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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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Procurement Transaction Changes as of January 2026

UD affiliated payees (Employees, Students, & Student Employees) willnow be paid = = = = = = =
via the UD Employee or Student Non-PO Payment form rather than PTI.
* The NPOP Matrix will be updated. The following exceptions apply: b —————

o Refunds will remain as a PTIl; these are non-taxable payments and to help reduce time & effort,
the payee does not need to be onboarded. Note: UDX can also be used but payee needs to be
onboarded

o Reimbursements will remain as a PTI for Students & Student Employees; and Concur should
always be used for Employees. These are non-taxable payments and to help reduce time &
effort, the payee does not need to be onboarded. Note: UDX can also be used for
Student/Student Employees but payee needs to be onboarded

o HSP Payments <$500 will use the PTI; only name & address is required (no more SSN)
o HSP Payments =2$500 will use the NPOP, UD Employee NPOP or UD Student NPOP

*Notes: 1) Payment requests for Student Employees should be submitted on the UD Student NPOP; 2) PTI payments are only allowable to U.S.
based addresses or available for pickup at the Cashier’s Office, otherwise UDX NPOP is required for Wire payments
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Supplier Onboarding Overview

This guide explains how to request a new supplier be invited to register using the Supplier
Request Form in UDX.

A. Beginning January 2026, the UD substitute W9 will no longer be in use.

* All new suppliers must be invited to register in the UDX Supplier portal before they
can become active for purchasing activity. This requirement applies to:

o Domestic individuals and entities
o Foreign individuals and entities
o UD affiliated students & employees

* If you need to register more than 10 suppliers at once (e.g. students receiving stipends for a
summer program), please refer to the Completing the Bulk Supplier Request Form guide



https://www.udel.edu/content/dam/udelImages/procurement/trainingresources/supplier-onboarding/Bulk_Supplier_Onboarding.pdf

Onboarding a New Supplier in UD Exchange:
Required Details

Individual & Entities
» Supplier Name (e.g. W.B. Mason)

- . S S S IS S IS D B D e B e ey,

\
*This will be the contact who receives 1
the UDX Invitation to complete the |
supplier onboarding process '
= Title/role (optional) | ,'

» Contact Details: {"
= First Name I
= Last Name :
= Email Address
= Phone (optional)
= Website URL (optional)
» Supplier description and reason for onboarding
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Onboarding a New Supplier in UD Exchange:
Where to start

» Always Search UDX first to confirm whether the supplier is already onboarded
before submitting a Supplier Request Form.

Suppliers Suppliers Quick search

» Supplier Management Home

‘Search for a Supplier
Requests

@ Sourcing

_|||._ Reporting Performance




Onboarding a New Supplier in UD Exchange: Where to start

Relationship: In Metwork Status:'Active = | hy ctive supp"ers d|3p|ay a green check mark

i These suppliers do not need to be re-invited or onboarded again; there is
! no need to complete the Supplier Request Form.

° >

1-19 of 19 Results

* If new or updated information is required for an active supplier record, the i

supplier must be invited to register for the Supplier Portal so they can E

Company Name & Classes ‘_, manage their own record. i
i » If the supplier is already registered, the supplier needs to simply login !

B .. & @ HYPOINTFARMS ' into the Supplier Portal to make updates. i
i » If a Supplier is not registered in the Supplier portal or is unsure, the supplier i

or the dept. representative should email procurement@udel.edu for

. . assistance.
P .. &)  HARVEYPRICE (HYDROSTEEL) )
Relationship: In Network = Status: All~ | hy
1-65 of 65 Results
P .. &)@ HYDETARAMOSELEY
Supplier

