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PAYMENTWORKS USER GUIDE

How to Set Up a Vendor in PaymentWorks

For University of Idaho employee use. Email acctpay@uidaho.edu for additional help.

1. How to Search for a vendor in PaymentWorks

a. Login to the University of Idaho SSO site. Please email acctpay@uidaho.edu for the link.
b. Click Vendor Master Update

Setup and Manage Supplier Portal Messaging

VIDEO i VIDEO
TUTORIAL TUTORIAL

Vendor Master Updates

VIDEQ
TUTORIAL

Make sure SHOW Onboardings Tracker is on

o SHOW: | Onboarding Tracker ~

VIDEO BN
TUTORIAL
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c. Click Send Invitation

PaymentWocrks

0 New Vandons

#= SHOW; Onboardings 3
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d. Complete Invite information & click SEND

PAYMENTWORKS USER GUIDE

Inwvibe Maw Vendor

Compangyndivicual Nome:”

Contacl E-Mail:”

Waity Contacs E-Mai”
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Cimyoription of Poducts!Service:
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e. Adding Personal Messages to Invitations - PaymentWorks offers the ability for invitations to include a

personal message from the sender (also referred to as the “Initiator”) to the prospective payee.

Invite New Vendor

Company/Individual Name:"

Gastro Catering

Contact E-Mail:”

gastrocatering @gmail.com

Personalized Message:

Pierre, the link in this
message will take you to our
vendor registration form.
After you complete and
submit the form, it will go
through our approval
process. Thanks, Amelial

*Required Field

| ce J s

2. Vendor Invite Status
a. Show: Onboarding Tracker shows invite status

# Home 0 New Vendors

o SHOW: | Onboarding Tracker v

TiToRA I Onboardings Sort By: Date modified v Descending v  Need help '/e':
TUTORIAL &
Filter Results: 42
Records James Spader
Vendor Name: . . Q
e INVITATION INITIATED INVITATION EMAIL GPENED
Contact E-Mail 08/24/2022 12:27 FM 93-24_‘22.2;:5;2u M g
Tt - Karen Robinson
Approval .
Invitation v . a
Delivered: NVITATION INITIATED NVITATION EMAIL OPENED

08/24/2022 12:55 PM 08/30/2022 2:05 AM
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b. You can search for only your invites, by adding your name in Invitation Initiator box at the bottom of the

Filter Results:

Invitation [christined <}::|

Initiator:

& oo

3. Tracking Onboardings

n Home New Vendors

o® SHOW: | Onboardings 4

VIDED B

TUTORIAL ONBOARD START UPDATED - VENDOR NAME INVITAT REGISTRATION % COMPLETE
Filter Results:
Vacdor Hare 04/22/2018 0472212018 :‘T::wwa Clickad Email Validated In Brogress —_—
Vendor #
Contact E-Mail
Invvitation /
Approval
Invitation -
Defvarad: Invitation column: Account Column: New Vendor Registration column:
Accaunt : +  Sent +  Email Validated *  Submitted
Croated +  Delivered - Created e
Registration : = Not Deliverable . Confirmed - Processed
il *  Opened +  No Account *  Complete
- +  Clicked *  Rejected
R v = Self Registered +  Invitation/Reminders Cancelled
Invitation
Inftiator:
Clear Filtars

Send Invitation..,

4. Vendor Receives Email

PaymentWorks Invitations

[ ]
PaymentWorks
University
ofldaho

Dear James Spader
Chistina Albrigo has invited you to register as a new vendor to University of Idaho test.

feteratsdd

I order for University of Idaho test to establish you er your company as a payee or vendor, please click here to register on PaymentWorks, University of Idaho test's supplier portal
Bafore you bagin the registration procass, be sure to hava the following information available:

1. Avalid tax ID (sither an EIN or SSN)
2. if you wish to receive electronic (ACH) payments. you wil naed a copy of a voided check or bank statement

If you have questions regarding billng. invoicss. or payments, please contact University of Idaho test directly

If you have questions regarding the PaymentWorks platiorm or specific aspects of the registration process, please review the help documentation or contact Support here
Thank you for your support

Sincerely.

Universiy of Idaho test
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a. When Vendor clicks link in invitation email, it takes them to PW log in page where they click

Suppliers Join Here

PaymentWorks

Join Fﬁ]rmentwwks for Free

Penonal indermubion

Create Password

b. Vendor will receive an email to validate their email.

PaymentWorks Account Registration Inbox x
. Paymentwc)rks <da-not-reply@paymentworks.com:
. to uidahopw2019+oprah +

Thanks for registering!
Verify your email within the next 72 hours to activate your account, and then sign in to complete your registration.

Verify Your Email and Complete Your Reqgistration

Thank you,
PaymentWorks

PaymentWorks

If this was sent to you in error, please ignore this email and your address will be removed from our records.

“\ Reply ::I i: <% Reply all :] I:: ~ Forward |

", A

c. Once validated, they will log into www.paymentworks.com, complete online registration form and
SUBMIT. Let vendor know someone from PW may call to validate the LAST FOUR of their bank
account number. If left a message, they need to return the call as this is the last step in the process.
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Important Notes for Foreign Vendors:

e Please email acctpay@uidaho.edu with ANY questions you have.

e Foreign vendors can’t receive ACH payments, if vendor selects Direct Deposit in error,
they are unable to add wire information that is needed. This may delay the registration

process.

e The approval process takes longer for Foreign Vendors so plan accordingly.
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