UTSA Business Affairs

Important!
You must check-in to receive credit

in your training history
Three ways for you to check-in: E ﬂi:' 'J E
=Click link in Chat Box provided by facilitator r—hLl .

e 1"
=Use QR code (open camera on your smart phone) 'Hj-!'ﬂ-s
'.

=Open your browser and type in the web address below h:.ﬁ: 'H':::}
Dips

ﬂ:ll'.l.l."

https://mytraining.utsa.edu/apps/checkin

If you get an alert that you are not enrolled in the class, please let your facilitator know.

Enjoy your class!
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UTSA Business Affairs

Agenda

« Overview

» Roles and Responsibilities

* Initiator Role

* Navigate through PaymentWorks

» Search for Suppliers

* Invite a Supplier

* View Status of Onboarding Vendor Registration
* Tips & Tricks

* Online Help and Training Resources
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What is PaymentWorks?

 Platform to automate the collection of payee banking
details, eliminating manual, paper-based processes

 Allows payers and payees to exchange verified identity
elements in a networked environment, eliminates
payment fraud and ensures compliance

* Includes a vendor onboarding registration process

Disbursements & Travel Services
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UTSA Business Affairs

UT Shared Environment

UTShare campus cost-sharing with similar design and
iIntegration:

« UTSA

« UT Tyler

« UT System Administration

« UT Permian Basin

« UT El Paso

« UT Arlington

« UT Rio Grande Valley

Disbursements & Travel Services
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Benefits

« Automated process

v Payee profile information updates is payee-driven; replaces the
completion of SIFs (Supplier Information Form)

* E-Invitation

v'Departments send e-invitation to prospective vendor initiating the
onboarding process

* |dentity proofing

v Verification of identity of the payee along with their banking
information

Disbursements & Travel Services
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Benefits cont.

* Additional verifications

v’ Compliance-related identity verification attributes, such as tax ID
information, address, and monitoring of government sanction lists

* Viewable payment history

v"Once supplier user accounts are set-up, vendors can view the
last two calendar years of payment information

» Applicable to domestic and foreign vendors
v"W9 and W8 BEN forms integrated

Disbursements & Travel Services
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Roles & Responsibilities

Initiator Role (departments):

» Sends registration invitations to set up or update vendors using
PaymentWorks

» Can access portal hyperlink in PeopleSoft within the UTSA
Business Solutions Center tile

Supplier/Vendor Role (suppliers):
» Completes registration process
» Maintains and updates supplier information
» Grants system access to other users within the organization
« Can access portal hyperlink from

Disbursements & Travel Services


https://www.utsa.edu/financialaffairs/services/disbursements-travel/disbursements/supplier-setup.html
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Roles & Responsibilities cont.

 PaymentWorks Role:
 Verification of TINs and banking information (contacts vendors)
 Verification check of vendor financial sanctions

» Office of Research Integrity - Export Control Role:

» Screening and approval of foreign vendors

- Back Office Role (DTS):

» Approver of supplier registrations

Note: Vendors are approved within 24-72 hours; however, possible delays are
contingent on expediency with which vendors complete registration and/or clearance

of financial sanctions.

Disbursements & Travel Services
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Vendor Onboarding Process

DTS
*Approves Vendor
Office of
Research
Integrity — Export
PaymentWorks Congt]rclﬂy XP

«Verification of TINS «Review and Approval of

Vendor }é‘?g:ﬁgﬂg?\ of Banking Foreign Vendors Only
«Completes Registration *Checks for Financial
e +Sets Up User Account Sanctions
Initiator *Updates Company
«Invites Vendor Information
*Monitors Invite Status *Grants Access to

Company Users

Disbursements & Travel Services
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Initiator Role

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

Initiator Responsibilities

/ ' \ 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 Cen...

™

Disbursements & Travel Services
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How to Navigate
to PaymentWorks cont.