:' ______ -_________: _____ .__________________'___________________. _________________ : - Company Name & Classes
' Inactive suppliers display a red "X" with the status "Inactive". :
i » Complete all required information on this Supplier Request Form. | — @ .. & @ MHyPointDairy Farms Inc so¢
1 . . “ H ” !
! Procurement will review the request and may “Reject” the formduetoa
i duplicate supplier name. Don’t worry, this usually means the Supplier i ©® .. 4@ RobertJMeany (Hy-Point Equipment Co) g
i was Reactivated and sent an onboarding invitation. You can look up !
| . . . .
1 the Supplier Name to follow the progress of their registration. i © .. & @ HynesFine Dining LLC (Rochambeau)



mailto:procurement@udel.edu

Onboarding a New Supplier in UD Exchange:

A Home S EXCHANGE EST SITE

Suppliers » Manage Suppliers » Search for a Supplier

W shop = Search Suppliers

E Dl Relationship: In Network = Status: All = | Hyrox

- Accounts
UL Payable

% Sourcing

il Reporting

Where to start

No results were found to match your search

Try modifying your search criteria or removing filters

Request a supplier

-If your search yields No Results
you can click on Request a
Supplier or refer to next slide for
additional options to access

the Supplier Request Form in
UDX




How to Access the Supplier Request Form

There are four (4) ways to Request a Supplier in UDX

Option 1: UDX Suppliers Icon (left ribbon)
Suppliers—> Requests—>Request New Supplier

Suppliers Suppliers Quick search Q

Manage Suppliers | Request New Supplier
Search Supplier Requests

Option 2: UDX Shopping Home Page—>Catalog &
Forms Showcase—>Supplier Request Form tile

My Supplier Reguests

LV SES T s i |

Shop * Shopping Home Page
Catalog & Forms Showcase (Under Development) Add Non—Caqugue Item
= " o a . ) Existing Supplier
PO Payment Request | | Honorarium Payment Request | | UD Employee Nor-PO Payment | | UD Student Non-PO Payment 0 pt i o n 3 . Re q u est a N ew S u p pl ier
et | e | e directly from your Non-Catalog - e x
" ° 5 °  —— Requisition when no supplier is found T
»»»»» Contributions Form m Veticl Soucing Fr | Try searching again
a a S JR— Catalogue No.
& ] ]
PP ‘Supplier Reque




@ usertestsciquest.com/apps/Rol - X eE

O B E L O

&« > c 23  usertest.sciquest.com/apps/Router/RequestNewSupplier?tmstmp=1759251025138

A i EXCHANGE Al > Search (Alt+Q) Q 000USD W Qv A& &

Suppliers » Requests » Request New Supplier

| |

Request New Supplier

Supplier request form Request to Invite New Supplier or Payee to Onboard in UD

-The Request New Supplier dialog appears

Supplier name * Highland Beach Inc

[ )

9

- -Enter the name of the supplier/payee and
! click submit

Ik
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@ Instructions x + _ o ¢

<« (] 25  usertest.sciquest.com/apps/Router/SupplierRequestResponselnstructions?Requestld=11809868&tmstmp=1759251394182 b d D R m .i. 0 :
PHRERRE EXCHANGE T SITE All~ Search (Alt+Q) a 0.00USD W O |m AR

Suppliers » Requests » My Supplier Requests

My Supplier Requests

Highland Beach Inc Instructions

remplate  Request o vite New The Instructions page will appear, instructing you to
ompeardin o - check if the supplier is already onboarded in UDX.

Onboard in UD \HVERS]TY
Exchange / [ OF
Request Status Incomplete EIAWARE [ XB HA N G E

a~
-
[
2
Instructions : _ _ _ e If the supplier is already onboarded and ACTIVE, do
- Questions Prior to completing this form, search for the supplier to see if they are already registered in UD Exchange:
&

« Active suppliers are indicated by a green check mark and the words "Active” or "Active for Shopping.” They do not need to be invited to nOt proceed Wlth a SU pp I Ie r Req UeSt Form .

