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What value does PaymentWorks bring to the UH System?

Eliminate Payments Fraud

Collects Vendor Info

Ensures Compliance

PaymentWorks

Trust your vendor identity information Validates Vendor Info

Eliminate #1 Pain Point in Procure to Pay Process

PaymentWorks 02020 PoymentWorks, . 3

Vendor Onboarding: A Time-Saving Process

[PeopleSoft } [ UH System ]

PaymentWorks ’ Vendor/Vendor

1. Initiate Vendor Invite [/ <] 2.Send Invitation 3. Create PaymentWorks Account
v
7. Create or Update Vendor PR Approve Workflow PEEE 5 Screen (TIN, Sanction, etc.) PEEER /. Complete Registration
8. Notify PaymentWorks l |>7/' 9. Send Notification }—» 10. Update Profile Information

12. Update Record PRI 11. Approve Updates ’

Paymentw rkS ©2020 PaymentWorks, Inc. 4
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UHS Initiator

* Invites Vendors

* Monitors for Vendor ID Number
Vendor

* Completes their Info Online
PaymentWorks

* Collects and Validates Vendor Info

* Drives to PS, not replace PS’s Vendor
Database

UHS Vendor ID

* Reviews documentation and validation file
and determines if we can do business
based on the info provided.

Logging In

TIP: If you are on a machine and already
logged in to other applications with your usual
UHCL, UHD, UHV, or UH credentials, then it
will simply bring you to the main screen
below. Otherwise, you will see one of the
screens to the right. Log in with your usual
credentials

UHV ===

Pick an account

*PaymentWorks

5 | setup and Manage Supplier portal R [—

Office 365
Signin

©2020 PaymentWorks, Inc.
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Search For Vendor

Step 1:

* Once logged into PaymentWorks,
click on Vendor Master Updates.

. ‘ Setup and Manage Supplier Portal | Messaging

[1]

Vendor Master Updates

fn Home 2 Vendor Profiles ‘

Step 2:

* Next click on the New
Vendors tab.

# Home 2 Vendor Profiles

o SHOW: | Onboardings +

Search For Vendor

Filter Results:

Vendor Name:

Step 3: Vendor #:
H Contact E-Mail
* Under Filter Results, you can now search for
the vendor via their email address or vendor oo
name. Ap?mva\
Invitation
Delivered:
Account
Created:
Registration
Form:
Next Steps:
g q . . Source:
* This will bring up the request and provide you
. . Invitation
a status of it. If no results are found, you will Initator
need to invite the vendor.

Send Invitation...
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Inviting a Vendor

Step 1:

* Once logged into PaymentWorks, £ l SetupandManageSupplierPortal | [T Mezsaghg
click on Vendor Master Updates. =

Vendor Master Updates

Step 2:

* Next click on the New Vendors
tab.
#r Home L Vendor Profiles I

# Home 2 Vendor Profiles

o SHOW: | Onboardings +

VIDEO
TUTORIAL

Inviting a Vendor

Filter Results:
Vendor Name:

Step 3: Vendor #:

. . . Contact E-Mail
* Click on Send Invitation button.
Invitation
Approval

Invitation
Delivered:

Account
Created:

Initiator Video (Link Registailon

Form:

Source:

www.youtube.com/watch?v=FUvTtbGmxoY Invitation

Initiator:

Clear Filters
Send Invitation...
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Invite New Vendor

Company/Individual Name:"

Hemrythe 5t

InViting a Vendor ContactE-Mai

mrskilet5@hotmai com

Verify Contact E-Mail:

sl on (\
Description of Goods and Services: \ \
0 e

Inititor Phore Number” SO«\

Step 4:
* Invite screen will appear. Fill out the form and click

“send” button when completed. FS——
* A confirmation that the invitation has been sent will pop

Please use PaymentWorks to become a Beck vendof

up, click “Ok”.

“Required Field

Sample Vendor Invitation

Sample email that is sent to Vendor after invitation is sent.

HOUSTON PaymentWorks
SYSTEM ’

Dear Daffy Duck
Pam Muscarelio has invited you to register as a new vendor to University of Houston System (Test), ystem includes the University of Houston (UH), UH-Downtown, UH-Clear Lake, and UH-

Victoria.

— We love your hats, Daffy! Be a vendor with UH System!

In order for us to establish you or your company as a payee of vendor, please click here 1o register on PaymentWorks, UH System's supplier portal

Before you bagin the registration process, be sure 1o have the following information available:

1. Avalid tax ID (either an EIN or SSN)
The University of Houston System strongly recommends ACH direct deposit setup for all vendors except for foreign institutions. You will need a copy of a voided check or bank statement

— The University of Houston System Vendor Setup Supplemental Form s required as part of the registration process. Please click here to downioad, complete and upload this form in the
“additional information” section of the registration.

