 
User Guide to complete the tax profile 
 
Step 1: Click on the word “Tax Info” 
 
[image: ]
 
 
Step 2: Identify if you are filling out the tax form either on behalf of your organization in the US or as an individual. If yes select the radio button on the left. 
Or if the above does not apply select the radio button in the right and select the country from the drop down on the right side for which you want to fill out the tax form. 
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Step 3: Based on your country please select the tax type and complete the details 
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To continue Select “Next” 
 
 
 
 
 
Step 4: Address should be auto populated based on the information you have entered earlier in the “Contact info” area 
If Permanent residence address is different than mailing address, then remove the tick mark, and enter your permanent address. 
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Step 5: Kindly click launch tax form 
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To continue select “Next” 
 
 
 
 
 
 
 
 
 
Step 6 : Read the information and check the boxes then enter your First name & last name and click submit. 
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Step 7: Select the appropriate options 
[image: ] 
 
 
Step 8: Please select the tax form based on your organization type. If you are not aware please check with your Tax advisor. 
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Step 9 : Income Type will pre-selected and is not an editable field. Based on your category/business the correct income type is selected from backend. 
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Step 10: Please select the appropriate options for business Entity Type 
[image: ]
 	 
Based on your selections of Entity type you will be asked different questions that needs to be answered. 
Example 
If you select Entity type as “Corporation” you will be asked below question. Select the correct option. 
 
If you select “Yes” you need to provide the local registration document received from US government and if it is “No” you can proceed further. 
 
[image: ]
If you select Simple Trust, Grantor Trust, Partnership, or Disregarded entity, you will see below questions. Select the correct option. 
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Step 11: Legal name will be pre-selected based on the details given in the contact info tab. Please choose correct option for Disregarded entity 
[image: ] 
Step 12 : Please select your country of the organization 
 
 
[image: ]
 
 
 
 
 
 
 
 
 
 
Step 13: Once you enter the country, other details will be pre-filled based on the information given in the Contact info tab. Select correct option for “in-care-of-address” 
[image: ]
 	 
This is not mandatory. If required fill in the details 
 
 
 
[image: ]
 
 
 
 
Step 14: Choose the correct option. If you select yes, then you will ask be asked for EIN or SSN based on your Account type (Individual SSN/EIN Organization) 
[image: ] 
 
 
Step 15: Enter your local tax ID. 
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Step 16: Please select correct option based on your country 
Based on your selection additional section/quesitons may populate 
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Step 17: If you select yes then complete the below details. 
Note: You must select all the Income type, we will pick the correct income type based on your business from backend 
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Once you complete the details tax form will be generated. Kindly click on submit. 
 
 
 
 
Step 18: At the end, please read the statements and check the boxes to certify the statements 
[image: ] 
 
 
Step 19: Click on the PDF icon if you want to download your tax form. If no, then kindly click on Finish 
 
[image: ]
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ENTITY FORM SELECTION

The chart below provides a general explanation of each IRS form type for non-U.S. entities.

Please rey

Form

Ow-ssen-E

Ow-secr

Ow-stny

Ow-sexe

w the information and select the apy

able form.

DESCRIPTION

USE THIS FORM FOR:

For usa by non-U.S, entes, such 22 corprations, parnerahias
estaces, and s, <o estabish tha thay are the banefical
‘umers of the incama and/or  applicabe, o claim tax reaty
benshts and sxamprons.

For use by non-.S, s who are
Slempon fam e Ang e on 28y
income tha s efectivly comscied wth he conduct o 2 rade or
busingss i the U.S. The ety mast prowide = U S. Taxpayer
Hdanthcaton Number (TIN)for this form to be valid

Forusay s (5 fnanzal nstiion or & romines that
Folis securee o heh el o 15 custamars or st i pares

the course o s irade or business), 2 U.S. branch of cartain

Soraign banis o Freian meLrance somsanies, o iehhliing o

nonwtolding foreign parcnarship, simple st or grantor U,

5% i g et (e

For use by foragn sovernments ncermaonsl organzstons.
forsign cantral Banks o ssus, fordgn ex-exempt organizatons,
foreign private faundatons, and govermments of U.S. possessions.

g o Snert crgansato, o

o ha 1 hnin e ity
STt 11500, 3010, 50 65, o
L6730) ot S, el Aeven Coe





image9.jpg
INcoME TYPE

Microsoft may make payments for the pre-selected income type(s). This is not editable.
Business Profits

O Financial Service Fees
O Insurance Premiums

O Transportation

Industrial Royalties

Motion Picture / TV Copyright Royalties
Other Copyright Royalties

Rents

0 No U.S. Source FDAP.
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ENTITY TYPE

Please select the Vendor's entity type:

Ocorporation
Opsrtnsrshiz

Ofstate
Obisragarded entity
OCantral bank of issue

OGovernment

Olnternational erganization
OForsign private foundation
OForsign tax-exempt organization
Orantor trust

OComplex trust

Osimple trust
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Has the entity filed a Form 8832 with the U.S. Internal Revenue Service?
Oves

one
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LecaL NaME

Please enter the Vendor's full legal name:

Legal name:

Is the Vendor a disregarded entity?

