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Objectives
• New Platform Introduction

• Registration

• Multi-Factor Authentication

• Purchase Order Management

• View Purchase Order

• Confirm Purchase Order

• Update Purchase Order

• Decline Purchase Order

• Email follow up

• Account Management

• Invite other users in the system

• Assigning notifications

• Update Password

• Support Channels
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Jaggaer Platform

Jaggaer is a platform of collaboration between 

P&G and Spare parts / Storeroom suppliers for:

Purchase Order Management (POM) –

Transmission to suppliers, PO confirmation, PO 

maintenance/PO change requests, and 

automated request for Quotation (RFQ) soon!

Link: https://app12.jaggaer.com/portals/pg2

https://app12.jaggaer.com/portals/pg2
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Registration
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Registration - Regular Account 

Regular Account

One link and credentials for multiple orders:

You only need to remember your username and 

password to access all your P&G Storeroom 

orders.

Has access to track PO changes
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Registration 
SUPPLIER ENABLEMENT LINK FROM NEW PO NOTIFICATION OR PG INITIATED INVITATION

Supplier can access the Supplier Enablement link (https://forms.office.com/r/de6DYN5URj) via the 

“New PO” notification sent via email. 
❖ Even without a new PO or 

request from supplier, PG 

can initiate an invitation to 

the supplier as part of our 

maximization initiative to 

increase enrollment.

https://forms.office.com/r/de6DYN5URj
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Registration 
STEP 1: LOOK FOR THE REGISTRATION EMAIL AND CLICK THE REGISTRATION LINK



Business Use

Registration 
STEP 2: CHOOSE YOUR PREFERRED LANGUAGE 
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Registration 
STEP 3: FILL OUT THE MANDATORY FIELDS (MARKED WITH *) THEN CLICK CONTINUE
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Registration 
STEP 4: READ THE SUPPLIER ACCESS TERMS. TICK BOTH BOXES AND CLICK ACCEPT AND SUBMIT
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Registration 
COMPLETE THE REGISTRATION
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Multi-Factor Authentication

To protect your company information, registered vendors 

are required to use another authentication method aside 

from your password.
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Multi-Factor Authentication (MFA) Setup
The setup is automatically triggered on your first login. In case you are logged-in immediately after registration, you can opt 

to logout then login again to immediately trigger this. Alternatively, you can set it up once you come back.

1

2

How to Log-out
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Multi-Factor Authentication (MFA) Setup
FOR FIRST TIME LOGIN (NO EXISTING JAGGAER ACCOUNT)

If you don’t have an existing Jaggaer account, follow the steps

STEP 1: CLICK “CONTINUE” STEP 2: CLICK “CLICK HERE TO PROCEED”

1

2
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Multi-Factor Authentication (MFA) Setup
FOR FIRST TIME LOGIN (NO EXISTING JAGGAER ACCOUNT)

STEP 3: NOMINATE NEW PASSWORD. STEP 4: COMPLETE THE SET UP

WATCHOUT
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Multi-Factor Authentication (MFA) Setup
FOR FIRST TIME LOGIN (NO EXISTING JAGGAER ACCOUNT)

ON YOUR NEXT LOGIN, YOU SHOULD RECEIVE A VERIFICATION CODE SENT TO 

YOUR EMAIL.
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Multi-Factor Authentication (MFA) Setup
FOR USERS WITH EXISTING JAGGAER ACCOUNT 

If you have a Jaggaer account already, you need to link your new account to your existing account. Follow the next steps.

1. [Same Step] Log-in with username 

and password.

2. If you have an account, the landing 

page will mention “Identity Was Found 

For Your Login”

3. Click Continue

4. On the next page, the log-in will show 

the email used on the existing account 

and the password field.

• IMPORTANT:

o If the username is shown, 

use the password for the 

username.

o If the email is shown, use 

the password for the 

email.

5. Click Next and you’re done.
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Switching between accounts
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Switching between Accounts within P&G Storeroom
After logging-in using your email, you will have the option to switch between your accounts (i.e. multiple vendor codes).

1

2

Current account

Click the arrow to go 

to the other account

How to switch accounts:

1. Click your profile on the upper right corner of the screen.

2. Click Switch User

3. Click the arrow beside the other account to switch.

3
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Set up a Preferred decimal 
separator/notation/format
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Set up a Preferred decimal separator / notation / format
On your first log in as a registered supplier, you will see an important message on decimal notation, take time to read it.
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Set up a Preferred decimal separator / notation / format
On your first log in as a registered supplier, maintain your default settings

1

2

How to maintain a default decimal separator:

1. Click your profile on the upper right corner of the screen.

2. Click Account Settings

3. Scroll down to "Decimal". Choose between dot (.) or comma (,)

4. Save

3 Choose your default decimal separator

4

It is required that you maintain a 

default separator. 