If you have questions regarding biling, invoices, or payment information, please visit hitps://uh eduloffice-of-finance/vendot/, which includes a link 10 Payment Information (for vendor payment inquiry),
Contacts for Payment information, and Contacts for Vendor Setup Questions

MES

If you have questions regarding the PaymentWorks platform or specific aspects of the registration process, please email support@paymentworks com.
Thank you for your support

Sincerely,

University of Houston System (Test)

PaymentW rkS The Busin Identity Platfor ©2020 PaymentWorks, Inc.
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University of Houston System-PaymentWorks
Vendor Setup Supplemental Form
Thank you for connecting with us as a vendor. Please complete this form and upload to PaymentWorks. We
0 a copy of th form, as the system requires a reupload if we
need to return the setup to you for additional information. i this blonk form if hove nothin nter on i

1. The University of Houston System strongly recommends an ACH (Direct Deposit) setup for all vendors
in the United States. Please complete the information on the PaymentWorks site to identify your ACH
information and complete the following in reference to that information.”

. W oot be w3 ettt s [ Joe [

If “YES," olso complete the ACH (Direct Deposit) Poyment Destination Confirmation (Form 74-227].

b. Electroni form attached i this statement
associated to the ACH information provided:
Tt the Texa Comptrotier of Publ ACEounts 10 degosl oy pymeatsro he st f Texs o vy fancl
IR 6ol | 4nerand hat Th Tesas COMgAToRer ofPUDh: ACCCUtswil €458y GRYIETE o 1
oY St I e, the s hat h Texa Comroer f P ACCoUT Wil Compy s 3 tmes e i

Supplemental R

*  “individual,” y of Houstan Syst d/or the State of T your affiliation for various
reporting purpases (check all that apply):

___Student: Student ID

___Regent

None of these

e “Partnership,” the State of Texas requires for twa of your partners the SSNs or ITIN-based number if a
partner is an individual or the EINs if a partner is a business entity

Name: SSN/ITIN or EIN:

Name: _ SSM/ITIN or EIN: __

Paymentw rkS The Business Identity Platform 2020 PaymentWorks, Inc.

Review Invite Status

ST IE PaymentWorl

® COnfirm yOU are on t e Vendor n Home 2 Vendor Profiles ~ Updates
Master Updates page.

() New Vendors 2 Reimbursel

o® SHOW: | Onboardings *

VoEo ONROARN START | [IPDATEN = VENDOR NAME

Step 2:

* Click on the New Vendors tab.

n Home 2 Vendor Profiles New Vendors
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A Home New Vendors

£ SHOW: | Onboardings &

R ONBOARDSTART UPDATED:  VENDORNAME  INVITATION % COMPLETE
Filter Results:
‘Ashley WapeGn " "
N 0412212018 ourz2nots | (L Cicked Email Validated in Progress
Onboarding /
Invitation column: Vendor Account Column: New Vendor Registration column:
*  Pending Approval *  No Account *  Not Started
¢ Opened *  Registered * InProgress
i v *  Clicked *  Email Validated *  Submitted
*  Rejected *  Returned
¢ Undeliverable *  Rejected
* Cancelled *  Approved
*  Processed

« Complete

* On the Vendor Master Updates page, click on the New Vendors tab.

* Here is where you can track the status for Vendors.

Paymentw rkS The Business Identity Platform ©2020 PaymentWorks, Inc.

New Vendors

2 SHOW: | Onboardings &

e ONBOARDSTART UPDATED-  VENDORMAME  INVITATION. % COMPLETE
Filtor Results: -
orni Rl 04222018 | 04221208 t‘:::’qw" i Emai Vaidated In Progress
4
. /
/
Tracking /
/
. /
Onboarding ; !
Invitation column: Vendor Account Column: New Vendor Registration column:
Form: *  Pending Approval *  No Account *  Not Started
* Opened *  Registered * InProgress
*  Clicked *  Email Validated *  Submitted
*  Rejected *  Returned
*  Undeliverable *  Rejected
* Cancelled * Approved
*  Processed

* Complete

INVITATION

PaymentW IrKS The Business Identity Platform ©2020 PaymentWorks, Inc.
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Status Explanation
Undeliverable Invitation delivery was unsuccessful. This
usually indicates the contact email address was
Tracking invalid.
0nboarding Cancelled The invitation has been cancelled.
Invitation Statuses Opened Vendor has opened the invitation email.
Clicked Vendor has received the invitation email and
clicked on the link to get started.