Click on the
PaymentWorks tile Payment Works

* You may be prompted to use
your SSO (Single Sign-On) to
log in

* Once logged in, you can:
e Search
e Send invite to onboard vendor

Disbursements & Travel Services
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How to Search
for Suppliers

Disbursements & Travel Services
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Search for Suppliers
Option 1

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

Messaging

Setup and Manage Supplier Portal

Vendor Master Updates

VVVVVV

Click on Suppliers tab.

PaymentW( rks Setup and Manage Supplier Portal v

# Home £ Administration & Suppliers & Invoices

Disbursements & Travel Services
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Search for Suppliers
Option 1 cont.

The Supplier list is displayed.

# Home £ Administration & Suppliers & Invoices
Need help Q SUPPLIER NAME & VENDORNUM | SITE GODE STREET ciy PSFIV ZPCODE | COUNTRY CONTACT EMAIL GONNECT
Supplier Name
0000103485
Vendor Number JAlex Dawid Jerez-Roman i 0011 812 5. New Sirest Champaign IL | 61820 Us | alexdjerezi@gmail.com
3
Site Code
2607 76011-
1010 Collins LLC SELRIY 0011 1010 M Collins St Arlington TX é?gr us mgurule@brubeckine.com
City 3
State te v 0000104679 | OMNL-PW-12 w2020+ax @omai
o State 1099, Tax 112|516 Blusird Dr Powel OH | 43085 ys | Ufam2020-ax1099@gmac | g
Zipcode b D .
>ountry 1000045924
Country 1105 MEDIA INC | SHARED[1 | 9121 OAKDALE AVE STE 101 CHATSWORTH CA | 913116526 | US
Address Type: Show Al v 4
5
Contact Email 1105 MEDIA INC 0000045884 SHARED|2 | 5201 OAKDALE AVE STE 101 CHATSWORTH CA | 913116546 us
Contad 5
Connected R 0000045934 NCRTH
Connected Show Al v g A e o o
1105 MEDIA INC , SHARED|Z | PD BOX 15848 HOLLYWOOD CA | 916155846 | US
Clear
- 1000045934
1105 MEDIA INC " SHAREDI4 | PO BOX 894085 LOS ANGELES CA | 901894085 | Us
3
a
1105 MEDIA INC LLDRIRER SHARED|S | 1201 MONSTER RD SW STE 250 RENTON WA | 9580572996 us
b
1000045934
1105 MEDIA INC “*| SHAREDIE | 1227 UNIVERSITY OF OREGON EUGENE CR | 974031205 | US

3

Note: A vendor can be approved but not connected. Connected means the
vendors in PaymentWorks have successfully interfaced into PeopleSoft and
Rowdy Exchange.

Disbursements & Travel Services
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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

(2]

el

Disbursements & Travel Services
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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

v VIEED
TUTORAL TUTORIAL

| |
|== Vendor Master Updates ‘

Click on New Vendors tab

A Home & Vendor Profiles + Updates O New Vendors

Disbursements & Travel Services
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Search for Suppliers
Option 2 cont.

L] ] "
The new supplier list is B s

o® SHOW:  Onboardings [V]

[
d I S p | a y e d \QJDTE:R:L ONBOARD START = UPDATEDv  VENDOR NAME INVITATION VENDOR ACCOUNT ~ NEW VENDOR REGISTRATION

Filter Results:

Griselda Perez

o 02/12/2021 02/12/2021 Opened No Account Not Started
° t t Vendor Name Robles p
croll through the

ESPN
. .
I I Contact E-Mail 02/10/2021 02/12/2021 | Productions Clicked Registered Not Started
supplier lis i
Invitation ﬂ
National
Approval.
Invitation V] 021022021 | 02112/2021 :;Zi‘;’::sgn? Clicked Email Validated Submitted
Delivered: Busines
Account ﬂ
Created Intelligent
Registration ﬂ 02/10/2021 02/12/2021 | Engineering Opened No Account Not Started
Form: Services
S v 02/11/2021 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
02/10/2021 02/12/2021 X . Delivered No Account Not Started
[ ClarFiters unversty
02/12/2021 02/12/2021 | David Portillo Opened No Account Not Started

Send Invitation:..

