
PaymentWorks Initiator Role 
Procedure Guide

July 2025



Table of 
Contents

PaymentWorks Overview

Navigation & Access

Supplier Invitation Process

Status & Tracking

Tips, Tricks & FAQs

Resources & Questions



UT Tyler has partnered with PaymentWorks

PaymentWorks is a business identity management platform used to verify suppliers and payees' 
identity and to ensure compliance.

PaymentWorks mitigates the risk associated with manually collecting 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. 

Supplier/payees are prompted to join and set up a user account in PaymentWorks.  Once a 
supplier/payee record has been “connected” to PeopleSoft, you will receive an email notification 
that your supplier/payee has been approved and is ready to use.



Vendor Onboarding Process

Campus 
Initiator

• Invites Payees and 
Suppliers*

• Monitors 
Registration Status

Payees and 
Suppliers

• Completes 
Registration

• Sets Up User 
Account

PaymentWorks

• Verifies Tax ID & 
Addresses**

• Verifies Banking 
Information

• Checks for Financial 
Sanctions  

UT Tyler 
Approval Team

• Reviews entire 
record, including 
citizenship/country 
of origin

• Reviews tax 
reporting status

• Approves Vendor 
Record

* Note: A valid Payee/Supplier email address is required! 
**Note: Foreign Vendors and Vendors under Financial Sanctions may take additional review and time to process.



Campus Initiator Role

All UT Share/PeopleSoft support staff will have access to PaymentWorks. 
 Once users log in, the Initiator Role will be automatically be assigned.

Responsibilities include: 



Navigation & Access



How to Navigate to PaymentWorks

1. From the UT Tyler Faculty/Staff Homepage
a. Faculty & Staff Resources | The University of Texas at Tyler

2. Click on the UT Share subpage
a. UT Share

3. Scroll down the page and select the PaymentWorks Login button
  

https://www.uttyler.edu/faculty-staff/
https://www.uttyler.edu/faculty-staff/
https://www.uttyler.edu/faculty-staff/ut-share.php
https://www.uttyler.edu/faculty-staff/ut-share.php


Single Sign-On

You will be directed to the UT Tyler Authentication 
portal screen and be prompted to enter your 
single-sign-on ID (UT Tyler email address) and 
Network Password.                      

When you enter the required information 
and click the “Login” button, you may 
receive the Authentication with DUO 
security screen.

When you have completed the DUO login, 
you will be directed to the PaymentWorks
home screen.



Dual Campus Access

• If you will use PaymentWorks to invite vendors for either or both UT Tyler 
campuses, your Single Sign On credentials will only work for ONE of the 
PaymentWorks logons.

• If you will need access for the second campus, please email Cindy Troyer 
(ctroyer@uttyler.edu) and request assistance.

mailto:ctroyer@uttyler.edu


Supplier Invitation 
Process



Welcome to PaymentWorks!



How to Invite a New Supplier or Payee to 
Register with PaymentWorks

1. Click on the 
Vendor Master 
Updates 
button.



2. Click on the 
Send Invitation 
button.

A video tutorial is available via the Need Help 
link. 



3. Complete 
Invite New 
Vendor form & 
select Send 
when 
complete.

For payments such as Student 
Awards or Human Research 
Subject payments please use 
“Services” option.



4. Campus 
Initiator will 
receive a 
confirmation 
message.

Please note that if an incorrect or bad email address is used, you will receive an error message 
instead of a confirmation message.  Often it may be due to an extra blank space copied over with 
the email address. You will need to resend the invitation with the corrected email address.



