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Self-Registration Overview

Welcome to the University of Delaware’s Supplier/Payee Registration process. Registration is required for all
suppliers/payees. A supplier/payee may be an individual receiving an honorarium, award, or stipend. If you
have not received an invitation and expected one, please check your spam/junk and/or email
procurement@udel.edu.

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, you can email UD at procurement@udel.edu.

The University of Delaware’s supplier team will review your registration within 2-4 business days.
If we have questions about your submission, we will email you from supplierteam@udel.edu. Upon
registration approval, you will become an approved payee for the University.

Having the information below ready will enable an efficient registration process:

1. Legal name
e Your full name exactly as it appears on your tax documents or passport (not a nickname).
2. Tax Identification Number
e This may be your Social Security Number (SSN), Individual Taxpayer Identification
Number (ITIN), or a foreign tax ID, depending on your status.
3. Addresses
e Primary/Tax address: The address associated with your tax records
e Payment address: The address where you receive payments (This may be the same
address as your Primary/Tax Address)
4. Tax structure
e The allowable Tax Structures on this registration form are “Individual/Sole Proprietor or
Single Member LLC” or “Foreign Individual”. *If you believe you should be set up as a
business entity other than an individual/sole proprietor, stop the registration and contact
Procurement at procurement@udel.edu to send you a new business link to register
properly.
5. Banking information (only if you choose electronic payment)
e Required if you select ACH or wire payment. You may skip this section if you are not
choosing electronic payment and therefore receiving a check payment.
6. Tax form
e A W-9 (U.S. payees) or W-8BEN (non-U.S. payees) is required. The form can be system
generated (auto-filled) and completed within the system (preferred), or uploaded
manually if you already have a completed form
7. Banking documents (foreign payees only)
e Bank letter (required)
e Bank statement (optional)

Resources

e Jaggaer support for technical issues: https://jaggaer.my.site.com/SupplierSupportRequest/s/
e University of Delaware Procurement: procurement@udel.edu
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Creating a UDX Supplier Portal Account on the Jaggaer

Platform

If you are a new individual doing business with

the University OR a current individual being invited to the

UDX portal, you will receive an invitation from the UD Supplier Team at UDExchange@)jaggaer.com. If
you have not received an invitation and expected one, check your spam or junk folders and/or email

procurement@udel.edu.

Individual Invitation for University of Delaware
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From this screen click
Continue with
Registration.
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E

Supplier Registration Eanstravion Tutcria

Four Contact indo

DT/EST - Earitivs Standadd Tame fUSEaatenm)

Set Password Link Sent Via Email

Your MAGGAER Supplier Account was created successfully.

Wour Lesgin

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

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

1 3 e b nped o actessbaling skt

Termes and Cond|bons

| B roadd ared sooepted WTGATE y |

IMPORTANT: You will receive an email from JAGGAER containing a link to set your
password.

You can now close this window.

o

Sapicha

A Pop-Up will appear letting you know your
account was successfully created and a link
will be sent to your email from
noreply@jaggaer.com.

a

Reset your supplier account password inbex «

JAGGAER Supplier Accounts <noreply S jaggaecoms B:S54M (5 minutes ago) Y]
to udprocuremantsevan -

Dear Evan Hall,

Your existing JAGGAER supplier account has been auiomatically upgraded to provide you and your cusiomers with

As pan of this upgrade, you need 1o provide a new password for your supplier account. Please follow this link to cha
within the: next 72 hours;

Change supplier account password .

JAGGAER is a leading provider of digital procurement software and solutions, and the procurement plathonm of choid

Follow 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.

customen(s). To learn more, visit hiips:fwaw jaepaer comy.