P!

*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.

#A Home & Vendor Profiles « Updates O New Vendors < Reimbursements

® SHOW: | Onboardings [V]

}I’,LDT%OR:L ONBOARD START UPDATEDv = VENDOR NAME INVITATION VENDOR ACCOUNT
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
Eegmranon ﬂ Description of Goods and Services : All applicable goods and services
orm
Approval History:
Source vl Feb 12, 2021 11:21 AM: Approved by Kelly Wiley-Rock <kelly.rock@utsa.edu> (Vendor Approver)
Message: None
Invitation
Initiator

Disbursements & Travel Services
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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.

7 Home X Vendor Profiles () New Vendors |

Disbursements & Travel Services
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Search for Suppliers
Not Listed cont.

n Home ) = Vendor Pr;files

» SHOW: | Onboardings ¥

In the Filter Results screen, search by
Vendor Name, Vendor ID or Contact E-mail. |

If the supplier is found:
* The supplier has been invited and is in some B
stage of the registration process; however, still

not connected and not available for use

If the supplier is not found:
- Then a PaymentWorks invite should be initiated e’

Clear Filters

Send Invitation...

Disbursements & Travel Services
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How to Invite a Supplier

Disbursements & Travel Services
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How to Invite a Supplier

Click on Vendor Master Updates

oo Setup and Manage Supplier Portal

—_—= Vendor Master Updates

Click on the New Vendors tab

f Home X Vendor Profiles (') New Vendors |

Disbursements & Travel Services
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How to Invite a Supplier cont.

# Home & Vendor Profiles

o® SHOW: | Onboardings v

— Tip!

VIDEO &M o

TUTORIAL ] . .
Filter Results: — A Video Tutorial is
Vendor Name ( available to help you
S ! navigate screens.
Contact E-Mail

(

nvitation v
Approval
nvitation v (
Delivered
Account v
Created (
Registration v
Form (
Sho

Click on the Send  ~== (
Invitation button

S
~ Send Invitation...

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:” A Initiator Department: A

This field is required. Initiator Phone Number:

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

- Choose One - ll

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
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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 UTSA  PaymentWorks

Dear «SUPPLIER NAMES:

ang '
Initiator's name self-populates / ! \  FicstNome Lasthame invites you to ragister 35 3 new vendor for The Uriversity of Texas 2t San
Antonio (UTSA). Before you begin the registration process, be sure to have the following
information available:

1. Avalid tax ID (EIN or SSN)
« [Ifyou are a foreign vendor and are not set up with an [TIN, contact
Disbursements and Travel Senvices to request a temporary [TIN.
2. ACH (direct deposit) information
» To expedite payments, direct deposit is recommended; otherwise, paper checks
will be mailed and may take up to a week longer to produce.

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

UTSA will notify you in 2 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.

Link to UTSA’'s Vendor Portal included &

Submitting Your Invoices

Submit your PO-related invoices to Disbursements and Travel Services for payment processing.
Pleaszs include the relevant PO number on the invoice. If your payment is not processed within
A 30 days, please email Disbursements and Travel Services.

I n |t| atOF’S ema |I ad d ress Se|f-p0p u Iates z ! 5 Submit 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 email].

. “ If you have questions regarding PaymentWorks or the registration process, please refer to the
For hel p, SUp p| ier must contact P ayme ntWorks / ! \  knowedge base PaymentWorks site available for vendors.

The University 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 invites.

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

Disbursements & Travel Services
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View Invite Status

Navigate to the Vendor G ELIAL S [ Vendor iaster Updates

M aSte I' U pd ateS pag e n Home 2 Vendor Profiles ./ Uédate; ( New Vendors 2, Reimburse

SHow | onvourdrgs ¢ | QN

VIDEO

ONRNOARD START LIPDATFED = \VVENDOR NAMF

ClICk on the NeW n Home & VendorProfiles (i) New Vendors )
Vendors tab

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

n Home 2 Vendor Profiles « Updates (O New Vendors 2 Reimbursements

SHOW: | Onboardings +
vonn  ONBOARDSTART  UPDATED-  VENDORNAME I INVITATION I VENDOR ACCOUNT NEW VENDOR REGISTRATION % COMPLETE
12/05/2019 12/30/2019 TOYOTA I Delivered I No Account Not Started ==

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.

