
[image: ]
Business Office
Email: CHS-Business-Orders@uky.edu
Link: https://www.uky.edu/chs/ofa/online-order-forms

How To Complete a Research Subject Payment Process


1. When working on your research project, please have the participant fill out the top part of the form legibly and completely- name, address, email and signature. 


2. The Staff or PI must fill in the account number (not the name of the account).
3. The PI/fiscally responsible account holder signs the research subject payment form as the Principal Investigator.
4. Ensure the form is filled out accurately and completely before submitting electronically to the Business Office.
5. If the payment is over $100 or if the participant will receive more than $100 cumulative in a year from 1 or multiple studies, they must register thru Payment Works to become a vendor in the UK system. This is required in order to receive payment for participating. To register in Payment Works, the lab can send an invitation email or the lab can request an email be sent from your department administrative assistant (AA) or your financial analyst. (If the payment(s) in one fiscal year will be under $100 this is not required.)


[bookmark: _GoBack]
6. Please scan your payment form (AA’s can help with this) and attach it in the online order system. Here is the URL for the link to enter an order form- https://www.uky.edu/chs/ofa/online-order-forms.  You can log in with your log in for myUK.
7. The Vendor is ‘Research Subject Payment” and will self-populate once one has been submitted. Any box with an
asterisk is required.  
8. Scroll down –quantity - 1 – only 1 research subject payment per order. 
9. Scroll down and choose the correct department and cost center and check the box “This is the primary account for this order.”
10. In the Item description box, type the name of the Research Subject and be sure that the Business Purpose includes the name of the study. 
11. The Submitter can check the order history page in order to follow up on the process of the order.

University Business Procedure:  https://www.uky.edu/ufs/sites/www.uky.edu.ufs/files/bpm/E-9.pdf
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| (print name) have participated in a research study.
By signing below, | understand | will be compensated S for my participation in this study.
Participant’s Signature: Date:

Participant’s Mailing Address (please print):

Street: Apt #

City: State: Zip:

Email address (if payments will add up to $100 in one year)

****No W9 is needed — An email from Payment Works must be sent to the research participant.
Payment Works is a free service for participants to register as a vendor and update information as it
changes. This will be required for payment by check. ****

Account #:

Research Study:

Principal Investigator/Fiscally Responsible Signer:

Business Office Signature:
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How To Process a Payment Works Application





All orders should flow through the Division’s Staff Support



1. Log into myUK.

2. Click the Enterprise Services tab.

3. Click the sub heading “PaymentWorks” tab.  A screen will open and click the “Vendor Master Updates”.
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4. On the left hand side at the bottom, click the “Send Invitation” button.

· Enter the Company/Individual Name

· Enter the Contact Email

· Enter the Contact Email again to verify

· When prompted “is this a UK employee” cancel if yes, scroll down and continue if no.

· A suggestion for the Personalized Message – “Please take about 30 minutes to complete this free registration to be paid by check from the University of Kentucky _______ Program or Research Project.”

· Click “Send”

5. Follow up with an email to the new vendor explaining that this is a free service and required for payment by check.

· Let the vendor know that they can follow up with Payment Works directly if they encounter issues with the process by email to support@paymentworks.com. 

· Tell the vendor that the process will take about 30 minutes to complete.

· They will be creating a log in and password so once they have registered with Payment Works, they can log in and update their address and submit to UK for it to be updated.

· For tax purposes, most of our vendors are individuals and click the first radio button as “yes.”

· They will need their Social Security number or Federal Id number available when they begin this process.

· We ask that the vendor continue the registration process until they receive an email with this screen.
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6. Please remember to log back in to myUK and look at the system for updates on the process.  If you are working on this for your analyst, let her know when this is approved or completed with a vendor number.
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University of Kentucky
Purchasing Division

322 Peterson Service Building
Lexington, KY 40506

P: 859-257-9100

F: 859-257-1951

www.uky.edu

PaymentWorks Frequently Asked Questions (FAQs)

Question 1: What is the new PaymentWorks Vendor Onboarding Solution?

Answer: PaymentWorks is the University’s new cloud-based vendor onboarding solution. The
application is integrated with the myUK environment allowing departmental users to access it
utilizing their myUK ID and password. PaymentWorks supports the entire application platform,
including vendors requiring registration support. It will replace the University’s current paper-
based vendor application which requires manual entries and updates.

Question 2: What are the benefits by using PaymentWorks?

Answer: Utilizing a vendor onboarding application such as PaymentWorks allows the University
to meet underwriters’ requirements for validation prior to entry into the University’s vendor
database. It verifies sanctions and performs other compliance checks required for recipients of
federal funding. It allows the University to move a currently tedious, manual process to an
automated platform. Departments are empowered in the process and vendors utilize self-
service in their registration and updates.

Question 3: How was PaymentWorks selected to be the contracted provider?

