Enter keywords, if applicable but not required.

4. Addresses W
If your company is an existing supplier with McMaster University some address
information may appear here. If so, please verify for accuracy and
completeness.

a.
b.
c.

o

Click ‘Add Address’ to begin completing this section.
Enter an ‘Address Label’, e.g. Headquarters.
If your Fulfillment address and your Remittance address are the same
location, select both. If the Fulfillment address and the Remittance
address are different, please complete one address at a time.
i. Fulfillment address is the location purchase orders will be issued to
and is the address the goods are shipped from.
ii. Remittance address is the physical location payments are sent to or
where your Accounts Receivable personnel reside.
Purchase orders will be dispatched by email. *
Complete the remaining fields marked with an asterisk. *
Enter contact information for your Sales representative. *



Add Address

(=) Enter New Contact

Select additional contact
type(s) to apply

Contact Label *
First Name *
Last Name *
Position Title
Email *

Phone *

Intem

Primary Contact For This Address (Step 3 0f3)

¥ou can also update and add Contacts later from the Contacts page.

Mot Applicable

« Takes Orders [fulfillment)

«" Receives Payment (remirrance)
/| Sales

Sales

Tom

Jones

Sales Manager

tomjones@ARMC.com

905-555-1234 ext.
ational phone numbers must begin with +

5. Payment Information

Information on this page is used to determine how and where your company will
receive payment. Please select only ONE payment option and only ONE

currency.

McMaster suppliers may select from several payment options. The payment
terms are dependent upon the payment option the supplier selects.

McMaster University Standard Payment Terms:
ePayables — 0 to 5 business days from receipt of invoice

EFT (direct deposit), cheque and foreign currency wire payment will be queued

for payment net 30 days.

Note:

e At this time, only payment in CAD is available through ePayables and

EFT.

1. Click on Payment Information and go to “Add Payment Information’. Using

down arrow select preferred payment method. *

a. ePayables:

The preferred and quickest payment option is ePayables (Approve to
Pay (A2P)). Currently this option is only available to Canadian

suppliers.

If your company accepts credit card as payment, we recommend
you select the ePayables option. There are two settlement methods
that are offered using ePayables. The supplier may choose to process
the transaction themselves with a virtual card number (VCN) that is
sent to them, or, the funds can be deposited to the supplier's bank

account.




Note: When selecting ePayables, McMaster’s Accounts Payable will
follow up with your company to initiate the enrollment process.

Add Accounts Payable

Paymem Title Remittance
Country Canada ~
ERF Number

Third Party Reference

Paymem Type | ePayable(BMO Approve2Pay (A2P]) v |
Remittance Address 123 MAIN STREET EAST {Primary Remittance)
Electronic Remittance Email  |maryjones@abe.ca

Currency |caD ~|

Activa @ Yes Mo

b. EFT (Electronic Funds Transfer)/ACH:

Currently this option is only available to Canadian suppliers.

Edit Accounts Payable
Payment Title Remittance
Country Canada +
ERP Mumber
Third Party Reference
Payment Type Direct Depoait (ACH)EFT)
Direct Deposit Format | v |
Remittance Addresa 123 MAIN STREET EAST {Primary Remittance)
Electronic Remittance terri.wetton+abchank@gmail.com
Email
Currency |cAD v |
Contact Mame Mary Jones
FPurposze
4
200 characters remaining expand | clear
Active ®Yes (No

How to Read a Canadian Cheque:

00" I:ll aal.s_lnlunht: ILESI?HIL 234 5:;.7!-
' |

Designation
number
Cheque * Transit Financial Account
number (Branch) Institution number

number npnumber




Bank Account Information:

Bank Account
Country Canada bl
Bank Name TD
Account Holder's Hame ABC Company
Accoumt Type Checking +
Account Number Type Account Number v
Routing/Transit Humber 000400812 What is this?
Account Number ke

Confirm Account Number FEdEA AT,

View Account Number

Address Line 1 82 King St W
Address Line 2

Address Line 3

City/Town Dundas
State/Province OM

Paostal Code LAH 1T9

Routing/Transit Number:

Enter the Canadian Tansit Number using the following format (only number and no
spaces or dashes are allowed): 0YYYYXXXXX
e (0 —The Canadian Transit Number must begin with a leading number zero (0)
e YYY — This is the three-digit bank Institution Number
e  XXXXX — This is the five-digit Branch Number

Account Number: A Canadian bank account number is typically 7 to 12 digits in length.
Please ensure there are no characters, spaces or dashes when entering the bank
account number.

If you are unsure of your banking information, please contact your bank.

