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New Vendor Registration  
Foreign or Non-Resident Individuals  
 
1. Click the link in the email from PaymentWorks. If you do not see the email, please check your spam or 
junk folders or reach out to your payment requester to resend the invite. 
 

 
 
2. Click the “Join Now” button to start 
the process.  
 
If you are already registered with a 
different email address, please click 
“Click here to login,” update any old 
information, and notify the sender that 
you already have an account. 
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3. Fill out the first step of the application and click 
“Join Now.”  
 
NOTE: Please use the same email address the 
application was initially sent to. 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. After submitting part one, you will receive an activation email at the email address you entered on the 
previous screen.  
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5. Click the link in the activation email to validate your email address and be routed to the application. 

 
6. Click “Sign In” to continue the process. 
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7. Use the information you entered previously to log in. 
 

 
 
8. Go through the 
application as 
follows: 
 
Click "Next" to 
continue. 
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9. As a foreign or non-resident 
individual, select the first option 
“Individual, Sole Proprietorship, or 
Single Member LLC.” 
 
 
 
10. Select your Country of 
Citizenship. 
 
 
 
11. Next, select “Foreign Tax ID” as the 
TIN type. 
 
 
 
 
 
 

NOTE: If you do not have a TIN type, please contact PaymentWorks Support at 
https://community.paymentworks.com/payees/ by clicking the “Contact Support” button in the top right 
corner and requesting a “Placeholder Tax ID.” 
 

12. Complete the identifying portion of the form.  

13. Next, fill in your tax ID (or placeholder ID). 
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14. Next, complete a W-8BEN  
(for foreign individuals). 
 
If you have a valid W-8BEN, click  
“Choose file” to upload an existing  
W-8BEN. Note: W-8BEN forms expire 
three years after they are signed. 
 
If you do not have a W-8BEN, click the 
“W-8BEN” link to download a fillable form.  
Please follow the guidelines below to 
complete a W-8BEN form.  
 
 
 
 
 
 
 
14.1 When completing the W8-BEN, please fill out at LEAST the following fields highlighted in yellow. 
Fields in blue boxes are optional if they apply to your organization. The form is only one page. 
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.  
 
 

 
 
 



8 
 

14.2 After you fill out the W-8BEN and 
save the file on your computer, upload the 
completed form by clicking 
“Choose File” and select the appropriate 
file to upload. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
15. Next, complete the Personal  
Information section. Please enter your 
full legal name here. 
 
Hit "Next" in the bottom right 
corner of the screen to continue.  
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16. Next, complete the Primary 
Address section. (This is where your  
tax documents will be sent).  
Note: This address must be the  
same as on the W-8BEN.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
17. Next, complete the 
Remittance Address section. 
Click the “Same as Primary Address” 
box, since check payment option is not 
available for foreign individuals unless 
you are in the US and will be picking 
the check.  
 
Hit "Next" again to continue. 
 
 
18. Next, select Yes or No for the 
question “Are you a SDSU/SDSURF 
student or employee?” 
 
Note: If your answer is “Yes,” enter a 
valid 9-digit RedID or Employee ID. 
 
19. Next, for the Supplier category, 
select “Foreign Individual.” 
 
20. Next, for the question “Do you 
accept credit cards?” select “No.” 
 
21. Next, for the question “Do you 
accept Purchase Orders?” choose the 
one that applies to you. 
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22. Next, chose Yes or No for the “Will you be 
performing services in the US?" question. If you 
chose “Yes,” you will be required to provide the 
following information and documents:  
 

 Visa type 

 Arrival date 

 Planned departure date  
 Visa start date 

 Copy of Visa to upload 

 Visa expiration date (if applicable) 

 Passport number 

 Copy of passport to upload 

 Passport expiration date (if applicable) 
 IRS form 8233 upload (if applicable) 
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23. Next, choose your “Bank 
Location” and “Payment Method.” 
 
If you select US Bank Account, you 
can choose ACH (direct deposit) or 
Check. 
 
If you choose ACH (direct deposit, 
under US Bank) you will need to fill 
out the banking information that 
follows this section.  
 
Note: Only domestic US banks can 
be used for direct deposit 
payments. 
 
If you wish to receive a wire transfer to a foreign bank, please select “Foreign Bank” and then 
“Wire” as your payment method. Skip to Step # 31 for additional instructions. 
 
 
24. Then, complete the Banking 
Information.  
 
 
 
 
 
 
 
25. Next, upload a bank validation 
file. You will be required to provide 
banking information and supporting 
documentation to verify and validate 
your account information. 
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26. Next, provide an email address to 
receive payment notifications, and 
click the “I Agree” box to authorize 
PaymentWorks to send electronic 
payments.  
 
 
 
 
 
 
 
27. Lastly, provide the bank address.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
28. Once completed, click the  
“Submit” button at the bottom right  
corner. 
 
 
You will see this once submitted.  
 
 
 
 

Over the next week, 
please check your spam / 
junk mail for any additional 
communications from 
PaymentWorks. 
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Another option for Banking Location and Payment Method from Step 22: 
 
29. If you select Foreign Banks, 
you can choose Wire or Check.  
 
Only select “Check” if you are in the 
US to pick up the check. Otherwise, 
select “Wire.” 
 
If you select “Check” (under Foreign 
Bank), there will be no more 
information to provide. Please click 
the “Submit” button to fully submit 
the application. 
 
 
 
If you select “Wire” (under Foreign 
Bank), you will be required to 
provide banking information and 
supporting documentation to verify 
and validate your account 
information.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
30. Then, click the “Submit” button to 
fully submit your PaymentWorks 
registration.  
 
 

After your application is fully approved, you will receive an email with your vendor ID number 
and a link to a Wire Transfer form to complete your foreign banking information. Your payment 
cannot be processed until this Wire Transfer form is completed. 


