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Recipient How a Stipend Recipient Completes the Registration 

Process 

      Once a registration invitation is sent to the Stipend Recipient’s email, the recipient will   

      receive an email with appropriate link to begin the registration process. 

1. Once the email invitation is received and opened, Select the Register Now Button  to 

start the process as shown below in Figure 1.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please Note: OneRF is using the Supplier Registration format to register a Stipend 

Recipient.  Whenever a supplier name is requested, please enter your 

name.   

 

 

 

Figure 1 
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2. After clicking on the Register Now Button  in Figure 1, Page 1 on the welcome 

page, the Welcome to Supplier Registration screen will open as shown in Figure 2 

below, then click on Continue with Registration  after reviewing the appropriate 

information from RFCUNY. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 2 
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3. Next, create a Supplier Account. Start by completing the Supplier Registration. 

Complete all the Contact Information  and Login Information  to create the 

Supplier Account as shown in Figure 3 below. Then Select Create Account   

when complete. 
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Figure 3 
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 



 

4 
 

4. The student will receive an email asking them to complete the registration as shown in 

Figure 4 below. Click on Complete Registration Now . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please Note: You will get a message box stating your account is validated.                            

            Click the Submit button. 

 

5. After validating the account, the Account Created Successfully screen will appear as 

shown in Figure 5 below. Your Email  will auto-populate, fill in your Password,  and 

click Login .  
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Figure 4 
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Figure 5 
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6. After logging in, the Welcome to Supplier Registration screen  will appear, in 

Figure 6, below. Read the screen and then Click on Save Changes , then Next , 

and the Company Overview screen will appear as shown in Figure 7, on Page 5.  

The Company Overview screen is where you will start the registration process.  
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Figure 6 
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7. After clicking on Next , in Figure 6, on Page 5, the Company Overview screen 

will appear as shown in Figure 7, below.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Country of Origin: Click on the drop-down menu and select your country. 

 Read the instructions regarding whether you are a US resident or a Non-US 

resident. 

 Legal Structure Drop-Down Menu: Follow the instructions if you are a US 

resident or a Non-US resident in . 

 In the example, the student is a US resident, and we will choose Individual/Sole 

Proprietor or Single Member LLC. 

 After choosing Individual/Sole Proprietor or Single Member LLC, a Tax Id Number 

Type box will appear under the Legal Structure box, as shown below.  Click the 

drop-down menu  and select Employer Identification Number . In our 

example, because the student is a U.S. resident, click the Social Security 

number. 

 

 

 

 

 Save Changes and Next: Click Save Changes, then Next to move to the next 

step, Contacts. 

 

Figure 7 
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8. After completing Company Overview and clicking Next , in Figure 7, on Page 

6, the Addresses screen will appear as shown in Figure 8, below.  You will 

need to complete a Physical  and Remittance  addresses. Click Add 

Address  to enter the addresses. 
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Figure 8 
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9. After clicking Add Addresses  in Figure 8, on Page 7, the Add Addresses screen 

will appear as shown in Figure 9 below. Fill in What would you like label this 

address? . We chose My Home. The Receive Payment (remittance) box  and 

Other (physical) box  is also checked off because the same address will be used for 

Remittance and Physical. Now click Next . Another Add Address box will appear as 

shown in Figure 10 below. Complete the required information as shown, then click 

Next .  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 9 

Figure 10 
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After clicking Next  in Figure 10, on Page 8, a Primary Contact for This Address 

screen will appear as shown in Figure 11 below. Type in the name of the label, which 

was My Home in Contact Label  (see Figure 9 on Page 8, What would you like 

label this address? ). Then, fill in the First Name . After entering the first name, 

the other fields will auto-populate. Now click Save Changes . A success message  

will appear, and you will be taken to the Contacts screen, as shown in Figure 12 on  

Page 10. 
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Figure 11 
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After clicking Save Changes  in Figure11, on Page 9, the Contacts screen will 

appear as shown in Figure 12 below. If you want to add more contacts, click Add 

Contact  and follow the steps you did earlier; otherwise, click Next . This will move 

you to the Payment Information screen as shown in Figure 13 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. After clicking Next in Figure12, above, the Payment Information screen will 

appear as shown below.  Read the screen thoroughly. Especially what is 

highlighted. Click Add Payment Information drop-down menu  and  

choose your option . 
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Figure 12 

Figure 13 
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If you clicked Check in Figure 13, Page 10, Figure 14 will appear as shown below.  

