If 1 am a foreign vendor, | don’t have SSN/ITIN/EIN number, what do | need to do?

1. LoglInto PaymentWorks at https://www.paymentworks.com/accounts/login/
PaymentWaorks .

Sign In

2. C|ICk the "Connect" tab

VWOTKS
# Home % Connect & Invoices @ News Updates & Messages [ Remittances
Manage Your coppgctions +*
No Active Connections University of Houston System (Test) n Progress No Current Suggestions.

Connect with your customers %%

Search for your customer: Create a Company Profile

PaymentWorks

Enter at least 3 characters ‘ Stalliy ‘

3. Click on the text that reads University of Houston System

ftHome @ Connect & lnvoices  Q@NewsUpdates  Messages B Remitiances

Customer Registrations

Companies You May

Want To Connect With

University of Houston System (Test) In Progress No Current Sugg
_
Connect with your customers &
Search for your customer: Create a Company Profile

Enter a least 3 characters

e Paymentw rks



https://www.paymentworks.com/accounts/login/
https://www.paymentworks.com/accounts/login/
https://www.paymentworks.com/accounts/login/

4. You will be taken into the form. Please review all fields to ensure info. Especially go to the tax

information section and Additional information. Please follow the steps below:

1) Please note that the tax information section must have the following information:

l. Country of Citizenship: indicate your non-US country of citizenship as appropriate.

1. TIN Type: Indicate Foreign Tax ID as appropriate

lll.  Tax number: please enter the TINS number was assigned by your own county

Tax Information

=
—/*

For tax purposes, which best describes you? ™

© Individual, Sole Proprietorship, or Single-member
LLC

Corporation or other complex business entity

Country of Citizenship ™

0

pora

United Kingdom o
TIMN Type™
Foreign Tax ID "

Legal First Mame”

Legal Last Mame™

Tax Mumber”

Confirm Tax Mumber”™

2) Please note that the additional information section must have the following information:
I.  Supplier Category: please select US Individual, as appropriate based on your residency.

Additional Information

o

Supplier Category”™

US Individual ~

Choose One

US Individual
Foreign Individual
US Entity

Enter your University of Houston Employee ID”

Are you a University of Houston System student (UH,
UHCL, UHD, UHV)?™

Yes v



5. Check if accurate and click the “Submit/Register” button at the bottom of the page to submit
the form.

Streez 2

State ™

Select 3 State ~