# Home & Vendor Profiles + Updates © New Vendors < Reimbursements

SHOW nboardings v

Tlp! :, .'j‘,’n,.,.i ONBOARD START  UPDATED~ VENDOR NAME INVITATION VENDOR ACCOUNT NEW VENDOR REGISTRATION % COMPLETE

. 1 F e - SANCHEZ
A Video Tutorial is  endorname [ 08/13/2021 08/30/2021 | ALVARADO
available to help you ...+ ALDAIR

Email Validated

a

navigate screens. /
v Invitation Statuses Vendor Account Statuses New Vendor Registration Statuses
. Sent * No Account . Not Started
x * Delivered * Registered * InProgress
= * Undeliverable *  Email Validated *  Submitted - Pending PaymentWorks Review
* Opened *  Submitted - PaymentWorks Waiting for Vendor
* Clicked Response
* Cancelled *  Submitted - Pending Internal Review
* Returned
* Approved
E * 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.

——m oo £ 900 nvitation .
04/20/2020 05/01/2020 Openec No Account Not Started
template test3

Invitation Details:

Initiator: Vendor Name: Contact E-mail: Initiated: Email Sent:
Ana Mendoza (ana.anaya@utsa.edu) Fidelity Investments Charitable fcadvisorservices@fmr.com 03/17/2021 03/17/2021
Gift Fund

stom Fields:

tor Phone Number : 2104586886

Cu
Reason for Inviting this Supplier : Product and Service
Initi
Ini
De

s
ia

tiator Department : Mardia.McCarthy@utsa.edu
c

scription of Goods and Services : All applicable goods and services

Disable Reminders © Resend Invitation C'
: -

Disbursements & Travel Services
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Invitation Status

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

T

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

status ________________|Explanation

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.
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.

# Home © Adminisiration & Supplers Q Invoces

Click on Need Help Nesd e (©) SUPPUER NAME veoormm  smecoce  [NNAANEEEENNN  CONNECTED
to assist with

navigating screens.

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 £ Administration & Suppliers Q Invoices
Need help SUPPLIER NAME ~ VENDORNUM  SITE CODE STREET CITY Fﬁ:\/l ZIP CODE COUNTRY CONTACT EMAIL CONNECTE

Suppleriame "ARTISTICALLY YOURS" 13580 LANDOVER DENHAM
Vendor Number BY KIM HEBERT 0000103184 UTSA01|1 DRIVE SPRINGS LA 70726 us ARTYOURSKIM@COX.NET
Site Code:

1 PRIORITY BIOCIDAL, 2410 GRAVEL FORTH KGALLOWAY@GOLBIO.CO
Tax ID LLC 0000102487 UTSA01|1 DRIVE WORTH TX 76118 us M
City 1-MTZ CONSTRUCTION | 0000105056 UTSAO01|1 1Af/4E5 WMULBERRY SAN ANTONIO TX 78201 us EA?‘:?A-L'SANCHEZ@MS
State: State v ’

78279- 1MTZCONSTRUCTIONTX@

Zipcode: |

1-MTZ CONSTRUCTION | 0000105056 UTSA01|2| PO BOX 791203 SAN ANTONIO X 1203 us GMAIL.COM
Country:
P e Show Al ~ 1-MTZ CONSTRUCTION | 0000105056 UTSAO01|3| 305 E RAMSEY RD | SAN ANTONIO TX 78216 us

1000 WORDS ONETHOUSANDWORDSPR
Contact Email PRODUCTIONS 0000100582 UTSA01|1| 1351 HIGHLAND SAN ANTONIO X 78210 us ODUCTIONS@YAHOO.COM
Connected: Show All v 7068 KOLL

