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

Note: Any RED instructions in this document are specifically for Foreign Suppliers.

The University of Dealware’s supplier team will review your registration within 3-5 business days.
If we have questions about your submission, 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 of
Delaware.

Documents and Information Required for Registration

We recommend having the following items ready as you complete the registration process.

¢ Identification: Tax identification number and business legal structure (if business entity)

e Addresses for the following:

o Tax purposes: legal tax address if the University needs to mail documents; should
match your 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.

o Preferred Payment Method: The default 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.

e Primary contact information, including a designated contact for Purchase Orders (POs).

o 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.

e 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.

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 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. If you have not received an invitation and expected one, check your spam or

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

Dear Fightin Hen,

sarigibed (N leTdCoed

Supplier Invitation for the University of Delaware

Thez UniversEy of Delaware invites you B regisier as a suppller. Our supplisr network |5 & best-in-class
Suppler Regstration and eProcurement system thal oflers a streamiingd, ane-siop ssiutkon for buyer.

Rgiiration i dequired for ol supplrs i oder 1o condudt Dulingis with the Unkaraily a0 i3 redeive
payment, The process 5 fres, simpse, and lakes only 160 mirges

cl-:x.-emwmmm bealow b0 B routed 10 our secure websle Jnd complete e ragisiration
Qs PegErlengd, i will Gain SCOmie 10 YOuF BRCUNS BorLal, wiiee you SO0 pRdabe
Iniomation, iene coBEIgUES 10 N, BNY MAaNSge BOCINal

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

1 EdC)

Welcome to Supplier Régistration

Wieloome to the University of Delaware's new SuppBer Registration process. The University
irvites yous and/or your company to register as a supplienpayee

The first step of the registration process is to create an accound, You will be prompled to
enter an emad address and create & 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, ta identification
Pl

Tax, oadering, and remittance addresses, along with phone numibers, email addresses
and contact information

MAICS codes and Dun & Bradstreet [DUNS) number, where applicabde

Registration Process:

1. Click the: “Continue With Registration™ Enk below to begin,

2. Complete all required fiekds and sections. A green check mil
has been suooessully completed.

3, Certity the accuracy of the information and suberat registration

4, Log in as nesded to epdate your profile and add additional contact information.

dicates that a section

For additional assistance, please see the followipg resources:
« LD Supplier Registration Guide
*  Procure

+ U Help Desk: procure

Contnoe Witk Regataton

From this screen click
Continue with
Registration.
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Supplier Registration Reaistration Tuteria trgiah
L &
e S T The registration information is pre-populated
with the email/name information from your
registration invite. Complete the registration,
selecting Create Account when completed.
*
&

1 gser in el of actessbiity ssitance

Terms aind Conditions

1 Burve read and scoepted WAGIATEy |

iapicha

Set Password Link Sent Via Email

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

will be sent to your email from
IMPORTANT: 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. Jagager 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 recéive a One-Time Code. This code will
be used 1o venly your identity.

[} send 1o Email Address on Record

Reset your supplier account password  inbex i

@ JAGGAER Supplier Aecounts <noreplyEjepgactconm: B554M (5 minutes age) Ty

- 1o pdprocurgmant «evan =
Dear Evan Hall,
Your existing JAGGAER supplier account has been avtomalically upgraded to provide you and your cusiomers with mare pe
As par of this upgrade, you need 1o provide a new password for your supplier account. Please follow this link to change youl
within the nexd 72 hours:
Changc supplier accoun password .
JAGGAER is a leading provider of digital procurement software and solutions, and the procurement plathorm of cholce for y
cusiomen(s). To learn more, vistt hiips:wenw jaggaer.com/.
" o are h—:l\'iﬂg Essues with yoanr JAGGAER account, please contact JAGGAER Global Customer Care via the 1D||0Wiﬂ-§| el
g AR, illl]l]iicl OIS U bimil-Supplie-suU pport-request/

One-Time Code Delivery Method English US =

() use a Mabile Authenticator Application in the “One-Time Code” screen
() Use a Mobile Phone Bumber 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
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Welcome to Supplier Registration

Fightin Hen
Regisiration In Progress for
Uiniversity of Delswane

3 of 9 zeps Compiete

Company Overview

N I W U N Y

Company Overview

The infeemation entered on this page allows us 1o track gereral information about your oo

- United States w

Yes - No

"9 © Corporation v

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 V.

