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University of Delaware Supplier Portal
UDX Supplier Entity Self Registration Guide
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Self-Registration Overview

Invitation to Register

Welcome to the University of Delaware Supplier Portal (UD Exchange) powered by Jaggaer. To conduct
business with the University, new, current or potential suppliers/payers must be invited to register through
UD Exchange via an invitation to register from UD at UDexchange@jaggaer.com. If you have not
received an invitation and expected one, please check your spam/junk and/or email
procurement@udel.edu. The University of Delaware does not allow unsolicited registrations.

This Guide

This guide provides detailed information on the registration process. Use this guide along with the FAQ’s
and Help Text (?) within the portal to complete registration. Fields with an * are required. If you have
questions during the registration process, email UD at procurement@udel.edu. Note: Any RED
instructions in this document are specifically for Foreign Suppliers. We will review your
registration within 2-4 business days. If we have questions we will email the contact provided in the
contacts section of the registration. Upon registration approval, you will become an approved supplier for
the University.

Documents and Information Required for Registration

e Basic business information (e.g. legal company name, legal structure, tax identification number)
e Tax, ordering, and remittance addresses

o Tax Address: Legal address which must match W-9 or W-8)

o Receives Orders: Address that fulfills orders (you may have multiple).

o Receives Payment: Payment address must match the payment address on invoices.
e Primary contact information, including a designated contact for Purchase Orders (POs).
e NAICS codes and Dun & Bradstreet (DUNS) number, where applicable
e For foreign payees only; bank letter (required) and bank statement (optional)

Preferred Payment Method: The default (domestic) payment method is a physical check if no other
payment method has been designated or if banking information cannot be verified. Banking information
must match banking information on invoices. All ACH payment methods are verified through a third-party
verification system. Wire payments require bank letters for verification. (Bank statement is suggested.)

W-9/W-8 IRS Form: Suppliers have the option of utilizing a pre-filled IRS form which can be signed using our
integrated docusign tool or manually upload your signed form.

Certificate of Insurance: NOT required to complete registration but may be required for specific
business engagements. UD encourages suppliers to upload their COls and keep updated.

Jaggaer Portal

You may already have an account for the Jaggaer portal. Jaggaer operates with a "global identity" for
suppliers, meaning your core company's information is stored under a single account. However, you must
register separately for each customer’s specific customer portal to manage that relationship.

Technical Resources
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e Jaggaer support for technical issues: https://jaggaer.my.site.com/SupplierSupportRequest/s/
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Creating a UDX Supplier Portal Account on the Jaggaer

Platform

If you are a new supplier or individual doing business with the University OR a current supplier being
invited to the UDX portal, you will receive an invitation from the UD Supplier Team at
UDExchange@jaggaer.com. [f you have not received an invitation and expected one, check your spam or

junk folders and/or email procurement@udel.edu.

Dwear Fighiin Hen,

supgiler inleractions

& EXCHANGE

Supplier Invitation for the University of Delaware

Thee University of Delaware invites you B0 regisier 3s a suppiler. Our suppiler netaorn is a bestin-class
Suppler Registration and eProcurement sysiem that offers a streamiined, one-siop solution for buyer:

Rogitration i required for sll supplisrs in coder b conduct busingsa with thiy Linkarsity and 1o recsive
payment. The process ks free, simphe. and takes only 60 mingses.

Click e Register How bufion beiow 1o be routed 1o our seture website and compiete B registration
ot negisioned, yin wil Gl SSoiis 10 your S8cunt porlal, Wi you San updale
Indematicn, invite colisagues i join, and manage addisonal e

Click Register Now to begin. You must use
the email address the invite was sent to
when creating your log in. Do not use a
different email or forward the invite.

Registration Checklist

Welcome to Supplier Registration

Welcome to the University of Delaware’s new Supplier Registration process. The University
invites you and/or your company to register as a supplier/payee.

The first step of the registration process is to creste an account, You will be prompted to
enter an emad address and create a password. This information will serve as your login
credentials for the Supplier Portal,

Before you begin the registration, please have the following information available:

* Basic business information (e.g. legal company name, legal structure, tax identification
number)

Tax, ordering, and remittance addresses, along with phone numbers, email addresses
and contact information

NAICS codes and Dun & Bradstreet (DUNS) number, where applicable

Registration Process:

1. Click the “Continue With Registration® link below to begin.

2. Complete all required fields and sections, Agreen check mar
has been successfully completed.

3. Certify the accuracy of the information and submit youf registration.

4. Log in as needed to update your profile and add additional contact information.

icates that a section

¢ UDQelpﬁesk;‘- Jren

Continue Wah Ragatration

From this screen click
Continue with
Registration.
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Supplier Registration Regritration Tytoria tngleh

Your Contact Info

e e e The registration information is pre-populated
with the email/name information from your

registration invite. Complete the registration,
selecting Create Account when completed.

Wius Lesgin

1 e in el of sccesbity ssitance

Fermecs wined Cosnltbans

1 Buarve read and scoepted LAGIATE Y

Set Password Link Sent Via Email

A Pop-Up will appear letting you know your
Your MAGGAER Supplier Account was created successfully. account was successfully created and a link

I . - _ will be sent to your email from
IMPORTAMNT: You will receive an email from JAGGAER containing a link to set your .
password. noreply @jaggaer.com.