Invitation Error

Error result when sending a Payee 
invitation. “An invitation was 
previously sent to this email 
address” 

PaymentWorks does not allow 
multiple invitations to be sent to a 
single email address. Someone else 
may have previously sent an invite. 
                                    



Existing Suppliers and Payees

Suppliers and payees converted from the old UT Tyler Systems / HSC instance of 
Peoplesoft must also be invited to:

• Register to set up a new user account in PaymentWorks
• Update their existing payment information (addresses, bank accounts, etc.)
• Review the status of their payments



Invitation Status & 
Tracking

Onboarding Tracker



Onboarding Tracker

The Onboarding Tracker in PaymentWorks is a powerful tool designed to help 
payers monitor and manage the vendor onboarding process efficiently. This guide 
provides an overview of its features, including the List View and Details View. It 
offers insights into tracking vendor registration approvals chronologically with 
timestamps and additional details about the vendor journey.



Onboarding Tracker Navigation

Login into 
Paymentworks

Navigate to the 
Vendor Master 
Updates page.

System Defaults to 
Onboarding 

Tracker Page in a 
List view Format

Select > Icon to see 
Detail View Format



Onboarding 
Tracker 
Detail View 
Format



Statuses by Step and Tracker Circle (Steps 1 & 2)

1. Invitation 
Initiation

Invitation Initiated: Invitation sent by the initiator.

Invitation Rejected: Invitation rejected by the initiator’s organization.

Invitation Cancelled: Invitation cancelled by the initiator or another payer 
user.

2. Invitation 
Approval 

Invitation Pending Approval: Invitation awaiting approval from another 
payer user.

Invitation Resent:  Invitation was previously sent but has been resent to the 
payee.

Invitation Approved & Sent: Invitation approved by the organization or did 
not require approval and was sent to the payee.



Statuses by Step and Tracker Circle (Steps 3 & 4)

3. Invitation 
Receipt

Invitation Email Opened: Payee opened the email invitation.

Invitation Link Clicked: Payee clicked on the link in the email to begin 
registration.

Email Verified - Invitation Received: Payee created a PaymentWorks account 
and verified their email.

4. Registration 
Submission

Registration in Progress (no NVR yet): Payee began completing the New 
Vendor Registration (NVR).

Registration Returned - Pending Resubmission: NVR returned to payee for 
edits and needs resubmission.

Registration Submitted: NVR completed and submitted for review.



Statuses by Step and Tracker Circle (Step 5)

5. Registration 
Approval

Registration Submitted - Pending PaymentWorks Review: PaymentWorks is reviewing the 
payee’s banking information.

Registration Submitted - Pending Payee Response: PaymentWorks contacted the payee for 
further action.

Registration Submitted - Pending Internal Review: Registration is awaiting internal review from 
the organization.

Registration Resubmitted - Pending PaymentWorks Review: Resubmitted NVR under review by 
PaymentWorks.

Registration Resubmitted - Pending Payee Response: Resubmitted NVR requires a response 
from the payee.

Registration Resubmitted - Pending Internal Review: Resubmitted NVR awaiting internal review.

Registration Rejected: Registration was reviewed and rejected.

Registration Approved: Registration reviewed and approved.



Statuses by Step and Tracker Circle (Step 6)

6. 
Onboarding 
Completion

Registration Processed: New Vendor record information exported to the 
organization’s ERP.

Onboarding Complete: Payee set up for payment; vendor registration 
integrated into the ERP and connected to PaymentWorks. Payee can view 
invoice data in PaymentWorks.



Onboarding Tracker – Colors Summary

Red = This onboarding will not progress since it was rejected or cancelled

Orange  = This onboarding will not progress until the payee makes changes to and resubmits 
their NVR. The changes required are specified in the return message that the payee received

Blue = This onboarding is in progress

Green = This onboarding is complete, and the payee is set up for payment



Onboarding Tracker –Icons Summary

Rejected or Cancelled

Pending

Invitation approved & sent

Invitation email opened

Email verified - Invitation 
received

Pending review

Pending response

Registration Approved

Invitation link clicked

Registration Processed

Registration returned - 
Pending resubmission

Complete/Success



Invitation Status & 
Tracking

Verify Supplier / Payee Connected Status



Supplier / Payees with Connected Status

• Two methods to verify Supplier / Payee Connected Status
• Onboarding Tracker under Vendor Master Updates Tile / Page
• Suppliers table under Setup and Manage Supplier Portal



Verify Connected Status – Onboarding Tracker

Login into 
Paymentworks

Navigate to the Vendor 
Master Updates page.