Requester Contact Inform... « If new or updated information is needed for an active supplier record, the supplier can submit their own changes through the supplier g

« Inactive suppliers are indicated by a red X" and the word “Inactive”. Please contact Procurement to request that they be reactivated (p}f = Instruct the supplier to Iogin into the Su pplier

If no Supplier record is found, please complete all information requested on this form. Procurement will review, and will send an onboarding i

once approved. The supplier will then need to register for secure access to the UDX supplier portal, and provide information including legal t Portal to make updates. If the Su pp"er iS Active
_||I|_ addresses, payment method, and also upload current W-9/W-8 tax forms.
Supplier Request Workflow . H
Once submitted, you can track the progress of your request from your UDX profile. Please see the job aid available here. a nd d OeS n Ot have a SU p pl | er pO rta I aCCOU nt 0 r IS
Once the supplier has completed registration, Procurement reviews all information and if approved, the supplier will be enabled for "shopping § u nsu re the d epa rtm ent or Su p p"er may ContaCt
7’

procurement@udel.edu to request an invitation.

Review and Complete

Please note that the term "supplier” or "vendor” in used in both UD Exchange and PeopleSoft as a descriptor for any individual or entity receivil
Procurement, including individuals and others receiving honoraria, reimbursements, stipends, awards, and other non-purchase related disbur:

This onboarding process replaces the previous utilization of the online UD substitute W9, and IRS W8/SDC form collection processes. Movin
required to register though the UDX Supplier Portal to do business with UD. Over the next few months, in a phased approach, Procurement wi
existing active suppliers requesting that they create their portal access credentials.

Next >
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A Home
W shop
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© contracts
i T
@. Sourcing
ik Reporting
m Administer
ﬁ Setup

Q Menu Search

EXCHANGE

Suppliers b Requests b Wy Supplier Requests

My Supplier Requests

Snickers Inc.
Template Request to Invite New
Supplier or Payee to

Onboard in UD
Exchange

Request Status  Incomplete
Instructions

Questions

Requester Contact Inform..

Review and Complete

Supplier Request Workflow

Questions - Required Details for Supplier Invitation
+ On This Page

Supplier Information (1)

Contact Information (6)

Business Description & Justification (1)
Procurement Use Only (1)

~ Supplier Information

Supplier Name* @

Snickers Inc.

~ Contact Information

First Name *

Last Name *

Title

Email Address *

Phone

% Required

¥ Print Request | History | 2

Contact Information

-Enter the supplier contact who should receive
the registration invitation. You may wish to notify
this contact in advance that an invite will be sent
to them. Click here for sample email (optional).

The First Name, Last Name and Email Address
are required fields for Procurement to send an
invitation to register. Title, Phone and Website
URL are optional.

¢ Previous Save Progress Next »



https://udwinprod.sharepoint.com/sites/Team-PURC-ProcurementStaff/Shared%20Documents/TSM%20Roll%20Out/End%20User%20Job%20Aids/email%20alert%20about%20invite.docx

A Home
W shop
B oers
©  contracts
Im eoee”

Suppliers
W& Sourcing
ils  Reporting
@ administer
[ o JEES

P EXCHANGE

Suppliers » Requests » My Supplier Requests

Title

CEO

Email Address *

udprocurement+snickers@gmail.com

Phone

£88-088-8888

Web Site URL

httpr//snickers.com Q

~ Business Purpose & Description

Business Purpose & Description
Enter a brief explanation of why the supplier/payee is
being onboarded.

*|f applicable, also include the commodity or type of
goods/services they will provide.

Click Save Progress or Next to Continue

Enter a brief explanation of why the supplier/payee is being onboarded. If applicable, also include the commadity or type of goods/services they pravide

Business Description® @

department is providing candy gifts for an event; they provide delicious chocolate bars

2413 characters remaining

~ Procurement Use Only
This area to be used by procurement staff only when reviewing the form.

