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Overview

Why change Supplier management?
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Search for a Supplier

It is crucial that new Suppliers are setup correctly, and a thorough
search should be performed to avoid duplications.

Step 1: Search UTShare
There are two screens that can be used to search for a supplier in
UTShare, the
e Supplier Information page
e Navigator > Financials > Suppliers > Supplier Information >
Add/Update > Supplier
* Review Supplier page
e Navigator > Financials > Supplier > Supplier Information >
Add/Update > Review Suppliers

Note: Refer to the “Search for a Supplier” Job Aid.



Search for a Supplier

Step 2:

 Login to PaymentsWorks by navigating to:
O myapps.uta.edu and click on the PaymentWorks icon.

() “aymentWorks

* Your single sign-on will allow you access, and PaymentWorks will
open.




Search for a Supplier

Search for Supplier — Option 1

 Once logged into PaymentWorks, click on Setup and Manage Supplier
Portal.

Setup and Manage Supplier Portal Messaging

Vendor Master Updates Dynamic Discounting

e Click on the Suppliers tab.

Paymentw rks Sat up and manage supplier portal v

+ Home 2 Administration X Supphers ca Invoices



Search for a Supplier

The Supplier list is displayed.

Search for Supplier — Option 1

# Home @ Administraion | L Suppliers | & Invoices

NeEd"ElP"D_‘;: SUPPLIER NAME ~ WVENDOR UM SITE CODE STREET cITY sy IPCODE  COUNTRY CONTACT EMAIL CONNECT
Supplier Name:
) 0000103465 ) . )
\endor Number JAlex David Jerez-Roman 001[1 §12 5. New Sirest Champaign IL | 61820 Us | alexd.jerez@gmail.com
3
e 0000052607
1010 Colling LLC 001[1 1010 N Collins St Arlingfon TX 2?311 US | mgurule@brubecking.com
City: 3
e 0000104679 | ONL-PW-1]2 ) il
e Siate Y0 1089, Tax P 516 Bluebird br Powel OH | 43085 us 2:m~.@020+lax1099@gmallc E
Zipoode: 4 4
e 1105 MEDIA ING 0000046984 oy 1uReDi1 | 9121 OAKDALE AVE STE 101 CHATSWORTH CA | 913116526 | US
Address Type: Show 4
e 1105 MEDIA ING 0000046984 <y uRepi2 | 9201 OAKDALE AVE STE 101 CHATSWORTH CA | 913116546 | US
3
- ; 0000045934 NORTH
Connected: Show
Show v| | 1105 MEDIAINC k SHARED|3 | PO BOX 15846 G CA | 916155846 US
E 1105 MEDIA INC 0000046984 oy apepia | PO BOX 894085 LOS ANGELES CA | 901894085 | US
3
1105 MEDIA ING 00000469684 o\ spEDys | 1201 MONSTER RD SW STE 250 RENTON WA | 980572996 | US
3
0000045934
1105 MEDIA ING SHARED|G | 1227 UNIVERSITY OF OREGON EUGENE OR |974031205 | US

NOTE: There is a distinction between “approved” and “connected”. A vendor can
be approved, but not connected. Connected means the application has been
integrated by UT Share (PeopleSoft); a vendor created; and a confirmation sent
back to PaymentWorks.



Search for a Supplier

Search for Supplier — Option 1

* To display Connected Suppliers ONLY, click in the “Connected” search
field and select “Connected Only”. Verify the Supplier address is the
same as the Supplier that you are searching for.
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Search for a Supplier

Search for Supplier - Option 2

e Click on Vendor Master Updates.

'TJ_", Setup and Manage Supplier Portal Messaging

TUTORIAL

— Vendor Master Updates Dynamic Discounting

e Click on the Vendor Profiles tab.

fi Home L Vendor Profiles New Vendors



Search for a Supplier

Search for Supplier — Option 2

« The Connected Supplier list is displayed. | ‘
« Scroll through the Supplier list or et
enter the full or partial Supplier s e e
name in the Search field (upper right) S
and click Search.
Y e i

NOTE: Connected means the Supplier registration has been integrated by
UT Share (PeopleSoft); a vendor number; and a confirmation sent back to
PaymentWorks.



Search for a Supplier

Search for Supplier

» The specific Supplier information is displayed.

NOTE: Ensure the Supplier address is the same as the Supplier for
which you are searching!!!

