New Vendor Registration
Foreign or Non-Resident Individuals

1. Click the link in the email from PaymentWorks. If you do not see the email, please check your spam or
junk folders or reach out to your payment requester to resend the invite.

SDSU i PaymentWorks

Dear Jack McFarland:
Initiator has invited you to register as a new vendor to SDSU Research Foundation (Test).
Hallo

In order for SDSU Research Foundation (Test) to establish you or your company as a payee or vendor, please click here to
register on PaymentWaorks, SDSU Research Foundation (Test)'s supplier portal.

Before you begin the registration process, be sure to have the following information available:

1. Avalid tax ID (either an EIN or SSN)
2. If you wish to receive electronic (ACH) payments, you will need a copy of a voided check or bank statement.

If you have questions regarding the PaymentWorks platform or specific aspects of the registration process, please review
the help documentation or contact Support here.

Thank you for your support.
Sincerely,

SDSU Research Foundation (Test)

2. Click the “Join Now” button to start
the process.

If you are already registered with a Research

different email address, please click SDSU i
“Click here to login,” update any old
information, and notify the sender that
you already have an account.

San Diego State University Research Foundation (Test)

Before registering as a new San Diego State University Research
Foundation (Test) supplier, you first need to create a free

PaymentWorks account

Already registered on PaymentWorks? Click here to login




3. Fill out the first step of the application and click
“Join Now.”

Payees (Suppliers)

NOTE: Please use the same email address the Join PaymentWorks for Free

application was initially sent to.

Your Information

Create Password

agree to the Tems of Service

— =N

o

Vendor Registration Step 1 of 4

4. After submitting part one, you will receive an activation email at the email address you entered on the
previous screen.

= PaymentWorks

An activation email has been sent to you. Please use the link in this email to activate your account.

Please note that there may be a delay of up to 24 hours before this message is delivered. Please check all of your filtered
folders.

© @ 0 @
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5. Click the link in the activation email to validate your email address and be routed to the application.

® PaymentWorks <do-not-reply@paymentworks.coms
. to sdsurfpw2019+marysanderson =
Thanks for registering!
Verify your email within the next 72 hours to activate your account, and then sign in to complete your registration.

-

Verify Your Email and Complete Your Registration <&

Thank you,
PaymentWorks

PaymentWorks

If this was sent to you in error, please ignore this email and your address will be removed from our records.

6. Click “Sign In” to continue the process.

6

Registration Almost Complete!

Click the Sign In button below to access and complete your New Vendor Registration Form.
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7. Use the information you entered previously to log in.

= PaymentWorks

Sign In

Forgot password?

8. Go through the

application as SDSU  Fsi

follows:

Click "Next" to SDSU Research Foundation
continue.

New Vendor Registration

Welcome, Pepper Potts!

In order to onboard as a new vendor, you will have to fill out and
submit the following form to SDSU Research Foundation (Test).

You will be notified by email when your application is processed

Save and Exit m




9. As a foreign or non-resident
individual, select the first option
“Individual, Sole Proprietorship, or
Single Member LLC.”

10. Select your Country of
Citizenship.

11. Next, select “Foreign Tax ID” as the
TIN type.

Tax

Information For tax purposes, which

best describes you?”

Individual, Sole Proprietorship, or Single-member
Step9 @ Mg

O Corporation or other complex business entity

Country of Citizenship™

(Country of Incorporation if using EIN)
Step 10 Canada

TIN Type *

Select an Option

Step 11 I_l:nrninn Tav IN

Select One
Social Security Number (SSN)
Individual Taxpayer Identification Number (ITIN)

Foreign Tax ID

NOTE: If you do not have a TIN type, please contact PaymentWorks Support at
https://community.paymentworks.com/payees/ by clicking the “Contact Support” button in the top right

corner and requesting a “Placeholder Tax ID.”

