
 

Payee Self-Registration – Student Instructions 
 

 
Middlebury College will provide you a link to self-registration. 
 

 
 
 
 
 
 
 

 
 
 
You will receive an email from Oracle. If you do not see it, check your junk or spam folder. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
Enter the access code you received in your email. Click 
“Continue.”  
 
 
 
 
 
 
 
 
 

Enter your personal email 
address. Do not use your 
@middlebury.edu address. 



 
PAGE 1: COMPANY DETAILS: 
 
Enter your name in the "Company" field using the format: Last Name, First Name. For example, if your name 
is John Smith, input it as Smith, John. 
 

 
 
 
Input the country in which you hold residency by typing in the 
first few letters. Highlight and click enter on the country in the 
dropdown box. 
 
 
Under the following fields enter: 

• Taxpayer ID: Social Security Number 
• Organization Tye: Individual 
• Supplier Type: Student 
• Note to Approver: The reason you are registering today. 

 
If you have any documentation Middlebury asked you to upload in the system, you can do so here. Please be 
advised that a W-9 form is required if you are providing services to the college. 
 

 
If not, scroll down and 
choose “Continue.” 
 

 
 
 
 



 
PAGE 2: CONTACTS 
Complete the following fields: 

• First Name 
• Last Name 
• Email (do not use your @middlebury.edu address) 
• Country 
• Mobile 

 

 
Ignore everything below the phone number fields. 
 

 
 
Click “Continue.” 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 



 
PAGE 3: ADDRESS 
 
Complete the following fields: 

• Address Name (enter the name of the city your address is in and “-1” at the end) 
• Country/Region 
• Address 1 
• Address 2 (if applicable) 
• City 
• State 
• Zip Code 
• County 

 
 
 
 

 
Click “Continue.” 
 

 
 
 

 
 
 
 
 
 
 
 
 
 

Click both “Receive Purchase Orders” and “Receive Payments.” 

For easier entry enter your Zip Code first. The City, 
State, and County will auto-complete.  
 
 



 
PAGE 4: BUSINESS CLASSIFICATIONS 
 
Ignore this page. Do not complete. 
 

 
 
Click “Continue.” 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
PAGE 5: BANK ACCOUNTS 
 
Direct Deposit (ACH/Electronic) is the preferred method of payment of Middlebury College. If you would like to 
be paid via direct deposit, complete the following fields. Otherwise ignore and click “Continue.” 

• Country (only banks in the United States can accept payments in the system). 
• Routing Number 
• Bank 
• Bank Branch 
• Account Number 
• Currency 
• Account Type 

 
For easier entry enter Bank Branch first. Type in the name of your 
bank and choose the correct routing number. 
 
The routing number and Bank name will autofill upon selection. 
 
 
 
 
 
 
 
 
 
Important Note: 
Your account number is not the number on your debit card. You 
can find your account number on your monthly statements or your 
online/mobile banking page. 

 
Click “Continue.” 
 

 
 
 

 
 
 



 
PAGE 6: PRODUCTS AND SERVICES 
 
Ignore this page and click “Submit.” 

 
 
 
When submitted the following message will appear: 
 
 
 
 
 
 
 
 
You will know when your registration has been approved when you receive an email from Oracle. 

 


