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Foreign Resident Payment Request

Note: This option is for Foreign Residents requesting non-PO payments such as honoraria,
stipends, and travel reimbursements. To register, you must have a bank account and provide
the following:

a. A completed IRS W-8 form (not required for travel reimbursement requests).
b. A banking document with your banking details, including:
[.  Bank name
II.  Bank Account Number
lll.  Bank Routing Number (Bank ID)
IV. International Bank Account Number (IBAN)
V.  Society for Worldwide Interbank Financial Telecommunications (SWIFT

Code)
VI.  Bank Address (If you have one)
VIl.  Bank Phone number (if you have one)

Ensure all information is accurate and complete to avoid processing delays.

If you are a Foreign Resident, follow the instructions below. If you are a U.S. Resident, refer to
the U.S. Resident Payment Request.

Click on the link:
SCP PUB REG FL (stanford.edu)

a. Click on User Registration
b. Click on Register now under Register as Foreign Resident Payment Request

User Registration

Register as US Supplier

US Suppliers click here ta submit an online registration to become an approved Supplier. Requirements for all SLAC suppliers are current W8 (October 2018 Form), DUNS number, and an active / current SAM gov account for your company.

@

[ Reomer o
Register as Foreign Supplier
' ‘ Fareign Suppliers click here to submit an online registration to become an approved Supplier. Requirements for all SLAC suppliers are current W8 (October 2021 Form), DUNS number, and an active / current SAM gov account for your company
\Q More
| Register now
US Resident Payment Request
' ‘ US Residents requesting non-PO payments such as honoraria, stipends, and travel reimbursements should cick here to submit an online registration
\Q More
| Register now

Foreign Resident Pymnt Request

Foreign Residents requesting non- PO payments such as honoraria, stipends, and travel reimbursements should click here o submit an online registration

=

A. Step 1 of 6: Welcome

Please disregard the type of entity you represent, as it is auto filled for you as “Business”. Select
Next or select Continue from where you left.
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https://travel.slac.stanford.edu/sites/default/files/2023-08/U.S.%20Resident%20Payment%20Request%20-%20User%20Guide.pdf
https://erp-fsprdext.erp.slac.stanford.edu/psc/fsprdext/SUPPLIER/ERP/c/SCP_PUBLIC_MENU_FL.SCP_PUB_REG_CMP_FL.GBL

Welcome

Welcome - Step 1 of 6

Complete all pages. Use navigation buttons to move between steps or "Save for Later” to save your work. You will need to provide a valid email address and create a password
(min of 8 characters, incl. 1 capital letter, 1 number and 1 special character)

If you have any questions or feedback on the registration process, please email: travel@slac. stanford.edu

Bidder\Supplier Registration X

Identifying Information Addresses Contacts Payment Information Submit

Please disregard the type of entity you represent, it is auto filled for you as “Business”.

Click Next.

Select an activity below: &

@© Start a new registration form

‘What type of entity do you represent?

Continue from where you left

* Required field

Business
Individual

oo [ > ]

B. Step 2 of 6: Identifying Information

1. Unique ID & Company Profile:
a. Passport Number

b.

Input without dashes (e.g., 123456789A).

Enter Entity Name: Enter your legal name. The character limit is 35, if you need more
than 35 characters (including spaces) continue to the Additional Name field.

Do not enter any special characters, this includes; “, & .”

Il. Character limitation is 35 or less, this includes spaces
Ill. Name is required to match W-8 Form exactly (if a W-8 form is required).

Choose Entity Organization Type: Based on the payment request, choose one of the
following:

Travel: Reimbursements for travel expenses that cannot be processed through
Concur.

Stipend: A financial support provided to individuals undergoing training or
learning, not considered compensation for work performed.

Honorarium: A voluntary payment made as a gesture of goodwill and
appreciation to speakers or participants in special SLAC events.

2. Profile questions:

If you are a foreign resident and requesting an Honorarium or Stipend as a form of payment,
click on the magnifying glass located on the right side of box 1 and select “Yes.”

If you are a foreign resident seeking travel reimbursement, click on the magnifying glass located
on the right side of box 1 and select “Not Applicable.”

a. A W-8 form is not required for travel reimbursements.
b. Banking documentation is required
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I Exit H Save for Later l l 4 Previous ” Next »

Identifying Information - Step 2 of 6

- Input passpart number
- Entity Name: Input your legal name
- Entity Organization Type: Travel (Payment for travel expenses), Stipend (Financial support to students), t (Paymentto atSLAC)

Unique ID & Company Profile

* Passport Number ‘

* Entity Name Add Atachment

* Entity O Type

|
[
Additional Hame |
|

http://URL | Open URL

Profile Questions @

o)
*Ifyou are a foreign resident and ~ ‘
requesting an Honorarium or Stipend as v

a form of payment, click on the A

[

Look Up List
Identifying Information - Step 2 of 6

Question ID 260
~Input passport number

~Entity Name: Input your legal name. List Line Number |= -

- Enfity Organization Type: Travel (Payment for trave

Listitem | begins with +| | |

Unique ID & Company Profile @

* Passport Number

Search Results
View 100 1-3013 ~
* Entity Name
List Line Number __ List item

tion Type:
1 Not Applicable

2 Do Not have Forms

3 Yes, attached

Profile Questions @

*lfyou are a foreign resident and
requesting an Honorarium or Stipend as
aform of payment, click on the

3. Add Attachment(s)

Documents needed are W-8 Form dated October 2021 (if applicable) and Bank Documents.

