o ACCOUNTING DOCUMENTS
= Adding W-9
e Step 1 - Click on the “Add” button.
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Step 2 — Enter the “Legal Entity Name” that appears on the W-9. Be careful not to enter the DBA in this
field. If you have a DBA, it is optional to fill out. Select the “Identification Type”. Enter the “TAX
Identification #”. Select the “Federal Tax Classification”. Check the 2 boxes to acknowledge the
conditions. Click the “Save” button.

ADD ACCOUNTING DOCUMENT
Please enter legal entity name that agrees with the tax iID/ SSN given

&

Legal Entity Name:

DBA (optional): |

Identification Type: | -Select-

Tax Identification # * I:]

Federal Tax Classification: | -Select- V|

By providing a new W-9 that changes your Legal Entity Name, all due diligence documents on your
profile will require re-review by your Vendor Analyst. Your profile will remain out of compliance until
new Insurances, Licenses, and Contracts are provided that reflect your new Legal Entity Name.

If the SSN/EIN has changed, once verified all future payments will be issued against this new tax
identification.

([ 1 acknowledge these conditions.
[ 1 acknowiedge that user profile will no longer be in compliance.

Click the “OK” button. This will take you to the DocuSign page to fill out the W-9.

Compliance Entities will be deactivated.
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e Step 3 — Click the Checkbox and select the Continue button
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e Step 4 - Select “Sign”. Then, the “Finish” button.
This will upload the W-9 to your VMS profile for VRM to approve.
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