10X GENOMICS, INC 0000102989 UTSA01|1| CENTER PKWY, PLEASANTON CA 94566 us CUSTOMERSERVICE@10X
S GENOMICS.COM
m SUITE 401

60055- ACCOUNTING@10XGENO

10X GENOMICS, INC 0000102989 UTSA01|2| DEPT CH 10944 PALATINE IL 0944 us MICS.COM

12TH MAN COLLEGE

FOUNDATION 0000104943 UTSA01|1| PO BOX 2800 STATION TX 77841 us

Disbursements & Travel Services
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Viewing of Invoices

Window will expand when clicking on the invoice line

close
Jul - (Vendor Number: 00001 (Il Site Code: UTSAO1 1

Invoice # February 2020 Stipend - State Oate 04/2212020 nvoice Amount LSO $20.00 Actual Paid Amount USD $20.00 Purchase Order Ref Key

STATUS PAID Scheduled Pay Date 04/23/2020 Actual Pay Date 042312020 Pay Document # 1000203035 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 emaill
notifications automatically generate as follows:
v' 1t Reminder — 3 days
v’ 2" Reminder — 7 days (S
v’ 3d Reminder — 14 days ; Rem'\ﬂde
v' 4 Reminder — 21 days @
v' 5th Reminder — 28 days ;

Disbursements & Travel Services
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Setting up UTSA as a Vendor

Action e Contact DTS to setup UTSA as a
| vendor on other similar automated
Alert

platforms.

« DTS will establish user accounts on
behalf of UTSA.

Disbursements & Travel Services
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e: - 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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e 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 a supplier will no longer be used, you can
cancel/disable the invite by disabling the reminders.

Disbursements & Travel Services
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e 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

% Foreign vendors without a TIN must first contact
to request a temporary TIN.
* TINs are required for account set-up

Disbursements & Travel Services
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Online Help

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

PaymentWorks Account Management v

A tile For Initiators within
the Help feature also
displays on the page.
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Online Help cont.

For questions regarding the PaymentWorks platform, please
use the Help feature and then click on the Contact Support
button.

Contact Customer Support
Tell Us How We Can Help.

Disbursements & Travel Services
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Online Help cont.

PaymentWorks homepage and onboarding pages contain
video tutorials to assist with navigating through the online
platform. Click each button to view them.

PaymentWoarks

SHOW: ! Onboardings 3

| “TX Setup and Manage Supplier Portal ¥{JD‘%%T;L ONBOARD START ~ UPD#
| s i Filter Results =
[Esssm——— 01/23/2019 01/23/
Vendor Nama

‘ Vendor # 10/04/2018 01722/
— Vendor Master Updates
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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:
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https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcommunity.paymentworks.com%2Fpayees%2Fs%2F&data=04%7C01%7CNora.Compean%40utsa.edu%7Ce1ecf0939d27498f3bdb08d96355eeff%7C3a228dfbc64744cb88357b20617fc906%7C0%7C0%7C637650043000414060%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=8IWyC4DF6R%2FlTQe8gZdZ%2BmtnNeWTSNhlEUXDuwrEkX8%3D&reserved=0
mailto:disbursements.travel@utsa.edu
mailto:techcafe@utsa.edu

The University of Texas at San Antonio
UTSA Business Affairs

Training Resources
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https://www.utsa.edu/financialaffairs/training/docs/dts/paymentworks/paymentworks-initiator-role-job-aid.pdf
https://www.utsa.edu/financialaffairs/training/docs/dts/paymentworks/paymentworks-vendor-role-job-aid.pdf
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Thank you for attending class

Please complete the electronic evaluation form

Go to: https://mytraining.utsa.edu/apps/evaluations

* Click ‘Load classes’ (orange tab)

* Click the name of the class you took today

* Click ‘Start Evaluation’

e Click ‘Give Feedback’

* IMPORTANT 1" is LOW and ‘7" is HIGH SCAN ME

Please add your comments in the open comment box at the end.
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Thank you!

The University of Texas at San Antonio

UTSA Financial Affairs

Your partner for successful solutions

Office of Financial Affairs (www.utsa.edu/financialaffairs)



