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Initiator Role

PeopleSoft users will have access to PaymentWorks.
Once the users log in, the role defaults to the Initiator Role.

Initiator Responsibilities

r\

L

TRACK
ON-BOARDING

INVITE
SUPPLIERS

4 ' 5 A valid vendor email address is required

Disbursements & Travel Services
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How to Navigate
to PaymentWorks

Initiator Role Navigation:

* Log in to UTShare/PeopleSoft and click on
UTSA Business Solutions Center tile

UTSA Business Solutions Center

R

Disbursements & Travel Services
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How to Navigate
to PaymentWorks cont.

Click on the PaymentWorks tile

* You may be prompted to use your
SSO (Single Sign-On) to log in
* Once logged in, you can:

e Search
* Send invite to onboard vendor

Payment Works

Disbursements & Travel Services
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How to Search
for Suppliers

Disbursements & Travel Services



rsity of Texas at San Anton

UTSA Busmess Affairs

Search for Suppliers
Option 1

Once logged in to PaymentWorks, click on Setup and Manage
Supplier Portal to send e-invitation to vendor.

Setup and Manage Supplier Portal Messaging

Vendor Master Updates

Click on Suppliers tab.

PaymentWorks | Setup and manage sppirporad |

# Home © Administration 4 Supphiers e Invoices

Disbursements & Travel Services
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Search for Suppliers
Option 1 cont.

The Supplier list is displayed.

# Home & Adminestration & Suppliers
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Note: A vendor can be approved but not connected. Connected means the
vendors in PaymentWorks have successfully interfaced into PeopleSoft.
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Search for Suppliers
Option 1 cont.

To display Connected Suppliers ONLY, click on the Connected search
field and select option Connected Only. Verify supplier address to
ensure correct vendor is used.

# Home @ Administration & Suppliers & Invoices
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Search for Suppliers
Option 2

Go back to Home and click on Vendor Master Updates

" Setup and Manage Supplier Portal | Messaging

|
| ke |
[ ] — Vendor Master Updates ‘

Click on New Vendors tab

# Home & Vendor Profiles + Updates © New Vendors

Disbursements & Travel Services
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Search for Suppliers
Option 2 cont.

The new supplier list is B s

©° SHOW: | Onboardings [V]

.
d I S p I a ye d VIDEO ®1 ONBOARD START UPDATEDv  VENDOR NAME INVITATION VENDOR ACCOUNT |~ NEW VENDOR REGISTRATION

TUTORIAL

Filter Results:
Griselda Perez

° E ;Crol I th ro u g h th e Vendar Name 02/12/2021 02122021 | " Opened No Account Not Started

Vendor #

. " ESPN
S u I I e r I I St Contact E-Mail 02/10/2021 02/12/2021 | Productions Clicked Registered Not Started
Inc
Invitation [v]|
Approval National
Federation of . . .
Invitation v 02/10/2021 02/12/12021 Independent Clicked Email Validated Submitted
Delivered |
Busines
Account [v]
Created Intelligent
Registration ﬂ 02/10/2021 02/12/2021 | Engineering Opened No Account Not Started
Form: Services
. V] 02z 02/12/2021 | Kyle Davies Opened No Account Not Started
Invitation 02/12/2021 02/12/2021 | Luis Ponjuan Opened No Account Not Started
Initiator:
Cornell
e — 02/10/2021 02/12/2021 . Delivered No Account Not Started
m University
02/12/2021 02/12/2021 | David Portillo Opened No Account Not Started

' Send Invitation
1ipi

*The supplier registration invitation has been
sent by the department. Observe the different
statuses of an invite.

Disbursements & Travel Services
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UTSA Business Affairs

Search for Suppliers
Option 2 cont.

The general supplier invitation is displayed.
Important: Verify email address before selecting supplier.

# Home & Vendor Profiles « Updates 0 New Vendors = Reimbursements

® SHOW: | Onboardings [Vv]

Yo . ONBOARD START UPDATED~  VENDOR NAME INVITATION VENDOR AGCOUNT

Filter Results:
Vendor Name: Invitation Details:
Vendor #
Contact E-Mail: Initiator: Vendor Name:

Kelly Wiley-Rock (kelly.rock@utsa.edu) Griselda Perez Robles
Invitation ﬂ
Approval Custom Fields:
Invitation ﬂ Reason for Inviting this Supplier : Product and Service
Delivered:

Initiator Phone Number :210-458-4375
Account ﬂ
Created Initiator Department : Diana Lomas / COLFA
Eeg\sﬂahon ﬂ Description of Goods and Services : All applicable goods and services

orm:

Approval History:

Source: v Feb 12, 2021 11:21 AM: Approved by Kelly Wiley-Rock <kelly.rock@utsa.edu= (Vendor Approver)
) Message: None

Invitation
Initiator

Disbursements & Travel Services




The University of Texas at San Antonio
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Search for Suppliers
Not Listed

If a supplier name is not found using Option 1 or Option 2,
click on the New Vendors tab.