You can now close this window. |
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IMPORTANT

Check if your organization already has a JSN record/Jaggaer
portal log in. If yes, you can log in with those credentials, but
you still must complete the UD registration process. Changes
made to hour JSN record will not update information in your
UD record. Jaggaer Supplier Support Contact 1-800-233-1121

Follow all of the instructions
on the Reset your supplier
account password email to
set up/change password.
This email will be sent to the
inbox where the invitation
email was received.

Select a method 10 receive a One-Time Code. This code will
be used 1o venly your identity,

:’ ! Send 1o Emall Address en Record

Reset your supplier account password  inber « @

@  JAGGAER Supplier Accounts oreply Blagsactcons #554M (5 mnutes aga) T

- 1o pdprocurgmant «evan «
Dear Evan Hall,
Yowr existiﬁg JAGGAER supplier accouni has been -ﬂU'.qu‘.'I'.iC{I'-}' MpTaed 1o provide you and YOUF CUSINMErs with more pe
As part of this upgrade, you need to provide a new passwaord for your supplier account. Please follow this link to change youl
within the next 72 hours:
¢hangc supplier accoun password .
JAGGAER is a leading provider of digital procurement software and solutions, and the procurement plathorm of cholce for y
cusiomern(s). To learn more, vislt hitps:wenw jaggaer.com/.
" Wiou are h—&'l\'iﬂg Bsues with yoanr JAGGAER account, please contact JAGGAER Global Customer Care via the 1U||0Wiﬁ§| el
g AR, illl]l]iicl OIS U bimil-Supplie-su pport-request/

One-Time Code Delivery Method English US =

\} Use a Mablle Authenticator Application in the “One-Time Code” screen
() Use a Mobile Phone Rumber and submit to complete account
setup.

Once you reset your password, a
pop-up will appear asking where to
send a verification code to verify your
identity. Enter the verification code

Back

Welcome to Supplier Registration
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Fightin Hen
Registration In Progress for
Uiniversity of Delswane

3 of 9 zeps Compiete

Company Overview

O O N R Y

Company Overview

The indormeation entered on this page aliows us 1o track gereral information about your oo

Country of Origin * & United States il

Do Ye: @ No

© @

Legal Stcture ™ @ © Corparation ¥

Once logged in, you are ready to complete
registration. The supplier registration page is
made up a series of sections, visible in the left-
hand menu. Each section is followed by an

attention symbol A\.

Once the section is complete the symbol will be
replaced with a green checkmark .

The first screen will be the Welcome Tab. If your
Legal Individual/Company name is correct, click
NEXT. If it is incorrect or needs to be revised,
make the appropriate change and click NEXT.

This name must match what is on your W-9/W-

* Required to Complete Registration

¢ Previous et » Save Changes
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Company Overview

(This pageis also for Individuals but not all fields must be completed)

Fightin Hen Company Overview
Registration in Progress fof
University of Delawarne The informalion enfened on this page aliows us o ireck gereral information about your companry 1o ensune we have the most up-lo-date information inour sysiem

3 of 9 zeps compiete

Diing Business As See instructions below on how to

. complete the Company Overview
Company Overview " | ited Staes - f|e|ds
F: Does your | Yer @ No .
A weann
o
Legal Stscture™ @ & Corparation v
v <\ TIP: Choose Legal
A Structure first!
A L
Y
F Y
Click Save
Changes when
complete.
W Required to Complete Registration —— et Save Changes

DBA: You may enter an alternate business name here. This name is an alternate name that you may be
doing business as (or commonly known by) but is not your Legal Company Name. Individuals cannot
have a DBA. The DBA must be included on line 2 of your W-9.

Country of Origin: Country of origin is the country you use for Tax Purposes. U.S. citizens and
Permanent Residents should select United States.

Legal Structure:

e Individual: If you are an INDIVIDUAL (including if you are a student) choose Individual/Sole
Proprietor or Single-Member LLC. Foreign individuals choose Foreign Individual.

o Entity: Choose the appropriate Legal Structure information as stated by the IRS for your
organization. For more information about business structures, please visit www.irs.gov. Your
legal structure must match the box selected in Line 3a of your W-9.

e Foreign entities choose Non-US Based entity.

Tax ID Number

e U.S. citizens or entities: Enter U.S. Taxpayer Identification Number (Social Security number or
EIN). Use numeric characters only. If your Tax Identification number has changed, you must
submit a new W-9. Your Tax ID must match the Tax ID on your W-9.

e Foreign entities or individuals: Enter a U.S. Taxpayer Identification Number (Social Security
number or EIN) if you have one OR a foreign SSN. You may leave blank if you are from a
jurisdiction that does not issue Tax Identification numbers.

Website: If you are a business entity and have a website, enter the homepage URL.
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Completing Business Details

Fightin Hen
Begrpraton Wy Progress for

ey of Detmare
A 0f @ 500 Compins

Busingss Ditails

H o ey g, e O et et 10 crmplene e ege 1 i e CompiEiree P i o Soke Progecion e fuids ane optonal

m

This page appears for individuals.
Individuals can skip this page. If you are
registering as a Sole Proprietorship, you can
(but are not required) to complete these fields.