If you are having BBsues with your JAGGAER account, please contact JAGGAER Global Customer Care via the following web femm
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One-Time Code Delivery Method

English U5 =

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

) send 1o Email Address on Record
() use a Mebile Authenticater Application

( | Use a Mabile Phone Mumber

Back

Page UDX Supplier Portal-

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 in the “One-Time Code”
screen and submit to complete account
setup.
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Welcome to Supplier Registration

Once logged in, you are ready to complete
registration. The supplier registration page is
V t, Clai ivi i q q A A
ovanu Tate - Individual Information made up a series of sections, visible in the left-
EZ?J::;?;OO?CDEESVE:: for: The information entered on this page allows us to obtain general information and ensure we hand menu. Each Sect|0n |S fo”owed by an
Welcome et e - attention symbol A.
aire
Individual Overview v . . . .
O o R Voyant Once the section is complete the symbol will be
ountry of Origin* @ .- .
SRR " Dt united states replaced with a green checkmark V.
TS v Legal Structure * @ Individual/Sole Proprietor or Single-Member LLC v
AT QUESTETS v Tax ID Number/Type @ Social Security Number / Social Insurance Number ~
TaxID Number* @
* Required to Complete Registration Save Changes
Click Save
Changes when
complete.

First Name, Last Name

e Your first and last name exactly as it appears on your tax documents or passport
(not a nickname).

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

Legal Structure

e The allowable Tax Structures on this registration form are “Individual/Sole
Proprietor or Single Member LLC” or “Foreign Individual”. *If you believe you
should be set up as a business entity other than an individual/sole proprietor,
stop the registration and contact Procurement at procurement@udel.edu to send
you a new business link to register properly.

Tax ID Number/Type
e Domestic Individuals: This may be your Social Security Number (SSN) or
Employee Identification Number (EIN-If a Sole Proprietorship). Use numeric
characters only. Your Tax ID must match the Tax ID on your W-9.

e foreign Individuals: Enter a U.S. Taxpayer Identification Number (Social
Security Number (SSN) if you have one. If you do not have one, enter your non-
US Tax identification Number. You may leave blank if you are from a jurisdiction
that does not issue Tax Identification numbers
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Adding and Inactivating (no longer valid) Addresses
IMPORTANT! DO NOT OVERWRITE ADDRESSES

1. Adding Addresses

Addresses

TR I
Undversity of Defamane

= [Existing address records must remain u

noharsped!
= f you want an addness inactivated, indicate this in the comments section al the end of the regisiration process.

Primany Tax Address:

Separate Paymseed Addmss: STOP|

LU S S A

Addees Label

Add address, label as your y

street address. **This

address must match what is

on your W-9, W-8.

D= HOT MODIFY OR OVERWRITE ANY EXISTING ADDRESSES

e

1111 Lucioy Wy

» You must Bod your Primary Tax sdgress 45 sesocisled with yeur 1ax reconds
* Lael this address as your street address name  (For exampole. label as 123 Main Street )
= impartaal: If yod are apdaling reer Tax Address as indicaed on Four Tar Foamm (W-F or W-S1L rou @mest subimil a sew -2 S5,

= il you ae sdding » payment address that is different than your lax address. you must go to the Comments section at the end of the registratial
payrent addiens in the Comments bex, 0o HOT add it hened

» This address i asseciled with yeus BEsking ivormation of where physical payments (checks) will Be mailed (il dilferen Tram pour Prismary Tas

= il submiiting an ivoloe, the payment sddress must maich the "payment/remit 10" address shown on the submitied invoice

Newark, Defaware, 19702

United States

Mars, Veronica
Supplier Number0000054874

Registration Complete for:
University of Delaware

Welcome

Individual Overview
Addresses

Payment Information
Tax Information
Additional Questions

Comments

Comments

Please provide additional payment address(es) here and any

“
500 characters remaining

LI N U U U N

* Required to Complete Registration

If you are adding a payment address
that is different from your tax
address, this address MUST BE added
_in the Comments section/Comments box
at the end of the registration form.

Save Changes

2. Inactivating No Longer Valid Addresses

Address Label

14 Ross Place

Address

14 Ross Place
North Brunswick, New Jersey, 08902
United States

14 rnee nla

If an address is no longer active, do
not overwrite it! Click Edit and
Choose Make Inactive. You can note
this in the in the Comments
section/Comments box at the end of the
registration form.

N

Edit | »

Edit

Make Inactive
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Accounté Payable

Payment Method Overview

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

Check: 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 individuals only.

Only foreign suppliers/payees are paid by Wire. If you select Wire Payment, a Bank
Letter is required for supplier onboarding and approval. We also recommend uploading
a recent Bank Statement. These documents help verify your account information. Please
upload them in the Additional Questions section below. **Documents must be PDF
format readable by Adobe Acrobat**

o 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.

o Bank Statement: Statement issue date, account holder name, address,
account number or IBAN, SWIFT/BIC code.