If you don't set a preference, Jaggaer 

will default it to comma (,)

IMPORTANT

If you did not set a default decimal separator, it will follow Jaggaer's default of comma 

(,)

Illustration: 

Jaggaer default decimal separator: comma (,)

How you input price: 158.55 EUR (158 EUR and 55 cents)

How Jaggaer will read it: It will recognize your default decimal as comma (,) making 

the dot (.) thousands. It will be read as 15855 (fifteen thousand eight hundred fifty-five).

REMINDER
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Purchase Order Management

NAVIGATION
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View Purchase Order
PURCHASE ORDER MANAGEMENT (POM)
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View Purchase Orders

a. Log-in to Jaggaer.

b. Click the order from the list to view it.

c. Click “(i) More” if order is not on the list 

– table displays 5 orders by default

REGULAR ACCOUNT / REGISTERED ACCOUNT

1

2

3
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View Purchase Orders 

If you cannot see Orders from the homepage, (1) click      , 

then (2) click “Direct Purchase Orders” (3) Order List

REGULAR ACCOUNT / REGISTERED ACCOUNT

1

2
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View Purchase Orders

4. You will be directed to the Orders Page.

Click the folder icon      to view an order.

REGULAR ACCOUNT / REGISTERED ACCOUNT

• Fast View – Recent orders

• All View – All orders

• Not Confirmed View – Orders sent 

to you but not yet opened 

and confirmed.

• Not Complete Confirmed View – 

partially confirmed or not 

completely confirmed orders.

From header level, click on position 

level to see line-item details for the PO. 

Display information such SAP box, 

Manufacturer, manufacturer part 

number/MPN, material details, and 

many more
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View Purchase Orders - Filter

4.1 From the orders page, make use of the filter  to customize your search results.

REGULAR ACCOUNT / REGISTERED ACCOUNT

1

2
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View Purchase Orders

4.2 Confirmation traffic light indicators

REGULAR ACCOUNT / REGISTERED ACCOUNT

Grey = no action taken yet, 

Green = Confirmed

Yellow = Multiple line items, partially 

confirmed,  

Red = PO has been cancelled / 

declined

Empty/blank box = not yet opened 

or not seen

Open check box = opened by 

supplier and confirmed details

Eye icon = order has been 

opened, but not confirmed
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View Purchase Orders

5. From the PO preview, download the purchase order.

REGULAR ACCOUNT / REGISTERED ACCOUNT

Click this to download

It is required to download 

the purchase order document to 

confirm the PO.

This is the legal binding document 

between your company and P&G.

IMPORTANT

1

2
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View Purchase Orders

5.1  When you have downloaded the PO copy, you’ll see more details:

REGULAR ACCOUNT / REGISTERED ACCOUNT

See more details such as 

manufacturer, manufacturer 

part number, contract or 

outline agreement number.
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View and Confirm the Purchase Order

6. Click “Save and send back” to 

confirm an order.

Note: The tick under 

confirmation number column 

determines which lines will be 

confirmed. Do not remove the 

tick.

Optional: Add confirmation number 

or supplier confirmation number
Optional

Optional

REGULAR ACCOUNT / REGISTERED ACCOUNT
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Confirm Purchase Order
PURCHASE ORDER MANAGEMENT
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Confirm Purchase Order

1. Follow the steps on how to 

view purchase order.

2. Click “Save and send back” 

to confirm an order.

Note: The tick under 

confirmation number column 

determines which lines will be 

confirmed. Do not remove the 

tick.

Optional: Add confirmation number 

or Supplier confirmation number 2

Optional

Optional
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Update Purchase Order
PURCHASE ORDER MANAGEMENT
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Update Purchase Order

1. Follow the steps on how to 

view the purchase order.

2. Edit the field/s you want to 

update.

3. Click Save and Send back.

When doing updates, we highly 

encourage you to add 

"remarks" so the business can 

assess properly whether the 

update should be approved or 

rejected.

1

2



Business Use

Update Purchase Order - Price

1. If price update for the material 

is within the fixed price 

period, you will receive a 

prompt and won’t be able to 

proceed/submit the request.

1
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Decline Purchase Order
PURCHASE ORDER MANAGEMENT
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Decline Purchase Order Line item/s

DECLINE by LINE ITEM

1. Follow the steps on how to 

view purchase order.

2. Add valid reason under 

“Remarks”. Put as much detail 

as possible.

(e.g. The part has been 

discontinued by manufacturer, 

but I have a suggestion for an 

alternate part that we could 

possibly order instead)

3. Click Decline

4. Click Save and Send Back

2

3

4
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Decline Purchase Order

DECLINE ORDER / DECLINE 

ALL line items

1. Follow the steps on how to 

view purchase order.