Oves
@ne

e o sy Lot
Sl iy a2l




image14.jpg
COUNTRY OF ORGANIZATION

Please enter the Vendor's country of incorporation or organization:

Country of incorporation or organization: [ —Select Country— v
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PERMANENT ADDRESS

Please enter the Vendor's permanent residence address:
Country:
T —
T —
e —
B ——
B —

Does this address include a P.0. box or in-care-of address?
Oves - 2.0 Box
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MAILING ADDRESS

Please enter the Vendor's mailing address
ifferent from the permanent address):

T —
T —
cyortowm
postal Codes] ]
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U.S. TIN

Does the Vendor have a U.S. Taxpayer Identification Number (TIN)?
Oves

®The Vendor doss not have 2 U.S. TIN

Note: 1f the Vendor doss ot provid a U.S. or Forsign TIN, then they will not ba sligibls to make a claim for 2
reduced rate of withholing undar 2 tax treaty.
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Forezgn TIN

Please enter the Vendor's Foreign Tax Identifying Number:

Foreion Tax 10 tumber: ]
Foreign Tax 10 Country:

ter additional

ign

O The Vendor does not have 2 Foreign TIN.

Note: If the Vendor does not provide 3 U.S. or Foreign TIN, then they will not be eligible to make 2
claim for a reduced rate of withholding under a tax treaty,
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Tax TREATY BENEFITS ===

1s the Vendor claiming a reduced rate of withholding under a tax treaty between the U.S. and
another country?
United States tax law may impose a 30% withholding tax on payments that are considered "U.S. source”

income. This tax may be reduced or eliminated for any payee that qualifies under 2 relevant tax treaty.

Oves
@ne
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Tax TREATY BENEFITS s

Is the Vendor clai
another country?
United States tax law may impose 2 30% withholding tax on payments that are considered "UL.S. source”
income, This tax may be reduced or eliminated for any payee that qualifies under 2 relevant tax treaty.

ing a reduced rate of withholding under a tax treaty between the U.S. and

@ves
oo
Treaty Country: [ —Select Country— v

Please confirm the Vendor meets the following criteri;
O The Vendor is a resident of the selected treaty country.

O The Vendor "derives” the item of income for which the treaty bensfits apply.

D1f 2 limitation on benefits pravision of the selected treaty applies, then the Vendor meets al the
requirements of such provisian.
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The account holder meets the following limitation on benefits provisions

included in the applicable tax treaty:

Special rates and conditions:
1 the Vandor is claiming treaty bensfits under a spaciic saction of the applicable treaty, then please provide an
xplanstion, articls number rate of nEnhalding. and ncome /o belon

Reason the Vendor mests the terms of the treaty article:
0 s 3 tax resident of the specified country, I mest the required terms of the treaty and do

not have 3 permanent establishment in the U.S.
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Type of Incoms Industrial Royalties

Treaty Article Number: —Select—

Rate of Withholdi —Select—

Reason the Vendor mests the terms of the treaty article:
0 s 2 tax resident of the specified country, I mest the required terms of the treaty and do
not have a permanent establishment in the U.S. and the right or property in respect of
which the royalties are paid is not effectively connected with any such permanent
establishment or fixed base.

Type of Income: Motion Picture / TV Copyright Royalties

Treaty Article Number: —Select—

Rate of Withhaldi —Select—

Reason the Vendor meets the tarms of the treaty article:
D) s 3 tax resident of the specified country, I meet the required terms of the treaty and do
Rot have a permanent establishment in the U.S. and the right or property in respect of
which the royalties are paid is not effectively connected with any such permanent
establishment or fixed base.
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Type of Incoms

Other Copyright Royalties

—
a—

Rezson the Vendor meets the tarms of the treaty article:
0 s 3 tax resident of the specified country, I mest the required terms of the treaty and do
Rot have a permanent establishment in the U.S. and the right or property in respect of
which the royalties are paid is not effectively connected with any such permanent
establishment or fixed base,
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Type of Incoms Industrial Royalties

Treaty Article Number: —Select—

Rate of Withholdi —Select—

Reason the Vendor mests the terms of the treaty article:
0 s 2 tax resident of the specified country, I mest the required terms of the treaty and do
not have a permanent establishment in the U.S. and the right or property in respect of
which the royalties are paid is not effectively connected with any such permanent
establishment or fixed base.