12. Complete the identifying portion of the form.

13. Next, fill in your tax ID (or placeholder ID).

TIN Type™

Foreign Tax ID v

Business Legal Name™

Legal Name is defined as your company's official
name

s on government and legal forms and is

companys Tax Identification number

Research Corporation

Tax Number™

8 to 20 characters

123456789

Confirm Tax Number™

123456789




14. Next, complete a W-8BEN

(for foreign individuals). W-8BEN or W-9

If you have a valid W-8BEN, click If you are not a U.S. citizen and you are not a resident
“Choose file” to upload an existing
W-8BEN. Note: W-8BEN forms expire form
three years after they are signed.

alien: upload a completed PDF or image of the W-8BEN

If you are not a U.S. citizen and you are a resident

If you do not have a W-8BEN, click the alien: upload a completed PDF or image of the W-9
“W-8BEN” link to download a fillable form. form

Please follow the guidelines below to Blank forms can be found at these links:
slant THREE a e Tound at these KS.
complete a W-8BEN form.

W-8BEN  W-9

._/'"—"\
| ChooseFile )

o 3

No file chosen

14.1 When completing the W8-BEN, please fill out at LEAST the following fields highlighted in yellow.
Fields in blue boxes are optional if they apply to your organization. The form is only one page.



- W=-8BEN Certificate of Foreign Status of Beneficial Owner for United
States Tax Withholding and Reporting (Individuals)

(R Detobar 2021) ® For use by Individuals. Entities must use Form W-5BEN-E. OME Mo 1045024

o 1 of #ha Treamury * Go to W, IFs, oV FormWSBEN for Instructions and the latest information.

Imamal Faveria Sannca * Give this form to the withholding agent or payer. Do not send to the IRS.

Do WOT use this tform 1 Instesd, use Form:
sYouara MOTanindheaual - . . . . oo oo L. oL 2 Evd Eie SR ETE O 4NE s 3 - . W-EHEN-E
= ¥ou are 8 U.S. clizan or otner LS. parson, Includng a resident allen Indvideal . . . 2 S I S + s - .- WD
-‘r':-u.areat-emnda]mnarda]mquthathmrrmlsaﬂ&:h'etgrmnm:hedmmtremndmrﬂrt:aaﬂnftuslmss.ﬁﬂ'mﬂ'eUri‘EdS‘lates

{othar then personal services] . % . = E L i S0 . - RO
= You ana & bensficial ownar wha is recelving compensataon for personal services performed Inthe United Stafes ~ . . . . . . E235orwW-d
« YO0 AnS 5 person acting esen Inemmedtany . . . . L . L L L L o . e e e e e e e e e WeEIMY

Mote: 7 you are resident In & FATCA pariner Jumsdiction fthat 1s, 2 Modsl 1 1GA jursdiction with reciprocity), certain fax account information may be
provided to your jurisdiciion of residenca.

IEEdN  1dentification of Beneficial Owner 322 instructions)
1 Name of ININVIOLE Who i e Denencial owner 2 Country of cizensrep

3 Permmanent residence addrese (sTreel. apl. or sulfe no., or rura route). Do nof use a P.O. box or In-care-of address,

‘City or toam, Stats or province. INClide Dostal cooe Whare appeopriste. Country

4 Malling aodress (T ANErent o S0oVE)

CHty or town, State of province. Include postal code whare apoeoprate. Courtry

5 LS faxpayer identMication numioer (338 of IMIN), I required [ze2 Inginections)

€a  Fovaign ta identtying member see instuctions) B Chock I FTMnOtlogalyrequred . _ _ . . . _ . . . _ [

7  Reterence numbens) (&2 Instructons) & Date of birh MM-DO-YY¥Y] (582 Instructions)

IS Claim of Tax Treaty Benefits (ior chapter 3 pUTpOSes only) (se€ instructons)

@ | carify thal e benatcial owner ks 8 resident of withiin tha meaning of the income tax
treaty batween the Unfed States and that country.
10  Special rates and conditlons §f Epplicabie—see Instructions): The benaticial owner s claiming the provisions of Article and paragraph
af the treaty identffied on line 9 above o claim B8 % rate of withhoiding on [speciy type of Income):

"Expiain the addtionsl condiions in tha Aricks and peragrach the beneficlal owner meets to be sligible for the reie of withnolding:

 Part Il ST
Lindar paratias of parey, | daciar that | haws cxamined tha inkmmation on this fom and 1o the ot of my knowlergo and baliaf it is e, comant, and compiess. 1 iortar ooty under nonaftios of pasury thae

= | am tha indrsdund 1hat is the bonoficial owner jor om muthorized 1o sign for tha individual that i the beraficnl ownaer) of 2l tha incomo or procoads to which this fonm
melatos or om wsing this form to dooument mysolf for chapier 4 porposas;

