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Individual Payee Registration Process
To begin the registration process, click on the link located in the email that was sent to you.



You will then be taken to a page, where you will be asked to create an account with 
PaymentWorks.  Click “Join Now”.   If you already have a PaymentWorks account, click 
on the link to log into your current account and you will be taken directly to the 
University of Virginia registration.  Note: When creating an account, please use the 
email that was used to send the invite.



Once you create your account, you will receive an email asking you to verify 
your account and email and register within the University of Virginia network. 
Below is an example of the email you will receive.

Click on the link to fill out your registration.



Once you sign in you will be taken to the University of Virginia 
registration page. Items with a red star next to them are required 
fields to be filled out.  Fill out the applicable information, starting 
with your Legal first, middle and last Name, and your tax payer 
number. 



The following screens are information regarding US W-9 tax 
documentation and backup withholding.  Select yes and the W-9 can 
be generated electronically and signed automatically or select No and 
a signed W-9 can be uploaded if you have one. 



Enter a Primary Mailing Address.  
This will be your home address.

Enter a Remittance or Payment address.  Either 
click the box next to Same as Primary Address or 
enter a different address.

UVA’s registration requires a Primary Order 
Address. If you are an individual receiving an 
honorarium or getting paid for research, this will 
be the same as your home address, you can click 
the box next to Same as Remittance Address.



Please select if you are a US citizen or Foreign Individual. 
Note: If you are a foreign individual with a US tax number, 
please select US Individual. 

If you select Foreign Individual, you will be asked if you Will be 
performing services in the US? If you are in or will be in the US while 
performing services, please select Yes.  You will then be asked 
additional questions. 



You will be asked if you are a fellow at UVA.  Select yes or 
no.

You will then be asked if you are a student enrolled in 
UVA.  Select yes or no.  If you select yes, you will be asked 
to enter your student ID number.  



Please select how you would like to be paid. You can be 
paid either check or direct deposit.  

If you select ACH, you will be prompted to enter banking 
account details, and to upload bank documentation.



You will also be asked to enter the street address of the bank you do business with.



Click on the Submit button.  If you receive an error of missing information, scroll up the registration and 

find the error in red to correct.  Once you submit your registration, you will be taken to your 

PaymentWorks Dashboard where you will be able to take a tour of the functionality of PaymentWorks.