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

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

W Required 1o Complete Registration

¢ Previous et 3 Seve Changes
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Company Overview

Fightin Hen Company Overview
Regisiration In Progress for
University of Delgwarne The indprmation eniered on this page alliows us 1o freck gerseral information about your comparry 1o envsune we have The most up-io-daie information inour sysiem

3 of 9 zeps Compiete

E——— See instructions below on how to

(cas) B complete the Company Overview
Company Qverview L4 nary of Origin * 19 Urited States l fields
A t Yes = No
A aoun
o
e © Corporation v
o
A
F Y -
Fy
i .
Click Save
Changes when
complete.
W Required 1o Complete Registration ¢ Previous Bt b S 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: Select the appropriate legal structure for the supplier organization. Choose the
appropriate Legal Structure information as stated by the IRS. 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,

o Foreign individuals and entities can only choose either Non US Based entity or Foreign
Individual.

Tax ID Number

o 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.

o 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.

Additional Questions: Complete the additional questions. If you answer YES to any of these questions,
we may contact you for additional information.
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Completing Business Details

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.

W R 10 Gmphete: Segprsteon

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 vou should select.

Fightin Hen Bugingas Ditsily
S s Wy Prgres 0
vl of Dmiraar
M — T i ) st i D e ] N ST W e 1 g 8 CCmeing T ik 0 P, Wi Fech e el
4 of 9 2wp1 compeme
-]
¥ o
Businti [etais Ll
i
Preducts s Serati
L
»
i
F
a
dk
W Fugumnid 5 Camplsts Fprergtann, [ S Chrarepm
[Fightin Hen Busineda Datsily Completed
Faegirinason in Progoms. for
ety of e
g o 1 pon) e s, yous 0 0K e 10 Compiene T e F o et Complioing Bt irk o Sole Fraperion, Tare fekds are opnonel
3ol 9 s Compints
_ select.
o
Reuiney Dataik i
W i
POt S Siruizes
o
] PPy NS ok Sedeted
o
&
&
'
'y

bt St CPubrages.
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Addresses section.




Adding Addresses

Cori Cozzens

Registration Complete for:
University of Delaware

Welcome

Addresses

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

= Tax Address: This is your or your erganization's legaj
= Takes Orders Address: This address represents the

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

1. Tax Address
2. Takes Orders
3. Receives Payment

Click Add Address, a new window will appear.

Company Overview ' address is required for elecironic PO delivery,
Busin Details o =« Recelves Payment (Remit To) Address: This addres
match the "remit to” address shown on all submitted
Addresses ¥ address Label
o v [Enter your street address as the address label.
Insurance + Comact M“MIM_ R .
Provide contact details for the individual managing your supy
Payment Information W Temittance advice.
Tax Information A
Address Label Address Types
Additional Questions A
rch Lane Tax Address (Prirmary)
Comments v Receives Payment (Primary)
Takes Orders (Primary)
Add Address
3

Add Address

Basic Information (Sep 1 of 2)

What would you like to label this address? * /

400 Academy Street

Which of the Tellowing bussness aciivitsss 1ake place ot ihis pddiese? (select o

B Takes Orders

Recens Paymnt (remil

Ot (o

Label each address with its street address.

* Racguined 16 Complens Regention Bl 5
Add Address B
Basle Information (Sep 1 o 2}

What would you ke to kabel this address? ™

S00 Main Sest

Which of the lellowng busiress sctevties lake ply

Tkes Odes [fulfiliment

Receined Paymest (remiiia

Other (pl

* ygguined 1o Complite Regisiration

8|Page

This example shows 1 single address
chosen for all 3 address types.