Enter the address of the bank branch associated with the ‘Routing/Transit Number’.

c. Cheque (Available in Canadian, US currencies. Select cheque for
foregin currency wire payments)

Edit Accounts Payable

Payment Title Remittance
Country Canada w
ERP Number

Third Party Reference

Payment Type Check{Cheque)

Remittance Address 123 MAIN STREET EAST (Primary Remittance) v
Electronic Remittance Email

Currency CAD w
Active ®vYes (Mo




6. Payment Category %
a. Please select from the drop down the payment type that best describes
the supplies or services you provide (e.g. Goods).

7. McMaster Terms and Conditions W
By clicking ‘I Accept’ you confirm that you have read the Purchase Order Terms
and Conditions, you understand them and that you agree to be bound by them.

Upon checking ‘| Accept’, please click on ‘Proceed to Certify and Submit’.

8. Proceed to Certify and Submit %

a. Ensure all required fields have green check marks v/

b. Ensure your name and contact details are accurate.

uh

Certify & Submit

A0 W N N N Y

o 1 certfy that alinformation provided s rue and accurete.

 Required 1o Complete Registration [“suom |

c. Select ‘| certify’ and ‘Submit’ to complete the registration process.

Note: By Certifying and Submitting the registration form, you are agreeing that
the information provided in accurate and true. It is the supplier's responsibility to
ensure their company’s information is kept up-to-date.

il Thank You for Registering
m s Registration Complete for ABC Company!

{} MNext Steps
» You will receive a confirmation email with information on what to expect next.

» Bookmark this site in your browser so you can easily make updates to your business profile.
= Send new user request 1o an additional portal user.

» Return to the homepage and check for any other outstanding tasks.

» Return to Registration Profile

Following successful submission, the registration form will receive a couple of
email communications.

1. The email below confirms submission of the registration form. It also provides
a link to return to the secure McMaster MacBuy Supplier Portal.

10



Supplier Registration Complete for McMaster University -
MacBuy

Dear ABC Company,

Thank you for completing your registration profile on McMaster University - MacBuy. McMaster
University - MacBuy is a best in class Supplier Registration and eProcurement system. Accessible via
the world-wide-web, McMaster University - MacBuy provides a one-stop, complete solution for
Buyer/Supplier communications.

As a reminder, you can log into your secure account by visiting McMaster University - MacBuy's
Customer Portal Login Link

Thank You,
McMaster University - MacBuy

Questions? Please contact Strategic Procurement MacBuy Support at macbuyhelp@mcmaster.ca for
assistance and identify yourself as registering in the McMaster University - MacBuy Supplier Network.

2. Once your company has been added to the Jaggaer Supplier Network (JSN)
you will receive an email directly from Jaggaer (SciQuest) Support providing
support contact information.

Welcome to the JAGGAER Supplier Network i

Sciuest Support UserTest <suspanssques car

0 terTi veeton+ASC -

INGOANA==~

Dear ABC Compary
CENQTENIENONS! ABC CONDENY 13 MO 3 METEST 0 e JAGEAER SUDINET NENON WA 18 3 MEnetissong
etk of 1500 52 memier of e netverk jou il be e i
. ot Iy ot oo
boarding process.
. W 2 JAGEAER tustome e sesenice JAGGAER
‘Supplier Network

. ithos v e sy
o check Involoe SiE8S when working W JAGAER Aooourts Pajatie Direcior Gusiomers.
cortent an

pricing from ne Dectral looation.
+ IPNEBER JOUT SR 10 JAGGAER CUSIMETS SS3MCING 107 SUPRIIETS 10 LTI M Purcnasing
mesce

W joUr priEte JAGEAER 0 ) jou czn s
your compeny ot B2, 20 mare. 17 07k 1D Deghn L2kng
‘A 0f e BenetRs BSte 200, 04 WIS REed ¥ GOMEIEte JoUr NEYHT PO, WRkn SH0res
your company R1s i I jour Netuork
o ny

45 3 remingse, jou £ 109 D joer fing e Ik b=ion. e you Dockmzrk
i page I our T AN 300256, FOT USIng e pOnaL VSR e Onine
Training 2nd Supper ooz on e JAGGATR Network Portsl home page

o login Informztion ks located beom,

‘Company ASC Company
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Creating and Monitoring PO Invoice

In order to submit an invoice through the McMaster University — MacBuy portal your
company must have received an official purchase order. The purchase order number
will begin with “MB”. If you have not received a MacBuy purchase order, please
continue to submit your invoice how you have been (e.g. via email to Accounts

Payable).