Paymentw rkS The Business Identity Platform ©2020 PaymentWorks, Inc.

@ New Vendors

2 SHOW: | Onboardings &

e ONBOARDSTART UPDATED-  VENDORMAME  INVITATION. DOR ACCOUNT._NEWVENDOR REGISTRATION % COMPLETE

Filtar Resuits:

0412212018 Q422018 | ASnIeY Wapsdn
Laundry

In Progress

4
: /
Tracking /
/
. /
Onboarding !
:' ‘:i Invitation column: Vendor Account Column: New Vendor Registration column:
ogisiration
m,g,,,_ * Pending Approval ¢ No Account ¢ Not Started
* Opened *  Registered * InProgress
o *  Clicked +  Email Validated *  Submitted
Invitation * Rejected *  Returned
mter *+  Undeliverable *  Rejected
* Cancelled *  Approved
*  Processed
complete

ACCOUNT SETUP

PaymentW rkS The B dentity Platform ©2020 PaymentWorks, Inc.
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Status Explanation
No Account Vendor has not used their invitation to

create their account.

Tracking

Registered Vendor account was created but not
activated.

Onboarding

Account Statuses
Email Validated Vendor has created and activated their

account.

Paymentw rkS The Business Identity Platform ©2020 PaymentWorks, Inc.

@ New Vendors

2 SHOW: | Onboardings &

e ONBOARD START UPDATED» VENDORNAME  INVITATION HDOR REGISTRATION % COMPLETE
Filtor Results: -
ouz20ts | oamanog | ASeY Waen Emai Vaidated In Progress
Laundry
4
A /
Tracking /
/
a /
Onboarding !
Invitation column: Vendor Account Column: New Vendor Registration column:
*  Pending Approval *  No Account *  Not Started
* Opened *  Registered * InProgress
Source v *  Clicked +  Email Validated *  Submitted
Invitation * Rejected *  Returned
Intater Undeliverable *  Rejected
* Cancelled * Approved
*  Processed
" complere

REGISTRATION

ss |dentity Platform ©2020 PaymentWorks, Inc.
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Status

Not Started

In Progress

Submitted

Returned

Tracking

Onboarding ~

Registration Statuses
Rejected

Approved

Processed
(in Phase 2 only)

Complete

Paymentw rkS The Business Identity Platform

Explanation

Vendor has not entered information on their registration.
Vendor has started entering information on the registration
but has not submitted.

Vendor has submitted their registration.

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

The registration has been rejected.
The registration has been approved.

The registration has been processed and sent to your
system of record.

The vendor has been notified of their approval, the vendor
record has been created, and the vendor number has been
issued. The vendor number will appear under “New Vendor
Registration”.

©2020 PaymentWorks, Inc.

 Home 1. Vendor Profiles

o SHOW: | Ontoardings +

Tracking
Onboarding

+ Updates

yoeo =
Yovur. | ONBOARDSTART | UPDATED=

11282019

© New\Vendors ¢ Reimbursements

VENDOR KAVE BVITATION VENODRACEOU NEW VENDOR REGISTRATION e
tuizer01g | Rogsaton Gleked el VETGate Complate

Routing Vrdor#: 12840

When you see the Vendor# under the New Vendor Registration column,
this indicates the Vendor is available to use. This will actually be the UHS
Vendor ID that we set them up under for use in PeopleSoft!

jentity Platform

©2020 PaymentWorks, Inc.
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Sample Initiator Confirmation

Johnathan Rose has completed the registration process and now is set up in the ERP
system,

PaymentWarks ey

The following vendor number has been assigned: Account
0000012345 | personatinformation testiets @)
Vendor connected: —— "
Company Legal Name - Rose, Johnathan -
Company DBA - Johnathzn Rose Last Nam
Registration Submitted By - Johnny Rose

For more information about this or other invitations in PaymentWorks, please go to the
"Onboardings" page in PaymentWorks.

Best regards,
PaymentWorks Support

——= Enabled
English

Yes

T

PaymentW rkS The Business Identity Platform ©2020 PaymentWorks, Inc.

Online Help

of your PaymentWorks /
screen, you can click on
“Help”.

PaymentWorks T -

NVR and Connect SFTP Access

* Now if you scroll all the
way down, on the

o2 SHOW: | Onbosrdings *

bottom left you will see For won S o VIDEOB( | onBoARD START
Initiator help section. oo e cuaszons
Vendor #: 10/04/2018
* You can also click on e R
the video tutorial =
button on your
onboarding screen.