Connected Vendors with Company Profiles

HealthCare, 1099

1099 Healthcare

Company Info Custom Fields

Legal Name: HealthCare, 1099
Business Description
Corporate Address: 6200 Inspiration Pt

Arlington, TX 76016-5214
usa
Address Validated

Main Telephone Number +1 817-272-9071




Search for a Supplier

Search for Supplier — Not Listed
o® SHOW: | Onboardings %
If the Supplier name is not found by Step 1 or Step 2, —— |

click on the New Vendors tab.
e = - e —_— il Vendor Name:

 Home 2 Vendor Profiles New Vendors Verdor:

Contact E-Mail:

In the Filter Results screen, search for the o

Supplier by Supplier name or email address. it

Created:

If the Supplier name is found, the Supplier

has been invited and is in some stage of
processing; however they are not a Connected
Supplier and cannot be used for purchasing goods
and services at the current time.

Send Invitation...

Registration
Form:

Source

Invitation
Initiator:

If the Supplier is not found, a PaymentWorks invite
should to be sent to the Supplier.
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Invite a Supplier

Invite a Supplier

e In PaymentWorks, click on Vendor Master Updates.

= o

“TL) | Setupand Manage Supplier Portal Messaging
=/

VIDED ™ VIDED &

TUTORIAL TUTORIAL
g Vendor Master Updates Dynamic Discounting
e

e Click on the New Vendors tab.

fn Home 2 Vendor Profiles

e It will default to the Request Page. Choose Onboardings from the drop down menu.

ft Home X Vendor Profiles

o” SHOW: Reguests |w

SR

i Onboardings [
recsess IO



Invite a Supplier

Invite a Supplier

e C(Click on the Send Invitation e The Invite New Vendor screen

button. will appear. Fill out the form
R _. and click the Send button.

VIDEQ B4
TUTORIAL
Filter Results:
Vendor Name: N Invite New Vendor
Vendor #:
Contact E-Mail: Company/Individual Name:
| “
Invitation . This field is required.
SRpri Contact E-Mail:"
Invitation 4
Delivered: ‘
Account s Verify Contact E-Mail:”
Created:
Registratio _ ; "
Form: Description of Goods and Services:
Source: -
Invitation . . .
Initiator: ‘ Required Field
[ cor i =
- ’ v

Send Invitation...




Invite a Supplier

Sample Supplier Invitation

A
A

UNIVERSITY OF

TEXAS  paymentWorks

ARLINGTON
Dear<Supplier-Name=:
In-order-for-The University-of Texas-at-Arlingtonto-establish-you-or-your-company-as-a-payee-

orvendor, please-click'here-to-register-on-PaymentWorks, The University-of Texas-at-Arlington-
supplier-portal.

UT Arlington-User-has-invited -you-to register-as-a-new vendorto-The University-of Texas-at-
Arlington.

Beforeyou-begin-the-registration-process, be-sure-to-have-the following -information-available:

1. =+ Awalid-tax-1D-(either-an-EIN-or-SSN)
2.+ Ifyou-wish-to-receive-electronic-|ACH)-payments,-you-will-need-a-copy-of-a-voided-check-or-bank:
statement.

Additional information-about-the-University-of Texas-at-Arlington payee/vendor-requirements:
please-email-accounts _payable(@uta.edu,

If-vou-have-any-questions, please-do-not-hesitate to-reach-out-to-support@pavmentworks.com.
Thank-you-for-your-support.
Sincerely,

The University-of Texas-at-Arlington




Invite a Supplier

Supplier Registration

e The Supplier will be prompted to join PaymentWorks and create an
account with basic information.

e After creating an account, the Supplier will have to confirm their
email address before starting the new supplier registration form.

 Once the email has been confirmed, the Supplier will be able to
complete the new supplier registration form.

e The Supplier will receive confirmation when their form has been
submitted.
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Review Invite Status

Review Invite Status

e Confirm you are on the Vendor Master Updates page in Onboardings view.
Paymentw rks Vendor Master Updates

n Home 2 Vendor Profiles « Updates () New Vendors 7 Reimburse

o® SHOW || Onboardings +

SR ‘ ONROARN START LIPDATER = | VVENROR NAME

e Click on the New Vendors tab.

n Home 2 Vendor Profiles () New Vendors

 The Supplier’s record indicates the status of the registration.

# Home A Vendor Profiles < Updates () New Vendors 2 Reimbursements

o® SHOW: | Onboardings *

VIDEQ ™

e ONBOARDSTART  UPDATED-  VENDORNAME  INVITATIONI  VENDORACCOUNT NEW VENDOR REGISTRATION % COMPLETE

Filter Results:

12/05/2019 12/30/2019 | TOYOTA Delivered No Account Not Started ==

Vendor Name



Review Registration Status

Review Registration Status after the submission
e Confirm you are on the Vendor Master Updates page in
Requests view.