This page appears for entities and must be

NAICS Codes: Use search or drill down to

Commodity Codes: Use search or browse list
to select the appropriate commodity code for
what you are providing to the University. If you
have questions about what commodity code
you should select, reach out to the department
you are doing business with to help determine

what code voui shotild select.

o
By Detadsn -
i
Produets bl Servited
g
o
i
ik
A
'
A Pl w0 Camolst Rpaaan o P
Fightin Hen Busingsa Detaily completed.
B Eaon In PrOgRIE for
;vTﬁv:.T::: 0 ) AR, s (80 08 P K LDk T8 D8 B i B COMRORELSnG IRV 4 8 S0k PRODertod, et skl e (00
) . select.
Tesiness Datail. &
'y
Froducts snd Serviees
v = @ ey NS e Selectod
4
'y
&
'y
ry
W Rl W CoTple REpESOF e Vot Saper ey
Click Next to proceed to
Addresses section.
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Adding Addresses

DO NOT DELETE OREDIT OR OVERWRITE ANY CURRENT ADDRESSES IN YOUR
RECORD. ONLY ADD NEW ADDRESSES IF NEEDED!

Cori Cozzens

Registration Complete for.
University of Delaware

L S B S GRS N RS N Y

Addresses

if you are updating your Tax Address as indicated on your T
The University of Delaware requires three types of

« Tax Address: This is your or your organization's legal

« Takes Orders Address: This address represents the
address is required for electronic PO delivery,

+ Receives Payment (Remit To) Address: This addres
match the “remit 10" address shown on all

Address Label
Enter your street address as the address label

Contact information
Provide contact details for the individual managing your supj
remittance advice.

University of Delaware requires three 3 types of
addresses. They can all be the same or different.
Tax Address

1. Takes Orders
2. Receives Payment

Click Add Address, a new window will appear.

Address Label Address Types
B ) Tax Address (Primary)
Receives Payment (Primary)
Takes Orders (Primary)
Add Address

Add Address

Basic Information (Step 7 o 2)

400 Academy Street

Which of tha Tollow

Takes Drders
Recerves Payment (e
[~

* e 1o Cormplens Regelt e

What weould you like 1o label this address’

Label each address with its street address.

This example shows 1 single address
chosen for all 3 address types.
Note: The same address is not
entered multiple times. You do not
need to duplicate them. Check all
boxes that apply.

Add Address

Baslc Information (Sxep 1 o7 2)

500 Main Sirest

Takis s
Bicwives Paymies] (e
Gther ¥

* Required 10 Compiete Registrason

What would you kke to Rabel this address’

Which of the Tollowing business st

This example shows adding an additional
Receives Payment location

UDX Suppllier Portal Entity Self Registration v4



Add Address

Address Details (Step 2 of 2)
How would you like 10
recenve purchase onders for
this fulfillment address? *
Country *

Address Line 1%

Address Line 2

Address Line 3

City/Town *
SlatefProvince

Postal Code

[ —

* Required to Complete Registration

This email will receive purchase orders.

Be sure to enter information into
each required field.

Click Save Changes when
« Previous Save Changes done.

Add Address

Primary Contact For This Address  (Sfep 3of 3 ?

You can also updale and add Contacts later from the Contacts page.

Eritin Brw Compet B ML Applaatle

Click Save Changes 10 siip This step and Add Address

W Ryguingd i CompliSe Registration

10

Choose NOT APPLICABLE when the
Address/Contact box appears. Do NOT add
contact information for each address. You
will add contact information for the entire
profile in the CONTACTS section.

4 Previous Gave Changes

UDX Suppllier Portal Entity Self Registration v4



Adding Contacts

Cori Cozzens

Registration Complete for:
University of Delaware

Welcome
Cormpany Overview
Buziness Details
Addresses

Caontacts

Insurance

Payrment Infarmation
Tax Information
Additional Questions

Comments

A Y T e

Contacts "

Please enter comtact information for indivi
person when needed. Do not associate thi

No contacts have hW

Add Comact
Catalag
Cofporale
Customer Cane
PO Failure
Sales
Technical

Other

contacts.

Click on Add Contact drop down
to choose contact type. You may
add a single contact OR multiple

Contact Label should be
First and Last Name

Add Contact

Cursh

* Rl B Cormie R ELEsS

11

<

el Sanders

omer Cane

Sy

Sl Changs

L=

UDX Suppllier Portal Entity

Contacts Legend

Catalog: Main point of contact for catalog
content, pricing, and updates related to hosted
catalogs or punchout integrations.

Corporate: General or headquarters contact
for company-level inquiries that are not tied to
a specific function or order.

Customer Care: Primary support contact for
order status, returns, invoicing issues, and
general supplier service questions.

PO Failure: Designated contact for issues
related to purchase order transmission failures
(e.g., failed cXML, incorrect routing, EDI errors).

Sales: Assigned sales representative or
account manager responsible for pricing,
quotes, product information, and
commercial/university relationship support.

Technical: Contact for technical
troubleshooting or system integration support
(e.g., UDX connectivity, portal access, file
format issues).

