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User Manual – Registration in Kongsberg Automotive Supplier Portal 
 
This user manual describes how register a company in the Kongsberg Automotive Supplier Portal, 
provided by Jaggaer. The registration is done in three phases: 

• Initial Registration: Supplier registers the Company and the User details 

• Registration of Small Profile: Supplier completes first part of a questionnaire 

• Registration of Big Profile: Supplier completes the full questionnaire 
 
In each phase there are different steps. The 3 phases, and the different steps are described more in 
detail below. 
 
 

1. Initial Registration  
You will be invited to register in the Kongsberg Automotive Supplier Portal, provided by Jaggaer via a 
link sent to you by email.  
 
When clicking the link, you are directed to the registration start page, where you are asked to register 
an account for yourself and fill out basic information about your company. The first registration consists 
of four (4) steps which are described in detail below. 
 
Please note! 

• Supported browsers are:  
o Microsoft Edge 
o Google Chrome and  
o Mozilla Firefox 
o Internet Explorer is not supported 

• Registration must be done in Latin alphabet (not with e.g. Chinese characters). 
 

1.1 Step 1 - GENERAL 

Select language and if you already have a Jaggaer Direct account. 
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1.2 Step 2 - PERSON DATA 
Fill out contact information about yourself (name, email address) and choose a login name. Mandatory 
fields are marked with *.  

Click the Continue button to advance to the next tab. 
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1.3 Step 3 - COMPANY DATA 
Fill out company specific data.  
Company name is the full correct name of the legal entity for your company. If it contains more than 40 
characters, please also use field Company name 2. 
Please only use Latin alphabet (e.g. not Chinese). 
 
Click the Continue button to advance to the next tab. 
 
 

   



Registration Manual – Kongsberg Automotive Supplier Portal 
 
 
 

 
Page 6                                                                         Kongsberg Automotive Group                                                    Version 01.12.2022 

www.kongsbergautomotive.com 

  

 

  



Registration Manual – Kongsberg Automotive Supplier Portal 
 
 
 

 
Page 7                                                                         Kongsberg Automotive Group                                                    Version 01.12.2022 

www.kongsbergautomotive.com 

1.4 Step 4 - CONSENT 

Read and accept the conditions.  
- Download and read the specific documents by clicking the blue text.  
- Accept the conditions by clicking the respective box.  
- Press Accept and Submit to complete the registration. 

 

 
 

 

1.5 Initial Registration Completed 
The system confirms your successful registration through a message.  

The next steps depend on if you are a new user or existing user in Jaggaer Supplier Portal (e.g. if you 
already are using Jaggaer Supplier Portal for another Customer). 

 
1.5.1 New user in Jaggaer Supplier Portal 
If you have never registered any other Jaggaer customer with the defined e-mail address, you will get 
the below message: 
 
 

 
 
You will receive an e-mail, and need to set a password through clicking on the link in the e-mail. 
 
You will be directed to screen “Set your Jaggaer Account password” where you are requested to define 
the password for the defined e-mail address.  
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Enter the selected password in “New password” and “Confirm password” and then click “Save”.  
Please note the password requirements. 
 
You are then redirected to the log-in screen, where you enter your e-mail and the selected password: 

 
 
 
After clicking “Next” you have entered the Supplier Portal and can see your Supplier Dashboard.  
 
1.5.2 Existing user in Jaggaer Supplier Portal 
If you are an existing user in the Jaggaer Supplier Portal (for another company or for another customer), 
you can now go ahead and use the account also for Kongsberg Automotive, and you will see the below 
message: 
 

test@test.com 
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If you click Open supplier portal” in the message you will come to the Supplier Portal log-in screen. You 
will also receive and e-mail with the link to the Supplier Portal log-in screen. 
 
In the log-in screen, you enter your e-mail and the selected password: 

 
 
 
After clicking “Next” you will see a list of user accounts that you have in the Jaggaer Supplier Portal, and 
you need to select the one you are working with right now. 
 

  
 
After selecting the correct user account, you have entered the Supplier Portal and can see your Supplier 
Dashboard.  
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2. REGISTRATION OF SUPPLIER PROFILE  
At this point you are taken to the Supplier Portal and your home dashboard, where you need to 
continue the registration process.  
 
Click on “Continue with the registration” 
 

 
 
 
The Supplier Profile is filled through completing four (4) steps.  
 
At the top of the page, you will see a red banner. Press the icon to continue the registration (small 
profile). 
  
 

2.1 Step 1 - DATA 

This tab contains the main company data that was filled during the first registration.  
 

 
 
Review and update if required.  
Confirm by clicking Continue at the top right corner.  
 

2.2 Step 2 – CONTACTS 

Under Contacts you can add additional users and assign them to different departments/working areas/ 
responsibilities.  
 

 
 
Every role is by default set to the first user that was registered. But here you can add new contacts and 
assign them to different roles. 
The tab Assigned Roles shows the available Roles.  
The tab Contacts shows a list of all registered Contacts. 
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Add Additional Contacts 

To add a new user: 
1. Click the Add New User button in the toolbar. The Add New Contact page opens.  
2. Fill out user information. Mandatory fields are marked with * 
3. Click the Toggle button and select a login username for the contact to be able to log in to and use the 
system.  
4. Click Save in the top right corner. The additional user is saved and can now be assigned to roles. They 
will receive a temporary password via email to access the system. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Assign Additional Contacts to Roles 

1. Select the Role you want to assign the contact to and click the Edit (pen) icon in the toolbar or 
directly on the Role Box. The Assign Company Roles pop-up opens.  
2. On the Assign Company Roles pop-up:  
 - The navigation to the left shows all available Roles 
 - To the right, select the responsible contact in the Name* field. 
 - Click Save. The pop-up closes and you are back to the Registration Contacts page. 
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Contact List 

 

 
 
The tab Contacts shows a list of the registered contacts including their Name, Login Name, email 
address, telephone number, and portal access status.  
Hover over a contact and the Edit or Delete icons appear. Make changes as applicable.  
After finishing the Contacts registration, click Continue to go to the next tab.  
 