Answer: PaymentWorks was selected as the successful awardee though a competitive Request
for Proposals (RFP) process as required by Kentucky law. PaymentWorks provided the best
value product in relation to the University’s needs and in comparison to others who responded
to the solicitation.

Question 4: What is the main change for me as a departmental employee with regard to
PaymentWorks?

Answer: The main change is simply to use the PaymentWorks invitation process to request new
vendor entries rather than the paper-based vendor application. PaymentWorks also empowers
UK users and provides visibility into the onboarding process.







Question 5: What is the planned go-live date for PaymentWorks to be turned on?

Answer: PaymentWorks is planned for go-live on or close to August 14, 2018. A Purchasing
listserv message will be distributed at the time of transition as well as the PaymentWorks link
activated in myUK /Enterprise Services for departments. The paper-based vendor application
will be removed from the Purchasing website at the point of cutover.

Question 6: Has PaymentWorks been pilot-tested for the University before go-live?

Answer: Yes, a group of department testers who typically work with vendor application
requests as part of their daily work participated in pilot testing. The pilot testers helped validate
processes and workflow and offered helpful feedback based on their operational knowledge.

Question 7: Can I still use the paper vendor application from the Purchasing home page to
request a vendor be loaded?

Answer: No - PaymentWorks will completely replace the current paper-based vendor
application. Any vendor or individual for whom a University vendor number is required must go
through the automated onboarding process.

Question 8: How will | search to see if a vendor is already in the University’s vendor
database?

Answer: Continue to perform searches as you do currently to determine if a vendor is already
in the University’s vendor database. This may include checking directly within your Shopping
Cart / Requisition or PRD using vendor search tools. You can also use SAP T-code XK-03 for
direct searches (help guide: http://www.uky.edu/Purchasing/docs/vendorsearch.docx). At a
later date, the University’s entire existing database will be integrated within PaymentWorks
allowing full vendor searches from within the application.

Question 9: What about UK student orgs, UK Imprest (petty cash) custodians, and UK
Employees seeking reimbursement?

Answer: Any entity or person to receive a University vendor number must go through
PaymentWorks. The onboarding form entries are customized depending on the vendor type
including UK Student Organizations and Imprest (petty cash) Custodians.

UK employees seeking reimbursement will continue to use their PERNER number as a reference
to establish an 8XXXXXX number. A special form is available on the Purchasing website to
request this. UK employees seeking reimbursement will not use PaymentWorks.

Question 10: What about foreign vendors and individuals?
Answer: Any foreign vendor or individual will also register through PaymentWorks if they are to

receive a University vendor number for a transaction. There are customized fields for each
country and address format.







Question 11: |1 do orders or PRDS for students and foreign staff with W8-BEN forms. How will
they be affected?

Answer: Send the PaymentWorks invitation to all entities/persons. The registration form has
customized entries for every University vendor type.

Question 12: How long will it take for a vendor to be onboarded?

Answer: One of PaymentWorks’ benefits is that of automation. Onboarding time depends on
several factors, the primary of which being the vendor’s completion of the registration process.
That said, the onboarding process should not be longer than that for the current manual
process and in most instances, will be shorter. Onboarding delays may occur if a vendor is
found to have sanctions against them or other validation obstacles.

Question 13: Will current SAP/SRM/PRD vendors need invitations sent to them to be
reloaded into PaymentWorks?

Answer: No, any active vendor number will remain in the University’s database; only new
vendor registrations need invitations sent to them.

Question 14: How will vendor updates and changes be managed?

Answer: All vendor updates will be managed through PaymentWorks. This will feed into and
update the University’s vendor database.

Question 15: Can | fill out the form on behalf of the vendor or individual receiving a vendor
number?

Answer: No - Since the onboarding process requires an email invitation and the vendor to
complete and attest to their own information, it can only be done by the company or individual
being onboarded.

Question 16: | use the One-Time vendor functionality in PRD to pay individuals. Will | use
PaymentWorks for this now to get them a vendor number?

Answer: PaymentWorks does not affect how you utilize One-Time vendor functionality in PRD.
The only change is to utilize PaymentWorks for any new vendor registrations where you
previously used the paper vendor application.

Question 17: | have vendors or individuals who do not use e-mail, or simply cannot complete
the vendor onboarding process for whatever reason identical to a typical vendor. What do |
do in these cases?

Answer: Contact Purchasing at UKPurchasing@uky.edu for guidance if you have any vendors or
individuals who cannot complete the vendor onboarding process for some reason.










image1.png

College of
Health Sciences






image2.png

<

loyee Self Service | Student Services IS BTN my UK

vice Request | Workflow | Facilties Management | PaymentWorks | ecrt







image1.png
College of
Health Sciences




image2.emf
research_subject_part icipant_form_Ruth.pdf