This example shows adding an additional
Receives Payment location




Add Address

Address Details (Step 2 of 2)
Howe would you like 10
recene purchase orders for
this fulfillment address? *
Country *

Address Line 1 ¥

Address Line 2

Address Line 3

City/Town *
SlatefProvince

Postal Code

[ ——

* Required 1o 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 (srep 3 of 3
You can also updale and add Contacts later from the Contacts page.

Erte Barw Comaet W ML Applaatie

Chick Save Changes. 1o skip

s slep and Add Address

9|Page

™ Rguined ¥ Compiete Regirtration 1 Previous Save Changes.

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.




Adding Contacts

Cori Cozzens

Regisiration Complete for,
University of Delaware

Addresses

Centacts

Imsurance

Payment Infarmation

Tax Infarmation

Additional Questions

Comments

L N . T T

Contacts

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

No contacts have bW

Add Comtact
Catalag
Corporate
Customer Care
PO Failure
Sales
Technical

Othesr

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

/ contacts.

Contact Label should be
First and Last Name

Add Contact /

el Sanders

Cursinmes Cane

* Reguined 1 Compiein Regisiantion
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Save Changes Clore

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).




Insurance Requirements

Cori Cozzens
Supplier Number:0000054847

Registration Complete for:
University of Delaware

Welcome

Company Overview
Business Details
Addresses

Contacts

Insurance

Payment Information
Tax Information

Additional Questions

Comments

ALY T A

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
« Click “Next” to continue Additional Insurance Re

If you provide catering services to the University, you wi
Compensation Insurance. Upload the ACORD Certificats

No Insurance has been entered.

Add Insurance w

This section is not required for
registration, but depending on the
service provided, insurance
verification may be requested at a
later time.
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Accounts Payable

Payment Method Overview

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

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

Check: Available for domestic payments only. Physical check mailed to specific payment address.
Direct Deposit/ACH: Available for domestic accounts only.

o 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.

e 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.

e When choosing this method, you must upload the 2 required documents listed below. 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
e Domestic suppliers cannot choose this option. UD does not make domestic wire payments.

Important Payment Notes

e Currency on all invoices must match the currency indicated on the related purchase order.

e Payments are not permitted through PayPal, Venmo or other similar money transfer services.

e 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.

e 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.

e 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.
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Click on Add Payment
Information to choose payment

WWIre TTansTer

Add Payment Information w

Direct Deposit (ACH)
Check

Wire Transfer reign Wire Verification)

Select file

Select file

Are you interested in the VPAY program? *

No ~

-

Bank Statement (Required for Foreign Wire Verification)

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
we will contact you with
additional information.

Save Changes

Check Payment

Add Payment Information

TR TH Check
Unifted Slates
f Type ™ Chasck
75 Haines Street (Remittance)

® Yes Ko

™ Reguired b Compieis Registution

ACH Payment

Adding Check Payment
Payment Title: Must be Check

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

cigied couniries ae displyyed
B ACH
iedind STates

Dt Datporsdt (ACH)

ot Dt Foemat ooh v

LED
N Yes L

o Uniled Stales

Checking

™ Reguined b Compiete Regraton

Save Changes

Chose :

i Adding ACH Payment

Payment Title: Must be ACH

Country: Country of citizenship/business registration
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

Account Type: Choose checking or savings

Routing/Transit + Account Number: Include account information




Wire Payment

e |If you choose Wire Payment, you must upload two bank documents (in the Additional Questions
section) in order to be onboarded and approved as a supplier. (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

sted countries are displayed

Payment Title: Must be WIRE

Fevm o Country: Country of citizenship/business
registration

ric Rsevitance Payment Type: Wire Transfer
ush Remittance Address: If multiple
Acxive . il remittance addresses exist, choose the
Bank Account

address this account is associated with

Pn.bcmmmtl.lu Only
i Currency: USD Active: Yes

Country: Country where bank is located

Bank Name: Correct bank name

Account Holder Name: Legal name or
[* P by Cometete Sacisteation SeveChanges | Close | 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
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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.

e U.S. citizens, U.S. entities, and Resident Aliens must submit Form W-9.

e Foreign citizens, foreign entities, and Nonresident Aliens must submit Form W-8 (W-8BEN-
E, W-8ECI, W-8EXP, or W-8IMY, as applicable).

