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Purdue Research Foundation 

Payee Onboarding Process via PaymentWorks 

This job aid will cover the onboarding process for Payees partnering with Purdue Research Foundation (PRF) through the 
PaymentWorks application. The specific processes covered in this job aid are:  
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What is PaymentWorks  

 

● PaymentWorks (PW) is the digital supplier onboarding platform that Purdue Research Foundation (PRF) uses to verify the 

identity and compliance of its payees. PaymentWorks offers an onboarding experience for secure, compliant and optimized 

business payments.  

● For more information on how PaymentWorks is utilized, refer to the following resources:  

○ PaymentWorks Benefits to Suppliers   

○ PaymentWorks: How does it work  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://7162195.fs1.hubspotusercontent-na1.net/hubfs/7162195/Customer%20Success/PaymentWorks%20for%20Suppliers%200924.pdf
https://www.youtube.com/watch?v=d7ImhdyEoIshttps://www.youtube.com/watch?v=d7ImhdyEoIshttps://www.youtube.com/watch?v=d7ImhdyEoIshttps://www.youtube.com/watch?v=d7ImhdyEoIshttps://www.youtube.com/watch?v=d7ImhdyEoIshttps://www.youtube.com/watch?v=d7ImhdyEoIshttps://www.youtube.com/watch?v=d7ImhdyEoIs
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Onboarding Process as a New Payee  

If you are not yet a Purdue Research Foundation vendor, you must be invited by a PRF employee to register as a new vendor via 

PaymentWorks.  If you established a vendor relationship with PRF prior to the implementation of the PaymentWorks system, and 

your information is unchanged, you do not need to take any action.  However, if you need to update any of your vendor information, 

you will need to be invited by PRF via PaymentWorks, and complete the PaymentWorks onboarding process.  

Creating a PaymentWorks Account  

You will receive an email invitation from PRF inviting you to create a PaymentWorks account and complete their New Vendor 

Registration form. If you are not the person within your organization who will complete and submit the request, you can forward the 

invitation email to a colleague prior to beginning account registration.  

 

1. To start the process, click on the Click Here link in the invitation email to begin.  
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If you are new to PaymentWorks you will be prompted to join the platform. If you already have a PaymentWorks account, but not yet 

connected to Purdue Research Foundation, login to PaymentWorks. (Understanding and Accessing your New Vendor Registration 

Form)  

2. Click Join Now

https://help.paymentworks.com/knowledge-base/understanding-and-accessing-your-new-vendor-registration-form
https://help.paymentworks.com/knowledge-base/understanding-and-accessing-your-new-vendor-registration-form
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Complete all the required fields to create the PaymentWorks account.  

3. Click to agree to the Terms of Service and Join Now  
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Once you’ve created your account an activation email will be sent to activate your account and verify your email address. 

 

 

 

 

 

 

 

 

 

4. From the verification email you receive, click verify your email and complete your registration 

a. Multi-Factor Authentication Resources  

 

 

 

https://help.paymentworks.com/knowledge-base/kb-search-results?term=Multi-Factor+Authentification
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5. Sign in with the login credentials set up during step three.  
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The New Vendor Registration Welcome screen appears. Click the Next button to begin completing the New Vendor Registration 

form.   
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6. Complete all required fields in each section of the form and then click the Next button at the bottom of the form to move to the

next section or click the tab at the top of the form to move to the appropriate section. When completing the PaymentWorks

New Vendor Registration form, most of the requested information is standard for all customers who use PaymentWorks. In

addition to this standard information, Purdue Research Foundation requests additional information in the Additional

Information section.
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Completing Payment Information  

 

The Banking information section will only appear if you select ACH as your Payment Method (or Wire for non-domestic vendors who 

do not have a US bank). When entering bank account information for electronic payments, the following is required.  

1. Bank Account is open and active  

2. Bank account can receive electronic payments  

3. The routing number corresponds with the payment type selected  

4. The correct account numbers are entered on the form and the information matches the bank validation file  

 

As part of the registration process vendors may receive a phone call from PaymentWorks to review the information you 

have submitted.  

Submitting the New Vendor Registration Form  

 

After entering all required fields, click the Submit button. After Purdue Research Foundation approves your new vendor registration, 

you will be notified via email.  

 

 

 

 

 

 

 

 

 

 

Important Note: If your new vendor registration is returned by PRF, you will need to ensure the requested updates are made and 

resubmit the form for approval.  



  

11 

Tracking Your Vendor Onboarding Status  

You can track the status of your registration with PRF and other customers you may have registered for using PaymentWorks by 

logging into your PaymentWorks account.  

 

 
 

 

Your onboarding status appears on the Home or Customers page.  
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Updating Your Company Profile 

After you have submitted your New Vendor Registration form, your company profile will be created. Within the company profile 

section, business and personal information can be updated as needed.  

1. To update your Company Profile, login to your PaymentWorks account and click the Profile icon with your initials in the top 

right and select Company Profile. 

 

2. Click the appropriate tab from the left side to update: 

a. Marketing Information – Basic information such as Company Name (DBA) and contact information.  

b. Business Details – Tax information such as Tax Country, Tax Identification Number, and Classification  

c. Tax Forms – Upload or update any required tax documents  

d. Order and Remittance Addresses – Manage the Order and/or Remittance Addresses where PRF can submit 

payments. The Bank Accounts tab does not appear if no Remittance Address is indicated.  

e. Banking Accounts – Add or update your banking information. Click here for more details on adding Bank Accounts. 

 

 

https://help.paymentworks.com/knowledge-base/adding-validating-and-linking-a-bank-account-in-paymentworks


13 

Updating Your Account Information 

Your account information contains your Personal Information, including your Email address and Telephone number, which may 

differ from that in the Company Profile. It is also where you would reset your password, if needed.  

Your account Telephone number is used for Multi-factor Authentication when you log-in to your account. If you need to update 

your Telephone number, do so before your old telephone number becomes unavailable. If you are unable to access 

PaymentWorks due to an unavailable, inactive, or out of date telephone number, contact PaymentWorks Customer Support.  

To update your Personal Information, login to your PaymentWorks account and click the Profile icon with your initials in the top right 

and select Manage Account. 

https://help.paymentworks.com/contactsupport
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Updating Purdue Research Foundation Specific Information  

As a PaymentWorks vendor, you may need to manage information specific to Purdue Research Foundation that does not apply for 

your other customer(s).  

 

1. Login to your PaymentWorks Account and navigate to Home or Customers pages to view your Customers.  

2. Click the View/Edit Form link for Purdue Research Foundation. The form will appear and navigate to the Payment 

Information tab to update Payment Method and/or the Additional Information tab to update Purdue Research Foundation 

specific questions.  
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Payee Resources 

● If you have questions regarding the PaymentWorks platform or the PaymentWorks registration process, you can search for

articles on the PaymentWorks Knowledge Base or contact PaymentWorks Support.

○ Account Login & Updates

○ Invitations & Customer Registrations

○ Invoices & Payments

● For any questions regarding Purdue Research Foundation’s specific vendor management process, please contact

prf-ap@prf.org.

https://help.paymentworks.com/knowledge-base
https://help.paymentworks.com/contactsupport
https://help.paymentworks.com/knowledge-base/payee-knowledge-base#account-login-updates
https://help.paymentworks.com/knowledge-base/payee-knowledge-base#invitations-customer-registrations
https://help.paymentworks.com/knowledge-base/payee-knowledge-base#invoices-payments
mailto:prf-ap@prf.org
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