To attach W-8 Form and Banking Document, click on Add Attachment

Upload your W-8 Form dated October 2021 (if applicable)

Upload your Banking Information on Company or Bank letterhead

An attached bank document is required for Travel reimbursement and non-PO
payments such as honoraria and stipend. The bank document must include:

o T

X3

S
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I.  Bank Name
II.  Bank Account Number
lll.  Bank Routing Number (Bank ID)
IV.  International Bank Account Number (IBAN)
V.  Society for Worldwide Interbank Financial Telecommunications (SWIFT Code)
VI.  Bank Address (If you have one)
VII.  Bank Phone number (if you have one)

Bidder\Supplier Registration

[ Exit H Save for Later ] l < Previous ][ Next »

Identifying Information - Step 2 of 6

- Input passport number
- Entity Name: Input your legal name
- Entity Organization Type: Travel (Payment for travel expenses), Stipend (Financial support to students), (Paymentto at SLAC)

Unique ID & Company Profile @

* Passport Number [

* Entity Name

l Add Attachment

[
l

Additional Hame | |
[ | OpenURL

]

* Entity ization Type

http://URL

Profile Questions (3

*Ifyou are a foreign resident and ~ @[
requesting an Honorarium or Stipend as v
a form of payment, click on the A

e Click Add Attachment once more

Supplier Attachment

Attachments

@ 1-10f1 v | view Al

File Name | Description Date/Time Stamp

View

Adding large attachments can take some time to upload, therefore, it is advisable to save the transaction before adding
large attachments.

[ i Add Attachment

| [ cancal
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¢ Click on Choose Files and then click on Upload

File Attachment

You may attach up to 99 files o upload

Choose Files Mo file chosen

Upload ” Cancel ]

o Repeat the process to add a second attachment, such as a banking document

C. Step 3 of 6: Addresses

1. All Addresses
a. Do not enter any special characters, this includes; “, & .”
b. Character limitation is 35 or less, this includes spaces
c. Limit 2 Address Lines ONLY. Do not enter information in Address Line 3 or
Address Line 4 (if applicable)
d. Primary Address must match the address on W-8 Form
Add additional addresses if applicable
Email ID: Enter your primary email address. All notifications regarding your payment
request will be sent to this email, so ensure it is accurate.

bl )]
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Bidder\Supplier Registration
.

Addresses - Step 3 of 6

- Listyour house number and street name

- Enter City and State/Province

- Pastal: List your postal code

- Enter your primary email ID for payment notifications
- Click Next

Primary Address ®

Address 1|

Address Zl

Address 3|

Post Office |

City| |

Postal

Depat rlmentl

Email ID ‘

Other Addresses &

Check boxes below to indicate addresses that are different from your Primary Address above:

D. Step 4 of 6: Contact

1. Add Contact: Fill in your information and create a User ID and password. The User ID
and password will be required to access your profile, allowing you to make necessary
modifications and updates as needed.

a. First Name: Ensure the name entered matches the name on the bank account and

W-8 (if a W-8 form is required).

Last Name

Email ID

Telephone

Requested User ID: Use your email for the User ID

Password: requirement: minimum of 8 characters long, one capital letter, one

number and one special character. You will need to create your own User ID and

password to complete the Set up.

g. Currency Code: Keep it at US Dollar

h. Rate Type: Select Current Rate

< Ensure that your User ID and password are secure and easy for you to remember.

~ooo00o
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Bidder\Supplier Registration

= = = ] o O

Welcome |dentifying Information Addresses Contacts Payment Information Submit

[ Exit H Save for Later I l < Previous H Next »

Contacts - Step 4 of 6
Click Add Contact to create User ID and password needed to access your profile and make future updates
- Enter your first and last name, email ID, phone number
- Password: minimum 8 character long, one capital letter, one number and one special character

Company Contacts (&

You have not added any contact information to your application. Choose "Add Contact” to add new contact information.

