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Tip Sheet for Payment Works Registration: Clinical Research Participants 

PaymentWorks is a financial system at UVA.  The clinical research study you are participating in uses this 
system to provide your payment.  

You must have an email address to register in PaymentWorks. 

You must provide the information below to complete registration: 

o Full Name 
o Phone Number 
o Primary Mailing Address 

 

o Social Security 
Number 

o Remittance or 
Payment Address 

**If you would like to be paid by check, this is all the information you will need for registration. 

If you would like your payment to automatically deposited (ACH) into your bank account, you will need to also 
enter this information below: 

o Bank Name 
o Name on Account 
o Account Number 
o Account Type (Checking, Savings) 
o Routing Number 
o Email address for payment notifications  
o Bank Address (should be on any paper or 

electronic bank statements) 
 

You must upload one of the following 
(PDF file format): 

o Letter on company letterhead 
o Voided Check 
o Voided Deposit Slip 
o Letter from your bank 
o Copy of bank statement 

 
 

 

Only fill in the sections marked with a red asterisk *, the other sections can be left blank. 

If you have specific questions regarding the amount or when you will be paid, please contact your clinical 
research team. 
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Complete Payment Works Account Creation and Registration Steps for  

Clinical Research Participants 

Step 1: Creating Your Payment Works Account 

You will receive an email from “invitations@paymentworks.com”. 

 

Dear Participant Name: 

 

The next screen you see should look like this: 

Please note - If you already have a PaymentWorks account, DO NOT create a new one.   

 

 

To create a new account: 

** Enter your name, phone number, email address, and create a password.  You will need this password so 
make sure you remember it! ** 

When you are creating your account and registering, only fill in the sections with a red asterisk *. 
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Step 2: Verifying Your Payment Works Account 

You will receive another email from this email address: do-not-reply@paymentworks.com 

Verify your account by clicking on the link in the email (see below). 

 

You are NOT done yet!  A few more steps to complete registration. 
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Step 3: Complete Your Registration 

  

Use the same email and password you entered for Step 1 when you created your account. 

 

You will see a screen that welcomes you as a new “Vendor” at the University of Virginia. 

Fill out only the sections with a red asterisk * 
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The next few screens are regarding US W-9 Tax Withholding. 

 

 
 
 
The DUNS field does not apply to research 
participants, so leave this blank. 
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1.                                                       2.                3.  

Enter a Primary Mailing 
Address.   
This will be your home address. 

 

Enter a Remittance or Payment 
address.  Either click the box next 
to Same as Primary Address or 
enter a different address.  
 

 

UVA’s registration requires a Primary 
Order Address. If you are an 
individual getting paid for research, 
this will be the same as your home 
address, you can click the box next to 
Same as Remittance Address. 
 

 
 

Please select if you are a US citizen or Foreign Individual. 
Note: If you are a foreign individual with a US tax 
number, please select US Individual.  
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If you are NOT a UVA fellow or student, you will select NO for the questions below. Select Yes only if you are 
a UVA fellow or if you are a UVA student. 

 

If you are a student enrolled at UVA, you will need 
to enter your student ID number. (This will be 9 
digits.) 

 
 

 

If you want your payment to be deposited directly into your account, you will select ACH. 

Select Check, if you want a physical check mailed to you. 
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Next you will need your bank name, account number, routing number, account type (checking, savings). 

You do not need to enter a check number. 

 

In this next step you need to upload a voided check, voided deposit slip, or copy of account statement. 
These are the most common.  You will also enter the address of your bank. 
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After you have entered your information you will click the Submit button.   

If you accidently skipped over a section, you will get an error message, scroll up the registration – the missing 
information will be in red. 

If you were not able to fill in all the sections with a red asterisk*, you will click on Save and Exit.  Once you 
have the rest of the information you need you, you can sign back in to Payment Works and complete your 
registration. 

 

 

Check your email for the notification that your account and registration are approved. 

 

If you have any questions reach out to your clinical research team. 

 