2. Add valid reason under 

“Remark of decline.” Put as 

much detail as possible.

(e.g. The part has been 

discontinued by manufacturer, 

but I have a suggestion for an 

alternate part that we could 

possibly order instead)

3. Click Decline.

4. Click OK to the prompt “Are 

you sure to refuse the order?”

2

3

4
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Decline Purchase Order
What happens after declining?

• Storeroom contact will review your request and will need to either approve or reject it (Storeroom contact will have to review details, 

update master data, update OA before we could place a new purchase order with that supplier or another supplier)

• If the PO has multiple line items and they only approved to decline one of the line items, the PO status will be changed to “Partially 

Confirmed.”

• If all line items are declined, the PO status will be changed to *“Declined.”
*(Currently showing as "Changed")

What If Approved If Rejected

Status on 

the Order 

Line Item

Declined Sent

What you 

need to do

DO NOT 

DELIVER

Please deliver. If you 

have disputes, 

please refine the 

reason why you are 

rejecting so the 

storeroom 

contact can correctly 

assess.
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Email Follow up
PURCHASE ORDER MANAGEMENT
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Applicable to Normal & Priority PO’s

Open PO follow-up (Order not seen, Order not confirmed)

1st email: Supplier receives new or changed PO notification

2nd email > First reminder (titled ‘order not seen’) 1 day after creation of the PO to the supplier.

3rd email > 1 day after that, another reminder (titled ‘order not confirmed’) is sent to the supplier 
and SPPO.

4th email – 8th email > On the second day, another reminder (title “order not confirmed”) is sent to 
the supplier and SPPO. (happens every 2nd day until the 10th day)

9th email > From the 10th day, every day the reminder (titled “order not confirmed”) is sent to 
SPPO.  Sent on a loop using batch notification (1 email per day)
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Open PO follow-up (Order not delivered)

- Jaggaer will be sending open order follow-up to suppliers automatically based on the aging 
timings of  -30, -10, 0, 2, STOP 

- 1st reminder: 30 days before the delivery date (Supplier)

- 2nd reminder: 10 days before delivery date (Supplier) 

- 3rd reminder: 0 days before delivery date (Supplier and SPPO) 

- 4th reminder: 2 days after delivery date (Supplier and SPPO) 

- STOP (After this, auto ticket will be created to SPPO, SPPO will take more action steps i.e.. Call 
the Supplier, escalate to SB) 

-  No follow ups made once PO is delivered/closed 

PO aging = date today versus the PO delivery date
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Purchase Order Status
PURCHASE ORDER MANAGEMENT
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Purchase Order Status

State Description

Sent PO is delivered to the vendor.

Confirmed PO price, quantity and delivery date is accepted by the vendor.

Partially Confirmed Some PO line items are confirmed while some are not.

Clearance Pending Updates made are pending review by the business. These are not 

visible on your list while review is pending.

Partially Delivered The PO quantity is greater than the goods receipt quantity.

Delivered The PO quantity is equal the goods receipt quantity.

Declined You have rejected this PO

Cancelled P&G cancelled the purchase order. DO NOT deliver.
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Account Management

NAVIGATION
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Create/Edit/Delete 
Jaggaer Account of 

Other Users
ACCOUNT MANAGEMENT
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Create Jaggaer Account of Other Users

P&G will only send one email to invite 

supplier to register to the Jaggaer 

system. That one person will then have 

the access to invite other users.

1. Click Primary Data

2. Click Contact People

1

2
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Create Jaggaer Account of Other Users

You will be redirected to the list of "Contacts" page.

3. Click "Add new contact" in the top right corner of the screen.

3
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Create Jaggaer Account of Other Users

4. Fill-out the fields with *.

5. Tick Portal Access

6. Input Login name (preferably email 

address)

7. Tick Admin permission

8. Click Save

Once done, the email address you have 

added will  receive a username and 

password.

4

4

5

6

7

8
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Edit/Delete Jaggaer Account of Other Users

Under contacts, scroll through the name that you need to edit or delete. 

- Use the pencil icon to edit, and

- Use the garbage or trash icon to delete.
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Assigning Notifications
ACCOUNT MANAGEMENT
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Assigning Notifications

By default, the vendor’s primary email 

will receive the notifications for 

purchase orders. In case the primary 

email is not the person who should be 

notified for PO creation and updates, 

you can edit it by following this guide. 

1. Click Primary Data

2. Click Contact People

1

2
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Assigning Notifications

3. Click Roles

4. If no user is assigned yet, 

click responsible person to 

add.