2.3 Step 3 - CATEGORIES 

In the Step 3 – Categories, are asked to select the categories/commodities that your company can 
produce or deliver.  
 

 
 

Find Category 
On the left side, the categories are displayed, at main category level (highest level). There may be one 
or two levels of sub-categories depending on main category. 
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Click Expand All to see all levels (sub-categories).  You can also click on the arrow on the right side to 
expand one category.  
You can also search for a specific category by typing in the box at the top (Search for category).  
 

Select Category 
Select a category by ticking the box by the name. The category you choose will be visible on right hand 
side in Selected Categories. You must select a primary category, and a total maximum of 10 categories.  
If you tick a main category (on the left side), all sub-categories will be displayed by default (on the right 
side).  
 

Change Category in Selected Categories 
You can delete specific categories by hovering over them and clicking Delete (trash bin) symbol that 
appears. You can also delete all categories by un-ticking the boxes to the left.  
You can make changes in categories from the dashboard later (also after publication). 
 
Click Continue to proceed to the Profile tab.  
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2.4 Step 4 - PROFILE 

 
The Profile in the Portal contains a set of questions related to your company, divided into several tabs. 
During the registration these are split into two steps, Small Profile and Big Profile. The Small Profile is 
completed first, and it contains a portion of the questions available in the Big Profile.  
 
The Small Profile consists of a number of tabs. What tabs are available is different for different 
categories.  
The yellow field at the top indicates what tabs have mandatory fields that must be filled before the 
profile can be published. Mandatory fields are marked with *.  
 
Complete all the questions in the first tab, and then continue to the next. 
You have to Save the changes before clicking to another tab.  
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When the profile is updated and all mandatory fields are filled, the field at the top will be green and it is 
possible to Publish the profile.  
 

 
 
On your home dashboard the red banner will be blue, indicating that the profile is under evaluation.  
 

 
 
The profile will be locked for editing under this time.  
 
The responsible purchaser will receive a notification to review the Profile. This can take time but when 
finished you will receive an email with information about how to proceed: 

- Approved – Registration is finished and Profile approved, and you as supplier will go through 
further internal assessment, but you are now able to work in the Supplier Portal 

- Review – You are asked to revise the Profile and re-publish it 
- Declined – Registration process is declined, no further actions required 

 
Next time you log-in you can use this link: 
https://app11.jaggaer.com/portals/kongsberg/ 
 
If password is forgotten, go to Section 4. 

https://secure-web.cisco.com/1GTMsl_NCWawQkrw1jT5vpwiz-Zzjo1AXY0eNhOUzUuAAFOp2jhIMG2D3PFMbgBo1gHLSwvi8Oq4g6kr_Iu5v4_57s-tgqIhJswvSfo28yEy5-g9MNXCIXK5lz0kDpGIaC57H8OoK2hlV2PUz4ENEW-BPMNlrMvpB2D_QZhx8xbpi8Vh3g3K2lQR7_J2LomE8v6rY2Xl7H5oV__U2VqUNI7AD94-Qa1QghqgYJ5vXVTv4YyyMrI8H5Niz8hndYfNHl_qbIv30gCgyCP5suaAgt7P9cvvWKoyiTYbWS58NItdurYYA9dmBRczQhbBs5PtA/https%3A%2F%2Fapp11.jaggaer.com%2Fportals%2Fkongsberg%2F%3Fpp_login%3D1%26cid%3D319262
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3. FORGOT PASSWORD 

In case you have forgotten your password, go to the log-in page: 
https://app11.jaggaer.com/portals/kongsberg/ 
 

  
 
Click “Forgot Password?” 
 
In the next screen, enter your e-mail address, and click “Submit”: 

 
 
You will then receive an e-mail with a link.  
Click link to click to come to the “Change password” screen: 
 

 
 
Enter the selected password in “New password” and “Confirm password” and then click “Submit”. 
Please note the password requirements. 
 
Should you still have problems to log-in, after having tried to reset password, please 
jdsupport@jaggaer.com 

test@test.com 

https://secure-web.cisco.com/1GTMsl_NCWawQkrw1jT5vpwiz-Zzjo1AXY0eNhOUzUuAAFOp2jhIMG2D3PFMbgBo1gHLSwvi8Oq4g6kr_Iu5v4_57s-tgqIhJswvSfo28yEy5-g9MNXCIXK5lz0kDpGIaC57H8OoK2hlV2PUz4ENEW-BPMNlrMvpB2D_QZhx8xbpi8Vh3g3K2lQR7_J2LomE8v6rY2Xl7H5oV__U2VqUNI7AD94-Qa1QghqgYJ5vXVTv4YyyMrI8H5Niz8hndYfNHl_qbIv30gCgyCP5suaAgt7P9cvvWKoyiTYbWS58NItdurYYA9dmBRczQhbBs5PtA/https%3A%2F%2Fapp11.jaggaer.com%2Fportals%2Fkongsberg%2F%3Fpp_login%3D1%26cid%3D319262