Comments by PROCUREMENT STAFF only

2000 characters remaining




@ Requester Contact Information X +

<« c 23 usertest.sciquest.com/apps/Router/SupplierRequestResponseContactinformation?Requestid=1180986&tmstmp=1759251724187

R EXCHANGE
Suppliers » Requests » My Supplier Requests
My Supplier Requests
Highland Beach Inc
Template Request to Invite New

Supplier or Payee to
Onboard in UD

g Exchange
Request Status Incomplete
P
piTh :
Instructions
- Questions v 4
Requester Contact Infor...
&

Review and Complete

A

Supplier Request Workflow

Requester Contact Information

Requester Name: Shannon Shopper
Requester Email: wscraven@udel.edu
Requester Phone Number: None

Requester Department: ANIMAL AND FOOD SCIENCES (02150)

0 mBm &0
r'y

All > Search (Alt+Q) Q 0.00USD W

24 Print Request | History = 2

This information defaults to the
UDX Requester Details

Click Next to continue

< Previous Next >
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@ Review and Complete x + = ) x
<« c 25 usertest.sciquest.com/apps/Router/SupplierRequestResponseReview?Requestld=11806908tmstmp=1759186630639 * o3} e m 0
& TpyREvaE EXCHANGE ST SITE All~ Search (Alt+Q) Q 000USD W @O A 8

Suppliers » Requests » My Supplier Requests
! My Supplier Requests
g LunchTime Inc Review and Complete 24 Print Request | History = 2
Template Request to Invite New
Supplier or Payee to + Required fields complete
9 Onboard in UD
Exchange
Request Status  Incomplete Section Progress
P .
FiTy . Instructions No Required fields
Instructions
ti 2 .
- Questions v Questions ©  Required fields complete
Requester Contact Information
Requester Contact Inform... q No Required fields
& .
Review and Complete Certification
e | certify that the statements and information in this request are true and correct to the best of my knowledge and belief.
Supplier Request Workflow fy q Y 9
¥ Required « Previous Complete Request

Confirm x Certification
-Click the certification box and the Complete
Request button

Yes  No -A pop up will appear asking you to Confirm
| your new supplier request. Click Yes.

Are you sure you are ready to complete your new supplier request?

Powered by JAGGAER | Privacy Policy




@ My Supplier Requests x4

€ 2 C %
i EXCHANGE

‘Supplers » Requests » My Suppler Requests

My Supplier Requests

v Filter Supplier Requests

ﬁ Requested Supplier, Template Name Q \
Request Status * 0 Approved Incomplete () Rejected
& Retumed Under Review (] Completed
Include public Supplier ]
. request form?
| Aeply
Requested Request
n Supplier = Template = Status = Workflow Step =
Highland Beach  Request 1o Invite New Supplieror ~ Under Review  Supplier Request
nc Payee to Onboard in UD Exchange Approval
Highland Beach  Request to Invite New Supplieror  Incomplete -
Inc Payee to Onboard in UD Exchange
SeaWatch Inc Request to Invite New Supplier or ~ Under Review  Supplier Request

Payee 1o Onboard in UD Exchange

Approval

Workflow
Assignee

Status Last
Updated v
9/30/2025 1:04PM

9/30/2025 12:54

9/30/2025 5:13 AM

Supplier
Created = Profile

/3012025 12:56
PM

9/30/202512:54

9/30/2025 511
M

Registration
Status

Al

Actons v

Actions v

Actions v

Search (At+Q)

a

* 0 a@E 40

0.00USD W O™ O §
@ My Supplier Requests X+
€ 5 C % usertestsciquestc 1759186833200
a« TRt EXCHANGE TEST SITE
Suppliers » Requests » My Supplier Requests
My Supplier Requests
5 v Filter Supplier Requests
g Requested Supplier, Template Name Q
Request Status * Approved Incomplete O Rejected
- Returned Under Review () Completed
Ty
Include public Supplier 0
Suppliers Quick search Q
Manage Suppliers Request New Supplier
s N Search Supplier Requests Workflow
My Supplier Requests flow Step = Assignee
_||||_ Performance
lier Request -
Payee to Onboard in UD Exchange Approval
Dinner Time Inc~ Request to Invite New Supplieror  Incomplete - -