1. Log into the MacBuy supplier portal with your login ID and password.

Enter your email to Login/Create Account Englizsh ~
terri.wetton+ABC@ gmail.com v

Email
IITTITYTTTY

Password

2. From this HOME page you can
a. Manage your registration profile
b. Find an invoice
c. Create an invoice

fincnuy

@

Home » Customer Partal Home

MacBuy

Welcome to the McMaster University
MacBuy Supplier Portall

Thank you for doing business with us.
McMaster is excited to announce that we are
redesigning our process for procuring goods
and services. Our improvements will touch
how faculty and staff procure goods and
services, as well as, how suppliers will receive
and manitor psyments.

Once registered, you can return to this

webpage to access your McMaster MacBuy
supplier account 24/7. Registered suppliers
with active log in information will be able to

® Maintain valid contact information,
* Review the status of payments,

® Update and review payment information.

Questions? Please contact MacBuy Support
at: macbuyhelp@mcmaster.ca

Customer Contact

Name Strategic Procurement
Title MacBuy Support
Email macbuyhelp@mcmaster.ca

Quiick Links to Common Tasks

Manage Registration Profile

Create Invoice / Credit Memo

e @) Imvaice

Invoice No.

Invoice Date 02/23/2021
mmjdd fyyyy

PO Number

Currency Us Dollar

Find Invoice

To check payment status of 2n invoice or send 2 mess

butten

Invoice Number(s)

(7 Credit Memo

Advanced Search
ge to 2 customer regarding 2n invaice, please enter the invaice number then click the “Search”

3. Click “Orders” from the main menu on the left side bar.

ﬁ Orders

12



4. Click “Sales Order and Shipments”; then ‘Search for Sales Orders”.

| ﬁ Order
_l'L Sales Orders And Shipments

®
| =
il
@
o

Sales Invoices

Type to Search Sales Orders...

‘ Search for Sales Orders

5. Click on the “Sales Order Number” that relates to the PO you wish to invoice.

ety

Orders » Sales Orders And Shipments » Search for Sales Orders

= Search Sales Orders

PO Number Created Date/Time @  Supplier

MB00003927 2/23/2021 12:20:39 PM ABC Company

Quick Filters Crested Dot Last 50 days -
iy Code v 1-10f 1 Resufts
42120000 )
Fulfillment Center o _saleaguder Number
MNetwork Fulfillment Center 1 o
Invoice Status ”
No Invoice o
P .
lohn Smith o
Participant -
lohn Smith (1]
Product Calegory -
No Product Categary )
Product Flags -
No Product Flags o

Q @ sddFitter -

Fulfillment Center

Network Fulfillment Center 1

Owner

John Smith

Clear Al Filters

Shipment Status

N/A

~ A2

?
L3 20 Per Page v

Fulfillment Status Total Amount ¥

Does Nat Apply 113.00 CAD

6. Go to ‘Available Actions’, top right of the Sales Order. Click the down arrow to
select ‘Create an Invoice’ or ‘Create a Credit Memo’. Click ‘Go’ to initiate the

action.

Floenay

Orgers » Sales Orders And Shipments » Search for Sales Orders b Summery - SO 1934827

< Back to Results lof1Results w € >

Sales Order Number 1934827 Revision 0
External PO Ref #: MB00003927
Supplier Name ABC Company

Status Sales Order Revisions PO Documents | Invoices

Summary | ShippingInformation  Supplier Information

Hide header

Order Acknowledgments Advance Ship Notices

History

=)
Available Actions Add Notes to History | | 23
Add Notes to History

Create Invaice

Create Credit Memo

7. Add or edit any applicable values:

Invoice No.
Invoice Date
Quantity
Unit Price
Taxes
Shipping

@*0o0oTD

Attachments, if applicable

8. ‘Save’ and ‘Send to Customer’.

13




+« [

Orders » Sales Invoices » Search for Sales Invoices b Draft Sales Invoice Unassigned

Customer

Invaice Date

Il PO Number

McMaster University - MacBuy
2/23/2021

MB00003927
Sales Order Number 1934827
ar Supplier Invoice Image addatiachment

Invoice Messages Attachments | History

Hide header

Invoice Info
Create Date

Invoice No.

Invoice Date

General Information

2/23/201
123456
mmn |E

mm.

Inwoiced By Terri Wetton

Supplier ABC Company

Customer McMaster University - MacBuy
RMA No.

Billing Information
Billing Address
MeMaster University - Accaunts Payable
1280 Main Street West
QJN Room 321
Hamiltan, ON LS 418
Canada

Remit To Address
Remit To Address

£ Customer invoice information unavailable.

Remit To Location List 1234 MAIN STREET WEST ¥

Supplier Account No.

