
 

PaymentWorks Frequently Asked Ques5ons (FAQs) 

Ques5on 1: What is the new PaymentWorks Vendor Onboarding Solu5on? 

Answer: PaymentWorks is the University’s new cloud-based vendor onboarding solu=on. It will 
replace the current vendor crea=on and change processes. Departmental users will log-into the 
system and send invites to vendors. The vendors will then work with PaymentWorks to create 
their account. Once everything is verified, the departmental users will be no=fied that a vendor 
account has been created.  

Ques5on 2: What are the benefits by using PaymentWorks? 

Answer: PaymentWorks will assist the university in valida=ng informa=on provided by vendors 
and it will automate certain steps such as checking various sanc=on and debarred lists. It also 
allows vendors to provide sensi=ve informa=on in a secure format and eliminates the need for 
departments to gather this informa=on. This new process also eliminates several forms that 
departments were comple=ng to establish a vendor. The vendors now provide this informa=on 
electronically to PaymentWorks.  

Ques5on 3: How was PaymentWorks selected to be the contracted provider? 

Answer: PaymentWorks was selected as the successful awardee through a compe==ve Request 
for Proposals (RFP) process.  PaymentWorks provided the best value product in rela=on to the 
University’s needs and in comparison, to others who responded to the solicita=on. 

Ques5on 4: What is the main change for me as a departmental employee with regard to 
PaymentWorks? 

Answer: The main change is simply to use the PaymentWorks invita=on process to request new 
vendor entries rather than gathering various forms from the vendors and submiLng these 
through IRIS. ANer sending the invita=on, you will be able to monitor the status of the 
onboarding process in PaymentWorks.  

Ques5on 5: What is the planned go-live date for PaymentWorks to be turned on? 

Answer: PaymentWorks is planned for go-live in early 2020.  An announcement will be 
distributed at the =me of transi=on as well as the PaymentWorks link.  The paper-based vendor 



applica=on forms will be removed from the Accounts Payable website at the point of cutover 
and the IRIS transac=on for crea=ng a vendor will also be removed. 

Ques5on 6: Has PaymentWorks been pilot-tested for the University before go-live? 

Answer: Yes, a group of department testers who typically work with vendor applica=on 
requests as part of their daily work par=cipated in pilot tes=ng. The pilot testers helped validate 
processes and workflow and offered helpful feedback based on their opera=onal knowledge. 

Ques5on 7: Can I s5ll use the paper vendor applica5on from the Accounts Payable webpage 
to request a vendor be loaded? 

Answer: No - PaymentWorks will completely replace the current paper-based vendor 
applica=on. Any vendor or individual for whom a University vendor number is required must go 
through the automated onboarding process. 

Ques5on 8: How will I search to see if a vendor is already in the University’s vendor 
database? 

Answer: Con=nue to perform searches as you do currently to determine if a vendor is already 
in the University’s vendor database. This may include checking directly within your Shopping 
Cart / Requisi=on or PRD using vendor search tools. You can also use SAP T-code XK-03 for 
direct searches.  

Ques5on 9: What about foreign vendors and individuals? 

Answer: Any foreign vendor or individual will also register through PaymentWorks. There are 
customized fields for each 
country and address format. 

Ques5on 10: I do orders or PRDS for students and foreign staff with W8-BEN forms. How will 
they be affected? 

Answer: Send the PaymentWorks invita=on to all en==es/persons. The registra=on form has 
customized entries for every University vendor type. 

Ques5on 11: How long will it take for a vendor to be onboarded? 

Answer: Onboarding =me depends on 
several factors, the primary of which being the vendor’s comple=on of the registra=on process. 
That said, the onboarding process should not be longer than that for the current manual 
process and in most instances, will be shorter. Onboarding delays may occur if a vendor is 
found to have sanc=ons against them or other valida=on obstacles. 



Ques5on 12: Will current SAP/IRIS vendors need invita5ons sent to them to be 
reloaded into PaymentWorks? 

Answer: Any ac=ve vendor (currently in IRIS) will only need to be sent an invita=on if they have 
an update to their vendor informa=on. 

Ques5on 13: How will vendor updates and changes be managed? 

Answer: All vendor changes will be entered into Payment Works. Departments will need to 
email vendors to let them know to update their profile in Payment Works. If they do not have a 
profile, the department will need to ini=ate an invita=on in Payment Works to the vendor. 

Ques5on 14: Can I fill out the form on behalf of the vendor or individual receiving a vendor 
number? 

Answer: No - Since the onboarding process requires an email invita=on and the vendor to 
complete and a[est to their own informa=on, it can only be done by the company or individual 
being onboarded. 

Ques5on 15: I have vendors or individuals who do not use e-mail, or simply cannot complete 
the vendor onboarding process for whatever reason iden5cal to a typical vendor. What do I 
do in these cases? 

Answer: Contact the System Accounts Payable Office for guidance if you have any vendors or 
individuals who cannot complete the vendor onboarding process for some reason.