5. If there are existing assigned 

users, click the pencil icon on 

the type of notification

3

4

5
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Assigning Notifications

6. Click the magnifying glass and search for the name of the person you want to add.

TIP: Search the maintained name from the Contacts tab.

6
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Update Password
ACCOUNT MANAGEMENT
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Update Password

1. Click your profile on the upper 

right corner of the screen.

2. Click change password

1

2
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Support Channels
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Support Channels

Jaggaer Support

(technical issues)

Supplier support portal: 

https://www.jaggaer.com/supplier-support

Ticket link:

https://jaggaer.my.site.com/SupplierSuppor

tRequest/s/

Global Phone numbers: English Only support 

https://www.jaggaer.com/support/support-

phone-numbers

Jaggaer Support

(PO Issues)

P&G contact on purchase order

https://www.jaggaer.com/supplier-support
https://urldefense.com/v3/__https:/jaggaer.my.site.com/SupplierSupportRequest/s/__;!!NgSi4SaN6ydtRVQ-!33_eQXlHOGTpNAoJlhcTol8dWnNVg2hqfbA3oXOgWwfwt6TSW5OIeEcybT7FYs-Fy48xUtK1kPD2vRrO4Q$
https://urldefense.com/v3/__https:/jaggaer.my.site.com/SupplierSupportRequest/s/__;!!NgSi4SaN6ydtRVQ-!33_eQXlHOGTpNAoJlhcTol8dWnNVg2hqfbA3oXOgWwfwt6TSW5OIeEcybT7FYs-Fy48xUtK1kPD2vRrO4Q$
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FAQ
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What is the scope of Jaggaer?

The Scope of Jaggaer PO management are Storeroom Purchase Orders with 45xxxxxxxx 

series

There is NO change for the non-storeroom area where we continue managing orders via 

Coupa, or those PO’s with 800xxxxxxx series.

Invoicing is out of scope for Jaggaer. There is NO change in invoicing process for these 

PO’s.
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Is there any cost associated with the transition?

Jaggaer does not charge any fees for you to participate except B2B or 

Business to Business connection (Direct connection to ERP system).

You can establish your profile once, and experience what JAGGAER Supplier 

Portal can offer. 

a.  A profile and network listing, searchable by over one million procurement 

and sourcing users.

b. Support communications and training materials.

c. The ability to review and act on notifications or communications received 

from customers.

d. An unlimited number of users, and roles for your employees
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What happened to Ariba with the introduction of Jaggaer?

Ariba has been discontinued as supplier connectivity platform for P&G 

Storeroom Purchase Orders. Jaggaer replaced Ariba.

Order management like transmission, confirmation, and maintenance is now 

in Jaggaer.
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How do I find my supplier number?

Open a PO PDF you have under P&G and view your supplier number using 

the guide below.
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Who to contact for Jaggaer supplier registration?

Access the teams form and follow the instructions: 

https://forms.office.com/r/de6DYN5URj

https://forms.office.com/r/de6DYN5URj
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Where can I find the training materials?

Access the teams form and follow the instructions: 

https://forms.office.com/r/de6DYN5URj

https://forms.office.com/r/de6DYN5URj
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How do I access Jaggaer supplier portal?

Please use the link below.

https://app12.jaggaer.com/portals/pg2

https://app12.jaggaer.com/portals/pg2
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Who to contact if I forgot my Jagger log in credentials?

Reference a Storeroom purchase order (45xxxxxxxx) and look for the P&G 

contact. Request the P&G contact to resend your supplier credentials
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Who to contact for issues with Jaggaer?

Jaggaer Support

(technical issues)

Supplier support portal: 

https://www.jaggaer.com/supplier-support

Ticket link:

https://jaggaer.my.site.com/SupplierSuppor

tRequest/s/

Global Phone numbers: English Only support

https://www.jaggaer.com/support/support-

phone-numbers

Jaggaer Support

(PO Issues)

P&G contact on purchase order

https://www.jaggaer.com/supplier-support
https://urldefense.com/v3/__https:/jaggaer.my.site.com/SupplierSupportRequest/s/__;!!NgSi4SaN6ydtRVQ-!33_eQXlHOGTpNAoJlhcTol8dWnNVg2hqfbA3oXOgWwfwt6TSW5OIeEcybT7FYs-Fy48xUtK1kPD2vRrO4Q$
https://urldefense.com/v3/__https:/jaggaer.my.site.com/SupplierSupportRequest/s/__;!!NgSi4SaN6ydtRVQ-!33_eQXlHOGTpNAoJlhcTol8dWnNVg2hqfbA3oXOgWwfwt6TSW5OIeEcybT7FYs-Fy48xUtK1kPD2vRrO4Q$
https://www.jaggaer.com/support/support-phone-numbers
https://www.jaggaer.com/support/support-phone-numbers
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THANK YOU!
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