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Supplier Onboarding Changes as of January 12, 2026

All Suppliers Must Register in the UDX Supplier Portal

» The UDX Supplier Portal delivers streamlined onboarding for domestic suppliers, foreign suppliers and UD
affiliated students and employees.

* Domestic suppliers no longer complete the online UD substitute W-9 to onboard or update their record.
* End users should not submit tickets with W-8 and SDC forms for foreign suppliers.
* End users will need to submit a request to invite a supplier.

e Student transations are no longer processed through webforms with exception of refunds,
reimbursements & low dollar HSPs

e End Users now have full visibility into where a supplier is in the registration process

» The UDX Supplier Portal is LIVE as of January 12, 2026

* All new domestic and foreign suppliers, as well as existing suppliers (including students) who require
any updates to their supplier record, must be invited to self-register through the UDX Supplier Portal.

e Invitations will be sent from UDX by the Procurement Supplier Team. Once registered, suppliers receive

24/7 access to their record and can update tax details, addresses, payment method, contacts, and more.
All changes will be reviewed and approved by the Procurement Supplier Team.
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Overview of the Bulk Supplier Request Form

The Bulk Supplier Request Form should only be used when there is a need to onboard 10 or
more suppliers at once (e.g. a large group of students receiving stipends, awards or prizes for a
competition)

Always Search UDX first to confirm whether the supplier is already onboarded
before submitting them on the Bulk Supplier Request Form.

The purpose of the Bulk Supplier Request Form is to provide a less cumbersome process to
onboard multiple suppliers at once. Rather than completing 10+ Supplier Request Forms, you
only need to submit one Bulk Supplier Request Form with your supplier/payees' contact info
in the Bulk Supplier Invite Submission Worksheet. Procurement will use the Worksheet to
invite each of your suppliers/payees to register.

After the supplier/payee has been invited, the progress of each registration can be tracked.

**IMPORTANT NOTE: As of January 2026, all UD affiliated students are required to onboard
in UDX (except for refunds & reimbursements), regardless if they previously submitted a
Substitute W-9/W-8/SDC via the old process.



https://www.udel.edu/content/dam/udelImages/procurement/trainingresources/supplier-onboarding/Bulk_Supplier_Invite_Submission_Worksheet.xlsx
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To access the Bulk Supplier Request Form:

- Loginto UDX

- Navigate to the Catalog & Forms Showcase on the
Shopping Home Page

- Click the Bulk Supplier Request tile to proceed.
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has been Approved, all suppliers/payees on your Worksheet have been invited. If you need a status update on aj

Review and Submit

Form Approvals

aas@;mma.

Important to know-UD affiliated students: As of January 1, 2026 all UD affiliated students and/or student empl
related payments. Requests for these payments must be completed through UDX using the new student NPOP
continue to be processed with a Payment To Individual (PTI) form.

NPOP Resources:

NPOP Matrix: https://www1.udel.edu/procurement/restricted/guides/making-payment-requests/NPOPMatrix. pdf
UD Student NPOP Guide:

UD Employee NPOP Guide:

Bulk Supplier Request Form *
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Uploaded attachment will be copied to the voucher.

Please provide any additional commments if necessary. Q

Save Progress Next »
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Questions:
* procurement@udel.edu

Resources:

* Procurement Services Website

* Bulk Supplier Invite Submission Worksheet
* NPOP Matrix

» Completing the Supplier Request Form

* Sample Email for Suppliers



https://www.udel.edu/faculty-staff/procurement/
https://www.udel.edu/content/dam/udelImages/procurement/trainingresources/supplier-onboarding/Bulk_Supplier_Invite_Submission_Worksheet.xlsx
https://www1.udel.edu/procurement/restricted/guides/making-payment-requests/NPOPMatrix.pdf
https://www.udel.edu/content/dam/udelImages/procurement/trainingresources/supplier-onboarding/New_Supplier_Onboarding.pdf
https://udwinprod.sharepoint.com/sites/Team-PURC-ProcurementStaff/Shared%20Documents/TSM%20Roll%20Out/End%20User%20Job%20Aids/email%20alert%20about%20invite.docx
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