* Home 2 Vendor Profiles (1) New Vendors

Disbursements & Travel Services
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Search for Suppliers
Not Listed cont. g

f Home - -1. Vegor Profiles

o” SHOW: | Onboardings »

In the Filter Results screen, search by | i

Filter Results:

Vendor Name, Vendor ID or Contact E-mail. ...

If the supplier is found: _.
« The supplier has been invited and is in some
stage of the registration process; however, still e
not connected and not available for use
If the supplier is not found:
« Then a PaymentWorks invite should be initiated "

Send Inwitation. ..

Disbursements & Travel Services
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How to Invite a Supplier

Disbursements & Travel Services



The University of Texas at San Antonio
UTSA Business Affairs

How to Invite a Supplier

Click on Vendor Master Updates

Setup and Manage Supplier Portal

ADED

== Vendor Master Updates

Click on the New Vendors tab

f Home 2 Vendor Profiles (1) New Vendors

Disbursements & Travel Services
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How to Invite a Supplier cont.

# Home & Vendor Profiles

¢ SHOW: | Onboardings v

VIDED BM
TUTORIAL

Filter Results:
Vendor Name:
Vendor #

Contact E-Mail:

nvitation w
Approval:

nvitation e
Delivered.

Account v
Created

Reqgistration W
Form

Show

Click on the Send
Invitation button :

nvitation
nitiator:

& oo
Send Invitation...

—~ e |

Tip!

A Video Tutorial is
available to help you
navigate screens.

Disbursements & Travel Services
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How to Invite a Supplier cont.

The Invite New Vendor screen will appear. Complete
the fields and click the Send button

Invite New Vendor Invite New Vendor
Company/Individual Name:* ~ Initiator Department: A
This field is required. Initiator Phone Number:

Contact E-Mail:"
Reason for Inviting this Supplier:®

- Choose One - v

Verify Contact E-Mail:"
Personalized Message:

Description of Goods and Services:”

*Required Field
*Required Field

Note: The personalized message box has been disabled.

Disbursements & Travel Services
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Naming Standards

The following are best-practice naming standards
for creating suppliers in vendor files. These
standards will provide consistency and accuracy
when loading and maintaining suppliers in the
vendor files.

Disbursements & Travel Services
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Naming Standards

« Improper or lax standards can cause significant
degradation of the accuracy of information generated
from the system, fines and improper tax reporting, and
loss of control

* The naming conventions make it easier for
development and maintenance teams to carry out
their work

 The Company/individual Name is the vendor’s full
name. This may or may not be the legal name shown
on the vendor’'s W-9

Disbursements & Travel Services
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Naming Standards cont.

« All names should be in upper case (SMITH, JOHN)
« Enter last, first name (SMITH, JOAN)

* Do not use punctuation, such as periods or commas,
In business names

* Do not use abbreviations except when the last word In
the company is CO, CORP, INC, LP or LLC

Do not use the word “THE” in front of the name of an
organization: for example, FHE UNIVERSITY OF
TEXAS

Disbursements & Travel Services



niversity of Texas at San Antonio

The U San A i
UTSA Business Affairs

Naming Standards cont.

* Do not use abbreviations for vendors where it may
cause confusion, such as:

« APA (American Payroll Association or American Psychology
Association) or AARP (American Association of Retired
Persons or American Association of Research Pathologists)

* For vendors commonly known by their initials or an
acronym, the initials or acronyms may be used rather
than the full name

« No spaces or acronym may be used rather than the full
name. No spaces or periods are entered between the initials

of a vendor

Disbursements & Travel Services
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How to Invite a Supplier cont.

Initiator receives a confirmation once the invitation is sent.

Your invitation has been sent to Joe Smith at
utsapw2019+joesmith@gmail.com

Disbursements & Travel Services
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Sample of
Supplier Invitation

Initiator's name self-populates ﬂ

Link to UTSA’s Vendor Portal included &

N

Initiator’s email address self-populates &

For help, supplier must contact PaymentWorks ﬂ

UTSA PaymentWorks

The University of Texas at San Antonio™

Dear <SUPPUER NAME=:

EcstName Lasiblame invites you to register as a new vendor for The University of Texas at San
Antonio (UTSA). Before you begin the registration procass, be sure to have the following
information available

1. Avalid tax ID EIN or S5M)
2. ACH (direct deposit) information
» To expedite payments, direct deposit is recommended: othenwise, paper checks
will be mailed and may take up to 2 week longer to produce.