SEU Regrstauonva



Insurance Requirements

Cori Cozzens
Supplier Number:0000054847

Registration Complete for:
University of Delaware

Welcome

Insurance

The University requires outside parties providing services to the University or using University
University’s PO terms and conditions, and upon request, Supplier shall furnish to Buyer a curr]
you can upload the appropriate insurance requirements in the portal.

« Click “Add Insurance” and enter all the required information

« Repeat for additional insurance

COpey Syee el v « Click “Next” to continue Additional Insurance Re -
: : g 2 3 o | This section is not required for

Business Details v If you provide catering services to the University, you wi ] . q )
Compensation Insurance. Upload the ACORD Certificatd registration, but depending on the

Addresses v service provided, insurance

Contacts v verification may be requested at a
No Insurance has been entered. later time.

insurance v Add Insurance w

Payment Information v

Tax Information A

Additional Questions A

Comments 4

12 UDX Suppllier Portal Entity Self Registration v4




Accounts Payable

Payment Method Overview

Each payment option has unique onboarding/verification requirements. Please read below before
choosing a payment option.

Check:

Payment method refers to the options available to make payment to suppliers/payees.
Payment method influences the supplier's/payee's payment terms unless contractual terms exist
Payment methods are indicated during the supplier registration process.

Available for domestic payments only. Physical check mailed to specific payment address.

Direct Deposit/ACH: Available for domestic accounts only.

We utilize a third party to verify domestic banking information. If your banking cannot be verified,
we will ask for alternative banking information. Lack of verification does not mean there is an
issue with your account, only that we cannot complete verification.

If you do not respond or do not have alternate banking information to provide, we will revert
payment to physical check.

Wire Transfer: Available for foreign suppliers only with foreign bank accounts.

When choosing this method, you must upload a bank letter! A bank statement is suggested but
not required. Your record will not be approved if these documents are not uploaded. (Documents
must be PDF format readable by Adobe Acrobat)

o Bank Letter: Name, address, bank account number

o Bank Statement: Includes bank name, account number, bank address, your address
Domestic suppliers cannot choose this option. UD does not make domestic wire payments.

Important Payment Notes

13

Currency on all invoices must match the currency indicated on the related purchase order.
Payments are not permitted through PayPal, Venmo or other similar money transfer services.
Banking information submitted for ACH or international wire payments requires 3rd party
verification. UD reserves the right to revert the payment method to physical check drawn in US
funds if bank verification is not successful.

Multiple payment methods may be included in a supplier record. Each method must be tied back
to a specific payment address from the “Address” section.

The University only makes payment directly to the supplier engaged in a transaction, which must
match the entity name provided on any invoice. We do not permit 3rd party payments to another
legal entity, even if it is a different division of the same company.

UDX Suppllier Portal Entity Self Registration v4



e Ve TTamSTer

Add Payment Information
Direct Deposit (ACH)
Check

Wire Transfer reign Wire Verification)

- =

Bank Statement (Required for Foreign Wire Verification)

Select file

Click on Add Payment
Information to choose payment
method.

If you are including foreign wire
information, upload your bank
verification documents here.

If you are interested in the Virtual
Payables option, click YES and

Select file

Are you interested in the VPAY program? *

we will contact you with
additional information.

Save Changes

Check Payment

Adding Check Payment.

Payment Title: Must be Check

Add Payment Information
Parytrased Thile ™ Check

) Unfted S1tes

Type * Check

75 Haines Street (Rermittance)

& Yes Mo

* R 1 Compints Mgt

ACH Payment

Country: Country of citizenship or entity
incorporation. *Foreign entities can only choose
check if payment can be accepted by physical

check drawn in US currency.

Remittance Address: If multiple remittance
addresses exist, choose the address this account is
associated with

Currency: USD

Active: Do not change

Add Payment Information

ACH
Couniry United States

Pasrraenl Typs ™ Dt Dapecepil (ALCH)

Foeman Beh W

El Adding ACH Payment
Payment Title: Must be ACH
PPl Country: Country of citizenship/business registration

Direct Deposit Format: Must be CCD

Remittance Address: If multiple remittance addresses exist,




Wire Payment

e Ifyou choose Wire Payment, a Bank Letter is required to be onboarded and approved as a
supplier. A Bank statement is not required, but highly recommended. (Documents must be PDF

format readable by Adobe Acrobat.)
1. Bank Letter: In English, on bank letterhead, dated with bank name, address and signature of

authorized bank official, account holder name, account number or IBAN, SWIFT/BIC code
2. Bank Statement: In English, statement issue date, account holder name, address, account number
or IBAN, SWIFT/BIC code

Add Payment Information
Adding Wire Payment

S Payment Title: Must be WIRE
——— o
’ Kemya e Country: Country of citizenship/business
R e registration
ric Rernaance Payment Type: Wire Transfer
erency ¥ D v Remittance Address: If multiple
Acthe uo e remittance addresses exist, choose the
Bank Account . . a q
address this account is associated with