Note: IRS W-8 forms expire three (3) years from the date of signature. A new, updated

o

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:

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

Tax Infarmation

Document Type — Select Tax Document Year - Sign Document

2. Manually Uploaded Document: Upload a completed tax form by selecting: Add Tax Docum
A document instead”™ — Select File or Download the Pre-populate Tax Document and sign 1o

v All manually uploaded documents mast 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 wel-signed forms are acceplable

The Tax Decument Name should match the form type (e.g., W-8, W-8BEN-E) and select the year 1
IMPORTANT: You may see documents posted by the University's Supplier team. These dod

your review or action.

Required Information
The fallowing tax decurment are required 1o complete registration

w-9

Neo tax information has been entered
Add Tax Docurmen

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.
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Option 1: Prefilled Tax Document

x
Add Tax Document
Tax Type * W-9 /
Tax Document Name *
Tax Document Year * o
Signature Status Not Signed
Tax Documentation * Sign Document
() Manually upload the docu instead
* Required to Complete Registration Save Changes Close

Name Tax Document using:
Date_Tax Document Type

Example: 01/01/25_

Choose Tax Document Tear

Choose Sign
Document for
Option 1, Prefilled
Document. This
takes you to the
docusign application

W docusign
Please read the Electroni nd Signature Disclosure.
D | agree to use electronic records and signatures. *
Change Language - English (US) v Other Options v

]

Choosing Sign
Document enables
Docusign agreement
page. Click | agree
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DEMONSTRATION DOCUMENT ONLY

Docusign Envelope ID: CRDE175D-0AB0-8DAF-8050-A49070R2 14FF PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE
Star 999 3rd Ave, Suite 1700 - Seattie - Washington 98104 - (206) 219-0200
docusign.com
Request for Taxpayér “

Form Give form to the
(Rev. March 2024) requester. Do not

Department of the Treasury send to the IRS.
Intemal Revenue Service

Before you begin. For guidance related to the purpose of Form W-9. see Purpose of Form. below.
1 Name of entity/individual. An entry is required. (For a sole propristor or disregarded entity, enter the owner's name on fine 1, and enter the business/disregarded
entity’s name on line 2.)
Rainy Night Tnc

Identification Number and Certification

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

2 Business name/disregarded entity name, if different from above.

3a Check the appropriate box or federal tax classilication of the entity/individual whose name is entered on e 1. Check | 4 Exemptions {eades apply ooty o
only one of the following seven boxes.

see instructions on page 9):

Exampt paye code it any) ]

[J individualsole proprietor  [v*] C corporation  [_] S corporation ] Pannershlp (] Trustestate
LLC. Enter the tax ©-c tion, S = § tion, P =

o

a Note: Gheck the “LLC" &, i the entry space, enter the appropriate code (G, S, or 1) for the tax

H imasiamon oF he LL.Cy rlons o m iragereind vty A e ey oy Sncnie aias Shac he- ampeopriate. | Exemption from Forsign Accourt Tax
S box for the tax of its owner. Compliance Act (FATC/

H ) other i ] | code ofarm | ]
&

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 it you have any foreign partners, owners, or beneficiaries. See instructions . -

(Appliss to accounts maintained
outside the United States.)

See Specific Instructions cn page 3.