Payee to Onboard in UD Exchange

Status Last
Updated

9/29/20257:00 PM

9/29/2025 6:42 PM

Created =~

9/29/2025 6:45
PM

9/29/2025 6:42
PM

All >
?
Supplier Registration
Profile Status
- Actions v
- Actions v




@ My Supplier Requests x et

<« c 23 usertest.sciquest.com/apps/Router/ManageSupplierRequests?tmstmp=1759251 Supplier Onboarding Tracking
£ Dt EXCHANGE The “Request Status” filter can be used to track your supplier requests
Suppliers » Requests » My Supplier Requests and registration process. Check all status' if you wish to see all of your

i |

Supplier Request Forms.
My Supplier Requests

E ~ Filter Supplier Requests Request Status Key
Q Requested Supplier, Template Name a Incomplete: The request has been started but not submitted
| Request Status * Approved Incomplete Rejected Under Review: The request is being reviewed by the supplier team
I Retumed Under Review Completed Returned/Rejected: The request was not approved either because the
‘FZZ‘E:;';;J:’F'H‘C Supplier = supplier was a duplicate or another documented reason
- Approved: An invitation to self-register has been sent to the supplier
Apply
&
Requested Request Workflow Status Last Supplier Registration
_Illl_ Supplier = Template = Status < Workflow Step = Assignee Updated Created = Profile Status
Highland Beach Request to Invite New Supplieror  Under Review Supplier Request - 9/30/2025 1:04 PM  9/30/2025 12:56 - Actions w
Inc Payee to Onboard in UD Exchange Approval PM
Highland Beach Request to Invite New Supplier or Incomplete - - 9/30/2025 12:54 9/30/2025 12:54 - Actions w
Inc Payee to Onboard in UD Exchange PM PM
SeaWatch Inc Request to Invite New Supplier or Under Review Supplier Request - 9/30/2025 5:13 AM  9/30/2025 5:11 - Actions w

Payee to Onboard in UD Exchange Approval AM




When your Request is Approved

My Supplier Requests ?
 Filter Supplier Requests
Requested Supplier, Template Name Q
Request Status * Approved Incomplete Rejected
Returned Under Review completed
Include public Supplier 0
request form? IVI:;RS“‘YU[‘ Exﬂ HANG E
PyHARARE ST SITE
< > Page 1 of2 1-10 of 16 Results 10
Requesied Request  Worlow  Worklow  Siaus Last _ Registration RE: Form Request Workflow for Snickers Inc. has
Supplier 2 Template = Status = Step = Assignee Updated + Created = Supplier Profile Status
Snickers Inc. Reguest to Invite New Supplier or ~ Approved - - 11/13/2025 8:.04 11/13/2025 7:29 Snickers Inc. None been Approved
Payee to Onboard in UD PM PM
Exchange Dear Amy Drag,
Supplier Team Request to Invite New Supplier or  Approved - - 11/12/2025 8:44 11/11/2026 11:12  Supplier Team None
crenees popee o prbcardn o A A e Your request for Snickers Inc. has been approved.
Email Only TEST Form Approved - - 11/11/2025 10:31 11/11/202510:30  Email Only In Progress
AM AM
Custom Fields m Fields None
only . q r : A\ Thank You,
You will receive an email if your request is Approved. | ;
University of Delaware
You WI|.| also receive an email and UDX notification Support Team Contact Information:
every time the status of your request changes.
procurement@udel.edu




When Your Request is Returned

@ My Supplier Requests X+

€ > C % usertestsciquestcom/apps/Router/ManageSup|

etz BACHANGE

Suppliers » Requests » My Supplier

My Supplier Requests

 Filter Supplier Requests

Requested Supplier, Template Name Q

#
»
[}
e
piy
=]
&
1l

You will receive an email if your request is Returned or Rejected.
Navigate to "My Supplier Requests".
Click on the supplier name then click on the History link in the

Request Status * (O Approved Incomplete T EeCter

top right corner.

