
This guide outlines the Individual registration process for US Citizens in the Harvard Supplier Portal.

Harvard Supplier Portal – US Citizen Registration

Once a Supplier has been invited to join the Harvard Supplier Portal, the Supplier receives 
an email. This email contains a link asking the supplier to begin registration.
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Harvard Supplier Portal – US Citizen Registration

After selecting ‘Register Now’, suppliers are taken to the registration page where they can create a new user 
account or log into an existing account.
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Harvard Supplier Portal – US Citizen Registration

After logging in, the supplier is taken to their homepage where they can manage their registration.  
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Harvard Supplier Portal – US Citizen Registration

Individuals will be guided through a series of pages with questions relevant to their legal structure.

Individual Registration



Harvard Supplier Portal – US Citizen Registration

The supplier will add a fulfillment (tax reporting) address along with a remittance (payment) address.
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Harvard Supplier Portal – US Citizen Registration

A remittance (payment) contact is required.  This includes an email address and phone number.
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Harvard Supplier Portal – US Citizen Registration

The individual is required to provide a valid tax 
document per IRS requirements.

If the individual does not have a W-9, the 
Supplier Portal can create a W-9 based on 
information the individual has already entered 
into the system.  

To obtain a pre-populated W-9, click on Add Tax 
Document. A pop up screen will appear with the 
option to Download Pre-populated Tax 
Document. This W-9 can be downloaded, 
digitally signed, and uploaded back into the 
Supplier Portal.
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Harvard Supplier Portal – US Citizen Registration

The individual will choose their preferred payment method from the drop down list. 

Zelle is an electronic payment method for Individuals. Individuals with a U.S. based bank account and 
email address can choose Zelle as their preferred payment method in their Supplier Portal profile. 

Individuals without a U.S. based bank account are not eligible. 

Companies are not eligible for Zelle, but Harvard University offers Paymode-X for electronic payments to 
companies. 

Individual Registration

http://www.paymode.com/harvarduniversity/


Harvard Supplier Portal – US Citizen Registration

Submitting Registration

After providing all required information and clicking the certification button, the representative will submit the registration for review 
by the Harvard vendor onboarding team.



Harvard Supplier Portal – US Citizen Registration

After completing the registration,  the supplier will receive an email  with a link to the Harvard Supplier Portal.  
Using this link, they can continue to manage their supplier profile. 

Completing Registration
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