
 

PaymentWorks Registration How To 

Oregon Center for Career Development  

 
OCCD Incentive and Recognition Payments require individuals to create a PaymentWorks account with Portland State University. This 

secure and confidential account will require personal information to meet Internal Revenue Service requirements. Each of these steps 

is outlined below, with instructions, and displaying a screenshot for a visual to follow. 

 

 

” 

                                                                                                                                       STEP 1: Click the link in the email you were 

                                                                                                                                                      sent to register your account, then 

                                                                                                                                                      click “Join Now” 

 

 

 

 

 

 

 

 

 

 

 

                                     STEP 2: Fill in “Your Information” and “Create Password”  

                                              and click the agreement and then click “Join Now”. 

 

                                             After you click “Join Now” you will be directed back to                

                                            your email to activate your account. 
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                        STEP 3: After you get the activation email 

                         click on that to sign in with your email and    

                          chosen password. Then click “Sign In”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                    STEP 4: To ensure that your information is  

                   protected PaymentWorks requires multi-factor  

                   authentication.   

 

                   Enter a phone number (does not have to be a  

                    cell phone) and click “Submit” and then choose 

                   if you want to receive a text or a voice call.  

 

                          Then click “Submit”. 
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               Step 5: Enter the code that you received by  

                either text or a call and then click “Submit” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                Step 6: You are now in the system!  

                 

                  Go ahead and click “Next” 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 7: You will now fill in your tax information. You will 

click “Individual” and then choose your “Country of 

Citizenship” and then pick if you are using a “SSN (social 

security number)” Or “EIN (employer identification 

number”. 

 

 Then enter your SSN or EIN. 

 

You are completing this for yourself personally, not 

as a business. 
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 Step 8: By clicking yes you are letting  PaymentWorks 

create a W-9 for you using the information you provided 

in Step 7.  

 

 

   

 

             
     

 

 

​  If you are subject to Backup Withholding (the IRS 

       will have informed you) uncheck this box. If you are 

       not subject to this leave the box checked. 

 

 

 

 

 

 

 

 

 

 

 

 

    Step 9: Then fill in your personal 

     information for your W-9. You will need to   

fill in “Your Full Name” and “Preferred Email” 

      then click next 

 

You are filling this out as an INDIVIDUAL not 

as a business. 

 

 

    Description of goods or services can be  

     left blank. 
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Step 10: Fill in your “Primary Address” 

 

 

If you have a different mailing address uncheck “same as 

primary address” and add in the ‘Remittance Address” 

 

 

 

 

 

 

 

 

 

Step 11: Under additional information you will enter in 

your “Bank Location” and then how you would like to 

receive your payment. You can select either 

“ACH/Direct Deposit” or “Check”. Then click “Submit” 

 

If you choose ACH/Direct Deposit you will then need to 

enter your bank account information. You will need your 

Account Number and Routing Number which you can 

typically find on a check or your bank can give you that 

information. 

 

 

 

 

 

 

 

 

Step 12: If you see this screen then 

PaymentWorks  is done and 

submitted! 

 

If PaymentWorks has any 

questions they will reach out by 

email.  

 

All questions must be resolved by 

the deadline in order to receive 

payment.  
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