A pop-up will appear and you can see "Notes" explaining why

your request was returned.

If Returned, make the correction and resubmit

Returned Under Review (] Completed
Include public Supplier O
request form?
Apply
Requested Request Workflow Status Last Supp
Supplier = Template = Status & WorkflowStep = Assignee Updated v Created = Profil
Squan Beach Request to Invite New Supplier o Returned - - 10/1/2025 7:44PM  10/1/20257:37
Payee to Onboard in UD Exchange M
Highland Beach ~ Request to Invite New Supplier or  Incomplete - - 9/30/2025 12:54 9/30/202512:54
Inc Payee to Onboard in UD Exchange M M
SeaWatch Inc Request to Invite New Supplieror  Under Review Supplier Request - 9/30/2025 5:13 AM  9/30/2025 5:11
Payee to Onboard in UD Exchange Approval AM

@ tiistory -

1-14 of 14 Results

Date «

10/1/20
25
7.4411
PM

10/1/20
25
7:43:32
PM

10/1/20
25
7:39:02
PM

10/1/20
25

Google Chrome

User =

Wendy
Craven

Wendy
Craven

System

Shanno
n

Action =

Registratio
n Returned
0

Requester

Form
Request
Assigned

Form
Request
Submitted

Modified

—
m

Section =

SubSection =

Context <

Supplier
Registration
Workflow:
Supplier
Request
Approval

Supplier
Registration
Workflow:
Supplier
Request
Approval

Supplier
Reg\stranon
Workflow

Request to
Invite New

181777 p=1759362662722 % O

Field

Revie
w

plier

IV

gt EXCHANGE

25 usertest.sciquest.com/apps/Router/supplierRequestResponseHistory?Requestld=1181777&tmstmp=1759362662717

Alv Search (Alt+Q) Q 000USD W

:ady registered in UD Exchange:

s "Active” or ‘Active for Shopping.” They do not need to be invited to be onboarded again.

“ rd, the supplier can submit their own changes through the supplier portal.

200 Per Page v Please contact Procurement to request that they be reactivated (procurement@udel.edu)
old on this form. Procurement will review, and will send an onboarding invitation to the supplier/payee
Value to the UDX supplier portal, and provide information including legal tax entity classification, transaction

missing info «profile. Please see the job aid available here.

ormation and if approved, the supplier will be enabled for ‘shopping”

ge and PeopleSoft as a descriptor for any individual or entity receiving any type of payment from

rsements,stipends, awards, and other nor-purchase related disbursements.

1 substitute W9, and IRS W8/SDC form collection processes. Moving forward, all suppliers will be
). Over the next few months, in a phased approach, Procurement will be sending invitations to all

edentials.

Inco Under
mplet  Review

amE O

Om &2

Next »
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After Your Request is Approved

aware. EXCHANGE

Supplier Invitation for University of Delaware

Dear Highland Beach Inc,

University of Delaware has invited you to register as a potential supplier. Our supplier network is a best-
in-class Supplier Registration and eProcurement system that provides a one-stop, complete solution for
buyer and supplier interaction.

Becoming a University of Delaware network supplier is free, easy and it only takes a few minutes to join.
By selecting the "Register Now" button below, you will be routed to a secure website to complete the
registration process. Upon successful completion of your registration, you will have access to your
secure portal where you can add additional details about your organization, invite colleagues to become
users in your site, and more.

Thank You,

University of Delaware

Lets see what this looks like

If you have any technical questions, please contact procurement@udel.edu or for assistance and
identify yourself as registering in the University of Delaware Supplier Network.



mailto:Udexchange@jaggaer.com

Highland Beach Inc Welcome to Supplier Registration ?