URDE

o123

o122

Paymentw rkS The Bu ity Platform ©2020 PaymentWorks, Inc.
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Troubleshooting: Invite Error

Aw, man. My

Contact E-Mall:"

An invitation was previously sent to this email address
Verify Contact E-Mail:"
ryan.s

yan. skousen®aexp.com

* PaymentWorks does not allow multiple T
invitations to be sent to a single email.

. Description of Products/Services:
Someone else may have previously sent
the invite.

*Required Field

Error when sending Vendor invitation. colleague invited
e, e, . N et this vendor first...
An invitation was previously sentto -

this email address” [ —

PaymentW rkS The Business Identity Platform ©2020 PaymentWorks, Inc.
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< Rembursoments

Hey, I'd love to
get paid, but

Troubleshooting © heesie

invite? :

My vendor did not receive the invite

* Verify that the vendor has checked their spam
folder

Invitation Details:

Initiators have the ability to re-send an
invitation. To resend invitation:

* Click the status in the Invitation column.

* At the bottom of the Invitation Details screen

click “Resend Invitation” button.

nnnnnnn

13
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VENDOR NAME INVITATION VENDOR ACCOUNT NEW VENDOR REGISTRATION

Troubleshooting

Initiated:
xternal.com 1200712018

% COMPLETE

Email Sent:
1210712018

Entered the wrong email address

I would love to
place this
Departments can correct and re-send invitation! order, but your
with the following invitation statuses: Sent, email doesn’t
Delivered, Not Deliverable. To re-send invitation work... Resend New Vendor Invitation
with the correct email address: T

Texas SkiBanch

* Click on the invitation status.

* Then click on the "Resend Invitation” button.

* Enter correct email address under “Contact E-
Mail”

* Click on the “Send” button when finished.

TTOTVIOUET o entity ?:

Description of Products/Services:

“Required Field

/'

Nl

Trou bleshooting * The vendor will receive emails until the

registration is completed or the reminders are
cancelled.

* Reminder email notifications are automatically
generated, do not re-send invitations unless the
vendor notifies you that they did not receive the
initial email

My vendor has not completed
the forms

* 1t reminder — three days
» 2" reminder — seven days
3" reminder — 14 days

Don’t b .
R b * 4t reminder — 21 days

your system is )
already following * 5% reminder — 28 days

up!

14
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DATED+ | VENDORNAME. INVITATION. VENDOR ACCOUNT' NEW VENDOR REGISTRATION 9% COMPLETE

Troubleshooting

Vendor Name: Contact E-mail Initiated: Email Sent:
John Smith tufts 15@pwexternal.com 120072018 12072018

My vendor will no longer be used

Can Rosend Inviation C
302018 | Kristen Buckiey Delivered No Account Not Started
mote | MRS TeS Cancelled No Account Not Started

* Click on the invitation status.

* Then you will want to click on the “Cancel
Reminders” button.

* A confirmation screen will appear, click on
the “OK” button.

Are you sure you want to proceed?

" Cancel
/

. To Invite New Vendors to UH
When Will | To allow a current vendor to add or change
Need To Use their Remittance Address

2 To allow a current vendor to add or change
PaymentWorks? e




Questions you
may have...

Questions you
may have...

01/02/2025

Does PaymentWorks have our current vendor
file already?

* Yes, but only for reference.

Will our current vendors have to re-register in
PwW?

* [tis not required unless they need to make
a change to the vendor file. However, we
will eventually ask vendors that we actively
use to setup through PaymentWorks for
their protection and ours.

Do we have to setup a current UHS vendor
through PW to pay to them?

* No.

What if a vendor has multiple email
addresses?

* One vendor often will. If they are the same
tax ID, then they will still be one vendor in
our system and PW will keep straight which
email address setup each ACH and
remittance address.

16



* As a UHS Initiator, you can now:
* Invite Vendors
Summa ry e Troubleshoot vendor invite issues

* Monitor for Vendor ID Number

01/02/2025

Contacts:
Chunling Lin, 713-743-0570, clin9@Central.uh.edu
Nilda Vasquez, 713-743-2632 ngvasque@Central. UH.EDU

VendorID@uh.edu
https://help.paymentworks.com/knowledge-base

Questions? -
Additional Resources:

https://uh.edu/office-of-finance/ap-general/

PaymentWorks

« Initiator Video (an introduction to the initiator role)

« Initiator Handbook

« Initiator Training

« PaymentWorks Vendor Registration Supplemental Form

PaymentW rkS The Business Identity Platform ©2020 PaymentWorks, Inc.
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