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

6 _City. state, and ZIP code

7 _List account numberfs) 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 Social security number
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 I, later. For other - -
entities, it is your smployer identification number (EIN). If you do not have a number, see How to geta oo

IN, later.
TIN, Iate 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. -

lal l Certification

Under penalties of perjury. I 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 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, cancallation of debt, contributions to an individual retirement arrangement (IRA), and, generally, payments

but you must provide your comact TIN. See the instructions for Part I, later.

other than interest and dividey ot required to sign the i
Sign |signamnot PR,

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

cidnatiira and ~linl

—_——
o W=-8BEN-E Certificate of Status of Beneficlal"Owrief for

- United States Tax Withholding and Ileportlng (Entities)
(v Golobar 2021) ls st wse Form W-SBEN, &

Indivichsal
Department of the Treasury * Go to wwwrs. gov/Form WBBENE for instructions ‘e tha intest nformation.
Intarnal Revenue Sarvice > Give ﬁls‘vlmh thae withhoiding Inlnt r payer. Do mlﬂl\dluh IRS.

Do NOT use this form for: Instead use Form:
* U.S. entity or U.S. citizen of resident C e e e C e e e e PR e We
* A fareign individual . W-8BEN llr\dlwdual) or Form 8233
= A foreign individual or entity claiming lhal income is eﬂeclwew ccmecled with the cnnduct of irade or husm’_‘ﬁ within the United States

{undess claiming treaty benefits). . .. W-8ECI
+ A foreign partnership, a foreign simple trust, or a foresgn grantor trust (unless claiming traaty benefits) (see instructions for excaptions) . WeBIMY
* A foreign government, international organization, foreign central bank of issue, foreign . foreign private . or

government of a U.S. possession claiming that incoma is effectivaly connected U.S. incame or that is clmmmg the aml»eamly of saction(s) 115(2),

501(c), 892, 895, or 1443(b) (unless claiming treaty benefits) (see instructions for other exceptions) . . W-8ECI or W-BEXP

OMS No. 1585-1621

* Any person acting as an intermediary (including a qualified intermediary acting as a quallfied derivatives dealer) . . L L. WMy
Identification of ial Owner

1 Mame of organization that is the benaficial owner | 2 Gountry of or
[Negromis R Us Inc [aT |

3 Name of disregarded entty recalving the payment (f applicable, ses instructions)

4  Chapter 3 Status (entity type) (Must chack one box only}: O corporation O Partnership
[ simole trust [ Tax-exemot organization  [] Complex trust [] Foreign Gevemnment - Controlled Entity
[ Gentrai Bank of Issue (] Private foundation [ estate [ Foreign Government - Intagral Part
[ Grantor trust [ Disregarded antity O intemational organization

If you entered disregarded enfty, parinership, simpia trust, or grantor brust above, i the enfty a hybrid making a treaty claim? If Yes.” complete Part M, (] Yes [ No
5  Chapter 4 Status (FATCA status) (See instructions for details and complete the certification balow for the entity's applicable status.}
[ Nonpasticipating FF1 (including an FFI related to a Reporting IGA [ Neareporting IGA FFI. Complete Part XII.
FFl ather than a deemed-compliant FFI, participating FFI, or [ Foreign olals or forelgn
exempt beneficial owner) central bank of issue. Completa Part XIIL
[ Panticipating FF1. [ international organization. Complete Part XIV.
[ Reporting Madel 1 FFI Exempt retirement plans. Complete Part XV.
[ Reporting Model 2 FFI. [ Entity wholly owned by exempt beneficial owners. Complete Part XV1.
[0 Registered desmed-compliant FFI other than a reporting Model 1 [] Temitory financial institution. Complete Part XVII
FFI, sponsored FFI, or nonreporting IGA FFI covered in Part X [1] Excapted nonfinancial group entity. Complata Part XVIIl.
See instructions. [ Excepted nonfinancial start-up company, Complete Part XIX,
[ sponsored FFI. Complete Part IV O excepted entity in or
[ cenified desmed-compliant nonregistenng local bank. Comalete Compiets Part XX,
Pan V. [ 501(c) organization. Gomplete Part XX1.
[ centified desmed-compliant FFl with only low-value accounts. [ Nenprofit erganizatian. Completa Part X1
Complete Part VI (] Publ-c»y traded NFFE or NFFE affiinte of a publicly traded
[ cenified o , closely held . Complete Part XXIl
wehicle. Complete F'-v! VL O Emeprea territary NFFE. Complete Part YUV,
[ cerified deemed-campliant limited i debt investment entity. [ Active NFFE. Complete Part XXV.
Complete Part VIl [ Passive NFFE. Gomplata Part X1
[ certain investment antities that o not maintain financial accounts. [0 Excepted inter-afiiliate FF1. Complete Part XXVII.
Complete Part [X [] Direct reporting NFFE.
O owner-documented FFI. Complete Part X. [ sponsored direct reporting NFFE. Complete Part XWIIL
[ Restricted distrivutor, Complete Part X1. [ Account that is not a financial account.
6 Permanent residence address (sireet, apt. or suite no., or rural route). Do not use a P.O. box or in-care-of address iother than a registered address),
[Lasserstrake 3
Gity or town, state or province. Include postal code where appropriate. Country
[ustriacity, 3 3245 AT ]
T Mailing address (it ditierent from above)