Add Contact

* Required field Exit ][ Save for Later I l 4 Previous H Next »

Add Contacts X

Contact Information @

Description

* First Name

J
l [ Primary Contact|
|
|

I
l
“LastName |
[
l
l
l
l

Title
Contacts - Step 4 of 6
* Email ID l
Click Add Contact to create Use
* Telephone l Ext [ ]
Fax Number l
Company Contacts @
Contact Type Vl
You have not added any co
User Profile Information ®
*Required field * Requested User ID [ ]
Password I ]
Confirm I ]
Password
Description l l

*Language Code English v

Currency Code US Dollar
| “Rate Type

<

e Once completed, you may choose to add additional contacts or click Next to proceed.
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Bidder\Supplier Registration

=] =2 & 0 O
Welcome Contacts Payment Information Submit

I Exit ” Save for Later ] l 4 Previous H Next »

Contacts - Step 4 of 6
Click Add Contact to create User ID and password needed to access your profile and make future updates
- Enter your first and |ast name, email D, phone numoer
- Password: minimum & character long, one capital letter, one number and one special character

Company Contacts @
Primary Name Phone.

Designate Address.

® Jane Jones 11234557890 Primary Address v

Add Contact

* Required field l Exit H Save for Later ][ 4 Previous ][

E. Step 5 of 6: Payment Information

1. Payment Preferences
a. Payment Method: Select Wire Transfer ONLY
b. Check the box for Enable Email Payment Advice
c. Enter Email Address for Payment Advice (to receive natification of payment)

Bic 4

Bidder\Supplier Registration

a
Welcome Identifying Information Addresses Contacts Payment Information Submit

[ o ) [ | [rwons ) [ on s

Payment Information - Step 5 of

Transfer only

[ Enable Emai Payment Advice

Email Adress

pamentmanos [ 7]

Automaled Cleasing House
Supplier Banking Information ® | Exgct Funcs Trans LPM SUA)

*Country |FRA Q. Sysiem Check
Wi Transter (Non US On)
*Bank Name

Branch Name

“Bank 10 Quatter (031 Q| Unagq states Bank

2. Banking Information

Ensure that the bank information entered is accurate and matches exactly with the
details provided on your banking document. This includes verifying the account number,
routing number, and account holder name to prevent any discrepancies or errors.
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Always double-check the information before submitting to ensure accuracy and avoid
processing delays.

1. Supplier Banking Information
a. Select Country
b. Enter Bank Name
I. Do not enter any special characters, this includes; “, & .
Il. Character limitation is 35 or less, this includes spaces
c. The Bank ID Qualifier may autofill once you enter in an IBAN (if applicable), if it does
not autofill, you may leave it blank or you may enter 001 for U.S. if you receive an
error message
Bank ID (Routing Number)
Choose Account Type
Enter Bank Account Number
Select DFI Quialifier, to view the options, click on the magnifying glass icon
Enter DFI ID (SWIFT Code). Do NOT add the XXX listed on the bank information
Enter IBAN if applicable
Enter Bank Address
I. Do not enter any special characters, this includes; “, & .”
Il. Character limitation is 35 or less, this includes spaces
lll. Do not enter information on Address Line 3 or Address Line 4 (if applicable)
k. Enter Bank Phone if available

T Sse oo

Bidder|Supplier Registration x
i It

Payment Information - Step 5 of 6

- Payment Method: Select Wire Transfer only
me

swi
- Input IBAN, SWIFT code, Bank Account number or other relevant bank info

Payment Preferences O

[JEnable Email Payment Advice

Email Address

*Payment Method |

Supplier Banking Information @

“Country [rRa @

I “Bank Name | | I

Branch tame | |

“Bank 10 Qualifier [oo1 Q|

| eamo] |

Branch 1D | |

oot [ 4 |

“Bank Account Humber | | Cheok Digit [ |

oFt Quatifier [ Q] ori o | |

e | |

Bank Address

* Country [FRA_ Q| France
Address 1‘ ‘

Address 2‘ ‘

‘Aadress 3] |

PnstDﬁ'\m‘ |

- o ‘

foeparment g

Bank Phone

Prefix |

Fhone |
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F. Step 6 of 6: Review and Submit Registration

1. Select Review to review the information
a. Verify Email Address for registration communications
2. Enter password for re-access
3. Read the Terms of Agreement
4. Check the box to Acknowledge Terms of Agreements
5. Submit

Bidder\Supplier Registration

= =2 =2 = |

Welcome Contacts Payment Submit

I Exit ” Save for Later ][ 4 Previous I Next »

Submit - Step 6 of 6

~Inputthe password you setup

~Click on the hyperlink to Read the Terms of Agreement

- Check Selectto accept the Terms of the Agreements below
Select the "Review” bution to review the registration information.

Click the "Submit” button to submit your registration after reviewing and accepting following Terms of Agreement .

Email regarding this registration will be sentto

test@businessfrance fr |

Please provide password for re-access in case we should need mare information fram you to complete the registration process
“Password |

Terms and Conditions @

Miake sure you read terms of agreement fully before SUBMItting your registration
O Select to accept the Terms of Agreement below.
Terms of Agreement

||
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