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INVITATION VIA EMAIL

 You will receive an invitation via email (1) 

 Please check, if a comment has been added that should get your attention (2)

 By clicking on the link, you will be directed to the JAGGAER registration page (3)

 IMPOTANT: The registration link is accessible for 72 hours, after that you must request a new link
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REGISTRATION TO SUPPLIER PORTAL – GENERAL 

 After clicking on the link, you will be directed to the registration page (3)

 If you already have an JAGGAER account, click on the “Already Jaggaer Direct supplier” button to connect your existing 
account with TKE Jaggaer (4)

 Then select your preferred language for the registration process (5)

5

4

3



*mandatory field

May 2022  |  Training Material – Supplier registration (Step-by-step guide)4

REGISTRATION TO SUPPLIER PORTAL – PERSON DATA

 Please fill in your personal data (6):
− Salutation 
− First name*
− Last name*
− Title
− Department 
− Mobile
− Telephone
− E-Mail*
− Login name*

 After filling out all mandatory fields, click on continue (7)
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REGISTRATION TO SUPPLIER PORTAL – COMPANY DATA (1/2)

 Please fill in the company data (8):
− Company name*
− Company name 2
− Company name 3
− Street*
− Street-number*
− Zip code*
− City*
− PO Box
− Zip PO Box
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REGISTRATION TO SUPPLIER PORTAL – COMPANY DATA (2/2)

 Please fill in the company data (8):
− Country*
− State / Province
− Telephone
− Fax
− VAT code (*mandatory for EU companies)
− D-U-N-S
− Tax number (*mandatory for EU and Non-EU companies)
− Currency (drop-down preselection)

 After filling out all mandatory fields, click on continue (9)

9

8



May 2022  |  Training Material – Supplier registration (Step-by-step guide)7

REGISTRATION TO SUPPLIER PORTAL – CONSENT

 To finalize the first registration step you must agree and accept the Access Terms (10) and then click on the “Accept and 
Submit” button (11)

 After that, the following page opens (12)
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PASSWORD CREATION

 After completing the registration to the supplier portal (12) you will receive a notification via e-mail (13)

 You need to set a password by clicking on the link (14) choose a password (15) and then save the changes (16) 
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LOGIN TO JAGGAER

 After setting the password, you will be directed to the Login page of JAGGAER (17)

 There you can fill out your login credentials (18) and click on “Next” (19) to enter the system

 Afterwards you will again receive a notification that the credentials have been created in JAGGAER (20)
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FINALIZATION OF THE REGISTRATION PROCESS – SUPPLIER PORTAL 
DASHBOARD

 You will be directed to the Supplier Portal Dashboard after your login (21)

 On the main page of the system will be a red box with the following note “Your registration has not been finished yet. 
Continue with the registration” (22)

 Click on the box to continue the registration process
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FINALIZATION OF THE REGISTRATION PROCESS ─ BASE DATA

 Please check if the company data is completed (23)

 After checking at least, the mandatory fields you can click on continue (24)
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 After that, you will see an overview of all the roles in the system

 Here you can edit the assigned roles by assigning them to other persons (25). If the person is not yet in the system, you can 
add them (25a)

 After that clicks on continue (26)
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FINALIZATION OF THE REGISTRATION PROCESS ─ CONTACTS
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FINALIZATION OF THE REGISTRATION PROCESS ─ CATEGORIES

 Now select the categories* your company is working with 
(27) out of the categories overview (different categories 
can be selected)

 On the left-hand side you will see the category clusters (28)

 By selecting a cluster, you can see different all the 
associated categories (29)

 On the right-hand side is an overview of the selected 
categories (30)

 Also, a primary Cluster (of categories) needs to be chosen 
(31)

 After selecting all categories, click on continue (32)

 Note: Only 10 different categories can be selected (if a 
cluster has more than 10 categories, please choose)
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FINALIZATION OF THE REGISTRATION PROCESS ─ PROFILE

 In this step you must answer the TKE 
questionnaire (33) about the following topics:
− TK Elevator Supplier Code of Conduct
− Production
− Certificates
− Quality Assurance
− Banking details
− Regional details

 After answering all answers, click on “Save” 
(34)

Note: The mandatory fields filling progress is 
shown in the yellow box
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FINALIZATION OF THE REGISTRATION PROCESS ─ PROFILE (2/2)

 Green notification will show that the mandatory fields filling progress is 100% (35)

 After filling out all fields, you can now publish the profile by clicking “Publish” (36) 

 A notification pops up: submit by clicking “OK” to publish the profile (37)

35

36

37



May 2022  |  Training Material – Supplier registration (Step-by-step guide)16

FINALIZATION OF THE REGISTRATION PROCESS – SUPPLIER PORTAL 
DASHBOARD VIEW

 After publishing your profile, you will be redirected to the Supplier Portal Dashboard and see´s a notification that your 
registration is currently being reviewed (38)
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 After TKE has approved your profile, you will receive the following notification (17) 
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SUCCESSFUL REGISTRATION
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