Pn;cmmwll.luﬂrlh
: Currency: USD Active: Yes

oo Bumealiee Country: Country where bank is located

Bank Name: Correct bank name

Account Holder Name: Legal name or

[ e = Com et Beplebeion Ennc | o | DBA. If registered as a Sole Proprietor, this

must be DBA name
Account Type: Choose checking or savings

Account Number Type: Choose account
number or iBAN

SWIFT/BIC: Must include IRC: Optional

15 UDX Suppllier Portal Entity Self Registration v4



Adding Tax Information

A NEW Tax form is required when
changing:

o Legal name or DBA

o Tax address

o Tax classification

Tax Form Requirements

Submission of valid IRS tax documentation is required for supplier onboarding and payment. For
guidance on selecting and completing the appropriate W-9 or W-8 form, visit www.irs.gov.

o U.S. citizens, U.S. entities, and Resident Aliens must submit Form W-9.
o Foreign citizens, foreign entities, and Nonresident Aliens must submit Form W-8 (W-8BEN-
E, W-8ECI, W-8EXP, or W-8IMY, as applicable).
o Note: IRS W-8 forms expire three (3) years from the date of signature. A new, updated
form must be submitted upon expiration.

There are 2 options for submission of your Tax Document:

1. Prefilled Document & Docusigned (preferred): A system-generated, pre-populated tax document
is available by selecting: Add Tax Document — Select Tax Document Type — Select Tax
Document Year — Sign Document

2. Manually Uploaded Document: Upload a completed tax form by selecting: Add Tax Document —
Select Tax Document Type — Check “Manually upload the document instead” — Select File or
Download the Pre-populate Tax Document and sign to upload

All manually uploaded documents must meet the following requirements:

e Current IRS revision version

e Signed and dated within the last 365 days
e PDF format and readable in Adobe Acrobat
e Electronically signed (per IRS guidelines) or wet-signed forms are acceptable

Tax Information

> b

Document Type — Select Tax Document Year — Sign Document

2. Manually Uploaded Document: Upload a completed tax form by selecting: Add Tax Docunl

document instead” — Select File or Download the Pre-populate Tax Document and
All manually uploaded documents must meet the following requirements:

« Current IRS revision version

« Signed and dated within the last 365 days

« PDF format and readable in Adobe Acrobat
« Electronically signed (per IRS guidelines) or wet-signed forms are acceptable

The Tax Document Name should match the form type (e.g., W-9, W-8BEN-E) and select thq

IMPORTANT: You may see documents posted by the University’s Supplier team. These do
YOur review or action,

Click on Add Tax Document

Domestic individuals/entities will only see a
W-9. Foreign individuals/entities will be
shows a list of W-8s to choose from.

Required Information

wing tax document are required to complete registrati

W-9 Name Tax Document using format below

No tax information has been entered

Add Tax Document v

16

UDX Suppllier Portal Entity Self

Doc Type Supplier Name YYYYMMDD
Example

W-9 Milo Smith 20260122




Option 1: Prefilled Tax Document

Add Tax Document

Tax Type * w-9 /

Tax Document Name *

Tax Document Year * -
Signature Status Not Signed
Tax Documentation * Sign Document

() Manually upload the docu instead Choose Slgn
Document for

Option 1, Prefilled
* Required to Complete Registration Save Changes Close Document. This

takes you to the
docusign application

' dOCUSIgn. Choosing Sign
Document enables
Please read the Electroni ignature Disclosure. .
Docu3|gn agreement
D | agree to use electronic records and signatures. * .
page. Click | agree
Change Language - English (US) v Other Options v

17 UDX Suppllier Portal Entity Self Registration v4



Docusign Envelope ID: CBDE175D-0AB0-8DAF-8050-A490708214EF

DEMONSTRATION DOCUMENT ONLY

PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE
999 3rd Ave, Suite 1700 - Seattle - Washington 98104 « (206) 219-0200

Request for Taxpay oo
Identification Number and Certification
Go to www.irs.gov/FormW?9 for instructions and the latest information.

Give form to the
requester. Do not
send to the IRS.

Form
(Rov. March 2024)
Department of the Treasury
Inlernal Revenue Service
Before you begin. For guidance related to the purpose of Form W-9, see Purpose of Forrn, below.
1 Name of entity/individual. An entry is required. (For a sola propristor or disregarded entity, enter the owner's name on fine 1, and entar the business/disregarded
antity’s name on line 2.)
Rainy Night Inc ]
2 Business name/disregarded entity name, if different from above.

3a Chock the appropriata box for fadoral tax classfication of the entity/individual whose name & entered on ina 1. Check | 4 Exemptions (codes apply only 1o

anly one of the following seven boxes, cortain ontities, not indivicuals;
[ individuavsole proprietor  [£] € corporation  [[] S corporation  [[] Partnership [ Trusvestate

see instructions on page )
[ LLG. Enter the tax classification (C = C corporation, § = § corporation, P = Partnership) Exompt payoe codo (if any)

Note: Check the “LLC" box above and, in the entry pace, enter the appropriate code (G, S, or P) for the tax

classification of the LLC, unless it is a disregarded entity. A disregarded entity shauld insiead check the appropriate | Exemption from Foreign Account Tax
= ‘ofits owner. Compliance Act (FATCA) reporting
[ Other (see | | coce it any) | |

3b If on line 3a you checked “Parinership” or “Trusi/estate,” or checked "LLC" and entered “P" as its tax classification,
and you are providing this form to a partnership, trust, or estate in which you have an ownership interest, check
this box if you have any foreign partners, owners, or beneficiaries, See instructions

(Applies to accounts maintained
outside the United States.)

