
Human Capital Management (HCM) 
Garnishment Vendor Setup & Updates



Human Capital Management 
Wage Garnishment Payees

 A wage garnishment occurs when a court issues a judgement in favor of a creditor. The 
University is legally required to withhold a percentage of the debtor's wages each pay period 
to satisfy the debt. 

 In these cases, the University must comply with the court order and remit the garnished 
wages to the designated receiver/payee.

 These payees are not set up as suppliers in UD Exchange, as they are not providing goods or 
services and no TIN is associated with the record. (Note: A W-9 is not required, as this is not 
considered reportable income to the receiver.)

• Payment is linked to a customer number
 Onboarding includes uploading the Court Order (and a W-9, if available).
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• Requests for setup (or to 
change an existing vendor) will 
be completed in UD Exchange 
(UDX) using the HCM Vendor 
Form. 

• Only Employees of Payroll 
(Dept 04720) have access to 
this form from their forms 
showcase.

• Click the tile to proceed.
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This page will display any required instructions. Once 
the form has completed all Approvals, the supplier will 
be active and ready for use.  Click Next to proceed.
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1. Indicate Type of Setup
2. Scroll down and Complete Supplier Setup Questions
3. Upload required documents (Properly name the 

document prior to uploading it)
4. Click Save Progress at any time to save and exit
5. Click Next to proceed
**Note: Magnifying glass next to fields cannot be used, 
this simply means the field is searchable to later look 
something up or for reporting
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If you are making a "Change to 
Existing Customer Supplier", 
indicate what type of change is 
being requested.
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**This page is for Procurement Use Only.**

LEAVE PAGE BLANK and Click Next.
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When this page shows a green check box 
on Questions, click the yellow Submit 
button and then a pop-up window will 
ask you to confirm, Click Yes

You can also click on 
Review and Submit in 

the left bar after 
completing the setup 
questions to speed up 

the process.
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Once you submit, you can see the current approval 
step and active approvers in the Form Approvals 
screen.
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If there is any communication required after the 
request is submitted, it can be done in the 
“Discussion” area. Use “Start New Thread” to start 
a discussion.
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Upon Approval, the supplier can be used. You 
will receive a UDX notification and email.
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If for some reason your form was Rejected, go into 
the form and click on the History link in the top right 
corner for details explaining why. You will receive a 
UDX notification and email when this happens.
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Questions: 
• procurement@udel.edu 

Resources: 
• Procurement Services Website 

https://www.udel.edu/faculty-staff/procurement/
https://www.udel.edu/faculty-staff/procurement/
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