
The Business Identity Platform®

Supplier 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 your company already has 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.



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 for your 
company, starting with Legal Name, tax number and classification. 



The following screens are information regarding US W-9 tax 
documentation and backup withholding.  The W-9 can be generated 
electronically and signed automatically or No can be selected and a 
W-9 can be uploaded. 



Please enter your Doing Business Name As, a preferred contact email, 
and a Description of Goods and Services your company provides.



Enter a Primary Mailing Address.  
This can be corporate or headquarters address.

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

Enter a Primary Order Fulfillment Address or 
click the box next to Same as Remittance 
Address.



Enter your applicable supplier category. If you 
are a sole proprietor select US Entity, or Foreign 
Entity if you are providing a service or product 
and are outside the United States.

Select the classification that describes type of 
business you have.

Select the closest industry or line of business for 
your company.



Please enter contact information for appropriate correspondence. You will also be asked if 
the companies average annual revenue has been less than $10 million in the last three 
years.  



In the following sections, you will be asked questions regarding your businesses diversity info.  For each 

selection that you say Yes to, you will be asked to upload a certificate and enter the expiration date of said 

certification.  



In the following sections, you will be asked questions regarding your businesses diversity info.  For each 

selection that you say Yes to, you will be asked to upload a certificate and enter the expiration date of 
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In the following sections, you will be asked questions regarding your Sustainability Certification.  For 

each selection that you say Yes to, you will be asked to upload a certificate and enter the expiration date 

of said certification.  



In this section you will be asked to answer a few conflict-of-interest statements.  If you answer yes, you 

will be asked some additional questions. 
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If you select ACH as the Payment Method, you will be asked to enter your banking details, such as bank 

name, bank address, account number and type.



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.