5 Address (number, street, and apt. or suite no). See instructi Requaster's name and address (optional)

Print or type.
See Specific Instructions on page 3.

6 _City. stato, and ZIF code ‘

7 _List account numberis) here (optianal)

P Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid
backup withholding. For individuals, this is generally your soclal security number (SSN). However, for a
resident alien, sole proprietor, or disregarded entity, see the instructions for Part |, later. For other
entities, it is your employer dentification number (EIN). If you do not have a number, see How to get a
TIN, later.

[ Sosial security number ]

or
Employer identification number
Note: If the account is in more than one name, see the instructions for line 1. See also What Name and

Number To Give the Requester for guidelines on whose number to enter. -

X Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my Garrect taxpayer identification number (or | am waiting for a number to be issued to me); and

2.1am not subject to backup withholding because (a) | am exempt from backup withholding, o (b) | have not been notified by the Intemnal Revenue
Service (IRS) that | am subject to backup withholding as a resuit of a failure to report all interest or dividends, or (c) the IRS has notified me that | am
no longer subject to backup withholding; and

3.1am a U.S. citizen or other U.S. person (defined below); and

4. The FATCA code(s) entered on this form (if any) indicating that | am exempt from FATGA reporting is correct.

Certification instructions. You must cross out ftem 2 above if you have been notified by the IRS that you are currently subject o backup withholding
because you have failed to report all interest and dividends on your tax retum. For real estate transactions, item 2 does not apply. For mortgage interest paid,
acquisition or abandonment of secured property, cancellation of debt, contributions to an Individual retirament arrangement (IRA), and, generally, payments
other than interest and dividey ot required to sign the ceriification, but you must provide your comrect TIN. See the instructions for Part I, later.
Sign | signature of

DOMESTIC SUPPLIERS

Your prepopulated W-9
appears in a separate
browser.

-Click Start.

-View/verify that
information is correct.

-If everything correct,
scroll to signature line.

-Click on the Sign icon
to create a digital
signature and click
Finish.

,:(t:am w-ngslmuoma":( mu-;md =
-b .
[y
waseng
20 8 U5 Ot cffr U5, paracn, ckaing 3 reset shen s wa
Y My 8 et oarar g Pt e e Cmpacted A P GO o Ve Tt s Ut S
A e e e e e Pk BOLDED below.

Part |

-Section 1: Legal Name

T US Sereye Seeicaion mavie (RSN Gr TR, § reaied o S ional

Ba  Formgn tan matyrg nmw feee et

W5 Chace £ FTIN rot guty mared @]

& Date o B (VGO YY)t st

P pOSeS Grly) (586 Fatrctions)

[y ———

Part Il
-Complete if applicable
Part IlI

-Certify, date and sign

Reminder! Once all fields are

-Print name of signer

Foreign Individuals-Important!
Your prepopulated W-8BEN appears in a separate
browser. Some required sections are NOT pre-
populated and must be completed by you. These are

-Section 2: Country of Citizenship
-Section 3: Permanent address

-Section 4: Mailing address if applicable
-Section 5: US Tax ID (must provide if have one)

completed, view/verify that
information is correct. Click
on the Sign icon to create a
digital signature and click

Finish.

Foreign Entities-Important!

UDX Suppllier Portal Entity S lfR
upprier Fortat Entty ¢ ' Your prepopulated W-98BENE appears in a

separate browser. Some required sections are NOT
pre-populated and must be completed by you.
g These are BOLDED below.



DEMONS TRATION DOCUMENT ONLY

Docuaign Esvelope (0 9006278F - 1000-8626-81 17200278131 744 PROVIDED 8Y DOCUSIGN ONUNE SIGNNG SERVICE
P09 200 Ave. Sute 1700 + Seathe « Washngion S804 + (208) 21960200

.. W-8BEN-E Certificate of Status of Beneficial OWNeF for
A ummtuwmum Reporting (Entities) Ohalink. 10082
Cwparyment of e Tasmry oA o
Vet v S »hu—bumw-:k—-—uwn
D0 NOT usa this form for) Instead wne Form:
*US. ety or US. citgen or resident wa
* Atoregn cavaal W-RDEN dnchwidal or Form 1220
A NPEgN NGV OF ety CNTInG el NO0Me & sHaCively CONTECHng with The CONMC of Yade OF Tusress Wil Do Lnted States
Qurvens Clwmer Yoaty Dereles) WEECH