Important Payment Notes

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.

The University only makes payment directly to the supplier/payee engaged in a
transaction.

**The Bank Account (lower) section of the entry screen is all information about the Bank
and the account, not the payee.
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e TTansTer

‘Add Payment Information

Wine:Trainuter reign Wire Verification)

Select file

Bank Statement (Required for Foreign Wire Verification)

| Birost Dagpasit (ACH) / Information to choose payment
Check

UST TS EaT

Click on Add Payment

method.

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

Select file
Are you interested in the VPAY program? *
Save Changes
Check Payment Adding Check Payment

Add Payment Information

Pyt Tit Check
United Slates
Tope ™ Check

75 Haines Sireet (Remittance)

" L Mo
® Riuntind b C ool Pmdt st Sarew Chisnges

ACH Payment

Payment Title: Must be Check

Country: Country of citizenship or entity
incorporation. *Foreign individuals 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
Lindlind Sates

Dt Dapeeddl (ACH]

et (el Foemat et v
. 1=
.
= LD
v o el 1
Bank Account
" Uit Stitis w
.
L] L
Checidng
.
™ Reguined b Compiebe Regirlration Save Changes

Chose: I

i Adding ACH Payment

Payment Title: Must be ACH
Country: Country of citizenship
Direct Deposit Format: Must be CCD

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

Currency: USD Active: Yes
Country: Country where bank is located
Bank Name: Correct bank name

Account Holder Name: Legal name or DBA. If registered as a Sole
Proprietor, this must be DBA name

I - | Account Type: Choose checking or savings

Routing/Transit + Account Number: Include account information




Wire Payment

If you 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

Kemya

Wire: Transder

Bank Account

Procurement Use Only

8|Page UDX Supplier
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Adding Wire Payment
Payment Title: Must be WIRE

Country: Country of citizenship/business
registration

Payment Type: Wire Transfer

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

Currency: USD Active: Yes
Country: Country where bank is located
Bank Name: Correct bank name

Account Holder Name: Legal name or
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

Ind Self Registration Guide 4.0




Adding Tax Information

A NEW Tax form is required when changing: Legal Name or DBA, TAX address, TAX classification

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.qov.

¢ U.S. citizens and Resident Aliens must submit Form W-9.
e Foreign citizens, and Nonresident Aliens must submit Form W-8BEN
o Permanent address on W-8 (Part 1/Section 3) must be your foreign address
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. PREFERRED OPTION: Prefilled Document & Docusigned: A system-generated, pre-populated
tax document is available by selecting: Add Tax Document — Select Tax Document Type —
Select Tax Document Year — Sign Document

¢ If you are submitting a pre-filled W-9 you must manually complete Section 3A (Please
be sure box chosen matches legal structure field input in record.)

2. ALTERNATIVE OPTION: 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

¢ 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 A Document Type — Select Tax Document Year — Sign Document
2. Manually Uploaded Document: Upload a completed tax form by selecting: Add Tax Docum
uestions A document instead™ — Select File or Download the Pre-populate Tax Document and sign to
Co e 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 welt-signed forms are acceptable

The Tax Document Name should match the form type (e.g., W-9, W-8BEMN-E) and select the year 1

IMPORTANT: You may see documents posted by the University's Supplien team, These document
your review or action. )
Click on Add Tax Document

Raguired Information e W-9is available for Domestic

The following tax document are required to complete registration

w9 individuals

e W-8BEN is available for Foreign
Mo tax information has been oriw/ . ..
individuals

Add Tan Docurem -
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Option 1: PREFERRED-Prefilled Tax Document

Add Tax Document x

Tax Type * W-9

NAME TAX DOCUMENT AS SHOWN BELOW
W8 OR W9 NAME YEARMONTHDATE NAME

Example: W9 Lawton 20260205

Tax Document Name *

Tax Document Year *

Signature Status

Tax Documentation *

* Required to Complete Registration

~
Not Signed

Sign Document

() Manually upload the docu instead

Choose Sign
Document for
Option 1, Prefilled

Save Changes Close Document. This

takes you to the
docusign application

]

Choosing Sign

Document enables

Docusign agreement
page. Click | agree

W docusign
Please read the Electroni ignature Disclosure.
D | agree to use electronic records and signatures. *
Change Language - English (US) v Other Options v
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Docusign Envelope I
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DEMONSTRATION DOCUMENT ONLY
PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE
999 3rd Ave, Suite 1700 - Seattle - Washington 98104 + (206) 219-0200
docusign.com
Request for Taxpayéf "
ication Number and Certification

Go to www.irs.gov/FormW9 for instructions and the latest information.

