Quick Reference Card
PaymentWorks Vendor Invitation
Requirements and Approval Workflow

This guide explains the new Procurement Services review process for PaymentWorks vendor invitations,
including pre-submission requirements, Personalized Message standards, approval and rejection procedures,
and best practices for ensuring accurate vendor onboarding.

Role: PaymentWorks Invite Initiator Frequency: When Sending Invites

Prior to Sending new Invite

Purpose Beginning August 1, 2026, all PaymentWorks New Vendor Invitations will be
subject to a new Procurement Services review before being sent to the vendor.
Procurement Services will review each invitation to verify that:
e The vendor does not already exist in SAP S/4 Business Partner data.
e The Personalized Message contains all required information.
e The invitation is appropriate for vendor onboarding.
Invitations that meet all requirements will be approved and forwarded to the
vendor. Invitations with missing or incorrect information may be rejected or
canceled.
Department The Procurement Services review is a validation step only and does not replace
Responsibilities departmental responsibilities.
Departments remain responsible for:
e Searching SAP S/4 Business Partner data before sending a
PaymentWorks invitation.
e Determining whether the transaction is with an individual or a
business/entity.
e Reviewing all supporting documentation associated with the transaction.
e Providing a complete and accurate Personalized Message.
Departments should not rely on Procurement Services to identify existing vendor
records or determine the correct vendor information required for a transaction.
Refer to D-04 PaymentWorks Inviters: Best Practices for Vendor Searches
and Managing Onboarding Console for additional guidance.
Additional Refer to Section D and related resources on the Learning and Training page
Information (login required) for additional guidance.

Important: Successful procurement and payment transactions begin with
accurate vendor identification. Departments are responsible for ensuring the
correct vendor information is identified before sending a PaymentWorks
invitation.

For questions, contact VendorHelp@uky.edu.



https://purchasing.uky.edu/learning-and-training-2
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Sending New Invite Steps

1. Invite Fields

Enter the name of the
individual or business for
which you expect a
vendor record to be
created.

Whenever possible, send
the invitation directly to
the person who will
complete and maintain
the vendor registration.

Invite New Vendor

Enter the name of the
person or business
needing to be added as a = ]
vendor.

‘Company/individual Name:

Send the invitation to the
email address of the
individual responsible for
completing and
maintaining the v

PaymentWaorks 4 »
registration.

Important: If the recipient is not the appropriate contact, cancel the invitation and resend it to the person
responsible for completing and maintaining the registration. Forwarding behavior should be avoided where
possible.

2. Personalized
Message

A Personalized Message
is required for every
invitation.

Important: The
Personalized Message
field has a 280-character
limit. If your message
exceeds this limit, refer
to D-06
PaymentWorks
Invitation
Personalized Message
Guide for additional
templates and guidance.

Invite New Vendor

Is this for a University of Kenfucky employee reimbursement?-’
F s link for istruction: www uky edu/Purchas: s/emplayespemerform pdf

Reason

Event
Personalized Message:
Department

Who is being enboarded

| Ag Sciences is sending you a PaymentWorks invite for catening services related to the Farmers of Kentucky event. Per Quote #001
register as Joe's Pub at 100 Main SL Enter a separate remit address if listed on your invoice. Contact us if incomect.

Location on quote

Extra Information Vendor Action £

for Quote Specific v
4 >
*Required Field

The Personalized Message must include:
1. Reason for Invite( £vent name, purchase type, service, or payment reason)
2. Supporting Document (Quote, invoice, Scope of Work (SOW), contract etc.,)
3. Who Is Being Onboarded (Expected individual or business name)
4. Expected Location (Address expected for the transaction)
5

Vendor Action (/nstruct the vendor to contact your department if any expected
information is incorrect before registering)

3. Personalized
Message Template

[Department Name] is sending you a PaymentWorks invite related to
[purchase/payment reason]. Per the [quote, invoice, SOW, contract, etc.], please
register as [Expected Name] using [Expected Address]. Contact us if incorrect.

4. New Send
Message

After clicking Send, the
following message will
appear:

approval before being sent to Joe's Pub at slseZ32 worke+A3@gmail .com

g

Your invitation is pending approval before being sent to [Vendor Name] at
[Email Address].

Supporting Decument
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Managing Rejected Invitations

1. New Status:
Invitation Pending Joe's Pub
Approval

This status indicates the
invite has been submitted
to Procurement Services for | If urgent, contact VendorHelp@uky.edu and provide the email address the

review and has not yet invitation was sent to.
been sent to the vendor.