© A SO0 DETWIVD. & 500000 Smple TUSL O & 400000 QPNEOY IUST uniess CAamg Tealy Denefins) (e NSIUCIONS v enceptions| waay
-Awmmmwmmaumuwmwmmu
5. C0me O TNl i TRy the S0pACADTy of sectionts) 1152,

so:nawou.axumwmw.muumumw W-BICI or W80
© ATy PArNOn acHnG a8 &% wierTediany (NCRaaing 8 Qualted FNTWEArY SCING 6 8 QAMeG Seratves e WanY
I identification of Beneficial Owner
1 Name of organzaton that is the beneficial owner 2 Counmry of moomoration of organaation
Mm o
Name of daregirand ertly recovirg o paymert (f apoicalie. ses ratrucbiora)
4 Chapter 3 Status jertly type) Vst chack one boxonlyy. L Comporation O Partnenng
[ Simgie st [ Tarvanarpt oparecstion [ Comple trunt ] Foregn Goverrment - Cortroted Ersty
U Cortrat v ot tssw ] Privane foundiation O tatate ] Foreign Gowernment - integrad Part
[ Gearsor e ) Ooegansed ensty () whermatonal organizason
o o ] Garegardnd ety Mmuamumcnm 1 y T £ Yon" Ol ves Cne
$  Cragter 4 Sunus (FATCA status) See for Ootats. for e erily's appicable vlanus )
) Nerparticigating PR frchading an PR rolated 10 & feportng 10A Dmmmmmu
FFI ofer 1an & eamed-compiant FFL paricipating FF, or Ok ofaus o Soregn
gk Dorelicisl cwner) Contral bk of e, Comphete Pavt X3
U Pascpateg PN [ wtematicnat crpancation. Compiete Part X2V,
) Regomeg Mosel 1 FFL [ Exnergn retiroment plane. Compiete Part XV.
L Regomng Mosel 2 FFL (] Ensty whety oweed by anermont baneficias owens. Compiens Part XV

) Pegaterac coomed-complant FII [othee than a reporting Mocel 1 [[] Terttery francel institution. Comgrete Pas XVIL
FFL sporacred FRL of nonveponing KIA FFI covered in Pt X0 7] Eucepred nonfinancel group antty, Complets Part XVie.
Sea Pateuction.

] Excepted nonticanci start-up company. Compiets Part XIX
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tainy Night Inc

egistration In Progress for:

niversity of Delaware

+ of 8 steps Complete
Velcome

Sompany Overview
lusiness Details
\ddresses

Jontacts

nsurance

»ayment Information
“ax Information
‘omments

Sertify & Submit

Jistration FAQ | View History
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Edit Tax Document

Tax Type * W-9

A
Tax Document Name W9_Rainy Night2025

Tax Document Year * 2025 v

Signature Status AdobeSigned

Tax Documentation *

L

i-SignecI Document Actions w

signed form will

the registration.

After clicking on Finish
using the docusign, the

automatically attach to

Click Save Changes .

(] Manually upload the document instead

* Required to Complete Registration

Save Changes

Close

Tax Information

The submission of valid IRS Tax documents is required for onboarding and payment. For more information on choosing and completing the correct W-3 or W-8 form, visit

WWW.Irs.gov.

+ US citizens and entities and Resident Aliens must submit form W-9.
« Foreign citizens and entities of Nonresident Alien must submit form W-8 o W-8BEN-E, W-8ECI, W-BEXP, W-8IMY. Nole: IRS W-8 forms expire 3 years from the
of signing, at which time a new, updated form must be submitted

date

A + IMPORTANT: A NEW Tax form is required for any change of Legal name or DBA, Tax address, Tax classification, Tax identification number
A There are 2 choices for submission of your Tax Document:
A Prefilled Document: Tt tax document is a pre-populated document generated by the system. This is available after clicking Add Tax
ing your tax document pre-populated tax document.
v Manually Uploaded Document: This option requires a complete, uploaded tax document. This alf ipti choosing Add Tax File.
All documents uploaded to this site must be:
v . .
« Current IRS revision version and signed and dated within the last 365 days
A + PDF format readable by Adobe Acrobat
+ Electronic or wet signed documents are acceptable
+  Name the form based on its type (W-8BEN-E, WS) in the Tax Document Name field and select the year the form was signed from the Tax Document Year drop-down
menu.
A
IMPORTANT! You may see documents here posted by the University's Supplier team. You do NOT need to review th rents. Tl

verification and onboarding.

Tax Document Name —

Tax Type Tax Document Year Tax Documentation e-Signed Signature Status
W9_Rainy Night2025 W 2025 & View Document v DocuSigned
Add Tax Document v
¢ Previous

UDX Suppllier Portal Entity Self Registration v4

y for

Your tax form now
appears in your record
and status shows e-
docusigned.

Click Next to proceed to
Comments section.

Edit '/

Next »




Option 2: Manually Uploaded Tax Document

This option requires a complete, uploaded tax document. If you choose this alternate option, your

document must be:

e Current IRS revision version and signed and dated within the last 365 days

o PDF format readable by Adobe Acrobat

o Electronic or wet signed documents are acceptable

IMPORTANT! You may see documents posted by the University’s Supplier team. You do not need to
review these documents. These documents are necessary for our verification and onboarding

processes.

Add Tax Document

Tax Type * W-0 /

Tax Document Mame *

Tax Document Year * v

Signature Status Not Signed

Tax Documentati

Select file

Choose correct & Download Pre-populated F&x Document

Tax Document Manually upload the document instead

Name Tax Document

W-9 or W-8 NAME DATE *use

format YYYMMDD*

Choose Manually
Upload for Option 2,
Manually Uploaded
Document. This
enables you to upload a
signed tax form.