Paymentw - rks Vendor Master Updates

f1 Home 2 Vendor Profiles L New Vendors

o SHOW Sort By: | Date of Submission |~ | | Descending |~ | Mark All Appro

Need help @ Skutchi Designs Inc.

e Click on the New Vendors tab.

fn Home 2 Vendor Profiles New Vendors



Registration Status

The Supplier’s record displays the request status
after the submission of the registration.

o SHOW: Requests |w

Need help @

Filter Results:

Supplier Hame:

Submitted within:| A)| Dates w
Request Status: | cpay Al W
RequestType: | Show Al v

Resubmitted D
Only:

MyPending [ ]
Approvals Only:

D:

Clear Fiters ‘b c5Y

Sort By: | Last Updated W

College Board
Jul 13, 2020 10:26 AM

Request Status| Approved |
Resubmitted

Skutchi Designs Inc.
Jul9, 2020 7:32 AM

Request Status Pending |

Resubmitted

Donald Heald
Jul9, 2020 9:39 AM

Request Status/ Pending |

Descending | Mark All Approved Requests as Proces!

Request Type: Full

Request Type: Full
Pending Approvers: Vender
Approver

Request Type: Full
Pending Approvers: Vendor
Approver

*Click on the Vendor to
see more details. If
Request Status is:
Returned, the Initiator
can View the message
and see why the
registration was
returned.

LUMIBIRD INC

Jul 135, 2020 2:25 AM

Request Stafus: Returned
View Message

Request Type: Full



Track Onboarding

Track Onboarding Status

« On the New Vendors tab, you can track the status of the Supplier’s
registration in the Invitation, Vendor Account, and New Vendor
Registration columns.

f Home ) New Vendors

o® SHOW: | Onboardings %

VIDEO &

TUTORIAL ONBOARD START UPDATED +  VENDOR NAME INVITATION VENDOR ACCOUNT NEW VENDOR REGISTRATION % COMPLETE

Filter Results:
Vendor Name: 04/22/2018 04/22/2018 Clicked Email Validated In Progress
Vendor #: 4
Contact E-Mail: /
Invitation A
AAperRNel: Invitation column: Vendor Account Column: New Vendor Registration column:
g‘;’l":;'r“er; v *  Pending Approval * No Account * Not Started
Sl w e Opened e Registered e InProgress
Created: e Clicked e Email Validated e Submitted
Registration - O Rejected -~ Returned
Form: .

o e Undeliverable e Approved
oy : e Cancelled * Rejected

- e Complete

Invitation
initiator: e Processed

Clear Filters

Send Invitation...



Track Onboarding

Track Onboarding Status

 When you click the Supplier Invitation status link (blue), an
expansion window displays the invite information.

Irnitation -
IO 3 120 [ ="
02002020 050152020 ol 3 Jpened Mo Accouwnt Mot Started ]

clos=f
Invitation Details:

Initiztor: Vendor Mame: Contact E-mail: Initizted: Email Sent:

Andy Feiner {andy feinertutarlingtondevi@paymentworks. com) Desc Good Service 3 andy feinertutadescgsHE 0302020 Q52020
paymenbaorks.com

Personalized Message:

Testing

Custom Fields:

Description of Goods and Services : Goods
Initiztor Department : Math

Initiztor Phone Mumber : 6175008085
Reason for Inviting the Supplier : Service




Track Onboarding

Invitation Status

Sent Email has been sent.

Delivered Email has reached supplier’s inbox.

Opened Vendor has opened the invitation email.

Clicked Vendor has clicked the invitation link to get started.
Rejected Supplier has rejected the invitation request.
Undeliverable Invitation delivery was unsuccessful.

Cancelled The invitation has been cancelled.



Track Onboarding

Vendor Account Status

No Account Vendor has not used their invitation to create their account.
Created Supplier has created a secure PaymentWorks account.
Email Validated Supplier has verified their email address.

closs
Account Details:
User Hame: User E-mail: Company Mame: Account created:
Andy Feiner andy feinertutadescgsMEpaymentworks. com Desc Goods Serv 2 0502020

closs

Account Details:

User Mame: User E-mail: Company Name: Account created:
Andy Feiner andy.feiner+utadescgs2@paymentworks.com Desc Good Service Q2020




Track Onboarding

Registration Status

Not Started Supplier has not entered information on their registration.

Supplier has started entering information on the registration but has not

In Progress .
g submitted.

Submitted Supplier has submitted their registration.

Registration has been returned to the supplier in order for a correction to
Returned be made. The supplier will be emailed directly with the requested
correction. They will also receive a message in their “Messages” tab.

