Instructions to Register in Candex

Foreign Companies (Services performed in the US)

The University of Notre Dame has retained the services of Candex to capture and send foreign wire payments
on their behalf. The instructions detailed below are intended to guide you through the registration. You will
need access to your email. If you have any questions, please contact:

University of Notre Dame
Accounts Payable
acctpay@nd.edu
1(574) 631-3936

Or

Contact the business unit representative that is responsible for paying for your goods or services.


mailto:acctpay@nd.edu

1. Email sent from Candex

® Notre Dame (via Candex) <support@candex.coms
@ ‘onotredamepw2024viennaarborist+3@gmail.com ~

TEST 4 - KEQOUGH T |]UNIVERSITY OF
Indiana | PO# P2127188 NOTRE DAME
From Request Payment
Notre Dame

~—_

To:notredamepw2024viennaarborist+3@gmail.com
Apayment of $100 is authorized to you.

Items:
« Test4 - Keough

Click Here to get paid.

Notre Dame uses Candex to engage and pay its partners without a setup process.

You will receive an
email from
support@candex.com.
If you do not see the
email in your Inbox, be
sure to check your
SPAM folder. Click
“Request Payment”.

‘ 2. Create a Candex account

Candex makes it easy to
pay and get paid

Email (change user) Language

notredamepw?2024viennaarboris... English v

First, select the language you would like to register in.

Then, select if you are registering as an individual or

®) This payment is to my company

This payment is to me personally

on behalf of your company. This guide assumes we
are paying a company.

First Name Last Name Phone
. H " H 7
Jane Smith 5746313936 oice v Once completed, click “Register Now”.
Company Job Title
Smith Associates Owner
Password Confirm Password
Avre you a small business? @ Yes (@) No
Are you a diverse business? @ Yes (@) No

/| lagree to the Candex Terms Of Use and Privacy Policy

Register Now



3. Once signed in, you will provide your address and bank information.

Request Payment

Test - Keough
PO#: P2127188 | Notre Dame

After you request payment and Candex verifies your banking information, Candex will
invoice Buyer. Payment terms are 5 days from the date Candex invoices Buyer and
Candex will pay you within 3 business days of receiving payment from Buyer.

e ©

Bill to: Deliver to:
Candex Solutions, Inc. University of Notre Dame
420 Lexington Ave, Ste 300 IN. United States

First, click “Add New”.

New York, NY 10170, US
TAX #: 45-2805653

Item

Designate the "Pay to" and complete process.

Choose Payment Destination

bir
ex
er Company Entity Personal Bank
Add a Company Entity for a Add a Personal Bank for a company.
payment to John Smith payment to you personally
I
atac
New Entity (1 of 2)
@ Company Entity © Personal Bank @ About
Note: This entity will be available to every Smith Associates user on Candex.
Entity Bank Details
Entity Name Smith Associates Bank Country France v
Country France v| Account Currency EUR v
Address 174 Quai de Jemmapes Bank Name UniCredit
City Paris Account Holder Name Smith Associates
Postal Code 75010 SWIFT/BIC UNMBFRP1
Do you charge VAT? T Yes @ No IBAN FR14 2004 1010 0505 0001 3M02 &(
TVA # ER v + add intermediary bank

Tax Classification Limited liability company

-Select-

-

SIRET Limited liability company

SIREN Private Limited
Public Limited
we Individual/Self-employed

Association / Non Profit

Next, it will ask you to select whether we
are paying your Company or you personally.
Again, this guide assumes we are paying a

Type in your company name,
address, and bank details.

Under Entity Details, it will
also ask if you charge VAT.
The questions do not change
whether you select yes or no.
Enter your tax ID and select
the appropriate tax
classification. It will also
require a W8BEN-E
attachment. IRS instructions
for completing this form can
be found at:
https://www.irs.gov/pub/irs-
pdf/iw8bene.pdf



New Entity (2 of 2)

Candex is required by law to validate that Beneficial Owners are not sanctioned. A Beneficial
Owner is any individual or entity that owns, directly or indirectly, 25% or more of your company.

Does your company have any
Beneficial Owners?

(click Yes if unsure)

If your company is owned by
a Beneficial Owner, select
yes. If unsure, select no.

Then click “Add”.

4. Submit payment request

Request Payment

Test - Keough
PO#: P2127188 | Notre Dame

After you request payment and Candex verifies your banking information, Candex will
invoice Buyer. Payment terms are 5 days from the date Candex invoices Buyer and
Candex will pay you within 3 business days of receiving payment from Buyer.

Payto |(France/EUR)Smith Associates x | edit

Account:  UniCredit ****** gog

Bill to: Deliver to:
Candex Solutions, Inc. University of Notre Dame
420 Lexington Ave, Ste 300 IN, United States

New York, NY 10170, US
TAX #: 45-2805653

Item (EUR) Amount Tax
Test - Keough 100 Exempt
Amount 100 EUR

Tax 0

Total Invoice 100

Withholding (30)

Net Due 70

In the “Pay to” box, you are now able to select the
information you just entered.

If you selected your bank account is in a foreign
currency but Notre Dame has requested to pay in
USD, you will see a red alert about possible
conversion fees that your bank may apply. If you
have concerns, please discuss with your ND
contact.

These blue boxes are automatically populated
based on the information Notre Dame sent to
Candex to initiate the payment. Payee just needs
to click “Submit”.



