Columbia University Finance Training

Receiving a Columbia University Payment via Candex

If you are receiving a monetary prize or award, honorarium or a related expense reimbursement from Columbia
University, you will be invited by a Columbia University employee to register with Candex and enter your payment
details. Candex provides expedited payments through a simplified, secure, and transparent process. If you are to
receive an expense reimbursement as part of your payment, please provide receipts to your Columbia University
contact for the expenses you incurred.

Creating a Candex Account

You will receive an email invitation from Columbia University (via Candex) asking you to create a Candex account and
complete your payment information.

1. To start the process, click the Request Payment button or the Click here link in the email to begin. Or, if

necessary, you can select from a choice of languages.
In addition, you can visit the Candex Help Center or email Candex Support for help.

To: Seller
From: Columbia University (ViaCandex)
Subject: Action Required: Accept Payment PO#: CTPO1239045

Speaking Engagement - April

PO#: CTPO1239045

Deliver to Columbia University o C

W COLUMBIA UNIVERSITY
Location California, United States IN THE CITY OF NEW YORK
To: Zack,

A payment of 500 USD is authorized to you.

Items:
Speaking Engagement - April

0 get paid.
English Frangais Deutsch dusall
Bahasa Indonesia Cestina Dansk Espafiol
eMnvika nMmy Magyar Italiano
BAE et20] Nederlands Norsk
Polski Portugués(BR) Romana Suomi
Svenska Tny Tirkge Tiéng Viét
fERRSC SRR

Candex allows businesses to engage and exchange payments in a compliant way without setup in each
other's financial systems.

Visit our Help Center
Support at support@candex.com

CANDEX

e fast track

The Candex Registration Web-page appears, which is to be filled out ONLY on initial engagement
CANDeX' How it Works  ForBuyers  ForSellers  About + (SigT:l

Candex makes it easy to
pay and get paid

Emall Language

zack@miller com English

1 am being paid to my company

1 am being paic 85 an individus]

You can select a Language from the dropdown.
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Columbia University Finance Training

Receiving a Columbia University Payment via Candex

2. Select whether | am being paid to my company or | am being paid as an individual.

| am being paid to my company

| am being paid as an individual

The form will change depending on the selection.

3. Complete the required fields for the payment you selected.

Personal payment: Company payment:

Candex makes it easy to
pay and get paid

Email Language

zack@miller.com English v

| am being paid to my company

| am being paid as an individual

First Name Last Name Phone
Select v

Password Confirm Passwaord

| agree to the Candex Terms Of Use and Privacy Palicy

| agree to receive Candex updates through email (optional)

Register Now

Candex makes it easy to
pay and get paid

Email Language

zack@miller.com English v

| am being paid to my company

| am being paid as an individual

First Name Last Name Phone
Select v
Company Job Title
Password Confirm Password
Are you a small business? @ Yes No
Are you a diverse business? @ Yes No

I agree to the Candex Terms Of Use and Privacy Policy

| agree to receive Candex updates through email (optional)

4. Select to agree to the Candex Terms of Use and Privacy Po

You will receive a verification email.

licy and click the Register Now button.

You are all set!

Click Here to go to Candex.

Candex allows businesses to engage and exchange payments in a compliant way without cumbersome setup in
each other’s financial systems

Adjust email notifications

CANDEX

Account activation successful = nbos =
Candex <finance@candex.com> Mon Julg 236PM Y @ €
tome =

After registering, the Candex Request Payment screen appears.
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Receiving a Columbia University Payment via Candex

Completing Your Payment Details
1. Click the Add button.

Miller & Sons o] Speaking Engagement - April

Request Payment

The Who is Being Paid? window appears.

Whoe is Being Paid?

personally

2. Select the Add Company Entity (if payment is going to your company) or Personal Bank (if payment is going to
you). The Pay To tab appears for you to add payment details.
Note: If you work for a Company Entity that has a finance professional, team, or department, you can click the
Invite Finance button from the upper right corner to invite a finance colleague to assist you with the Payment
Request.

Zack Miller Ml speaking Engagement - April

e For US citizens and legal residents, you must upload a completed W9 form.

o If you are a foreign resident, you must upload a completed W8 form.
Blank forms are available from Download Form link. if needed. Click the Upload File link to upload the
appropriate completed form.

2. Complete the fields for Personal Details and Bank Details.

3. Click the Add & Continue button.

If you are a non-US person or work for a non-US entity, the Withholdings tab appears. If you are a US Entity, the
Request Payment screen appears.
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Columbia University Finance Training

Receiving a Columbia University Payment via Candex

Completing Withholding Information for a Non-US Person or Entity

When a non-U.S. person or entity performs services physically in the U.S., withholding applies. If you are a non-US
entity the Withholdings automatically tab appears after completing your payment details and clicking the Add &
Continue button.

Speaking Engagement - April

Miller & Sons @ signOut

Request Payment Pay To B withholding

Bo

Service Locatil

oaeRs o

% Speaking Engagement -... (D

How much of this service was performed

physically in the United States? &) Al RS
How much of this service was performed g Mone
physically in the California
Withholding Calculations
E United States Applicable WHT Rate 15%
Will you make any claims to reduce US No
Withholdings?
@ Yes, for personal
services
3, for
income
Yes, this is ECI
(effectively
connected income)

Choose Application Rate 5% -

‘M california Applicable WHT Rate 7% Ll
_ WHT
Will you make any elaims to reduce CA Mo
Withholdings?

Exempt
® Reduced
Direct Expenses Claimed 500 usp

1. Select the answers to the questions regarding Service Location and Withholding Calculations.

2. Required documents are available in the relevant right-hand sections for download. You must complete and upload
the applicable forms.

3. Click the Save & Continue button. The Request Payment screen appears.

Submitting Your Request

[l Speaking Engagement - April

Miller & Sons @ signout

4

Request Payment B rayTo

PayTo

Click the Get Paid button on the Request Payment screen.
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Receiving a Columbia University Payment via Candex

Checking Your Payment Status

After you submit your request, you can use Candex to view the status of your payment.

1. Log on to Candex.

2. Click your request from the Orders list in the Navigation pane on the left side of the screen to display your request.

Speaking Engagement - April = © senou

3. Click the view button from the Payments panel on the right side of the screen. The Payment Details panel displays a
tlmellne of the current payment status and other information about your payment.

Speaking Engagement - April ® signou

If you have any questions or need help regarding your payment, you can message Columbia in the Add a message
to your buyer or email Candex Support.

Editing Personal or Entity Details

You can update Personal or Company Entity Details, such address and banking details.
1. Log on to Candex.

2. Click the Settings menu from the left navigation panel.

3. Click Personal Bank to edit your personal payment details or click Entities to update your Company Entity your
payment details.

P coic enciey ® signout

Personai Details

4. Click Save for later.
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