To establish you or your company as a UTSA payes or vendor, you must register in
PaymentWorks, UTSA's supplier portal. After completing your registration, you will recsive an
email asking you to vearify reqgistration information to activate your account. UTSA will process
your account for approval.

UTSA will notify you in a second email once your registration is approved. Upon approval, you
can log in to PaymentWorks to view payment status information and access "Help: Take a Quick
Tour” to assist you with navigating your vendor account. Job aids are also available to assist you.

Submitting Your Invoices
ubmit your PO-related invoices to Disbursements and Trawel Senvices for payment procassing.

Please include the relavant PO number on the invoice. If your payment is not processed within
30 days, please email Disbursements and Travel Senvices.

L=y

L

Sulbmit your non PO-related invoices to- [Initiator's email address] for payment processing. If
your payment is not processed within 30 days, please email [link to same emaill.

If you hawve guestions regarding PaymentWorks or the registration procass, please refer to the
knowledge base PaymentWorks site available for vendors

The Universite of Texas at San Antonio

Disbursements & Travel Services
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Supplier Registration Process

« Suppliers are prompted to join and set up a user account
iIn PaymentWorks

« After user account is set up, suppliers are asked to
confirm an email address before completing the next
step of the registration process (e.g., vendor name,
address, SS# or TINS#, banking information, etc.)

* Once the registration process has been successfully
completed and registration form submitted, suppliers will
receive an e-confirmation

Disbursements & Travel Services
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Existing Vendors

Existing suppliers must receive an invite from UTSA to:
« Set up a new user account in PaymentWorks
» Update current vendor information in PeopleSoft

Once user account is established, vendors must then login
to their user account to:
« Update current vendor information in PeopleSoft

Once an invitation has been sent by a user, PaymentWorks
does not allow other users to send additional invitations
using the same email address. An alternate supplier email
address is required to send new Iinvites.

Disbursements & Travel Services
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How to the View Status
of an Onboarding
Vendor Registration

Disbursements & Travel Services
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View Invite Status

Navigate to the Vendor B =i\ B C Vondor Mastor Updates
Master Updates page

# Home 2 Vendor Profiles + Updates 1 New Vendors ~ Reimburse
@ SHOW: | Onboardings * —
VIDED ONEOAER START LIPNATER = VFNMOR MAME

Click on the New Vendors tab B S EUU T ECRNENGN WAL L LTS

The supplier’s record indicates the status of the registration: Delivered

# Homa 2 Vandor Profiles «+ Updatas Mew Vendors  © Reimbursements
2 SHOW: | Orboardngs &
TR DMAOARD START | UPOATED- WENDER HAME l INWITATION I VENOOR ACEOUNT HEW VENDIOR REGEETRATION % COMPLETE

12052079 120302078 TOYOTA I Deliverad I Mo Accournl Mol Stared =

Disbursements & Travel Services
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View Vendor
Onboarding Status

On the New Vendors tab, you can track the status of the
supplier’s registration invitation, vendor account and new
vendor registration status.

& Vendor Profiles « Updates D New Vendors 2 Reimbursements
SHOW. w
1P ! ey ONBOARD START ~ UPDATED- | VEMDOR NAME IVITATION VENDORACCOUNT NEW VENDOR REGISTRATION % COMPLETE
. .y e E—— SANCHEZ
A Video Tutorial is endor Name: || 081302021 DABI2021 | ALVARADO Ermail Validated in Progress
available to help you s ALDAIR 4
navigate screens. » /
v Invitation Statuses Vendor Account Statuses MNew Vendor Registration Statuses
*  Sent * Mo Account = Mot Started
N +  Delivered *  Registered * In Progress
+  Undeliverable & s idat =  Submitted — Pending PaymentWorks Review
Y +  Dpened Email Val =  Submitted - PaymentWorks Waiting for Vendor
¢+ Clicked Response
«  Cancelled *  Submitted - Pending Internal Review
+ Returned
=  Approved
N = Complete
* Rejected

Disbursements & Travel Services
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How to View General Information
of Onboarding Vendor Status

Click on the hyperlink in the Invitation column to view general status
information of onboarding vendor. You can disable reminders or
resend invitation from this screen.