2a- InVitation Joe's Pub
Rejection
If an invitation is rejected, a M
message will be provided PROGRESS INVITATION DETAIL =
explaining the reason and 3
any required action. Invitation Details
Initiator: Vendor Name: Contact E-mail: Initiated: Invitation Remindears:
Sarah Sexton Joe's Pub slz2232 work+A3@gmail.com 08042026 Enabled
Depending on the reason, e sem@e
you may need to: Personalized Message
1- Correct and Ag Sciences is sending you 3 Payment\Warks invite for catering services refated to the Farmers of Kentucky event. Per Cucte 2001, register as Jog's Pub at 100 Main 5t Enter 3

separate remit address if isted on your inveice. Contact us if incomect.

resubmit the

Initiator Fields:

|nV|tat|On. Is this for a Uni ity of Kentucky employee rei ?: '¥es - please stop and click CAMCEL belov
2. Review an existing Approval History:
ven d or reco rd Aug 4, 2029 10:53 AM: Rejected by Sarsh Sexton <Sarsh SextonZuky edu> [Procurement Approver)
| d en t| fl ed by Message: Ve seem to already have a vendor record on file for Joe's Pub with the information listed on the invite. Please see vendor # 40001 If this meets your needs, please
cancel the invite. If this doesn't mest your needs, enter updated expected information before resending.
Procurement

Services.
3. Cancel the

invitation and use
the existing vendor
record.

To Review a Rejected Invitation
1. Open the rejected invitation.
2. Select the Invitation Detail tab.
3. Review the rejection comment.
4. Resend or cancel the invitation as needed.




Quick Reference Card
PaymentWorks Vendor Invitation
Requirements and Approval Workflow

2b. Rejection Email

You will also receive an
email notification if your
invitation is rejected.

Do not reply to the
notification email.

To review the rejection
details and take action,
select the link provided in
the email or return to your
PaymentWorks dashboard
and open the invitation.

CAUTION: External sent

]
Invitation Rejected

Hello Sarah Sexton,

Your request fo Invite Joe's Pubto onboard as a payee of Universiy of Kentucky (SEX) has been rejected with the following message:

we have Joe's Pub Please see vendor # 40001 If his meets your needs, I this doesnt meet y enter

Click here for more information on your payee's onboarding siatus

you have any questions, please refer to University of Kenlucky (SBX)
Thank you
Universiy of Kentucky (SBX)

Give Us Your Feedback

3. Resend Invite
Instructions

To resend a rejected o
invitation you must make [ Resend New Vendor Invitation
I
_at I.eas_t one change to the CompenyAncvicisl Narme:” a
invitation. Joe's Puby Add a space
If you receive the COMTIETI@,,
message: Verify Contact E-Mail:"
"At least one field must be =22 Sk AS e co
cha nged in order to Is this for a University of Kentucky employee reimbursement?:”
resend a reJeCted 2 use this link for further instruction: wawauky.eduwPurchasingfdocs/employeepemerform. pdf
invitation." - <
Add a space to the “Required Field
cOmpa ny/Individual At least one field must be changed in order to resend a rejected invitation.
Name field and make any == e
other necessary updates
before resubmitting.
4. New Status:
Invitation Resent Joe's Pub
The Invitation Resent ( —
status appears when a A%-'rfequlr;'in NVITAT: c:l:_a:p_ma-.-u-a
previously rejected o oaioa2zs 107 P >
invitation has been
corrected and
resubmitted. Joe's Pub
This status should be 0
treated the same as TSR TR >
Invitation Approved &
Sent.
4
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5. New Approval
History Message

When an invitation has
been approved and sent,
review the Approval
History Message located
under Invitation Details.

This message provides
tips and best-practice
recommendations when all
requirements have been
met but improvement
opportunities remain.

Important: This message
is visible only to the
inviter. The vendor cannot
see it.

Joe's Pub
INVITATION INI ED INVITATION RESENT
D&r04/2026 12 PM 08/04/2026 1:00 PM v

PROGRESS INVITATION DETAIL

Invitation Details

Initiator: Vendor Name:
Zarsh Sexton Joa's Pub
(Sarah.Sexton@uky.=du)

Contact E-mail: Initiated:
=l=a232 work+A3@gmnail com  02/04/2026

Email Sent: Invitation Reminders:
08/04/2026 Enzbled

Personalized Message
Ag Sciences is sending you 2 Payment\Works invite for catering senvices related to the Farmers of Kentucky event. Per Quote #001, register as Joe's Pub at 101 Main 5t. Entera
separate remit address if listed on your invoice. Contact us if incorrect.

Initiator Fields:

Is this for a Unin ity of ¥

“Yes - pleasa stop and click CANCEL below.

Approval History:
Aug 4, 2026 1:00 PM: Approved by Sarsh Sexdon <Sarsh. Sexton@uky.edu> (Procurement Approver)

Message: Please make sure to include the full address when character limits allow for it. Thank you

Cancel Invitation @ Disable Reminders & Resend Invitation C'