System Defaults to 
Onboarding Tracker 

Page

Filter results by 
searching for a 

specific “Vendor 
Name” or 

Completed 
“Registrations 

Forms”. 



Verify Connected Status – Suppliers Table

Note: Once a Supplier/Payee is in Connected status and has an assigned PeopleSoft vendor ID, 
everything else is done in PeopleSoft (reviewing addresses, entering Requisitions and Vouchers).

Login into 
Paymentworks

Navigate to the Setup 
and Manage Supplier 

Portal
Click on Suppliers tab

Filter results by 
searching for a 

specific 
“Supplier Name” 
or “Connected” 

records



Tips, Tricks & FAQs



Tips & Tricks and FAQ
If a supplier/payee will not be used after an invitation has been sent, you can 

cancel the invite by disabling invitation reminders.  This is completed by:

 1. Click on the Invitation Initiated hyperlink and viewing the Invitation 
Detail page.

Note: You would use the same navigation to review the Payee general onboarding information and 
resend an invitation



2. Clicking on the 
Disable 

Reminders 
button

Payee general 
onboarding 
information

Resend Invitation 
Button

Disable 
Reminders 

Button



Tips & Tricks and FAQ, cont.
Do not re-send invitations unless the payee notifies you that they did not receive the 

initial email.
The Initiator will receive email updates whenever registration status changes.
The payee will receive emails until the registration is completed, or the reminders are 

cancelled.
PaymentWorks automatically generates a series of reminder emails for a 

supplier/payee who has not clicked on the link in the invitation.

• 1st reminder – three days
• 2nd reminder – seven days
• 3rd reminder – 14 days
• 4th reminder – 21 days
• 5th reminder – 28 days



Tips & Tricks and FAQ, cont.
You can correct an email address on an invite by clicking on the Resend Invite 

button and entering the correct email address.
Cancel reminders for a first invite when you must correct a supplier/payee email 

address, otherwise the initial email address will continue to generate reminder 
emails.
A supplier/payee invitation cannot be deleted but it can be cancelled.
Supplier/payees in an Approved status and properly interfaced with PeopleSoft 

will display a connected status with a PeopleSoft vendor number.
You can resend an invite only if the Invitation column status shows Sent, 

Delivered, Opened, or Clicked.



Tips & Tricks and FAQ, cont.

Foreign supplier/payees without an IRS issued tax ID (TIN) must first contact the 
A/P team to request a temporary TIN.  TINs are required for PaymentWorks 
account setup.
Foreign Vendors and Vendors under Financial Sanctions may take additional 

review and time to process.
If you are asked by a third party to set UT Tyler up on a similar automated or 

electronic payee platform, contact the Accounts Payable team.  The Accounts 
Payable team in coordination with the UT Tyler Legal office will establish user 
accounts on behalf of UT Tyler. 



PaymentWorks Online Help

Located at the top right corner, the Help button is available to assist you with 
navigating and moving between screens. 



PaymentWorks Online Help, cont.

In addition, there are many Video Tutorials available by clicking on the Help Icons 
located throughout the PaymentWorks system.



Contact Information

 For UT Tyler Initiator PaymentWorks access questions:
• Email: ctroyer@uttyler.edu 

 For supplier/payee questions about the PaymentWorks platform: 
• The supplier/payee should click on the Help link to submit a request.
• Please do NOT send a supplier/payee this procedure guide. It is only for UT Tyler support 

staff/Initiators.

  For supplier/payee questions about items on the Registration Questionnaire:

• UT Tyler Accounts Payable team Email: Accounts_Payable@uttyler.edu 

mailto:ctroyer@uttyler.edu
mailto:Accounts_Payable@uttyler.edu


Questions? 
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