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Before sending a vendor the PaymentWorks link, perform a search in KFS to determine if the vendor
already exists.
1. After logging into KFS, choose Main Menu
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2. Under Lookup and Maintenance, choose Vendor
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3. The most efficient way to search for a vendor is by using a US Taxpayer Identification Number
(TIN). A TIN may be one of the following: A Social Security Number (SSN), an Individual Taxpayer
Identification Number (ITIN), an Employer Identificaiton Number (EIN) also known as a Federal
Employer Identivation (FEIN). Enter the vendor’s US Tax Number and click Search.

4. If you do not have a US TIN, you can search by name using the main name of the vendor with
astericks before and after and click Search.
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5. If the vendor name appears, do NOT refer them to PaymentWorks as a New vendor. Refer them
to PaymentWorks as an Existing vendor.
6. If the vendor’s name does not appear please be sure they are a US Citizen, Pernament Resident,
or US Company and they have an account in a domestic bank. If the vendors tax ID country is
outside of the US please contact the Tax & Compliance Office 860-486-1644 or
http://tax.uconn.edu/ for appropriate forms and advise on setting up a Foreign vendor.
7. If the vendor’s name appears, but is listed as inactive, click Edit to create an edoc to activate the
vendor.
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8. In the Detail section of the edoc, click the Check box for Active Indicator.

Change the Inactive Reason to Blank.
Add a note indciating that you are activating the vendor.
Submit the edoc.
Send an email to AP_Vend_Coord@uconn.edu with the doc number asking to have the vendor
reactivated.
13. Once the vendor e-doc is approved, you can send the vendor to PaymentWorks as an Existing
vendor.
9.
10.
11.
12.
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A. For New vendors, send them an email that includes the following information:
Thank you for agreeing to become a University of Connecticut vendor. Please use the below link to
register as a new vendor using PaymentWorks, our vendor self portal. Before you begin the registration
process, be sure to have the following information available:
1. A valid U.S. TIN is required to register via PaymentWorks and a PDF copy of your W9.
(Please note, if you are being paid for a refund or reimbursement and do not want to
provide your US TIN, you can register using our paper form, located at
http://accountspayable.uconn.edu/account-payable-forms/).
2. A PDF copy of a voided check or banking information, including the bank address. As part of
the PaymentWorks registration process, you will be required to sign up for ACH/direct
deposit using a U.S. bank.
3. Preferred browser: Chrome, Internet Explorer
4. To register go to: https://www.paymentworks.com/UConn/
5. For additional guidance: http://accountspayable.uconn.edu/

B. For Existing UConn Vendors that are inquiring on invoices or need to update their company
information, send them an email that includes the following information:
Thank you for agreeing to register your University of Connecticut vendor account with PaymentWorks.
Please use the below link to register as an existing vendor using PaymnetWorks, our vendor self portal.
Before you begin the registration process, be sure to have the following information available:
1. A valid US Tax ID Number (TIN) and a PDF copy of your W9.
2. Most recent invoice number and dollar amount
3. It is strongly encouraged to use ACH (Direct Deposit) method of payment, if you are not
doing so currently you can now update your vendor profile on PaymentWorks! Pleasee
have a PDF copy of a voided check or banking information, including the bank address ready
for input.
4. To register go to: https://www.paymentworks.com/UConn/
5. For additional guidance: http://accountspayable.uconn.edu/
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