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


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”.
[image: ]
[image: ]

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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7. Attached documents from Purchasing with more information on Payment Works.
· Frequently asked questions:



· Quick Reference Card
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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.
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Quick Reference Card

PaymentWorks Supplier Onboarding

PaymentWorks is the University’s cloud-based application for vendor onboarding.
UK users can access PaymentWorks through their myUK environment - Enterprise
Services tab. Upon arrival at the PaymentWorks application via myUK, you can
initiate an invitation to a vendor to register. You also have access to a dashboard
showing onboarding status for all vendors to whom you have sent requests.

All new businesses, organizations, government affiliates, and individuals (US or
foreign) will utilize PaymentWorks to be assigned a University vendor number.
This includes UK Student Organizations and UK Imprest (petty cash) Custodians.
The PaymentWorks’ “Smart Form” is programmed to customize entries for each
vendor type.

UK Employees seeking employee reimbursements via 8XXXXX number will not use
PaymentWorks. There is no process change for this and a customized form for
their PERNER number is on the Purchasing website.

Role: Departmental Staff or Faculty Frequency: As needed

STEPS TO ONBOARD A NEW VENDOR

1. From within myUK,
click the Enterprise my

Services tab

Launch Pad  Employee Self Service | Student Services | e bl MUK myRg

Financials | Malerials Management | IT Service Request | Workflow | Faciliies Managemeni |

Overview
LI L]
Detailed Mavigation

= Dwverview
* Procurement Card Financial Services
= Cash Transmiftal Provides access lo Financial administrative tasks






Quick Reference Card

PaymentWorks Supplier Onboarding

2. Click PaymentWorks
link

'ment | PaymeniWorks

3. At the UK sign-on
screen, login using your

Sign in with your linkblue account
myUK ID and password

jmbl224@uky.edu

(ST LR E]

Please login with your linkblue account and password.
Can't access your Account?






Quick Reference Card

PaymentWorks Supplier Onboarding

4. Upon arriving at ?
PaymentWorks, click the PaymentW rks

bottom left tile entitled
Vendor Master Updates (r—

'@ Setup and Manage Supplier Portal

VIDED WM |
TUTORIAL

3 o I
@ Vendor Master Updates

VIDED B
TUTORIAL






Quick Reference Card

PaymentWorks Supplier Onboarding

5. From within your
onboarding dashboard,
click Send Invitation in

# Home + Updates (D New Vendors

the bottom left corner o® SHOW: | Onboardings *
VIDEQ B
TUTORIAL ONBOARD START UFDATED VENDOR MAME

Filter Results:
VeridorN Smith and

encor hame:

07/18/2018 07/19/2018 wychatce
Vendor# Professional
Services
Contact E-Mail
Huntington

vitation o1 | 071812018 07/19/2018 Specialized
Approval: Robotics
o "1 | o7narots 07/19/2018 | Nielson Company

elivered
Account v Albertson
Sl 018 07/19/2018 | Cleaning
Registration Company
Form

i 7/18/2018 o7iei201g | C2ylord Library
Source Supplies Inc
Invitation Henry Schein
Initiator 07/18/2018 07/18/2018 Y '

Dental

Clear Filters






Quick Reference Card

PaymentWorks Supplier Onboarding

6. Complete the

company or individual
i N Invite New Vendor
name, er_nall, and a A|
personalized message
(optional) Company/Individual Name:*
Jackson Engineering Supplies
Click Send Contact E-Mail:”
) johnsmith@jacksonengineering.com
Personalized Message:
Please follow the directions and steps to complete the University of
Kentucky vendor application process.
“Required Field
=3
7. The vendor will
receive the email
. . . [¢
invitation and follow the PaymentWorks

steps to create an
account within
PaymentWorks

Dear Jackson Engineering Supplies:

In order for Kentucky Development to establish you or your company as a payee or vendor, please click here to register on PaymentWorks,
Kentucky Development's supplier portal

Craig Locke has invited you to register as a new vendor to Kentucky Development.
Please follow the directions and steps to complete the University of Kentucky vendor application process
Before you begin the registration process, be sure to have the following information available:

1. A valid tax ID (either an EIN or S5N)
2. If you wish to receive electronic (ACH) payments, you will need a copy of a voided check or bank statement.

If you have any questions, please do not hesitate to reach out to support@pavmentworks.com

Thank vou for your support.






Quick Reference Card

PaymentWorks Supplier Onboarding

8. The vendor completes

the form entries and
finishes the registration
process

Business Details

For tax purpos

proprietor or single-member LLC?

Country of Incorporation or Organization® Inited States of America
Business Legal Name_* Jac

For lax purposes

EIN-* 26

9-digit number, no spaces or dashes

Confirm EIN-*

9-digit number, no spaces or das

assification.”
Pt

9. When vendor
onboarding is complete
with the University, the
vendor number will show
in your PaymentWorks
dashboard.

NEW VENDOR REGISTRATION

Approved

Complete
Vendor # 0000373330






Quick Reference Card

PaymentWorks Supplier Onboarding

Additional Tools and
Functionality

You can access your
PaymentWorks

dash board at any ti me ONBOARD START UPDATED ~ VENDOR NAME INVITATION VENDOR ACCOUNT NEW VENDOR REGISTRATION % COMPLETE
V|a myUK Enterprise 071812018 071912018 Sjgg’ls;fgaw Clicked Email Validated In Progress
Services tab. From the Jackson
07/19/2018 07/19/2018 Engineering Clicked Email Validated In Progress
dashboard, you can supples
review and check status Nkl _
07/18/2018 07/19/2018 PA— Clicked Email Validated Submitted
of vendors to whom you servics
have sent onboarding Huntington _
. . . 07/18/2018 07/19/2018 Specialized Clicked Email Validated Submitted
Invitations. Robolics
VENDOR NAME INVITATION VENDOR ACCOUNT NEW VENDOR REGISTRATION
If deSI_red, click any blue Gaylord Library e
hyperlink for additional SIS
status information Jackson
Engineering Clicked Email Validated In Progress
Supplies






Quick Reference Card

PaymentWorks Supplier Onboarding

If status shows a vendor
email invitation Clicked,
but registration was not
started, you can Resend
the Invitation if desired.

PaymentWorks also
sends reminders to
vendors throughout the
onboarding process if
tasks are not completed.

Albertson
Cleaning Clicked
Company
Initiated: Email Sent:
07/18/2018 07/18/2018

Resend Invitation C'
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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.
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