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VENDOR REGISTRATION GUIDE
UPDATED 08/22/2019
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STEP 1: GO TO THE U3P LOGIN PAGE AT THE 
FOLLOWING URL:
https://solutions.sciquest.com/apps/Router/SupplierLogin?CustOrg=StateOfUtah

STEP 2: ENTER YOUR EMAIL ADDRESS AND CLICK “NEXT."

https://solutions.sciquest.com/apps/Router/SupplierLogin?CustOrg=StateOfUtah
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STEP 3: CLICK THE “CREATE ACCOUNT” BUTTON AT THE 
BOTTOM OF THE SCREEN
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STEP 4: REVIEW REGISTRATION CHECKLIST AND 
ADDITIONAL REGISTRATION RESOURCES, THEN 
“CONTINUE WITH REGISTRATION
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STEP 5: COMPLETE ALL FIELDS WITH A STAR NEXT TO THE 
FIELD NAME – ADDITIONAL FIELDS ARE OPTIONAL
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STEP 5: COMPLETE ALL FIELDS WITH A STAR NEXT TO THE 
FIELD NAME – ADDITIONAL FIELDS ARE OPTIONAL –
CONTINUED
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STEP 5: COMPLETE ALL FIELDS WITH A STAR NEXT TO THE 
FIELD NAME – ADDITIONAL FIELDS ARE OPTIONAL –
CONTINUED
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STEP 6: WATCH FOR A SYSTEM EMAIL WITH “VENDOR 
REGISTRATION FOR UTAH SUPPLIER PORTAL” AS THE TITLE. 
SELECT “COMPLETE REGISTRATION NOW.” 
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STEP 7: ONCE YOUR EMAIL ADDRESS IS VALIDATED, HIT 
SUBMIT
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STEP 8: FOLLOW THE REGISTRATION WIZARD TO 
COMPLETE YOUR PROFILE INFORMATION. 
WHEN ALL THE GREY CHECKMARKS TURN GREEN, YOUR PROFILE IS COMPLETE
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STEP 9: CLICK “HOME” TO GO BACK TO THE HOME PAGE
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YOUR REGISTRATION WITH THE STATE OF UTAH IS 
COMPLETE!

Click here to see current 
solicitations!
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OPTIONAL STEPS IN REGISTRATION
CHANGING YOUR TIME ZONE

MAKING YOUR VENDOR PROFILE PUBLIC
ADDING A NAICS CODE
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VENDOR REGISTRATION

 Review your vendor profile

 Go to the top right corner and click on your company name

 Select “Return to JAGGAER Supplier Network”
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VENDOR REGISTRATION

 Your screen will look something like this:
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VENDOR REGISTRATION: TIME ZONE

 Go to the top right corner and click on your company name.

 Select “View My Profile

 Click on “Language, Time Zone and Display Settings
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VENDOR REGISTRATION: TIME ZONE

 Find the “Time Zone” and click in the drop down box

 The System defaults all registrations to Eastern Time.

 Select the Time Zone you would like ALL sourcing event times to show in.

 The State of Utah is MDT/MST MOUNTAIN STANDARD TIME

Click “Save Changes”
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VENDOR REGISTRATION: PUBLIC PROFILE

 Click on the House icon in the top left to return to your main profile page.

 Click on “View Your Company’s Network Profile”
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VENDOR REGISTRATION: PUBLIC PROFILE

 Click on “Manage Profile Visibility”
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VENDOR REGISTRATION: PUBLIC PROFILE

 Make sure the box beside “Publish my company profile in the SciQuest Supplier 
Network Directory” is checked.
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VENDOR REGISTRATION: NAICS CODES

 Click on the House icon in the top left to return to your main profile page.

 Click on “View Your Company’s Network Profile”
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VENDOR REGISTRATION: NAICS CODES

 Click on “NAICS Codes”
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VENDOR REGISTRATION: NAICS CODES

 Click on “Edit”

 A searchable list appears
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VENDOR REGISTRATION: NAICS CODES

 Click on “Edit”

 A searchable list appears
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VENDOR REGISTRATION: NAICS CODES

 Type in keywords for your PRIMARY commodity and click “Done” or hit Enter.
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VENDOR REGISTRATION: NAICS CODES

 Select the NAICS code that best represents your PRIMARY commodity.
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VENDOR REGISTRATION: NAICS CODES

 Click “Edit” beside No Secondary NAICS Codes Selected

 Type in your keywords for your Secondary commodity and click “Done” or hit 
Enter
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VENDOR REGISTRATION: NAICS CODES

 Select all the commodity codes that apply and click “Done”
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VENDOR REGISTRATION: NAICS CODES

 You are now registered under these additional commodity codes in the Sciquest
Supplier Network.
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QUESTIONS OR CONCERNS?
PLEASE CONTACT SCIQUESTADMIN@UTAH.GOV
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