
Registration Process in PaymentWorks
For Individuals

International Payees and Suppliers

1



To begin the registration process, click on the link in the 
invitation email.
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Invitation
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You will be asked to create an account 
with PaymentWorks by clicking “Join 
Now”. If you already have a 
PaymentWorks account, use the login 
link to be directed to the Cornell 
University registration form. 

Note: Please use the 
email address the 
invitation was sent to 
when creating your 
account. 

Create Account



Once you create your PaymentWorks account, you will 
receive an email from do-not-reply@paymentworks.com
requesting that you verify your account and email address 
within 72 hours and complete the Cornell University 
registration form. 
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Confirm Account

mailto:do-not-reply@paymentworks.com


After signing in to PaymentWorks, you will be directed to the 
Cornell University registration form. The required fields are 
identified with a red asterisk (*). 

The form has four sections:
1. Tax information and legal name
2. Personal contact information
3. Primary address
4. Additional information, including payment method 

preference.

5

Registration 
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Tax Information

If you do not have an 
individual taxpayer 
identification number, please 
either:

• Enter your “last name first 
name” to meet the 
character requirements 
on the PaymentWorks 
form, or 

• You may choose to 
request a PaymentWorks 
registration number to 
meet the form 
requirement. 

Cornell will ensure that our 
records match the 
information entered on your 
attached W-8BEN (or W-9) 
form.

Fill in your First Name (given 
name) and Last Name (family 
name or surname).
If you have multiple given 
names, list them in the First 
Name field.

To ensure all appropriate fields 
are present, the first three 
questions on the form must be 
answered in order. The options 
in the following questions will 
change depending on your 
responses.

Select the arrow icon for a drop-
down list of countries.
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This information will help you determine which form to complete and 
attach.

Tax Information

Attach the completed, signed, 
and saved form here.



8

Form W-8BEN

The fields that are typically 
completed are highlighted.

Please note that item 5 may not 
apply and that either item 6a or 6 b 
should be completed.
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Contact Information

Please enter your full name, 
phone number, and email 
address.

Alternatively, you may enter your 
“doing business as” name if you 
wish to have the payment issued 
to your business. 

Note: Honoraria and guest 
lecturer payments are issued to 
individuals only.
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Address

Enter your primary address as 
it appears on on your tax 
forms.

Enter your remittance or 
payment address. If the same 
as your primary address, click 
the check box.

Purchase order suppliers only 
will be asked to provide both a 
mailing and email address for 
purchase orders.
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Additional Information

If you are a not
US citizen or 
resident alien, 
please select 
foreign 
individual. 

Please select how 
you want to be 
paid: check, US 
direct deposit 
(ACH), or 
international wire 
transfer. If you 
select ACH, you will 
be prompted to 
enter your bank 
account details and 
upload bank 
documentation.
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Bank Info for ACH
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Submit

Click on the Submit button. If you receive an error for missing information, please scroll through the form to 
ensure all required fields are completed. The error will be identified with red text.
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Select Help from the tool bar.

Select Contact Support to create a 
Service ticket. 

PaymentWorks Support
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