: CBDE175D-0AB0-8DAF-8050-A49070B2 14EF

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

Form
(Rev. March 2024) Iden
Depestment of the Treasury

Intomal Revenue Service

Before you begin. For guidance related to the purpose of Form W-8, see Purpose of Form, below.
‘ 1 Name of entity/individual. An entry is required. (For a sole proprietor or disregarded entity, enter the owner's name on line 1, and enter the business/disregarded

entity's name on line 2.)

Rainy Night Inc

2 Business namerdisregarded entity name, If different from above.

3a Check the appropriate box for federal tax classffication of the entity/individual whose name is entered on line 1. Check
only one of the following seven boxes.

Om

4 Exomptions (codes apply only o
Gertain entities. not individuals;
see instructions on page 3):

dual/sole proprietor Coorporation  [] Scorporation [ Partnership (] Trustestate

& [ LLC. Enter the tax c=c i s tion, P = i) . - Exempt payoe code (fany) |
3 INote: Gheck the "LLC" box above and, in the entry space, enter the appropriate code (C, S, or P) for the tax

& classification of the LLG, unless it is a disregarded entity. A disregarded entity should instead check the appropriate | Exemption from Foreign Account lax
5 for the ta ofits owner. Gompliance Act (FATGA) reporting

E [ Other (see instructions) | ] | code oram | ]
&

3b If on line 3a you checked “Partnership” or “Trust/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 Instruct Requester's name and address (optional)

See Specific Instructions on page 3

6 _City. state. and ZIP code

7_Listaccount number(s) here (optional)

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 social 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 identification number (EIN). If you do not have a number, see How to get a
TIN, later.

Social 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. -

Ia! I Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct 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 Intemal Revenue
Service (IRS) that | am subject to backup withholding as a result 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 FATCA reporting is correct.

Certification instructions. You must cross out item 2 above it you have been notified by the IRS that you are currently subject to backup withholding

because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not appl mortgage interest paid,

acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and, generally, payments

other than interest and divide ot required to sign the certification, but you must provide your correct TIN. See the instructions for Part I, later.

Sign | signature of

UDX Supplier Portal-

DOMESTIC
INDIVIDUALS

Your prepopulated W-9
appears in a separate
browser.

-Click Start.

-View/verify that
information is correct.

-You must complete
Section 3a

-If everything correct,
scroll to signature line.

-Click on the Sign icon

Ind Self Registration Guide 4.0




DEMONSTRATION DOCUMENT ONLY

Docusign Envalopd 10: 97DD262C-B252-81E9-8026-J4ATBFABAZZ PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE

999 Jrd Ave, Suite 1700 = Sealthe = Washington 38104 » (206) 2190200

«n» W=8BEN Certificate of Forelgn Status of Beneficlal' OWnét for United
States Tax Withholding and Reporting (Individuals)

{Rav. Oclober 2021) ¥ For use by individuals. Entities must use Form W-8BEN-E. OMB No. 1545-1621
Bepirtant of e Troasury ¥ Go to www.irs. gov/FormWBBEN for instructions and the latest information.
rternal Flverve Senice ¥ Give this form to the withholding agent or payer. Do not send to the IRS.
Do NOT use this form if: Instead, use Form:
* You are NOT an individual 5 ¢ 5 50 C 50 ¢ o C .+« . . . W-BBEN-E
* You are 8 U3, citizen or other LS. person, including a resident alienindividual . . . . . . . . . . L L L L L .. W
* You ase a beneficial owner claiming that income rsaﬂnclml‘-' connected with the conduct of trade or business within the United States

(other than personal services) . . oo WeBECH
* You e & benelicial owner who i reciving compensation lor personil senices performed in the United States | e .. BEXorW-4
* You are a perscn acting asan mlermediary . . . . . . . . . . . . L . . S e B R S R WLBIMY

Note: If you are resident in a FATCA partner jurisdiction {that is, a Model 1 1GA jurisdiction with reciprocity), certain tax account information may be
provided to your jrisdiction of residence.

