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Welcome! 
 
This document is used to provide examples and guidance for some of the questions that applicants will 
see as they progress through the registration process.  
 
This document captures most of the required questions, indicated on the form by a red asterisk (*).  
 
There may be additional questions that appear based on the selections made.  
 
If at any time you need to exit the application, you may hit Save and Exit at the bottom of the page. 
Once you are ready to complete the application, you may resume where you left off.  
 

 
 
 
General Help:  
For assistance with registering, please visit the General Help link below or contact 
PSUsuppliers@psu.edu.  
 
https://community.paymentworks.com/payees/s/topic/0TO3k000001uFcNGAU/completing-your-
registration  
 
Submitting a Support Ticket:  
For technical assistance, please submit a Support Ticket with Payment Works.  
 
https://community.paymentworks.com/payees/s/contactsupport  

mailto:PSUsuppliers@psu.edu
https://community.paymentworks.com/payees/s/topic/0TO3k000001uFcNGAU/completing-your-registration
https://community.paymentworks.com/payees/s/topic/0TO3k000001uFcNGAU/completing-your-registration
https://community.paymentworks.com/payees/s/contactsupport
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Select that you are registering as a Corporation. 

Enter your business name as you report on your 
taxes. If you are using a DBA, you many enter 
that further down the form. 

Select the classification as you report on your 
taxes.  

Note: We cannot advise on which one to 
select. Please consult your tax preparer. 
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Select Yes and PaymentWorks will generate 
an electronic W-9 for your record.  

Only select No if you already have one 
completed and signed that you would 
prefer to use and upload. 
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Enter your name as you would like it 
printed on checks even if you prefer ACH 
direct deposit payment. 

Also provide a valid phone number and 
email. 

Note: PaymentWorks will call this phone 
number to validate banking information. 
It is best to use a number at which you 
can be easily accessed. It cannot go 
through an automated system. 

If you have a DUNS or UEI, enter it here. If 
not, do not make a selection. 
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Provide your legal, physical address as it 
would be listed on your W-9. 

Provide an address if you would like to 
receive payment and 1099s to a 
different location from above. (A PO Box 
for example.) 
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Select US Entity 

Read the question and provide the most 
appropriate response(s). 

If none of them apply, you must select “None 
of these statements are true” 
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These fields require an answer. If they are 
not applicable, type “N/A” 

If you select “Yes,” additional fields will 
populate should you wish to have the 
purchase order emailed to a preferred 
email account and if the address listed on 
the purchase order is different than the 
primary.  
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The acknowledgement is just to say that you 
are aware we have insurance requirements. For 
most suppliers that do not operate on university 
property, these requirements are usually not 
applicable. For specific questions regarding 
insurance, please contact the Insurance 
Program Manager in the  Risk Management 
Office. 

Please enter contact information for people in 
these roles. 

https://fandb.psu.edu/office-risk-management
https://fandb.psu.edu/office-risk-management
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If you answer “Yes” to the Federally or State 
diverse questions, a list will populate for 
you to select your designation. For each 
designation you select you will be able to 
upload any certificates or documents that 
corroborate your status. This is not 
required but will accelerate the verification 
process. 



 

3/23/23 NEW SUPPLIER REGISTRATION - US Entity Supplier 
 10 

 
 

Read the questions and provide the most 
appropriate response. 

Select ACH if you would like to receive direct 
deposit to a US Bank.  

Use the comment box to explain any of the 
Conflict of Interest questions you may have 
answered with “Yes” or any other information 
on the form you feel may need to be clarified. 
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Provide bank account information for ACH 
payment. This must be a beneficiary bank 
and not an intermediary.  

Note: the name on this application needs to 
appear on the bank account. 

A bank validation document must be provided.  

Read the statement and check the box if 
you agree for Penn State to deposit money 
into your account. 
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What’s Next? 
 
Once your application is submitted, it will be reviewed by PaymentWorks for accuracy then go through 
a second review by the Penn State Supplier Team. The review process generally takes a few days, but 
timing will vary depending on accuracy of the information provided and current application volume. If 
you have any questions about the process, please email PSUsuppliers@psu.edu.  
 
 

Thank you! 

Provide the address for your financial 
institution.  

mailto:PSUsuppliers@psu.edu