17|Page

FOREIGN SUPPLIERS

Your prepopulated W-8
appears in a separate
browser.

-Click Start.
-YOU MUST COMPLETE
-Part |, Sections 4, 5,

-Part 1, Sections 7&10 if
applicable

-Parts II-XXIX, where
applicable

-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.




tainy Night Inc

egistration In Progress for:
niversity of Delaware

1 of 8 steps Complete
Velcome

Jompany Overview
Jusiness Details
\ddresses

sontacts

nsurance

>ayment Information
‘ax Information
Jomments

ertify & Submit

jistration FAQ | View History
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* Required to Complete Registration

Edit Tax Document

Tax Type * W-9

A
Tax Document Name W9_Rainy Night2025

Tax Document Year * 2025 ~

AdobeSigned

o

L2 Signed Document Actions W

Signature Status

Tax Documentation *

After clicking on Finish
using the docusign, the
signed form will
automatically attach to
the registration.

Click Save Changes .

() Manually upload the document instead

Save Changes

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.

« UScitizens 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-8ECI, 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.

Close

+ IMPORTANT: A NEW Tax form s 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:

Prefilled Document: The preferred tax document submission s a pre-populated document generated by the system. This is available after clicking Add Tax
ing your tax document pre-popt tax document.

Manually Uploaded Document: This option requires a complete, uploaded tax document. This alternate option s available by choosing Add Tax Document/Select File.
All documents uploaded to this site must be:

» Current IRS revision version and signed and dated within the last 365 days
« PDF format readable by Adobe Acrobat
+ 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
menu.

L N 2 N N i i

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

Tecessary for
verification and onboarding

Your tax form now
appears in your record
and status shows
Docusigned.

Click Next to proceed to
Comments section.

Tax Document Name Tax Type Tax Document Year Tax Documentation e-Signed Signature Status
W9_Rainy Night2025 w9 2025 & View Document v DocuSigned Edit v
Add Tax Document v
< Previous 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-3
Tax Document Name *

Tax Document Year * v

Signature Status Not Signed

Tax Documentati

Select file

Choose correct & Download Pre-populated F4x Document

Tax Document Manually upload the document instead

Year.

Name Tax Document

W9 or W8 __Your Name+Tax
Document Year).

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
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

