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Initiating Email Approvals
• Document approvals can be performed either within UD Exchange or via email.
• Before you can approve via email, you must set up an email approval code in your 

UD Exchange profile.
• You will need to enter your approval code every time you approve a document via 

email, so pick a code you will remember!
• You will still be able to complete your approvals within UD Exchange system even if 

you have set up an email approval code.
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Approvals can also 
be completed in 
the Jaggaer app! 
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Access your profile.
• Click the Profile Icon.
• Select View my Profile.

To set up your email approval code:

• Click the Profile Icon

• Select View My Profile
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Select Update Security Settings

Click Change Email Approval Code.
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Create an Email Approval Code:

• Enter an Email Approval Code. Your code must be at least four characters long and may contain 
letters, numbers, and special characters.

• Click Save Changes. Once the Email Approval Code is set, you can approve requisitions via email.
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When a requisition requires your approval, you will receive a system generated
email notification with the details for your review.
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Once you have reviewed the document, Click Take Action.
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A UD Exchange browser tab will open, displaying the requisition.
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Navigate to the Actions section.

• Enter your email Approval Code into the Approval Code field.

• Click Approve.
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You will receive a message that the requisition has been approved successfully.
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Questions:
• procurement@udel.edu

Resources:
• Procurement Services Website
• Mobile App Activation

mailto:procurement@udel.edu
https://www1.udel.edu/procurement/
https://www1.udel.edu/procurement/UDX/NewUX/General/UDX%20Mobile%20App%20-%20Activation.pdf
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