Identification of Beneficial Owner (see instructions)
1 Name of ingividual who is the beneficial owner ['2 Gountry of citizenship
|1acque Francais | |
3 Pormanent resdence addess (street, apl. or suite no., or rural route). Do nol use a P.O. box or in-care-ol address.
[ ]
City or lown, state or province. Include postal code where appropriate. I Country

4 Mailing addrass (i differant from above)

City or lown, state of province. Include postal code where apgropriate. Country

5 US. taxpayor idontiication numbor (SSN or ITIN), f roquirod (50 instnuctions)
[ |

Ba__ Foreign tax identifying number (564 instructions) | 6b Checkif FTNnotiegallyrequired . . . . . . . . . . g

7 & numbens) (see instructions) 8 Dabe of birth (MM-DO-YYY'Y) (sea i

Claim of Tax Treaty Benefits (for chapter 3 purposes only) (see instructions)
9 | certity that the beneficial owner is o resident of| Imm-nlhameamngo‘fﬂ\snnwne!ax
trisaty betwisen the United States and that country.
10 Special rates and conditions [ applicable—sea instructions): This banedicial cwnir is claiming the provisions of Articls and paragraph
tha treaty identified on line § above to claim a| % rate of withholding on (spec of incomaj.

Explain the additional conditions in the Article and paragraph the beneficial cwner meets to be eligible for the rate of withholding:| |
[ |
CELAI  Certification
Uridhr pirias of parfury, | decians thal | kv ascaiminid B formation on i lorrs ind o e beat of sy esowladge 5 baled 1 I8 rus, comect, ind compiels, | urther cartily inder pinate of padury that

* |am e Inciical 1rut 1S the Deneficial o i H‘MH‘I!W T 8igh 1or the indvidual that & e Dershicul ownr] of ol 1 INCome oF DROCeds 10 which Ehis 1om)
rélalis o & Lising this fonm 10 document mysell for chapler 4 purposes;

+ Tha parson named on ing 1 of this form is not a U.S. person;
+ This lonm relabes in;
() income not efactively conmected with the conduct of o trade or business in the United Staes;

Englich (US) v

Part |

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

-Section 1: Legal Name

-Section 2: Country of Citizenship

-Section 3: Permanent address (Must be foreign address)
-Section 4: Mailing address if applicable (can be domestic)
-Section 5: US Tax ID (must provide if have one)
-Section 8: Date of birth

Partll

-Complete if applicable

Part Il

-Certify, date and sign

-Print name of signer

Foreign Individuals-Important!
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tainy Night Inc

egistration In Progress for:
niversity of Delaware

1 of 8 steps Complete

Velcome

Sompany Overview
Jusiness Details
\ddresses

Jontacts

nsurance

>ayment Information
“ax Information
Jomments

Sertify & Submit

sistration FAQ | View History

13|Page

Edit Tax Document

Tax Type * W-9

Tax Document Name * W9_Rainy Night2025

Signature Status AdobeSigned - automatically attach to

Tax Documentation * & Signed Document, Actions w

H

signed form will

the registration.

After clicking on Finish
Tax Document Year 2025 using the docusign, the

Click Save Changes .

(] Manually upload the document instead

* Required to Complete Registration Save Changes Close

I N I N N i

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-9 or W-8 form, visit
WWW.Irs.gov.

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

+ IMPORTANT: A NEW Tax form is required for any change of Legal name or DBA, Tax address, Tax classification, Tax identification number

There are 2 choices for submission of your Tax Document: YOU r tax fo rm nOW

Prefilled Docume[\t: T;le"f:f;f:u:::’iocumem submis:iorlis"a pr&pﬁ::l?;ismdgi:mem generated by the system. This is available after clicking Add Tax a p pea rS | n you r reCO rd

mfszzm tﬁlt(;a:;ﬂ :dr;c(;::getmsgr:‘u: m;r;} :quires a complete, uploaded tax document. This alternate option is available by choosing Add Tax Document/Select File. an d Statu S S h owSs e-
e v et docusigned.