Order Info
Sales Order Mumber 1934827
PO Number MBO0003927

Payment Terms

Due Date 3/25/2021

Fayment Terms Discount 5%

Days o
Type et B
Days After 5o

Discount Date 2/23/2021

Tom Jones
1234 Main Street West
Hamilton, ON L8S 418

Canada
Email tomjones@AMC.com
Phone 1-905-5551234-

?
Attachments
Attachments
Add Artachment

Customer Uploaded Attachments

[ save l send To Customer

2|

Hide value description:

Customer Invoice Information E

Attachments &

%, Need Help?

Invoice Sent To Buyer
Invoice Mumber 123456 has been submitted.

173456 (=
2/35/2021
118.00 CAD

Mumber of line items 1

Invoice Mumber
Invoice Date

Invoice Total Amount

Search Sales Crders

NOTE:

The first time you create an invoice you may encounter the following error message.

| @ Currency not enabled. Portal Administrator: To activate currency, go to Setup = General Site Settings = Currency Configuration. |

If so, click of your profile, top right, and ‘Return to JAGGAER Supplier Network’.

Return to JAGGAER Supplier Network

Logout

Then, go to Set Up > General Site Settings > Configure Currency Settings

14



ABC Company

JAGGAER Metwork ID 1002435551
% View Your Company's Metwork Profile
Manage Customer strations
; Send New User Registration Request
&
iy Create Invoice / Credit Memo
(@) Invnir= (7 Credit Memo

Ix Type

Invaice Na,

Invoice Date

Setup

Organization Structure and Settings

02/23/2021 =]

System Settings and Configuration
Configure Number Wheel

Manage Organization Images

General Site Settings
‘ Configure Currency Settings

Site Appearance and Behavior

User Communication

Select the currency from the drop down list, Activate and Save.

IAGG A=~ SUPPLIER NETWORK Al - Search (Al1+Q) o &
Setup » General Site Settings » Configure Currency Se
Exchange Rate Summary ?
M C CAD (Canadian Dollar)
Currenc (e Next rate Elfoctive Ei::l:' ite o
¥ rate date g Active
date R—
<
USD (US Dollar) 1 1/3/2000 UsD 10
AED (UAE Dirham) 12/16/2008 m
AFN (Afghan Afghani) 9/30/2074
ALL (Albanian Lek) 5/10/2017 Results Per Page
| Py Records found: 0 4| Page
AMD (Armenian Dram) 5/10/2017 20 v
AQA (Angolan Kwanza) 7/31/2013 Effective date Exchange rate

To check or review the status of an invoice navigate to ‘Orders’.

rﬂ Orders

Then, click on ‘Sales Invoices’ and ‘Search for Sales Invoices’.

Orders Typ Ord

View Draft Sales Invoices

Sales Orders And Shipments
q , (Create Sales Invoice

Search for Sales Invoices




The ‘Search Sales Invoices’ provides Quick Filters and details on the status of a

particular invoice.
a. The Pay Status could be
a. In Process

b. Payable (invoice is fully matched and ready for payment in accordance

with the University’s net terms)

c. Paid

A R
Orders » Sales Invoices » Search for Sales Invoices

R = Search Sales Invoices

I" Quick Filters Created Date: Last 90 days =
Created By -

m Sales Invoice/Credit Memo

Wetton, Terri (1] - 4 Customer
Q Invoice Type v McMaster University -

MacBuy
Invoice [ 1]

Pay Status v

Payable [ 1]

Payment Method v

Unknown [ 1]

Product Category v

No Product Category (1]

Payment Payment

Date Method Type  Total Amount ¥

- Unknown Invoic
e

16




Adding New Users to the Portal

It is recommended that at least two individuals from your company have access to
manage your company’s portal.

1. Log into the McMaster University — MacBuy supplier portal.

2. Navigate to ‘Administer’ in the left side bar.

ﬂ' Administer

3. Click on ‘Manager Users’, then ‘Send New User Request’.

a Kl w 4 2
Administer » Manage Users » Send New User Request
)
e Sending a user registration request
b To send a registration request to a new user, please enter the user's contact information, Select the rale that you would like the user to be sssigned. An email will be sent
to the email address below with instructions on how ta register. Pending registrations can be viewed on the registrations page.
o User Identification
First Name *
Last Name *
Title
Phone Number * ext.
tional phone numbera must begin with +
Mobile Phone Number
tional phane numbers must begin with +
E-mail Address * =
Role B
% Required

4. Enter the new user’'s name and contact information. All fields delineated with an
asterisk W are required.

5. Ensure you specify the ‘Role’ the new user should be assigned.

Manage All Portal Activities
Manage Bid Opportunities
Manage Company Profile
Manage Content / Pricing
Manage Contracts

Manage Orders [/ Invoices
Support Customer Questions

View Reports Only

6. Click ‘Send User Request’ to submit the request.
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