
CSUBUY Supplier Registration
For US Individuals & Sole Proprietors



You will receive an invitation 
to register via email



You will receive an invitation 
to register via email

Review the list of documents 
you will need to have at hand, 
then click Register Now when 
you are ready.





You will receive an invitation 
to register via emailComplete the required fields



Complete the required 
fields



Legal Company Name 

Must match Box 1 of your W-
9, which should match the 
name on your tax return.

Click Next.



Doing Business As (DBA)

Most Individuals/Sole Proprietors do 
not use a DBA name. But if you do, this 
field should align with Box 2 of your W-
9. When a DBA name is applicable, 
payment will be issued to the DBA 
name.

Country of Origin

Select the country you use for tax 
purposes. US Citizens and 
Permanent Residents should select 
"United States“.

Does your business have a DUNS 
number?

For more information on DUNS 
numbers, please visit www.dnb.com

http://www.dnb.com/


Legal Structure - Select Individual/Sole Proprietor
Tax ID Number 
This field defaults to Employer Identification 
Number. If you are entering a Social Security 
Number, make sure to select that option from the 
menu so the number will be masked when you 
submit your registration.

If you choose the Legal Structure of 
"Individual/Sole Proprietor/Single-Member LLC" 
you need to indicate here which type of TIN you are 
providing. The IRS prefers you provide your Social 
Security Number (SSN). If you do choose to instead 
provide an Employer Identification Number (EIN), it 
MUST be personal (connected to your first and last 
name) rather than that of a Single-Member LLC. 
This is a federal requirement.

The TIN you provide in this section needs to match 
with the W-9 you will provide in a later step.

Tax ID Number 

The Tax ID Number Type defaults to Employer 
Identification Number. If you are entering a Social 
Security Number, make sure to select that option 
from the menu so the number will be masked when 
you submit your registration.

The IRS prefers you provide your Social Security 
Number (SSN). If you do choose to instead provide 
an Employer Identification Number (EIN), it MUST 
be personal (connected to your first and last name) 
rather than that of a Single-Member LLC. This is a 
federal requirement.

The TIN you provide in this section must match 
with the W-9 you will provide in a later step.



Select No.

This question refers to EMPLOYMENT only, not 
services provided as an Independent Contractor. If 
you have received an employee paycheck from a 
CSU or a CSU Auxiliary (Associated Students, 
Foundation, etc.), select Yes.

If you answered YES to the above question, 
complete the additional fields with your last date 
of employment and the CSU campus and 
department you are/were affiliated with.

Click Next.



Click Next to proceed to 
the next page.

No information is entered on the business details page for 
Individuals/Sole Proprietors.



Click Add Addresses.

You will need to provide three address types:

1. Fulfillment – Address where you would like to 
receive your Purchase Orders

• Please include an email address to receive 
your purchase orders via email.

2. Physical – your physical location/street 
address (cannot be a PO Box)

• Your 1099 will be sent to the physical 
address.

3. Remittance – Address where check payment 
should be sent

• Even if you elect ACH direct deposit as 
your payment method later during 
registration, the CSU may still need to send 
your payment via check for various 
reasons. Please ensure this is an address 
where you reliably receive mail.

See next page for additional address guidance  



Label your address.

To use the same location for all 3 address types, click Next.To use the same location for all 3 address types, click Next.
To use different locations for each address 
type, uncheck the boxes.



Complete the 
required email and 
address fields.

Click Next.

Select the method 
you prefer for 
receiving 
purchase orders.



Click Save 
Changes.

Enter the contact 
information for the 
Primary Contact for 
the address(es) you 
have added.



Click Add Payment Information 
and select Check to add a 
CHECK payment method 
(required). Optionally add an 
ACH payment method as well.

CHECK: A Check Payment Method is REQUIRED for all 
US-based suppliers. Many of our auxiliary organizations 
do not have the ability to pay via ACH. Please add a 
CHECK Payment Method, even if you prefer ACH. This 
will ensure you can receive payments from all of our 
non-ACH organizations. 

ACH: You have the option to add an ACH payment 
method as well. ACH is the CSU’s preferred method of 
payment; however, it is subject to verification and not 
all ACH requests will be approved. Bank account must 
belong to the person or business the CSU is transacting 
with. Payments cannot be issued to alternate payees. 
When approved, this payment type may expedite the 
payment. If not approved, you will be requested to add 
a Check payment method if you did not include one 
initially, and all payments will be issued via check 
instead. 

If your Banking or Payment information ever changes 
please remember to update your profile. If ACH was 
initially not approved but you have changed banks, you 
can add your new ACH banking information and it will 
run through our verification application again.



For Check 
payment, 
complete the 
required 
information and 
select your 
remittance 
address.

Click Save Changes.



For ACH payment, 
complete the required 
information and select 
your remittance address.

Complete your Bank 
Account information.

Click Save Changes.



If your Payment Information needs to be 
updated, you can click the Edit button to 
reopen your payment details.



The Edit Payment Information 
pop-up allows you to edit your 
payment details or deactivate a 
payment method if it is no longer 
valid.



When you have completed your payment 
information, click Next.



You will need to upload a W-9.

• The CSU will currently accept the IRS 2018 or 2024 version.

• You can download a form to complete from the IRS website.

• Alternatively, the supplier portal also offers a form that is pre-populated with your profile information that you can 
download and then select. When using this option, please ensure that all information in your profile is accurate 
and aligned with IRS data.

Click the Add Tax Document drop-down and select W-9.



Name your W-9. Select the Tax 
Document Year.

Click Select File to 
upload your W-9.

CSUBUY offers a form 
that is pre-populated 
with your profile 
information that you 
can download and 
then select. When 
using this option, 
please ensure that all 
information in your 
profile is accurate.

Check the box to 
acknowledge that you 
certify the W-9.

Complete the 
eSignature field.

Click Save Changes.



Complete the Additional 
Questions on the Tax Information 
Page.

Use the Edit buttons to make your 
selections.

Click Next.



Click Next.

In the Supplier Classifications 
section, click the  Edit button.

• Select None.
• Click Done.

In the Supplier Classifications 
section, click the  Edit button.

• Select None.
• Click Done.



Completing the Supplier Designation 
section is strictly voluntary. Please 
read the associated information. 

If you choose to complete this 
section, click the  Edit buttons to 
make your selections.

Click Save Changes.



Complete the fields on the Certify & Submit 
page and check the Certification box.

Click Submit.



You will receive a message indicating that your registration has 
been completed. 

The message will include additional information and links for you to 
save as resources.



RESOURCES
Login issues or technical problems, please contact JAGGAER support.

Assistance with registration related issues: csubuy-suppliersupport@calstate.edu

W-9 guidance 

State of California Franchise Tax Board Guidelines for Determining Residency

State of California Franchise Tax Board Resident & Nonresident Withholding Guidelines

https://go.jaggaer.com/l/472712/2017-12-07/7cwdp
mailto:csubuy-suppliersupport@calstate.edu
https://www.calstate.edu/csu-system/doing-business-with-the-csu/contract-services-and-procurement/Documents/Accessible_Ind-SP-SMLLC-Guide-to-W9.pdf
https://www.ftb.ca.gov/file/personal/residency-status/index.html
https://www.ftb.ca.gov/forms/misc/1017.html
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