Registration In Progress for;
University of Delaware

3o0f7 Steps Complete

Thank you for your interest in doing business with the University of Delaware. In order to become an approved supplier, you must:

1. Create your UDX account.
2. Complete your supplier registration including the certification and submission p

The first step of the registration process is o create an account where you will be requ

Legal Company Name * Highland Beach Inc

Payment Information

Comments

Company Overview A credentials to the Supplier Portal,
Business Details " Youwill be notified when your supplier registration has been approved by the University,
made by logging into the UDX Portal and submitting updates or corrections.
Addresses A
L v Required to Start Registration
Insurance v
A
A

Certify & Submit

Registration FAQ | View History
% Required to Complete Registration



https://solutions.sciquest.com/apps/Router/SupplierLogin?CustOrg=UDel

o
X

@ My Supplier Requests X o+ -
€« > Cc 25 usertest.sciquest.com/apps/Router/ManageSupplierRequests?tmstmp=1759231550368 h*g D e @ 0 :

Wﬂm EXCHANGE TEST SITE Search (Alt+Q) 2278.00USD W

Suppliers » Requests » My Supplier Requests

My Supplier Requests

~ Filter Supplier Requests

Requested Supplier, Template Name Q ‘

Request Status * Approved Incomplete Rejected
Returned Under Review Completed

Include public Supplier o

request form?

nas@.mmﬁua

Apply
< » Page 1 of 2 1-10 of 15 Results
Requested Request Workflow Status Last Supplier Registration
Supplier ~ Template =~ Status = Workflow Step = Assignee Updated + Created ~ Profile Status
Sunrise Cafe Request to Invite New Supplier or  Approved - - 9/30/2025 6:44 9/30/2025 6:19 Sunrise Cafe In Progress
Payee to Onboard in UD AM AM
Exchange
Unbelievable Inc Request to Invite New Supplier or  Returned - - 9/29/2025 1:25 9/29/2025 1:22 -
Payee to Onboard in UD PM PM
Exchange
Bike Tours Inc Request to Invite New Supplier or  Incomplete - - 9/28/2025 4:.02 9/28/2025 4:.02 -
Payee to Onboard in UD PM PM
Exchange
Bike Tours Inc Request to Invite New Supplier or  Approved - - 9/28/2025 3:57 9/28/2025 3:55 Bike Tours Inc  In Progress
Payee to Onboard in UD PM PM
Exchange
Local Summer Request to Invite New Supplier or  Returned - - 9/28/2025 3:42 9/28/2025 3:38 -
Brewery Payee to Onboard in UD PM PM
Exchange
Lilly Vernon Request to Invite New Supplier or  Under Review Supplier Request - 9/24/20257:37 9/24/2025 7:34 -
Payee to Onboard in UD Approval PM PM
Exchange
Q Main Street Toys Request to Invite New Supplier or  Incomplete - - 9/24/2025 7:32 9/24/2025 7:32 -

Pavee tn Onhoard in 1IN PM PM



What Happens During the
Supplier Registration Process?

* Once the supplier completes their registration—including all required fields and
their W-9 or W-8—the submission is routed to the Procurement Supplier Team for
review.

 The Supplier Team verifies all submitted information, including tax documentation
and banking details, and screens for any supplier-related sanctions or restrictions.

e If additional information is needed, the Supplier Team will contact the supplier
directly via email sent from UDX.

* You can monitor the supplier’s registration status in the same location where you
track your request status: Shopping Home-> Suppliers-> Requests—> My Supplier
Requests. You will also receive email notifications whenever the supplier's
registration status changes.

SITYor U O
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Questions:
e procurement@udel.edu

Resources:

* Procurement Services Website

* NPOP Matrix

 Completing the Bulk Supplier Request

Form
e Sample Email for Suppliers



https://www.udel.edu/faculty-staff/procurement/
https://www1.udel.edu/procurement/restricted/guides/making-payment-requests/NPOPMatrix.pdf
https://www.udel.edu/content/dam/udelImages/procurement/trainingresources/supplier-onboarding/Bulk_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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