Payment Works Internal Procedure Guide

1. You will receive a notification email in your UConn mailbox letting you know that a vendor has
submitted a request via PaymentWorks

Payment Inquiry - Message (HTML)
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None@m.paymentworks.com on behalf of Willimantic Waste Paper Co
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Hello

Please advise why this invoice was rejected for payment.

Thank you.
Corre

Do not reply to this message directly.

You can reply to this message by navigating to:
https://www paymentworks com/app/messaging/reply/2331/
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2. Loginto PaymentWorks using your email address and password.
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3. To check if there are messages that need a response, click on Messaging
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4. Unread emails will be highlighted in Bold text

Supplier a

Search 4 Need help:(

Inquiries m s 9
Mark as Read Mark as Unread

‘Select: All| None Newest
Sent Willimantic Waste Paper Co, Inc. Yesterday
Payment Inquiry
Inveice number: 1895963
Archives
Daniel Fishel Yesterday
Payment Inquiry
Trash Invoice number: 2016-130
]
Milton C. Beebe & Sons, Inc Aug-18
Payment Inquiry
Inveice number: APPLRE/S01735/071116
HB Communications Aug-10
Payment Inquiry

Invoice number: 112113CE4




5. Click on the email to view the message

Logaut
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Supplier @

Inquiries

1 Return o mbox

Sent il
From
Subject  Payment Inguir
Archives
Hallo
Please advise why this invoice was rejected for payment,
Trash

Thank you

Invoice #1895963 Details:
Amount: 202065

Data: 2016-07-31

Status: REJCT

Description: Cancalled

6. Click reply to respond to the email

Account Logout

AP Inquires AP Inquir
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Supplier
Inquiries. m

1 Return to inbox

Sent Date:
From: _Wilimantic Waste Paper Co, Inc.
. Subject: Payment Inquiry
Archives
Hello
Please advise why this invoice was rejected for payment.
Trash

Thank you

Invoice #1895963 Details:
Amount: 2020 65

Date: 2016-07-31

Status: REJCT

Description: Cancelled

mp =




7. Type the appropriate message to answer the vendor’s question and click send
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Date: G/30/2016, 11:58:45 AM

To:
Sent
Subject  He Payme
. Altachment
Archives
> Hello
Trash 5
> Pleasa advize why this invoice was rejected for payment -

Invoice #1895963 Details:
Amount: 202065

Date: 2016.07-31

Status: REJCT

Descnption: Cancelled

8. Toview a vendor’s invoices on PaymentWorks, click Setup and Manage Supplier Portal
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Note: if you are on the messaging screen, click the dropdown menu and choose Setup and Manage
Supplier Portal
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L L Payment\Works automatically creates a Welcome Page for your suppliers. You can direct them 1o go to this page to
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9. Click on the Invoice tab

Help Account Logout

Paymentw rks Set up and manage supplier portal AR L e
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Relonetane PaymentWorks automatically creates a Welcome Page for your suppliers. You can direct them 1o go to this pags to
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www paymentworks. com/UConn/
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10. You have the option to search by Vendor Number, Supplier Name, Invoice Number or Purchase
Order Number

Paymentw rks Set up and manage supplier portal AP Inquires AP Inquiries, P St oo

University of Connecticut

n Home © Administration 2 Suppliers & Invoices & Remittances
VENDOR PAID SCHEDULEL
Need help 9 SUPPLIER NAME NUMBER INVOICE NUMBER DATE» AMOUNT AMOUNT PURCHASE ORDER  STATUS PAY DATE
Date Type: Invoice Date v
Swiss Laundry of Rockvile 16391 E28500 08/29/2016]  USD $22.00 114639 Accepted | 09/11/2016
Date Range: All £ Inc
Start Date End Date: IS;“Z‘SS LIy @Rl e 16391 61704 08/29/2016|  USD $89.41 117442 Accepted | 09/11/2016
Swiss Laundry of Rockvile 16391 51703 08/29/2016]  USD $19.06 124074 Accepted | 09/26/2016
Vendor Inc
Number
Supplier Name: Iy of Rockville | 4 ¢391 51702 08/29/2016  USD $28.12 124060 Accepted | 09/11/2016
Invoice
iz Sull¥s Laundry of Rockvile 16391 61701 08/29/2016]  USD $50.98 124075 Accepted | 09/26/2016
Purchase Inc
O Swiss Laundry of Rockvil
Ref Key m‘;‘ss aundry of Rockvlle 1 16394 61694 08/29/2016|  USD $7.67 124063 Accepted | 09/11/2016
Amount Type: | Imvoice Amountv| | F1oW Tech Inc 15146 316-1122 08/29/2016| USD 5388 00 122595 Accepted | 10/11/2016
Apple Inc 20169 4397783316 | 08/29/2016| USD $1559.00 130240 Approved | 09/26/2016
Hartford Painting Company o
. - = 15562 46-16 08/20/2016|  USD $876.00 128419 Accepted | 09/26/2016
-7 [FERRRIFRNE IR | gozms 45-16 08/29/2016| USD $4152.00 128157 Accepted | 09/26/2016
Clear LLC
Harlford Painting Company | 12500 44-16 08/29/2016]  USD $411.60 128153 Accepted | 09/26/2016