I e nwitation - X
04/20/2020 05/01/2020 s . Opened No Account Not Started
templata test3

Invitation Details:

Initiator: Vendor Name: Contact E-mail: Initiated: Email Sent:

Ana Mendoza (ana.anaya@utsa.edu) Fidelity Investments Charitable fcadvisorservices@fmr.com 031712021 031772021
Gift Fund

Custom Fields:

Reason for Inviting this Supplier : Product and Service

Initiator Phone Number : 2104586826

Initiator Department : Mardia.McCarthy @utsa.edu

Description of Goods and Services : All applicable goods and services

Resend Invitation C'
P -

Disbursements & Travel Services
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UTSA Business Affairs

Invitation Status

S

Sent Your invitation to the vendor to register on PaymentWorks has been sent.
Delivered The vendor has received the invitation at the provided email address.
Undeliverable The vendor could not receive the invitation at the provided email address.
Opened The vendor opened the email containing the invitation.

Clicked The vendor clicked on the embedded link to create a PaymentWorks account.
Cancelled You have cancelled the invitation reminders from being sent to the vendor.

Disbursements & Travel Services
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Vendor Account Status

b omen

No Account The vendor has not yet created an account on PaymentWorks.
Registered The vendor has created an account on PaymentWorks.

Email Validated The vendor has verified their email address.

Disbursements & Travel Services
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Vendor Onboarding
Registration Status

satws _______________|blanation

Not Started The vendor has not started filling in the registration form.

In Progress The vendor has started filling in the registration form, but has not completed it.

Submitted - Pending PaymentWorks  The vendor has completed and submitted the registration form. PaymentWorks is now in the
Review process of reviewing the vendor's banking information.

Submitted - PaymentWorks Waiting for The vendor has completed and submitted the registration form. PaymentWorks has called the
Vendor Response vendor and left a message, and the vendor needs to return the phone call.

The vendor has completed and submitted the registration form. PaymentWorks has reviewed
Submitted - Pending Internal Review  the bank account, and the registration is now waiting for internal review from the initiator's
organization.

Returned The registration form was returned to the vendor to be corrected and resubmitted.
Approved The vendor registration form has been approved.
T The vendor registration process is complete and a vendor number has been generated to allow

your organization to issue payments to the vendor.
Rejected The registration form for this vendor has been rejected by your organization.

Disbursements & Travel Services
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Suppliers with Connected Status

Suppliers with a connected status have successfully interfaced with
PeopleSoft and Rowdy Exchange. Connected vendors will display a
green dot in the connected column and are ready to be used.

L Suppliers
veed Pl (i) EUPPLIER HAME » VENDOR MM | SITE CODE CAGAIL DOMMECT
Click on Need Help
i i 0000103465
to a.SSIS.t with Alex Dawid Jeraz-Homan | po1j1 B12 5. Mew Sireet phail.com
nawgatlng screens. ¥
0000052607
1010 Collins LLC i oo 1010 N Collins St kinc.com
¥
00 ars iL-PW-1)2 890 ogm
1098 Tax 00001046 ONL-FW-1 L 16 Blushird Dr 95Q@gmal c L]
] ]
1] as4
1105 MEDIA INC RRUR . SHARED|1 | 9121 OAKDALE AVE ST
F
. 0000045054 ]
105 MEDIA INC SHARED|? | 9201 OAKDALE AVE 57

b
0000045554

1105 MEDIA IMC SHARED3 PD BOX 15846
F
0000045054
m 1105 MEDIA INC 040954 | shareDM | PO BOX 394085

Disbursements & Travel Services
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Viewing of Invoices

Initiators and vendors have access to view vendor payments (invoices) for the
last two calendar years (2019 and 2020) with a UTSAO1 location.

« Additional detail payment information for all vendor locations remains
housed in PeopleSoft

Select the Invoices tab to view invoice payments.

