
1. Email sent from PaymentWorks

You will receive an email from 
invitations@paymentworks.com. If you do 
not see the email in your Inbox, be sure to 
check your SPAM folder.  

2. Login or Create a PaymentWorks account

Click the “Join Now” button if this is the first time you 
register with PaymentWorks. 

Within seconds, an email will be sent to 
you. 

Be sure to click the ‘Verify’ link within 72 
hours. 

mailto:invitations@paymentworks.com


3. You are now able to sign in to PaymentWorks, using Multi-Factor Authentication 
 

 
 
 

 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

4. Once signed in, you will access the Home screen 
 

 
 
Click “Start Registration” to begin entering your information 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



5. Enter your Tax Information 
 

 
 
Click “Individual” for payment of honoraria, or any other payment to an individual.  
 

 
Select your home country. 
 

 
 
Select “Non-U.S. Tax Identification Number”, unless you have an Individual Taxpayer Identification Number 
(ITIN) or a United States Social Security Number (SSN). If you do not have a tax ID, select “I do not have a tax 
ID” and one will be generated for you for purposes of this form.  



Enter your First and Last Name as it appears for your country’s official purposes and the Tax Number you use 
in your home country.  If you selected “I do not have a tax ID” on the previous screen, this will be generated 
for you. 

IMPORTANT NOTE: If you are performing services in the US, we will need your Visa and passport documents 
to process your payment(s). However, if you have already sent (or plan to send) these documents directly to 
your Notre Dame contact, you do not need to upload them here. Simply select "I am not performing services 
in the US" to continue the registration.



Non-US citizens must submit a W-8BEN. The form can be downloaded by clicking on the blue “here” next to 
W-8BEN. Fill-out the form (see below) and upload the signed form by clicking “Choose File” on this screen. To
avoid delay, be sure the form is signed before uploading.

The W-8BEN form is required by the 
US Internal Revenue Service to 
certify your status as a foreign 
individual, for tax purposes. 

The following are Required: 

Part I. # 1, 2 , 3, 8 
Part III. Sign, Date, and Print Name 

The following will only be needed if it 
applies to your case: 

Part I. #4, 5, 6a, 6b, 7 
Part II. If you worked inside the US 
and would like to benefit from a Tax 
Treaty. 

For additional information about this 
form, consult the US Internal revenue 
Service website: 
https://www.irs.gov/pub/irs-
pdf/iw8ben.pdf 

https://www.irs.gov/pub/irs-pdf/iw8ben.pdf
https://www.irs.gov/pub/irs-pdf/iw8ben.pdf


6. Enter your Personal Information and Addresses

Provide your phone number and email address. (Note that website URL is not required) 

Provide a short description such as “honoraria” or “travel expense reimbursement”. 

Enter your home address 



 
Your Remittance Address can be the same as your home address. You can select “Same as primary address” 
for it to be automatically completed. Please provide your name, email and phone number.  
 

 
Your Order Address will again be the same as your home address. You can select “Same as primary address” 
for it to be automatically completed. Please provide your name, email and phone number.  
 
 
 
 
 
 
 
 
 
 
 
 



7. Enter the Payment/Bank information for Wire payments 
 
 

 
 

 
If your bank is located outside the United States, you will be asked to select “Wire”.  
 

 
Note that you can provide either the SWIFT/BIC + Account Number or the IBAN. 



 
You may upload a copy of a bank statement with all financial information crossed out. The Name of the 
Account holder and the last digits of the account number must be visible and match the information entered 
above. 
 

 
We will send notification of the wire transfer to your email address. 
 

8. Answer “NO” to the following miscellaneous questions 
 

 



 

 
9. Final Step 

 

 
Select “Foreign Individual” and then be sure to select “Save and Continue” to submit the form.  

 
Once it is submitted, you will be redirected to the Home screen where you will see “Registration in Review” 
 




