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PaymentWorks is the University’s cloud-based application for vendor onboarding. 
UK users can access PaymentWorks through their myUK environment - Enterprise 
Services tab. Upon arrival at the PaymentWorks application via myUK, you can 
initiate an invitation to a vendor to register. You also have access to a dashboard 
showing onboarding status for all vendors to whom you have sent requests.  
 
All new businesses, organizations, government affiliates, and individuals (US or 
foreign) will utilize PaymentWorks to be assigned a University vendor number.  
This includes UK Student Organizations and UK Imprest (petty cash) Custodians. 
The PaymentWorks’ “Smart Form” is programmed to customize entries for each 
vendor type. 
 
UK Employees seeking employee reimbursements via 8XXXXX number will not use 
PaymentWorks. There is no process change for this and a customized form for 
their PERNER number is on the Purchasing website. 
 
For assistance and support for onboarding or other vendor questions, email 
vendorhelp@l.uky.edu.  
 

 Role: Departmental Staff or Faculty Frequency: As needed 
 
 

STEPS TO ONBOARD A NEW VENDOR 
 

1. From within myUK, 
click the Enterprise 
Services tab 

 
 

https://purchasing.uky.edu/
mailto:vendorhelp@l.uky.edu
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2. Click PaymentWorks  
link 

 

 
 

3. At the UK sign-on 
screen, login using your 
myUK ID and password 
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4. Upon arriving at 
PaymentWorks, click the 
bottom left tile entitled 
Vendor Master Updates 
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5. From within your 
onboarding dashboard, 
click Send Invitation in 
the bottom left corner 
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6. Complete the 
company or individual 
name, email, and a 
personalized message 
(optional) 
 
Click Send. 

 

 
 

7. The vendor will 
receive the email 
invitation and follow the 
steps to create an 
account within 
PaymentWorks 
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8. The vendor completes 
the form entries and 
finishes the registration 
process 

 

 
 

9. When vendor 
onboarding is complete 
with the University, the 
vendor number will show 
in your PaymentWorks 
dashboard. 
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Additional Tools and 
Functionality  

You can access your 
PaymentWorks 
dashboard at any time 
via myUK Enterprise 
Services tab. From the 
dashboard, you can 
review and check status 
of vendors to whom you 
have sent onboarding 
invitations. 
 

 

 
 

If desired, click any blue 
hyperlink for additional 
status information 
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If status shows a vendor 
email invitation Clicked, 
but registration was not 
started, you can Resend 
the Invitation if desired. 
 
PaymentWorks also 
sends reminders to 
vendors throughout the 
onboarding process if 
tasks are not completed. 

 

 
 
 

 
 

 