# Home & Administrafion & Supplers
Maed halp ﬂ SLFPLER HAVE - WERDOR MM BITE GODE ETREET oy fﬂlu 2P CODE COUNTHY COHTALT EvaiL CORRECTH
“ARTISTICALLY YOURS™ T 13580 LANDOVER  DENHAM - " T
e R SR CO0I001AS UTSADI| o o e LA | TOT2E US  ARTYOURSKIME DN NET
1 FRIGRITY BIOC D) i 2 2410 GRAVEL FORTH £ WAL LOWANEEGDLBIO,CO
D024 TSA01]1 TE11
LLE ORI} USRS, ooy e WORTH L | R
45 W ML " OHICA-L SANCHEZENIS
1-MTZ COMSTRUCTION | GO00M08056 UTSAD1|1 LE'_ W ML AER SN ANTOIMIG T | TEOMM s Th'—"'lr_ L SAMCHEZENIS
TBZTH- 1MTZOOMETRUCTICHHNT X
1-MTZ CONSTRUCTION | DO0010S058 UTSA01]2 PO BOX 791203 SAMANTOMIO  TH | % o | Pl —
Fiix] GRUAIL.COM
1-MTZ COMSTRUCTION COO01 08056 UTSA01[3 308 E RAMSEY RD S ANTONIO TX TE216 us
1000 WOREE OMETHOUSANDWORDEPR
OOIN0SE2 UTSADT1 1351 HIGHLARND Sa ARTCINIC TH TBZ10 LS
PRODUCTIONS ' ety i COUCTIONSYARDC.COM
TOBE KIOLL - -
i cus SERVICEm 1D
10X GENOMICS, INC DOCHI DGR UTSA0T |1 CENTER PRWY PLEAEANTOM CA L Bt LS -l:- UHI_:R\--RFILEA T
i GEMOMICS. COM
EXN P,
i BO0S5 ACTOUNTIMGE 10NGEND
10X 5 . n.::- %, {19 (oSN 1 - l_' I _I | L 4 :_ E
0 GEMO&) L COO00aES UTSADT[2 DEPT CH 10944 P ATIRE I 54 s MIES, el
12TH ML&H COLLEGE
. DOD01 04843 UTSAOT[1| PO BOX 2500 : T® | TTEH us

FOUNDATION
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Viewing of Invoices

Window will expand when clicking on the invoice line

Ju| I (\Vendor Number: 00001(HElNR; Site Code: UTSAOQ1 1 =

nvoice # February 2020 Stipend - State Date Q4/2HZ020 Invioice Amount USD $20.00 Actual Paid Amount USD $20.00 Purchase Order Ref Key

STATUS PAID Scheduled Pay Date 042302020 Actual Pay Date Q42312020 Pay Document # 100208035 Status Code paid

Site Code: UTSAO01 ‘1 (Mapped to location and sequence address in PeopleSoft)

Note: Payment updates are immediate but may encounter a small delay due to
server data exchange. Vouchers created before a vendor update, will retain old
information. Vouchers created after a vendor update, will reflect vendor update.

Disbursements & Travel Services
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Supplier Reminders

« Onboarding vendors receive emails until the registration is
complete or reminders are cancelled

 From the date the invite is submitted, reminder email notifications
automatically generate as follows:
v' 18t Reminder — 3 days
v’ 2" Reminder — 7 days
v' 3" Reminder — 14 days
v’ 4t Reminder — 21 days i Rem\ﬂde‘s
v' 5% Reminder — 28 days v

Disbursements & Travel Services
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Setting up UTSA as a Vendor

Action « Contact DTS to setup UTSA as a
A vendor on other similar automated
ert

platforms.

« DTS will establish user accounts on
behalf of UTSA.

Disbursements & Travel Services
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et Tips & Tricks

% Do not re-send an invitation unless the supplier notifies
you that the initial email was not received.

« Remember to check the vendor onboarding status before
resending an invite

% You can resend an invite only if the Invitation column
status is on Sent, Delivered, Opened or Clicked and
if the Vendor Account column states No Account.

% _You can correct an email address on an invite by
clicking on the Resend Invite button and entering the
correct email address.

Disbursements & Travel Services
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npt Tips & Tricks cont.

% _Cancel/Disable reminders for the first invite when
correcting a supplier email address; otherwise you will
continue to generate reminders.

™ You cannot delete an Invite, but you can disable it.

*® If 2 supplier will no longer be used, you can
cancel/disable the invite by disabling the reminders.

Disbursements & Travel Services
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npt Tips & Tricks cont.

% Suppliers in an approved status and properly
interfacing with PeopleSoft and Rowdy Exchange will
display a connected status with a vendor number.

« Suppliers in connected status have setup user accounts

Disbursements & Travel Services


Elisabeth Cuadros
Cross-Out


The University of Texas at San Antonio

UTSA Business Affairs

Online Help

Located at the top right corner, Help is available to assist you with
navigating and moving between screens

PaymentWorks

For Initiators

A tile For Initiators within the
Help feature also displays on the

nitiator Videc

page.
PaymentWorks homepage ST I— |
and onboarding pages contain | e
video tutorials to assist with ‘d”’"' (L] (eeesRemN
navigating through the online ~—— i M
platform. Click each buttonto | [wo| .~ S—
view them. :

Disbursements & Travel Services
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Contact Information

For supplier questions:

« PaymentWorks:
v

v Click on Contact Support button

 Disbursements & Travel Services
v Email:

For security role access:

e UTS
v' Email:

Disbursements & Travel Services
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