Processed Registration has been processed and sent to UT Share for approval.
Approved Registration has been approved.
Rejected Accounts Payable has rejected the registration.

Accounts Payable has approved the Supplier. Supplier has been notified of
Complete their approval; the supplier record has been created, and the vendor
number has been issued.



Track Onboarding

Supplier Approved for Purchasing
 When the Supplier is:
O Listed on the Vendor Profiles tab, OR
O Listed on the Suppliers tab with a green dot

the Supplier is available to use for purchasing goods and/or
services at UTA.

#r Home @ Administrafion X Suppliers & Invoices

n Home L Vendor Profiles New Vendors
SUPPLIER NAME A VENDORNUM | SITE CODE EN T EMAIL CONNECT
Suppier Name: .
Connected Vendors with Company Profiles s ) 1000103465 L )
endor Number: JAlex David Jerez-Roman o01[1 812 5. Mew Street i ~mail.com
3 /
Site Cods:
Hall Vendor Number: 0000104738 = . 0000052607 . .
Site Code: ONL-PW-112 1010 Colling LLC \ 001[1 1010 N Collins St ckinc.com
City: (
State 0000104579 | OML-PW-1(2 . 299@gmail ¢
State v
HealthCare, 1099 Vendor Number: 0000104772 ) 1098, Tax b v 518 Bluebird Dr -
Site Code: ONL-PW.1]2 Zipeode: o
Country: 0000046954
Country: 1105 MEDIA ING SHARED|1 | 9121 DAKDALE AVE 5"?
- Tyme: = 4
HEB Vendor Humber. 0000104739 R e bt b
- ONL-PW-1 0000046954
et o 1105 MEDIA INC SHARED|Z | 9201 DAKDALE AVE STE
Contzct Email: b
Impact Corportation Vendor Number: 0000104740 Connechd: Shon A v | 1105 MEDIA NG 0000046984 o PEDI3 | PO BOX 15345 /
Site Code: ONL-PW-1|2 b
0000046954
E 1105 MEDIA INC SHARED|4 | PO BOX 824055
Individual, US Vendor Number 0000104791 b
Site Gode: ONL-PW-112
0000046954
1105 MEDIA INC SHARED|S | 1201 MONSTER RD Sh.
4
Legal, 1099 Vendor Number: 0000104773 1000045954 k4
Site Code: ONL-PW-112 1105 MEDIA INC SHAREDIE | 1227 UNIVERSITY OFy
3
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View Invoices

View Invoices

All Supplier invoices and remittances that have been loaded into
PaymentWorks from UTShare (last 90 days) can be viewed by
clicking on Setup and Manage Suppliers Portal and then the

Invoices tab.

Connected Suppliers are able to view their own Invoices inside
PaymentWorks.

Filter Results:

Diate Type:
Date Rangs:

Start Date:

mmiodyyyy

endor Mumber:

Sauppler Name:

Irvoice Mumber:

Furchase Order:

Ref Key:

Amaount Type:

Min Amnount

# Home © Administration A Suppliers e Invoices
Mesd ||E|p @ SUPPLIER NAME :f:ig SITE CODE INVOICE NUMBER DATE + AMOUNT PAID AMOUNT PURCHASE ORDER STATUS EN?'IWES:.IL:D
037152020
voice Date v | | WiseISP LLC 0000102587 | 001]1 1779 N UsD 513895 sgi? Accepled | 04/14/2020
Al v 037122020 uso
End Date Summus Industries Inc.- Staples 0000101608 | EDX|3 3442129641 UsSD $7.23 2000 0000030173 Approved | 041272020
e D .
mmidlyyyy
0371272020
Summus Industries Inc.- Staples 0000101608 | EDX|3 3442129640 UsD 550.63 sgsolg 0000030074 Approved | 041272020
N .
031272020
Summus Industries Inc.- Staples 0000101608 | EDX|3 3442129639 USD 531.46 sgsolg 0000029992 Approved | 041272020
> .
031202020
Summus Industries Inc.- Staples 0000101608 | EDX|3 3442129638 UsD 531.57 sﬂsolg 0000029930 Approved | 041272020
» .
031272020
mvoice Amount v Summus Industries Inc.- Staples 0000101608 | EDX|3 3441357246 UsD $19.52 sgsc.lg 0000030083 Approved | 041272020
> .
e 0311212020
Summus Industries Inc.- Staples 0000101608 | EDX|3 3441557244 USD 55800 sﬁsolg 0000030075 Approved | 041272020
Al v L4 ’
031272020
& Summus Industries Inc.- Staples 0000101608 | EDX|3 3441557236 USD $110.36 sgsolg 0000030051 Approved | 041272020
csv .




