o
PAYMENTWORKS INVITATIONS - HOW TO SEND

To send a PaymentWorks invitation for a new vendor registration:

1. Access myUK:

my
I

Manage Your Account
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To send a PaymentWorks invitation for a new vendor registration:
 
1. Access myUK



PAYMENTWORKS INVITATIONS - HOW TO SEND

2. Navigate to the Enterprise Services tab and select PaymentWorks

from the menu. On the landing screen, click link for Access the
PaymentWorks Onboarding Platform.

i Enterprize Services i vy UK Procurement

IT Service Request | PaymentWorks | Amazon | ec

PaymentWorks

2. If the vendor is not found using the UK Vendor Search tab activ

ter data in SAP T-code XK03, send the vendor a new invitation
using the PayvmentWorks onboarding platform.

A Access the PaymentWorks Onboarding Platform.

B. Upon arrival at the PaymentWorks landing page, click the Vendor Master Updates tile.
C. Select the New Vendors tab.

D. From the Show menu at the upper left, change the selection from Requests to Onboarding Tracker.
E. Click the Send Invitation button at the lower left of the Onboarding Tracker.

F. Enter name and email address (twice) for the supplier to be onboarded. There 1s an optional field for Personalized Message, 1f needed.
G. Click the Send button to send the invitation.
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2. Navigate to the Enterprise Services tab and select PaymentWorks from the menu. On the landing screen, click link for Access the PaymentWorks Onboarding Platform.



PAYMENTWORKS INVITATIONS - HOW TO SEND

3. Upon arrival at the PaymentWorks landing page, click the Vendor
Master Updates tile:

PaymentWorks

(£ Setup and Manage Supplier Portal

VIDEO B
TUTORIAL

-
&% | vendor Master Updates

VIDED WM
TUTORIAL
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3. Upon arrival at the PaymentWorks landing page, click the Vendor Master Updates tile.
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4. Select the New Vendors tab:

Paymentw rks Vendor Master Updates v

# Home & Vendor Profiles « Updates O New Vendors = Reimbursements
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4. Select the New Vendors tab
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PAYMENTWORKS INVITATIONS - HOW TO SEND

5. From the Show menu at
the upper left, change the
selection from Requests to
Onboarding Tracker:

PaymentWorks

# Home & Vendor T ofiles

o® SHOW: | Requests

Onboarding Tracker
| Requests |
What is thé':;r:lms-m—mrmnuur? @

Filter Results: 29237 Records

Supplier Name:

Submitted All Dates v
within:

Tag Name:

Tag Exact
Match:



Presenter Notes
Presentation Notes
5. From the Show menu at the upper left, change the selection from Requests to Onboarding Tracker.
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6. Click the Send Invitation Vongeck,
button a‘t the IOWer Ieft Of Contact E-Mail:
the Onboarding Tracker: vtatior .

Approval:

Invitation i
Delivered:

Account -
Created:

Registration s
Form:

Show W
Cancelled Only:

Source: -

Invitation
Initiator:

5
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6. Click the Send Invitation button at the lower left of the Onboarding Tracker.
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PAYMENTWORKS INVITATIONS - HOW TO SEND

/. Enter name and email
address (twice) for the
supplier to be
onboarded.

There is an optional field
for personalized
message if needed.

Click the Send button to
send the invitation.

N

Invite New Vendor

Company/Individual Name:” M
Smith and Johnson Products Inc

Contact E-Mail" /
doug@smithjohnsonproducts.com

Veerify Contact E-Mail:”

doug@smithjohnsonproducts.com (

Is this for a University of Kentucky employee reimbursement?:
If yes, please use this link for further instruction:

www.uky.edu/Purchasing/docs/employeepernerform. pdf

*Required Field \

i

Personalized Message:

Please complete the registration steps you will receive from PaymentWorks to
be on onboarded as a new vendor at the University of Kentucky. Thank you.



Presenter Notes
Presentation Notes
7. Enter name and email address (twice) for the supplier to be onboarded. 

There is an optional field for personalized message if needed. 

Click the Send button to send the invitation.



PAYMENTWORKS INVITATIONS - MONITORING ONBOARDING
PROGRESS

Onboardings Sort By: Date modified ~| Descending v

o0

INVITATION IMITIATED INVITATION APPROVED &
11/22/2022 1:49 PM SENT
1M/22/2022 1:40 PM

r——0

INVITATION IMITIATED INVITATION EMAIL QPENED
02/08/2023 11:14 AM 02/06/2023 12:33 PM
1 hour

o0

INVITATION IMITIATED INVITATION APPROVED &
02/06/2023 12:28 PM SENT
02/086/2023 12:28 PM

00— 0—0

INVITATION IMITIATED EMAIL VERIFIED - INVITATION REGISTRATION APPROWVED
02/02/2023 12:36 PM RECEIVED 02/08/2023 12:24 PM
02/02/2023 2:08 PM
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PaymentWorks provides each departmental user a dashboard console to monitor onboarding progress of their new vendor registrations.
 
Once the invitation is sent, users can follow onboarding progress as each step is completed from the invitation send through to the final step of Approved. 
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