Cori Cozzens

Suppler Number 0000054847

Additional Questions

Registration Complete for: Answers to the questions below are required in order to adhere 1o our Conflict of Interest policy. Depending on your responses, we may contact you for additional details,
University of Delaware
w Are you currently & student registered in @ matniculated degree program of 8 curment emplayes of the University of Delaware, including adjunct faculty, miscellaneous w
and others receiving payments through the UD payrall system? *
Welcome
Company Overview W -
Business Details v
Have you ever been involved in Federal debarment preceedings, or identified as being subject to economic and trade sanctions based on U.S. foreign policy and national
Addresses 4 security geals against targeted foreign countries or regimes? *
Contacts v Y + ]
Insurance «
Payment Information v
Tax Information A
Additional Questions A
Camments o * Requined 1o Complete Registration Save Changes
UD Friends Inc Additional Questions
Registration Complete for:
University of Delaware Answers to the questions below are required in arder 1o adhere 1o our Conflict of Interest policy. Depending on yowr responses, we may contact you for additicnal details,
JAre you or any of your company’s principles or their immediate family members employed by the University? Do not choose “yes" if you have a family member who is ony
Welcome uD student, *
Company Overvdew 4 -
Business Details v
Addreasac o Has your business ever been involved in Federal debarment proceedings, or identified as being subject to economic and trade sanctions based on LS. foreign policy an
national security goals againsi targeted foreign couniries or regimes? *
Contacts 4
~ @
Insurance g
Payment Information s
Tax Information 4
Additional Questions A
Comments 4
* Required 1o Complete Registration

20|Page



Completing Comments

What area was updated: Choose area(s)
which were updated. You can choose
more than one area.

UD Friends Inc

University of Delaware
40f8 Steps Complete

Welcome

Company Overview
Business Details
Addresses

Contacts

Insurance

Payment Information
Tax Information
Commenis

Certify & Submit

Registration FAQ | View History

Registration In Progress for

N S N U S

Comments

What area(s) was updated with this request? *

Provide any additional comments below if neede

500 characters remaining

Edit

%

¥ Required to Complete Registration

Explanation: Please provide any
information you think will be helpful for us
as we review your submission. For
example, should new addresses and bank
accounts REPLACE previous ones or are
they in addition to what is already in your
profile?

Click Next to proceed to
Certify and Submit
section.

\

¢ Previous Next » Save Changes
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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 *
Preparer's Title *
Preparer's Email Address *

Today's Date

Certification *

Rain Eee

manager

XXXXXXX
11/20/2025

| certify that all information provided is true and accurate, and understan
information with third party verification services. UD reserves the right to rejeq
verify through our standard processes.

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

22|Page

T

Submit




Registration Complete Email

o EXTRANGE ¥ -

[ R T T T — .

Thank You for Registering
[ V] Registration Complete for UD Friends Inc!

MHext 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.

23|Page



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

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.

i ENCHANGE | o~ a2
orel Home

Welcome to the University of Delaware Supplier Portal Quick Links to Common Tasks ?
This self-service purta] enables all suppliers/payees to manage all Manage Registration Profile
the business 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. Sourcing Events
In order to complete this portal registration process, please access O nce Iogged |n to the U DX S U D D | |er PO rta |
the How to Complete Supplier Portal Registration guide which Show Opening or Closing Soon v

provides detailed guidance on completing each section of the

Fegistraton, — this home page will appear, click Manage

For information on what you need to know in order to do business = = = . .
with the University of Delaware, visit the Doing Business With UD o Results Reg IStratlon PrOfIle tO return tO VleW/edlt
section of the University of Delaware’s Procurement Services
website. Here you will find information on our preferred payment H H H H

methods, purchase order terms and conditions and our supplier y0U r U n |Ve rS |ty Of Delawa re reg IStratIOﬂ .

diversity programs. Check here as well for our current RFP

opportunities. Contracts

For any other procurement related questions, the University of

Delaware's supplier team can be contacted by emailing No Results

procurement(@udeledu. Note: All invoices must be submitted to | .
accountspayable@udel.edu. View All Contracts

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 Advanced Search
calling about the University of Delaware Supplier Portal To check payment status of aninvoice or send a message to a customer regarding an invoice, please enter the invoice number then click

the “Search” button
Jaggaer Live Agent Via

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

Log onto the Jaggaer support portal: Multiple values can be separated by a comma()
https://www.jaggaer.com/customer-suppo

Coming Soon

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

of the portal are not available. The University will provide updates
around the launch dates for all of these
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https://uit01.jaggaer.com/apps/Router/BrandedSupplierHome?CustOrg=UDel&supplierID=1005191781&tmstmp=1763647270769
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