» Tha porson namad on fing 1 of this form is not m U3, pamon;
* This form relstes foo
{a} incama ol afacively comnosiad with tha conduct of & tmds or businass n fha Uited States;
() incorme affectively connaciad with the conduct of o tdo o businass in tha Unted Stetea. but & not subject o tax undor an anplicabls inooma 1ox treaty;
iic} thea partnar's shara of & parinarshin’s aifectively connectad taeabls mooma; or
id) tha pariner’s amount resired from tha transiar of & pertnamship mtenest subject fo withholding endar saction 1440
*» Thaporsen nammed on ina 1 of thes foes: = & residant of the: resfy couniny issed on e 0 of the fom [ amy] within e masning of the mooma tme ireey bebeson tha Lnkod Steios and fof coundny; and
+ For brokar ransoctions oo barter cechangas, the beneficial ownar is an exampt foreign parson s dafinad in e inmnuctions.

Furharmons, | nuthores this form 1o be prowidod to any withhaoid ot thaat ham oonbml, recoet, or custody of the nooms of wihich mwbﬂwmuraorlryuﬂrntﬁrgagwrml @n
dmorrmpufwlnuil-nrm-flhchlmﬁ'nw.ﬁ:wwIqw&ﬂlﬂuhmnmbﬂn-ﬁmﬂﬂdmiqmmﬁmmldnm this form becomes incomroeol.

] 1 cartiy that | have w capacity & sign for tha parson identfiad on lng 1 of ths fom

[
Exgnarora of benalcia cwnar jor indhioual aUtorizad o ogn 1or banahoal owna) Dt (MDY YY)

Signump

Print e of signar
For Paperwork Reduction Act Mollce, see separate instructions. Cal. Moo 280477 Form W-BBEN Fav. 10.20m1)




14.2 After you fill out the W-8BEN and
save the file on your computer, upload the
completed form by clicking

“Choose File” and select the appropriate
file to upload.

W-8BEN or W-9*

If you are not a U.S. citizen and you are not a resident
alien: upload a completed PDF or image of the W-8BEN
form.

If you are not a U.S. citizen and you are a resident
alien: upload a completed PDF or image of the W-9
form.

Blank forms can be found at these links;

W-8BEN  W-9

F . »
[ Choose File )
N vy

No file chosen

15. Next, Complete the Personal Personal Your Full Name or DBA (doing business as) Business
Information section. Please enter your \ Hame™
fu” |ega| name here_ Informatlon Enter your full name, or your business name as you

would like
it to appear on a check or other form of payment made

Hit "Next" in the bottom right A —_— out to you
corner of the screen to continue. Ergs T Her
Luis Fonsi

Telephone Number™

Enter Telephone Here

I«1- (213)222-3656 ext.

Preferred Email™
Enter Email Here

foreignbusiness@email.com

Save And EZLI



16. Next, complete the Primary
Address section. (This is where your
tax documents will be sent).

Note: This address must be the
same as on the W-8BEN.

17. Next, complete the

Remittance Address section.

Click the “Same as Primary Address”
box, since check payment option is not
available for foreign individuals unless
you are in the US and will be picking
the check.

Hit "Next" again to continue.

18. Next, select Yes or No for the
question “Are you a SDSU/SDSURF
student or employee?”

Note: If your answer is “Yes,” enter a
valid 9-digit RedID or Employee ID.

19. Next, for the Supplier category,
select “Foreign Individual.”

20. Next, for the question “Do you
accept credit cards?” select “No.”

21. Next, for the question “Do you
accept Purchase Orders?” choose the
one that applies to you.

Primary Address s
. Canada
Street 1*
1845 Northwest Ave
Street 2
City
i
Provinc
Briti lumb
Zip / Postal Code™
1N 2RF
Remlttance Same as Primary Address
Address
Save and Exit m
Additional  Areyoua spsu/spsurr student or employee?*

