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Detailed Instructions to Submit Forms

If you need any help during this process, please call us at 1.800.342.6712.

1. Download the form for which you are requesting payment along with the W-9 Form by clicking on

the link to the appropriate form.

LE-21-Safety-Quality-Enhancement-Reimbursement-Form-Fillable-1-1

Spark Forms

Request-for-Support-Form-Fillable-1

FCCM-Payment-Form-FILLABLE-1

W-9 Form

WOU-5Substitute-w —‘3{07

A fillable PDF form will open in a new tab of your browser.

@ Forms — The Research Institute X & WOU-Substitute-W-8-1.pdf X

2. Fillin both forms. Be sure to sign and date the bottom of each form.
3. If you're using the Chrome browser, click on the Download icon in the top right corner and select
the option, “With your changes.”

* 4

With you viianges

Western Oregon .
UNIVERSITY Without your changes

Substitute W-9 Form

Vendors requesting payment for products and/or services provided to WOU or requesting payment for any other reason must complete and
submit this Substitute W-9 Form prior to receiving payment. Vendors include both businesses and individuals.

A Federal Tax Identification Number (FEIN) or Social Security Number (SSN) must be on file for All VENDORS receiving payments from WOU.
An IRS W-9 Form may not be substituted in lieu of this form.

NAME OF

OR

NAGIE OF Jane Doe

In Firefox it looks like this =

In Internet Explorer, you’ll click the Save icon on the top left corner instead

@ Forms — The Research Institute (& wou.edu X
File Edit Goto Favorites Help

D) = Q @ 1/2] N
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4. Save the document onto your computer.

€ Savehs x
« v 4 Bl > ThisPC » Desktop » v @ £ Search Desktop
Organize v Mew folder = - 9
~

~ 3k Quick access
LEHR.C b
Unprocessed #
Database Wildfl
Denied “Desktop” is a good place to save if
[ Desktop: .
e you don’t have a designated |
ending
location on your computer already.
@ OneDrive

~ [ ThisPC

B30 Objects

File name: | WOU-5ubstitute-W-9-1.pdf

Save as type: | *.pdf ~

= N
~ Hide Folders " Cancel

[Q! Forms — The Research Institute @ WOU-Substitute-W-8-1.pdf X

5. Back at the TRl website tab >
scroll down the page to the SUBMIT YOUR FORM section. Select the “Choose File” button next to

the title of the form you want to submit. In the window, select the PDF Form and Click “Open.”

€ Open X
4 Bl » ThisPC > Desktop » v O £ Search Desktop
Organize - New folder =~ @ @ | & ccrise »
S Elow.

3 This PC
4 3D Objects File | No file chosen
[ Desktop }:’
@ Documents PDF

File | No file chosen

¥ Downlozds WOU-Substitute-
Musi W-5-1.pdf ; )
D Music P File | Mo file chosen
&= Pictures
B Videos File | No file chosen

‘i Local Disk (C)

= TRI (k) File | No file chosen
== Sharel (1)

=
= Class (K) File | No file chosen
== TRI QRIS Databa:

File | No file chosen
|;? Metwork v

File name: | WOU-Substitute-W-9-1.pdf v| Custom Files ("tif;"pjp;" fif.™ ~  File | No file chosen

Cancel File | No file chosen
Supporting Document 1: | Choose File | No file chosen

Supporting Document 2: | Choose File | No file chosen

g—
‘ Choose File " o file chosen
S——

WOU Substitute W-9
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6. Once the form has been uploaded, you'll see the abbreviated form title on the right of the
“Choose File” button.
LE-20 Lead Testing Reimbursement Form: LE-20 Lead T..ent Form.pdf
LE-21 Safety & Quality Enhancement ; .
Reimbursement Form: Choose File | No file chosen
FCCN Payment Form: No file chosen
Request for Support Form: No file chosen u pIoaded
Supporting Document 1: No file chosen
Supporting Document 2: | Choose File | No file chosen
WOU Substitute W-9: WOU-Substi..te-W-9-1.pdf
W-8BEN: No file chosen
7. Scroll to the bottom of the page. Enter your name and last name. You'll have to enter your email
address twice. Click the checkbox in the “I’'m not a robot” box, wait for a green checkmark, then
click the “Submit” button.
2. Submit these forms to TRI by filling out the information below, then clicking the Submit
button.
First Name” Last Name”
|Jane ‘ |Doe ‘
Email” Confirm email”
|janedoe@emai|.com ‘ |janedoe@emai|.com ‘
™
m not a robot
reCAPTCHA
8. Alldone! You'll see the submission confirmation pictured below. You will also receive a

confirmation email in your inbox.

Western Oregon
UNIVERSITY

Thank you for your submission.

We will contact you if more information is needed.
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