
Getting Started Helpful Information 
• What is a Payee? 

 A payee is a person receiving a tax reportable payment 
• Who should register here? 

 Anyone receiving a Stipend or Honoraria should register on this site.   
• What do I need to get started? 

 For Automated Clearing House (ACH) direct deposit payments you will need your bank 
account and routing numbers 

 Your Social Security Number 
 For Honoraria only, you will need a completed W-9 IRS Tax Form 

• Where can I find a W-9 IRS Tax Form? 
 Please visit the IRS webpage for the form and instructions:  

https://www.irs.gov/pub/irs-pdf/fw9.pdf  
• Where can I find my bank account and routing number? 

 The bank routing number is exactly nine digits in length and is generally the first nine-digits in 
the lower left section of your check. The first two-digits of the routing number will begin with 
01 through 12 or 21 through 32. View sample check for help in identifying routing and account 
numbers. 

 If you are unsure, contact your Bank to verify. 
• Who do I contact for help? 

 If you have questions, please contact ap@slac.stanford.edu. 
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Welcome Page. 
1. Go to Registration Page1 
2. Select NEXT   
Note: The BUSINESS radial button is selected, the Individual radio button has been disabled. Your payee (non-supplier) 
status will be identified in a later step. 
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Identifying Information. 
1. Tax Identification Number: Provide your Social Security Number  
2. Entity Name: Enter your Legal Name 
3. Entity Organization Type:  Choose from Honoraria or Stipend based on the reason for the payment  
4. Add Attachment: For Honoraria only,  attach a completed and signed IRS W-9 Form.  
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Add Attachment. 
1. Upload:  Honoraria only, attach the IRS W9 Tax Form,  
2. Return to continue on the main registration page. 
Note: Old versions will not be accepted, the latest version can be found on the IRS site:  
https://www.irs.gov/pub/irs-pdf/fw9.pdf.  
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Profile Questions. 
1. Complete the Profile Questions by entering Not Applicable "NA" or "No".  
Note: These questions are used for supplier contractors and are not applicable to payees. 
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Skip these sections  
1. Select NEXT to continue. 
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Addresses. 
1. Primary Address: Enter your address where tax statements will be sent.   
2. Remit To Address:  If you prefer checks to be mailed to a different location, such as a local address. 
3. Select NEXT to continue. 
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Add Contact. 
1. Select ADD CONTACT to set up a username and login for your account.   
Note: Use at least one upper case, one lower case, and one number in your Username and Password. 
2. Select OK to return to the Contacts page, select NEXT to continue. 
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Payment Preferences.   
1. Request Payment Terms:  In order to ensure timely payment, select “00” Payment Terms.   
2. Remit Address: If you entered an alternate Remit address, ensure it is selected here. 
3. Enter Address: Enter your email address to receive notification of payment. 
4. Payment Method:  Select “Automated Clearing House” if you want to be paid by electronic direct 
deposit.   
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Banking Information and Address. 
1. For Automated Clearing House (ACH) Direct Deposit Payments:  enter only the information highlighted in the 
blocks below. 
2. Bank ID Qualifier = 001 
3. Bank ID = Routing Number 
4. Branch ID is optional 
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Skip these sections  
1. Select NEXT to continue. 
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Submit. 
1. Enter your email for follow-up communication  
2. Accept the Terms of Agreement. 
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Submit. 
1. Select Submit and your registration will be reviewed and approved by Accounts Payable. 
Note: For questions or assistance, please send an email to AP@slac.stanford.edu. 
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