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To register with GW, you’ll need to receive an invitation. 
Follow the steps below to complete the registration process. 

Test screenshots provided for examples 

Steps to Register 

1. Request an Invitation 
o Ask your GW contact to send you a PaymentWorks invitation email. Receiving 

an invitation is the only way to register on the platform. You can also request one 
through iSupplyGW@gwu.edu. 

2. Click the Link 
o Open the invitation email and click the provided link. 

 

3. Join PaymentWorks 
o If you don’t have a PaymentWorks account, click Join Now to create one. 
o If you already have an account, click Click here to login and sign in with your 

credentials. 
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4. Verify Your Email 
o After creating your account, you’ll receive an email to verify your email address. 
o Click the link in the verification email to activate your account. 

 

5. Complete the Registration Form 
o Log in to your activated account to access the Vendor Registration Form. 
o Fill out the form and submit it. Screenshot examples of the form and steps 

provided at the end.  
o Visit Understanding and Accessing Your New Vendor Registration Form for 

more information. 

https://help.paymentworks.com/knowledge-base/understanding-and-accessing-your-new-vendor-registration-form
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6. Approval Process 
o Your customer’s organization will review your registration. 
o Once approved, you’ll receive an email confirming your registration. 

 

Registration Step Screenshots 
 

 

 

 

 

 

Questions or screens may be different as they adjust based on your responses. For 
example: an Individual registering will have far less screens than a Corporation. 
Please fill in any mandatory field and reach out to isupplygw@gwu.edu with 
questions.  

mailto:isupplygw@gwu.edu
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If you are an Individual or Sole 
Proprietorship you will be asked for your 
SSN. 

you are a Corporation or other 
complex business entity it will ask for 
your Country of Incorporation, 
Business Legal Name and EIN. 
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Additional tax questions 

 

 



7 
 

 

 

 

 

 

 

 

 



8 
 

 

 

 

 

If you are (Non-GW) registering to 
receive a 1-time payment for a 
Reimbursement, Prize, or 
Honorarium: 

Please type in Honor, 
Reimbursement, or Prize in the 
Description of Goods or Services box. 
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When possible, please use abbreviations for your address such as Blvd, St, etc.  
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Virtual Card is the preferred method of payment for business entities. Please reach out on registering. If 
Virtual Card is not used, please choose ACH and provide your banking information. 

In the rare occurrence that a check is authorized, this needs to be done through a manual registration 
and will result in payment terms of Net60 and the inability to check the portal for payments. 
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*Screenshots for ACH and Wire are the same. 
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If you are receiving a payment for 
an Honorarium, Reimbursement, or 
Prize, please use NIGP code: 963-00 

For other codes, please search the 
list found here. 

 

https://controller.gwu.edu/nigp-code-category-selection
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If the top of the screen shows a red circle, that field is not complete and needs to be updated. 

 

When all entries are complete hit Submit.  

Your registration will now flow to Supplier Maintenance for review and approval. You will receive notice 
when you are approved or if more information is needed. 
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