Type of Income: Motion Picture / TV Copyright Royalties

Treaty Article Number: —Select—

Rate of Withhaldi —Select—

Reason the Vendor meets the tarms of the treaty article:
D) s 3 tax resident of the specified country, I meet the required terms of the treaty and do
Rot have a permanent establishment in the U.S. and the right or property in respect of
which the royalties are paid is not effectively connected with any such permanent
establishment or fixed base.
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Type of Incoms

Other Copyright Royalties

—
a—

Rezson the Vendor meets the tarms of the treaty article:
0 s 3 tax resident of the specified country, I mest the required terms of the treaty and do
Rot have a permanent establishment in the U.S. and the right or property in respect of
which the royalties are paid is not effectively connected with any such permanent
establishment or fixed base,
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| S1GN AND SuBMIT

Please certify to the following:
'D Under penaties of perjuy, 1 declare that I have examined the information-on this form and to the

best of my knowledge and bele t i true, correct, and complete.

1 further certify under penalties of perjury that:
O st s the benefcil owner of al the income to which this form relates or i using this form
to certy s status 2s an owner of »foreign financial institution or a5 2 merchant submitting this

form for purpases of section 6050W,

0 o 0t 5 U5, person,
0 The income ta which this form refaes i:
(3) not effectively connected with the conduct of  trade or business i the United States,
(6) effectively connected but is not subject to tax under an appiicable income tax treaty, or
(2) the partners share of a partrership's effectively connected income,

D For broker transactions or barter exchanges, the beneficl oner is an exempt foreign person as
defined n the instructions.

Funthermore,  sutharize this form to be provided to any withholding agent that has control, receipt, or custody
of the incame of whi the benefical owner or any withholding agent that can disburse or make

‘ayments of the income of which SBEBEEESe i5 the benefioal owner.
Tagree that 1 will submit 3 new form within 30 days if any certification on this form becomes

incorrect.

1 certify that T have the legal capacity to sign for SHEES
-
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CONFIRMATION

Thank you. Your form is now complete. Click on the PDF icon to open your completed
tax form.

NOTE: Please save the document for your records and click the Finish button to
continue

o

1. You can print the document using the print button found on the Adobe Acrobat menu.

2, TFyou have any problems with this electronic forms website, please contact the requestor of this
form for assistance.
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S0 we can verlly the tax stat

he party contracting with Microsoft

fyou are filling this out on behalf of your organization Fany
- You are a corporation that was incorporated in the USA Permanent
- You believe that you should fill out a Form W-9 (tax form)

e of these 3pply to you or your organi

sidence country/region *

or

11 you are filling this out as an individual, select if any are true:
- You are a US citizen

- You were born in the USA

- You are a US resident (you have a green card)

- You file a joint tax return with 3 US taxpayer

- You have heen in the USA more than 183 days in the past 3 years
- You believe that you should fill out a Form W- (tax form)
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Tax form > In Progress

(©]

After clcking Launch Tax Form, you w

oy IHS Markt a Microsoft service provicer. The questionnaire willassist with the compietion of a
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[ tanguage: |

E-SIGN

The following questionnaire
electronically.
To electronicall

provide the opportunity to complete and submit your tax form

sign the form, please read and accept the terms of the E-Sign Act:

FEDERAL ELECTRONIC SIGNATURES IN GLOBAL AND NATIONAL COMMERCE ACT (E-SIGN)
Under appicable Unied States law (Federel Eectronic Sgnatures in Glosa and National Commerce Act), before we can process.
Ve executed Lo Torms snd relsted documents clectrom<ally and your consent to e siecuronic deivery of 1 Sch farm and
I el o Youracount, e st Arovide o R S ocmaton 14 You st Sty consent

8 completing the check oxes betow and clcking the "Submit” button you indicate your informed consent 1o slectronic
tiery to yos 4nd submission rom Y60 t 03 O your tax forrs and all relstet commanlcations, notces, nformstn and relsted
Gockimant. By Signing the Lo form And the cerilications iherein, You are Astruckng us 1o scEept your anries and 1 reat the
Siomatore 53 & vahd diita] snekurs on Vour 5 107 83 Seactibed hore. ASGRSNY, You are consenting 10 ouy Maintaining
20 our receiing slectranic recards of Yo tax form and sl rlated materisis. ¥ou Urderatand that you mey wihdrew YUr
Canskal to sich slectronic ricorsa o any Gt by nofing us in the preferences vartion o this applicaion by selectiog the E-

To indicate your consent to the E-SIGN Act, you must check al four boxes. 1f you do not wish to sign your
form electronically, select “Decline E-Sign’.
O have read, understood, and consent to the E-SIGN Act.

O L acknowledge that it is my obligation to immediately provide notification if there is a change in
my e-mail address or other location to which the electronic records may be provided.

0 Acknowledgement of digital signature.

0 In the event T withdraw my consent, I acknowledge that it is my obligation to provide notification
of the address or other location to which paper records may be provided.

First Name of the signers |
Last Name of the Signer:





