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UT Tyler Partners with PaymentWorks

PaymentWorks is a Business Identity Management platform used to verify your or your company’s
identity and to ensure compliance.

PaymentWorks mitigates the risk associated with manually collecting your or your company'’s
information by eliminating the collection of documents through fax, email, snail mail, or in person,
and it provides a secure repository for all the information.

Once you submit your information in the portal, and it is approved by the PaymentWorks and UT
Tyler teams, you will receive an email notification that your registration has been approved.

The University of Texas at

TYLER



UT Tyler Partners with PaymentWorks, cont.

In order to establish you or your company as a payee or supplier with UT Tyler, you must first
register in PaymentWorks.

« An authorized UT Tyler employee must invite you or your company to register using the
PaymentWorks platform.

« To access the PaymentWorks platform, suppliers and payees must use the hyperlink provided in
the PaymentWorks invitation email sent by an authorized UT Tyler employee.

Note: Use of the PaymentWorks’ system replaces paper/PDF Supplier Information Forms and IRS form W-9.
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UT Tyler Partners with PaymentWorks, cont.

As a state agency, UT Tyler is required to collect information from domestic or foreign suppliers and
payees to procure or pay for goods or services and other types of payments through the
completion of one of two IRS forms (W-9 or W-8BEN).

PaymentWorks mirrors these forms when the online registration process is complete.

For further clarification about your supplier/payee status with IRS, please visit the following
website for information.

« IRS W-9 Form and Instructions
« IRS W-8 BEN Form and Instructions

Note: The completion of hard copy IRS forms, as well as substitute W-9 Supplier Information Forms are no longer required. You must complete the online
PaymentWorks registration process to become a UT Tyler supplier or payee.
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https://www.irs.gov/pub/irs-pdf/iw9.pdf
https://www.irs.gov/pub/irs-pdf/iw8ben.pdf

Supplier/Payee Registration in PaymentWorks

 As a supplier or payee conducting business with a UT Tyler department, you will receive an
invitation requesting you or your company to register in the PaymentWorks platform.

Please have the information indicated in your email invitation
ready before you click on the link in the email invitation or before
you click on the resulting “Join Now” button.

« Avalid tax ID (either an EIN or SSN)

« If you wish to receive electronic (ACH) payments, you will The University of Texas at Tyler (Test)

need a copy of a voided check or bank statement. Before registering as a new The University of Texas at Tyler (Test)
supplier, you first need to create a free PaymentWorks account.

(To expedite payments, direct deposit is recommended; otherwise,
paper checks will be mailed and may take up to a week longer to
produce.)

Already registered on PaymentWorks? Click here to login
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Supplier/Payee Registration in PaymentWorks,

Cont.

1. Complete your information:
* Vendor name
« Company name
» Telephone #
 Email address

2. Create a password

Suppliers)

Join PaymentWorks for Free

Yaour Infermation

3. After submitting your information,
PaymentWorks Support

sends a confirmation email
*  Verify your email address within 72 hours
to activate your account

4. Sign in and complete the remaining
registration information

PaymentWorks Account Registration

PaymentWorks Support < suppost 2paymentworks com

Thanks for registering!

Werify your emad within the nact T2 howrs 1o activate your account, and then sign in to complite your registration

Thank you,
PaymantWorks

PaymentWorks

[ this was san Lo you in arror. please ignore this email and your address will be remaved from our reconds
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Complete New Supplier/Payee Registration

« Complete all required* fields from the registration form.
* Include company information, such as:

« Company type for tax purposes

* TIN number or social security number

Note: If you are a foreign vendor without a TIN number, contact Accounts Payable@uttyler.edu to request a
temporary TINSs.

The next slides include screenshots of the information required to complete the form.

The University of Texas at

TYLER
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Complete New Supplier/Payee Registration, Cont.

Primary and Remittance Address: Remittance Address cont. and Additional Information:
Remittance Address
Primary Address Country”
Additional Information
Addres E ,J
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Complete New Supplier/Payee Registration, Cont.

Additional Information cont.: Purchase Order Information, if applicable.:

Additional Information

Purchase Order Information
Additional Information

Invoice Address sriced wit astesisk * fieta Link ta PO Terms & Conditions: ™

Will the address on your invoice be different from the All other f are apticnal I At
remittance address above? purchase

Choose Oni L | ha'.-? .read the current ;:.Jr.chase arder 1e.rr.n.s and
conditions. | understand it is my responsibility to
review terms and conditions at the time of purchase
as they may have been revised.

Conflict of Interest

Are you or are you aware of anyone at your company who Please provide your email address for purchase order

is a current University employes?” delivery”

Choose One ~
Are you or are you aware of anyone at your company who Please indicate the type(s) of insurance you | be
is a former University employee?” providing (select all that apply)

Choose One w

Commercial General Liability Insurance

Are you or are you aware of anyone at your company who Workers Compensation and Employers Liability
is related to a University employee?” Insurance
Choose One R

Business Automobile Insurance

Cyber/Privacy Liability Insurance
Payment Information
Professional Liability or Errors and Omissions

Do you offer discounted payment terms? INSurance

Choose One ~ o .
Personal & Advertising Injury Insurance

General Aggregate Insurance

Product/Completed Ops Insuran

Submit

Contractor's Employee Dishonesty Insurance
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Complete New Supplier/Payee Registration, Cont.

al Information

Diversity Information

Complete Diversity and
Conflict of Interest Information, if applicable.: o e

Are you a State of Texas certified historically underutilized
business?”

No w

Invoice Address

Will the address on your invoice be different fram the
remittance address above?”

Choose One W

Conflict of Interest

Are you or are you aware of anyone at your company who
is a current University employee?”

Choose One L

Are you or are you aware of anyone at your company who
is a former University employee?
Choose One ~

Are you Or are you aw,
isrelatedtoa U

Choose One W
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Complete New Supplier/Payee Registration, Cont.

« Once your online registration is approved by UT Tyler, you will receive an email confirmation.

Your new vendor registration request has been approved by The University of Texas

To view the status of submitted invoices, access remittance advices,
and update your company information, navigate to the following link

PaymentWorks

Please note, this is not authorization to perform services

& Reply 4~ Reply all ®» Forward
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PaymentWorks Supplier/Payee Portal

« Access your user account through the PaymentWorks Portal to update or change vendor information.

* You may also grant access to additional company users.
PaymentWorks o~

Sign In
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PaymentWorks Supplier/Payee Portal, cont.

The vendor portal homepage contains six tabs:

1. Home PaymentWorks

2. Connect #Home  @Comect  &lwoies  @NewsUpdales  @Messages B Remitances

3. Invoices ,

4. News Updates 0D Smith
5. Messages

6. Remittances
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PaymentWorks Company Profile

Your Company Profile is located at top right corner of the homepage. This is where you can make
any company or payee account updates or changes.

PaymentWorks oo St

LMN Company

# Home € Connect & Invoices £ News Updaltes B\ Mossages B Remittances

s TE TX, ™
ﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁ Lty
{ ) 779-T894
Bank Accounts
tsapwa2l mncom @amail.com
services
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PaymentWorks Quick Tour Help Link

To learn more about PaymentWorks, access the quick tour option under the Help link located next
to Company Profile.

— John Doe. Company Profile Help Account Logout

ZYX Company Quick Tour

Support Center PaymentWorks Quick Tour

Start the full tour of use the links 10 navigale 1o & specific
too

 In addition to the Quick Tour tool, there are many
Tutorial links located throughout the PaymentWorks system.
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Checking the Status of your PaymentWorks
Registration

Click on the Connect tab to view status.

If the online registration is successfully completed, a Complete status under Customer
Registrations section is noted.

# Home £ Connect & Invoices & News Updates Messages B Remittances
—————————]
Manage Your connections ¢’

i Active Connections

The University of Texas ;

i Customer Registrations

1 Companies You May Want To Connect With

The University of Texas

Connect with your customers
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PaymentWorks Invoice Tab

Vendors can view invoice payment information using the Invoice tab. Information such as:
« Customer name

# Home £ Connect & Invoices £ News Updates Messages B Remittances

INVOICE INVOICE | INVOICE

° I nvo | cé hum be r Heed help (@) CUSTOMER eitaiec) N e PAD AMOUNT

Filter Results:

You currently have no invoices to view. Perhaps you need to make some

e Invoice date
 Invoice amount

« Invoice paid amount =
« Purchase order number
» Invoice status
« Scheduled payment date
[ earites [SRTTTINR
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PaymentWorks Remittances Tab

View remittance address information by selecting the Remittances tab.

PaymentWorks

# Home © Connect & Invoices £ News Updates B Mossages B Remttances
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Tips for using PaymentWorks

< In addition to the Quick Tour tool, there are many Tutorial links located throughout the
PaymentWorks system.

A PaymentWorks representative may contact you or your company directly to verify banking
information.

“+The ACH (Direct Deposit) option is only for banks that are based in the United States. ACH is the
best payment option to expedite payment.

“+The Wire Transfer payment option is reserved to pay foreign vendors that do not bank in the

United States. A UT Tyler Accounts Payable or Treasury team member may contact you to verify
the SWIFT code.
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Tips for using PaymentWorks, cont.

If you update your information, the system may require you to attach a new copy of your
company’s Insurance Certificate or Diversity Certificate.

“*You may experience further delays or require additional clearances, if your company Tax ID

Number (TIN) is flagged with a domestic or foreign Financial Sanction or Texas State
vendor hold.

“+You must complete the online registration process with UT Tyler, even if you participate in a
similar platform with another University, State agency, or organization.
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PaymentWorks Contact Information

** Contact PaymentWorks when you:

« Experience issues navigating the platform
» Forget your username
* Need to reset your password

% PaymentWorks:
« Email: support@paymentworks.com
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