View Invoices

View Invoices

 There is no change in the current payment process, and all
vouchers (payments) can still be viewed in UTShare.

e Click anywhere on a PaymentWorks invoice line, and an
expansion window opens displaying additional information.

Julissa Sanchez (Vendor Number: 0000104417; Site Code: SHARED|1)

Invioice # February 2020 Stipend - State Date 04/22/2020 Invoice Amount USD $20.00 Actual Paid Amount USD $20.00 Purchase Order Ref Key

Pay Document # 1000208036 Status Code paid

STATUS PAID Scheduled Pay Date 01232020 Actual Pay Date 04/23/2020

Note: Payment updates are immediate in UTShare but may be
delayed appearing in PaymentWorks depending on the schedule
exchanging data between UTShare and PaymentWorks. The
finalized exchange time has not been determined yet.
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How do campus users invite Suppliers to register
with PaymentWorks?

e Single sign-on login is available through the UTA Apps
page (https://myapps.uta.edu)

How do | submit a Payee Information Form (PIF) for
an Authorization for Professional Services (APS)?

* A hardcopy Payee Information Form is no longer required.

* Send a PaymentWorks invite to the individual.


https://myapps.uta.edu/

Will existing Suppliers need to be invited to create a
PaymentWorks account?

* Yes, Disbursements will send invites to current existing
suppliers for them to create an account with PaymentWorks.

« The Supplier’s new PaymentWorks accounts will connect to
their current UTShare Supplier profile.

« UTShare payment processing will not change.



An existing Supplier needs to add or change an
address?

e An existing Supplier must receive an invite from UTA to
create an account with PaymentWorks.

e The Supplier will make the change in their PaymentWorks
account and submit for approval by UTA Disbursements.

Creating an invite you get “An invitation was
previously sent to this email address.”

 PaymentWorks does not allow multiple invitations to a
single email address.



Can | resend an invite?

* Yes, but do not re-send an invitation unless the Supplier
notifies you that the initial email was not received.

Can | delete an invite?

* You cannot delete an invite, but you can cancel it.

My Supplier will no longer be used.

* You can cancel the invite by cancelling the reminders.



Can | correct an email address on an invite?

* Yes. If you need to change or correct the Supplier email

address, you can click on Resend Invite and enter the correct
email address.

* You can resend an invite only if the Invitation column status is
Sent, Delivered, Opened, or Clicked.

e If you send a new invite to correct a Supplier email address
and the first invite with the incorrect email address is still
sending reminders, you can cancel the reminders for the first
invite.



My Supplier has not completed the forms in
PaymentWorks.

The Supplier will receive emails until the registration is
completed or the reminders are cancelled.

From the invite submitted date, reminder email notifications
are automatically generated:

O 15t Reminder — 3 days

0 2"9 Reminder - 7 days

0 34 Reminder — 14 days

O 4% Reminder — 21 days

O 5" Reminder — 28 days



You do not see a Supplier Number.

 When the Supplier has been approved and processed in
UTShare, the supplier number will be displayed in
PaymentWorks, and the supplier will be “connected” which
means you can order goods and/or services from them.
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Online Help

Online Help

e At the top right corner of the PaymentWorks screen, cI|ck on “Help.”

PaymentWorks Skt

e A “For Initiators” tile and help section are also displayed on the
page.

For Initiators

nitigtor Video

e The PaymentWorks’ Home and Onboarding pages contain video tutorial

buttons.

+© SHOW: | Onboardings & |

'T y || Setup and Manage Supplier Portal ?ﬁ%%ﬂl_ OMBOARD START I UPDE
~ Filter Results: f |

0172372019 | o123
Viandor Nama: |

— ot 10/04/2018 o122l
'g Vendor Master Updates Fronbant T Al |




More Information

Policy, Procedures and Official University forms:
— Web page: https://www.uta.edu/policy/

Supplier Questions
— PaymentWorks:

e Email : support@paymentworks.com
— UTA Accounts Payable:
e Email: accounts payable@uta.edu

UT Share Support & Help:

— https://uta.service-now.com/selfservice
— 817-272-2155



mailto:support@paymentworks.com
mailto:accounts_payable@uta.edu
https://uta.service-now.com/selfservice

More Information

Training Resources:

— Visit Business Affairs Training and Development web page:
https://www.uta.edu/business-affairs/training/

e Register for UT Share Classes

e Join Business Affairs Listserv

e View and/or Print UT Share Training Materials
— Training Guides
— PowerPoints
— Job Aids

— PaymentWorks Documentation

e BTS Training & Support website
— Business Apps tile
— PaymentWorks tile
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