= Electronic or wet signed documents are acceptable

Name the form based on its type (W-8BEN-E, W9) in the Tax Document Name field and select the year the form was signed from the Tax Document Year drop-down .
sl ‘ ’ Click Next to proceed to

IMPORTANT! You may see documents here posted by the University’s Supplier team. You do NOT need to review these documents. These documents, C .
omments section.

necessary for
verification and onboarding.

Tax Document Name — Tax Type Tax Document Year Tax Documentation e-Signed Signature Status

Wo_Rainy Night2025 w9 2025 & view Document v Docusigned Edt v

Add Tax Document v

< Previous Next »
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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-9
Tax Document Name *

Tax Document Year * v

Signature Status Not Signed

Tax Documentati

Select file

Choose correct
Tax Document

Year.

& Download Pre-populateg Fa& Document

Manually upload the document instead

NAME TAX DOCUMENT AS SHOWN BELOW
W8 OR W9 NAME YEARMONTHDATE NAME

Example: W9 Lawton 20260205

Choose Manually
Upload for Option 2,
Manually Uploaded
Document. This

enables you to upload a

signed tax form. appears and status

Your tax document now

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 Egit W

Add Tax Document w

< 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.

Lott, Noah Additional Questions
Registration In Progress for Answers 1o the questions below are required in order to adhere to our Conflict of Interest policy. Depending on your responses, we may contact you for additional details.
University of Delsware

Are you currently a student registered in @ matriculated degree program or & current employee of the University of Delaware, including adjunct faculty, miscellaneous wage

1 0f 5 steps Complere and others receiving payments through the UD payroll system? *

Welcome P

Individual Overview
Have you ever been involved in Federal debarment proceedings, or identified as being subject to economic and trade sanctions based on LL3. foreign pelicy and national
security gozls against targeted foreign countries or regimes? *

Payment Information

w |9

Tax Information

R .

Additional Questions

Certify & Submit

egistration Rl | View History

“ Required to Complete Registration < Previous Mext » Save Changes

Comments

Comments

Please provide additional payment address(es) here and any comments.

<

#~
Vv 500 characters remaining
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Certify and Submit

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.

Lo, Maah Certify & Submit

At b Pregrens o
:b_":.-.-”.-;..,.“ Ty it b8 & [P Guirs Depslion B4 Auirmhdifeog T 4 MM laiel of [l T B T

FazoLrIER arTaEar, T TR . e Sy, Brosngy providng falie
e -

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

Powzsirnr's v =

LN T L S

Cosicition ™ iy g et evichd 4 s, GO, B BSOUHNE | it T T Uty o Dl kg sy
by hdng barkeg Plon gt Sk party eartabon wreces e ~ole 0 60 bmtted cdates mr
Il e T T ]
Cartify L Suberit ST 1 MBS PO

o R 13 oot Regatrates b

Click Submit to complete
registration
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Registration Complete Email

Thank You fer Registering

[ V] Registration Complete for UD Friends [ne!

Hexi Steps

Once your registration is completed, you
will receive a confirmation email. Bookmark
the log-in page so that you can return to it
if you need to update your record.

UDX Supplier Portal Log in Page

& EXCHANGE

Home b Customer Portal Home

Welcome to the University of Delaware Supplier Portal Quick Links to Common Tasks

This self-service portal enables all suppliers/payees to manage all
the business ion necessary for wil
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. Sourcing Events

Manage Registration Profile

In order to complete this portal registration process, please access

the How to Complete Supplier Portal Registration guide which Show Opening or Closing Soon v
provides detailed guidance on completing each section of the

registration. No Results

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. Contracts

No Results

For any other procurement related questions, the University of

Delaware’s supplier team can be contacted by emailing No Results
procurement@udel.edu. Note: All invoices must be submitted to
accountspayable@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 Find Invoice

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 the "Search” button

Chat: https:/jaggaer my.site.com/SupplierSupportRequest/s/ Invoice Number(s) Q

Log onte the Jaggaer support pertal: Multiple values can be separated by a comma(,)
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.

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.

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
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https://uit01.jaggaer.com/apps/Router/SupplierLogin?CustOrg=UDel&AuthUser=9709336&tmstmp=1759256257659
https://uit01.jaggaer.com/apps/Router/BrandedSupplierHome?CustOrg=UDel&supplierID=1005191781&tmstmp=1763647270769
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