Payment Title  : When you click in the title box, type in Default.  Country : choose 

from the drop-down menu.  Remittance Address : choose from the drop – down 

menu. Currency : select USD. Active : click Yes. Click Save Changes . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 14 
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If you click Direct Deposit, Figure 15 will appear as shown below.  Complete the top 

section as outlined in Figure 14, Page 11. Remember, the Payment Title you must 

enter Default.  In the Bank Account Section . Fill in Country : choose from the 

drop-down menu. Bank Name : type in your bank name.  Account Holder's Name 

: type in the name exactly how it appears on the bank account. Account Type : 

from the drop-down menu, choose Checking or Savings and select the one you prefer.  

Account Number Type : from the drop-down menu, choose Account Number or 

IBAN.  Routing/Transfer Number : enter the bank routing number. Account 

Number : enter bank account number from your checking or savings account.  

Confirm Account Number : re-enter the bank account number.  

Click Save Changes . 
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Figure 15 

Default 

Remember, the Payment Title 

you must enter Default 
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After clicking Save Changes  in Figure 15 on Page 12, the Payment Information 

screen will refresh and display the correct information, as shown in Figure 16 below.  

Click Next  to move to Tax Information. 

 

 

 

 

 

 

 

 

 

 

 

 

11.  After clicking Next,  in Figure 16 above. The Tax Information screen will appear as 

shown below. Click on Add Tax Document , and a drop-down menu with W9 will 

appear, and click the W9.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 17 
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Figure 16 

 



 

14 
 

After clicking on W9 in Figure 17, on Page 13, the Add Tax Document will appear as 

shown in Figure 18 below. Tax Document : type in the name you are calling your tax 

document. Tax Document Year : from the drop-down menu, select the correct year of 

your W-9 tax document. Tax Documentation : attach your W-9 by clicking on the 

Download Hyperlink . Click Save Changes .  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After clicking Save Changes  in Figure 18 above, the Tax Information screen will 

refresh and display the correct information, as shown in Figure 19 below.   

Click Next  to move to Stipend Recipient Overview. 

 

 

 

 

 

 

 

 

 

 

Figure 18 
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Figure 19 

 



 

15 
 

12. After clicking Next  in Figure 19, on Page 14, the Stipend Recipient Overview 

screen will appear as shown in Figure 20, below. Complete all the fields and click  

Save Changes , then click Next .  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 20 

  
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13. After clicking Next  in Figure 20, on Page 15, the Stipend Training screen will 

appear as shown in Figure 21 below.  If you choose CUNY Student or Non-CUNY 

Student, a second set of questions will appear where you need to choose your 

degree program. Once you answer the required questions, click Save Changes , 

then click Next .  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 21  
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14. After clicking Next  in Figure 21, on Page 16, the Determination of Tax Status 

screen will appear as shown in Figure 22, below. We selected the United States as 

the country of origin in Figure 7, on Page 6, of the Company Overview screen, which, 

in the Determination of Tax Status screen, defaulted to Yes in question one. Now, 

enter your Social Security Number . Then click Save Changes  and then  

Next . If you click no for question one, Figure 23 will appear, and you will need to 

complete a different set of questions.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If question one  is No.  Select the proper Status that applies to you . Attach the 

required documentation for your status by clicking Select File . Click on Sign 

Document . This will open a new tab with the DocuSign document. Follow the 

instructions in DocuSign, complete the document, and attach any required files. Once you 

have finished the DocuSign process, go back to the Determination of Tax Status page. 

Click Save Changes , then click Next . 
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Figure 23  

Figure 22  
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15. After clicking Next  in Figure 22 or 23 on Page 17, the Certify and Submit screen 

will appear it will be auto-populated as shown in Figure 24 below. Review and check 

the I certified that all information provided is true and accurate box , and then 

click Submit . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

16.  After clicking on Submit  in Figure 24, above, you will receive the following 

message, as shown in Figure 25 below.  
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Figure 24  

Figure 25  


