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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) 
• 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. 

• 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.  

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

• Jaggaer support for technical issues: https://jaggaer.my.site.com/SupplierSupportRequest/s/ 
• University of Delaware Procurement:  procurement@udel.edu 

mailto:UDexchange@jaggaer.com
mailto:procurement@udel.edu
mailto:procurement@udel.edu
mailto: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. 

 

 

 

 

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. 

 

From this screen click 
Continue with 
Registration.  

 

mailto:procurement@udel.edu
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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.  

 

The registration information is pre-populated 
with the email/name information from your 
registration invite. Complete the registration, 
selecting Create Account when completed.   
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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.  

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 
made up a series of sections, visible in the left-
hand menu. Each section is followed by an 
attention symbol ⚠.  

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-
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Company Overview 

 

 
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.  

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

Tax ID Number   

• 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. 

• 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.  

See instructions below on how to 
complete the Company Overview 
fields.  

Click Save 
Changes when 
complete. 

http://www.irs.gov/
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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.  

This page appears for entities and must be 
completed. 

NAICS Codes: Use search or drill down to 
select.  

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 you should select.  

 

 

Click Next to proceed to 
Addresses section. 
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 Adding Addresses 

 

 

 

This example shows adding an additional 
Receives Payment location 

 

Label each address with its street address. 

 

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

 

 

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. 
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Click Save Changes when 
done. 

Be sure to enter information into 
each required field.   

This email will receive purchase orders.   

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. 
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Adding Contacts 

 

 

 

 

 

  

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  

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). 
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 Insurance Requirements 

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. 

• 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.  

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 suppliers only with foreign bank accounts.  

• 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 

• Domestic suppliers cannot choose this option. UD does not make domestic wire payments. 
 

Important Payment Notes  
• 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.  
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.  

 Check Payment 
 

 

 

 

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 

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 
we will contact you with 
additional information. 

      
   

 

  

 

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 
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Wire Payment 
• 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  

 

 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 
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Adding Tax Information 
 

 

 

 

 

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. 

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

• 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 

 

 

A NEW Tax form is required when 
changing: 

o Legal name or DBA 
o Tax address 
o Tax classification 

      

 

 

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. 

 

 

 

 

http://www.irs.gov/
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Option 1: Prefilled Tax Document 
 

 

 

 

 

 

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 

 

 

 

 

 

Choosing Sign 
Document enables 
Docusign agreement 
page.  Click I agree 
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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 

 

 

 

 

 

 

FOREIGN SUPPLIERS 

Your prepopulated W-8 
appears in a separate 
browser. 

-Click Start. 

-YOU MUST  COMPLETE  

-Part I, 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. 
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Your tax form now 
appears in your record 
and status shows 
Docusigned. 

Click Next to proceed to 
Comments section. 

 

 

 

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

Click Save Changes . 
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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: 

• 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 

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.  

 

  

  

 

Your tax document now 
appears and status 
shows NOT e-signed by 
system. 

Click Next to proceed to 
Comments section. 

 

 

Name Tax Document  

W9 or W8 __Your Name+Tax 
Document Year). 

 

 

 

 

 
Choose correct 
Tax Document 
Year. 

 

 

 

 

 

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

 

 

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

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. 
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Certify and Submit 
 

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 
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Registration Complete Email 

 
 

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.  

 

 

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

 

 

 

 

 

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. 

 

 

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