Your tax document now
appears and status

Year. shows NOT e-signed by
system.
* Required to Complete Registration Save Changes Close
Click Next to proceed to
Comments section.
|
Tax Document Name ~ Tax Type Tax Document Year Tax Documentation e-Signed Signature Status
W9_UDFriends2025 W-9 2025 & view Document x Not Signed Edit W
Add Tax Document
<« Previous Next »
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Additional Questions

Complete the additional questions. If you answer YES to any of these questions, we may contact you for

additional information.

University of Delaware

Weicome

Company Overview
Business Details
Addresses

Contacts

Insurance

Payment Information
Tax Information
Additional Questions

Comments

Cori Cozzens

Registration Complete for:

WS 28 S ESE S SN

Additional Questions

Answers 10 the questions below are required in order 10 adhere 10 our Conflict of Interest policy. Depending on your responses, we may contact you for additional details.
Are you currently a student registered in a matriculated degree program or a current employee of the University of Defaware, including adjunct faculty, miscellaneous wa)
and others receiving payments through the UD payroll system? *

Have you ever been involved in Federal debarment proceedings, or identified as being subject to economic and trade sanctions based on U.S. foreign policy and nationa|
security goals against targeted foreign countries or regimes? ®

v 9

* Req 10 Complete Reg Save Changes

22
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Completing Comments

UD Friends Inc Comments

Registration In Progress for:
University of Delaware

What area(s) was updated with this reque:
4 of 8 steps complete

Edit
Welcome

Company Overview
Business Details
Addresses

500 characters remaining
Contacts
Insurance

Payment Information

Tax Information

L0 S N W N

Comments

Certify & Submit

Registration FAQ | View History
& Required to Complete Registration

st? %

Provide any additional comments below if needed

section.

Click Next to proceed to
Certify and Submit

¢ Previous Next » Save Changes

Certify and Submit

Certify & Submit

Type your name in the box below acknowledging that you are a company representative authorized to submit this registration request. It is the Supplier's responsibility
to keep their company information up-to-date. Inaccurate information may result in payment delays or deactivation of your record. Additionally, by submitting this

registration, you certify all information is true and accurate. Knowingly providing false information may result in disqualifying you or your company from doing business
with the University of Delaware, and may be subject to penalty or prosecution.

Preparer's Name *

Rain Eee
Preparer's Title * manager
Preparer's Email Address * XXXXXXK
Today's Date 11/20/2025
Certification *

verify through our standard processes.

| certify that all information provided is true and accurate, and understan
information with third party verification services. UD reserves the right to rejed

Make sure all fields on this page are
complete. If you have not completed all
required fields, you will be asked to go
back and complete those sections before
your registration can be submitted.

Check the box for “I certify that all
information is true & accurate.”

Click Submit to complete
registration

% Required to Complete Registration

23
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Submit
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Registration Com plete Email Once your registration is completed, you

will receive a confirmation email. Bookmark
| Yo ERCANGE -+ ] ; :
o the log-in page so that you can return to it

o if you need to update your record.

Thank You for lhgh'hring

| V) Registration Complete for UD Friends Inc!
Mext Stepa
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UDX Supplier Portal Log in Page

**Reminder, you may be utilizing the Jaggaer portal for multiple customers/universities. Be sure to
navigate to your University of Delaware registration page.

25

Home b Customer Portal Home

‘Welcome to the University of Delaware Supplier Portal

This self-service portal enables all suppliers/payees to manage all

the business ion necessary for with

the University of Delaware. This information includes contacts,
addresses, tax identification, and payment methods. Please be
aware that all requested record changes are subject to review,
verification, and approval.

In order to complete this portal registration process, please access
the How to Complete Supplier Portal Registration guide which
provides detailed guidance on completing each section of the
registration.

For information on what you need to know in order to do business
with the University of Delaware, visit the Doing Business With UD
section of the University of Delaware’s Procurement Services
website. Here you will find information on our preferred payment
methods, purchase order terms and conditions and our supplier
diversity programs. Check here as well for our current RFP
opportunities.

For any other procurement related questions, the University of
Delaware’s supplier team can be centacted by emailing
procurement@udel.edu. Note: All invoices must be submitted to
accountspay @udel.edu.

Jaggaer is available to assist in technical matters that include
resetting passwords, login issues, as well as technical challenges
experienced when in the portal.

Contact Jaggaer's Supplier Support Team at 1-800-233-1121
Option 3. Please indicate to the representative that you are
calling about the University of Delaware Supplier Portal.

Jaggaer Live Agent Via
Chat: https://jaggaer.my.site.com/SupplierSupportRequest/s/

Log onto the Jaggaer support portal:
https: //www jaggaer.com/customer-suppo

Coming Soon

At this time, the Sourcing Events, Contracts and Find Invoice sections

of the portal are not available. The University will provide updates
around the launch dates for all of these.

o~ 4 2

Quick Links to Common Tasks ?

Manage Registration Profile

Sourcing Events

show

No Results
No Results

Contracts

No Results

Find Invoice

Once logged in to the UDX Supplier Portal
this home page will appear, click Manage
Registration Profile to return to view/edit
your University of Delaware registration.

Opening or Closing Soon v

View All Contracts

Advanced Search

To check payment status of an invoice or send a message to a customer regarding an invoice, please enter the invoice number then click

the "Search” button

Invoice Number(s)

Q

Multiple values can be separated by a commat,)
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