Information

Yes

Enter your 9-digit red ID*
Enter Text Here

Sukp.plier Category ™
;orelgn -I-nd'i‘viclual

Dq you accept credit cards?”
o

Purchase Order Information

Do you accept Purchase Orders?”™

No




22. Next, chose Yes or No for the “Will you be
performing services in the US?" question. If you
chose “Yes,” you will be required to provide the
following information and documents:

e Visatype

o Arrival date

e Planned departure date

e Visa start date

e Copy of Visa to upload

o Visa expiration date (if applicable)

e Passport number

e Copy of passport to upload

e Passport expiration date (if applicable)
e |IRS form 8233 upload (if applicable)

Foreign Individual Tax Information

Will you be performing services in the US?”*

" Yes

Visa Type”™

Planned departure date”™

Select a Date

Start date of Visa status™

Visa Document”™

" Choose File \]

Na file chosen

Visa Document Expiration Date ™
Select a Date
I Never Expires

Passport number ™

Enter Text Here

Passport Document”

i B
( Choose File |
\\ /f

Nao file chosen

Passport Document Expiration Date™

Select a Date
I Never Expires

Upload a copy of your Form 8233
\ Choose File |

. A

No file chosen

10



23. Next, choose your “Bank
Location” and “Payment Method.”

If you select US Bank Account, you
can choose ACH (direct deposit) or
Check.

If you choose ACH (direct deposit,
under US Bank) you will need to fill
out the banking information that
follows this section.

Note: Only domestic US banks can
be used for direct deposit
payments.

Additional

Information

Payment Information

Bank Location™

US Bank Account -

Payment Method for Payees with a US Bank Account™

If you are a SDSU or SDSURF student or employee, ACH is required for

| (we) hereby authorize SDSURF to initiate adjustments made for any
deposited entries made in error to my account”

Authorize

If you wish to receive a wire transfer to a foreign bank, please select “Foreign Bank” and then
“Wire” as your payment method. Skip to Step # 31 for additional instructions.

24. Then, complete the Banking
Information.

25. Next, upload a bank validation
file. You will be required to provide
banking information and supporting
documentation to verify and validate
your account information.

Banking
Information

Bank Name™
Bank of America

Name on Account™

Pepper Pots

)
|
\

Bank Validation File*

= . X
Choose File )

No file chosen

11



26. Next, provide an email address to
receive payment notifications, and
click the “I Agree” box to authorize
PaymentWorks to send electronic
payments.

27. Lastly, provide the bank address.

28. Once completed, click the
“Submit” button at the bottom right
corner.

You will see this once submitted.

Over the next week,
please check your spam /
junk mail for any additional
communications from
PaymentWorks.

Email Address for Payment Notifications ™

Enter Emall Here

Bank Authorization”™

Customers using PaymentWorks and the financial institution named
herein are authorized to automatically deposit monies to my account
| Agree

Bank Address e
. — R United States
Street 1™
PO

Street 2

Enter Text Here

City*

Enter Text Here
State”

District of Columbia

Zip / Postal Code™

Enter Text Here

Submission Successful!

Your new vendor registration has been submitted successfully to
SDSU Research Foundation (Test).

As part of your registration process you may receive a phone call
from PaymentWorks to review information you have submitted.

You will receive an email notification when your application has
been approved.

Please note - this is not an authorization to perform services.

Give Us Your Feedback Go to your dashboard

12



Another option for Banking Location and Payment Method from Step 22:

29. If you select Foreign Banks,
you can choose Wire or Check.

Only select “Check” if you are in the
US to pick up the check. Otherwise,
select “Wire.”

If you select “Check” (under Foreign
Bank), there will be no more
information to provide. Please click
the “Submit” button to fully submit
the application.

If you select “Wire” (under Foreign
Bank), you will be required to
provide banking information and
supporting documentation to verify
and validate your account
information.

30. Then, click the “Submit” button to
fully submit your PaymentWorks
registration.

Additional Payment Information
Information sl
Please indicate whether you will be using a US bank
nt or a foreign bank account to deposit your
Foreign Bank Account v
Payment Method for Payees with a Foreign Bank
Account™
Choose One
Wire
Check
i Bank Name ™
Banking
Info rmation Bank of America

Name on Account”

Pepper Pots

Bank Validation File*

."—"-\
( Choose File jl

No file chosen

Save And Exit

Submit

After your application is fully approved, you will receive an email with your vendor ID number
and a link to a Wire Transfer form to complete your foreign banking information. Your payment
cannot be processed until this Wire Transfer form is completed.
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