
This guide outlines the registration process for Individuals to register.

Supplier Experience - Individual

An email is sent from ap_supplieronboarding@harvard.edu to 
start the registration process.

Click on the Register Now button.

12.19.2022

Click Here 

NOTES:
• If you do not see the email – please check your spam folder.
• The email invitation contains a unique link allowing you to begin 

registration. 
• Recommended Browsers are Chrome or Firefox

IMPORTANT: After all required sections are complete, please click the “Certify and Submit” as the last step.

mailto:ap_supplieronboarding@harvard.edu


Starting the Registration process:

The registration page is where you create a new user account.  

Please note: After you have credentials (password) you can log in 
using this url to update and manage your profile 
https://solutions.sciquest.com/apps/Router/SupplierLogin?CustOr
g=HarvardFullSuite

Select Continue with Registration

• Enter your information 
• Select Create Account

Please note: fields with an asterisk are required

https://solutions.sciquest.com/apps/Router/SupplierLogin?CustOrg=HarvardFullSuite


Company Overview 
(even if you are an individual)

US Citizens or permanent residents 
(Green Card Holders) 
• Select Legal Structure "Individual/Sole 

Proprietor“
• Enter your Tax ID number; either SSN or 

Employer Identification Number, use the 9-
digit format 

• If you have a HUID; include it.

PLEASE NOTE: Permanent Resident (Green Card 
Holders) will need to upload a copy of resident 
card in "Tax Information" section

Foreign Individuals 
• Select Legal Structure "Foreign Individual“
• Do not enter Tax ID here

• If you have a Foreign Tax ID, navigate 
to the “Tax Information” section and 
enter it in the Foreign Tax 
Identification Number field

• If you have a HUID; include it.

Click Save Changes 
and then Next at 
the end of each 
section



Address

• Click Add Address

• If providing a PO BOX, use Add Address to also include your legal 
address as a separate address 

You must provide both a Fulfillment (the tax reporting address) and 
Remittance (address where a payment is sent)

• Enter label for address (such as “home”, “office”)

• Enter Address Details
• Select Mail from the dropdown field, “How would you like 

to receive purchase orders for this fulfillment address?”
• Select Country
• Complete all required fields (marked with an *)

• Enter Primary Contact For This Address

Please note: 
• Foreign individuals must enter a foreign address in Fulfillment 

address field. 

• Click here to find the required 9-digit ZIP code

https://nratax.oc.finance.harvard.edu/contact-nra-office

https://tools.usps.com/zip-code-lookup.htm?byaddress
https://nratax.oc.finance.harvard.edu/contact-nra-office


Contacts
(required)



Tax Information 
(option 1)

OPTION 1 – preferred
Use the electronic signature and pre-populated form 

• Click Add Tax Document button
• Select correct tax document from dropdown

• Complete the fields on the Add Tax Document pop-up box (Tax 
Document Name and Tax Document Year)

• Click Sign Document

• A Success message will briefly appear in green

• Select Start, review and validate the data in form is accurate and 
complete 

• Return to Registration window and click Save Changes to 
complete the Tax section.

You are required to provide a valid tax document. 
There are a two options on how to submit the tax document.

• Click to sign document

• A new browser window with a pre-populated Adobe form will 
open. 

• If prompted, select Continue to acknowledge Adobe’s 
Terms of Service.  

• If prompted, select Click to Sign on Adobe notification  



Tax Information Section 
(option 2)

OPTION 2: 
If you already have a signed valid completed tax form 

• Click Add Tax Document

• Select File and upload document

• Click Save Changes box to complete the section

• Complete the fields on the Add Tax Document pop-up box (Tax 
Document Name and Tax Document Year)

• Select the box next to “Manually upload the document instead”

You are required to provide a valid tax document. 
There are a two options on how to submit the tax document.



Payment Information

If selecting Zelle as the payment 
method, provide a payment 
distribution email address and 
select the box to attest to the 
statement.

Please note: the Payment Distribution 
Email Address needs to be the email 
associated with bank account. 

• Select payment method

Wires can not be selected as a form 
of payment. 
Select “Paper Check via Mail.”  If a 
wire is required, please coordinate 
with the school/department you are 
doing business with.



Y

Additional International Information 
(required for foreign individuals) 

If you don’t see this tab, and you have Visa information, please review your Legal Structure on the Company Overview section

Foreign individuals will need to provide additional information
such as Visa type.
• If you did not or will not enter the U.S., select “NE: No Entry” 

as your Visa Type.

GLACIER:
• If you have completed your GLACIER documents, select the 

box to reveal the fields and upload the required documents

• If you don’t have GLACIER documents and it is required, after 
Certifying and Submitting registration you will receive an email 
with GLACIER login information.  After you complete your 
GLACIER profile, please upload your required GLACIER 
documents into the Additional International Information 
section of your Buy2Pay profile and resubmit your registration.

For additional Glacier Assistance:
https://nratax.oc.finance.harvard.edu/GLACIER

https://nratax.oc.finance.harvard.edu/GLACIER


Certify & Submit and Next Steps

When all sections are completed (as indicated by checkmarks):

• Select the Certification box to certify that all information 
provided is true and accurate

• Click Submit

The email includes a link to the Customer Portal.  
Using this link, you can continue to manage your supplier profile. 

What’s next?

Once submitted you will receive an email confirmation.  
The registration will be reviewed by Harvard. 

If additional information is required, Harvard will notify you via email.
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