LLC

11. Enter the information in the correct field and hit Enter to search. You will see all invoices that
match your search criteria

Account Logoul
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VENGHIR BAID SCHEDULED
SUBPLIER NAME NUGER, | NVOICENUMBER | DATE. AMOUNT Aoy | PURCHASEORDER | sTATUS, | SLioris
P AT A USD | eonria F
Edax inc 12681 INSTETT R ELIES essntan | V90T Faig
Edux Inc: 13681 IN3TEAT CHIS2015 BEATZ Rejeced | DRZB2016
Edat ne 12681 INITEAT OHIE2015 B93TZ Rejectad
uso uso
Edax Inc 12681 INSTE15 1572015 B9372 Paid 092472015
s $65040.00 ’
L
Edax inc 12681 IN3TE18 UaIS2015 i ’I BT Paig oW242015
= 2 2 uso el
Edax Inc 12681 IN3TE1T GO IE2015 e B3IT2 Accepled | 10152015
= s ar
A Type | tnvoice Amount v || Edax ing 12681 IN3TIET OB/E32015 il su?s-g-‘_o] E9372 Faid O6/Z82016
: 50 e PR
Eda ne 12681 IN3T367 081572015 Se0.00 89372 Rejpected | 062772016
Edax Inc 12681 INATIET OB1AZ018 ‘0 BOATE Risjected
Cloar L
= uso uso d
% I 7 37368 1372015 93T 2 V1272015
Eda inc 12681 INIT3ES O8/12015 e i | Faid O I22015
2 uso A iz %
Edax Inc 12681 IN3T35E 08132015 £24750.00 B93T2 Faid 03122015




12. To view the details of a particular invoice, click on the appropriate line

Help Account Logout

., - AP Inquires AP Inquiries,
Paymentw rks Set up and manage supplier portal | i

1 Home 2 Administration 2 Suppliers & Invoices 18 Remittances

VENDOR I | | PAID : SCHEDULEL -
Need help SUPPLIER NAME INVGICENUMBER ~ DATE» AMOUNT PURCHASE ORDEI STATUS
r@ | | NUMBER : ; | ANOUNT . PAYDATE
Date Type Invoice Date i close §
e st .. EdaxInc(12681)
Sl cheiie Invoice # IN37617 Date 09/15/2015 Invoice Amount USD  Actual Paid Amount USD Purchase Order 89372 RefKey 3377628
o $99040.00 $99040.00
Vendor STATUS PAID Scheduled Pay Actual Pay Date 08/25/2016 Pay Document # 12027 Status Code EXTR
Number. Date 06/28/2016
Supplier Name: edax
: Description Paid
Invoice
Number
Purchase | uUsD
; |
Order: Edax Inc 12681 IN37617 09/15/2015 $99040.00 89372 Rejected | 06/28/2016
Ref Key: |
usD
Edax Inc 12681 IN37617 09/15/2015| 89372 Reiected | 06/27/2016

13. To close the invoice detail information, click Close in the upper right corner

Help Account Logout

> N — AP Inquires AP Inquiries,
Paymentw rks Set up and manage supplier portal Usivarsity of Gonnoction
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SCHEDULED |

MNeed help 9 SUPFPLIER NAME | \Nfﬁl;\‘q[égg | INVOICENUMBER = DATEv AMOUNT AA?S?NT - PURCHASE ORDER  STATUS  PAY DATE
Date Type: | Invaice Date v . close %
O [ o . idaxInc(12681)
ATRUENE ACHL woice # IN37617 Date 09/15/2015 Invoice Amount USD Actual Paid Amount USD Purchase Order 89372 Ref Key 3377628
Lok $99040.00 $99040.00
Vendor TATUS PAID Scheduled Pay Actual Pay Date 08/25/2016 Pay Document # 12027 Status Code EXTR
Number- Date 06/28/2016

Supplier Name: | edax
escription Paid

14. To view vendor information, click the Supplier tab

Help Account Logout
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15. You have the option to search by Supplier (vendor) name or Vendor Number

Help Account Logout

Paymentw rks Set up and manage supplier portal AR Inquires AP Inquiries,

University of Connecticut

f+ Home © Administration 2L Suppliers & Invoices & Remittances

VENDOR SITE ST/
Need help 0 SUPPLIER NAME & NUM CODE STREET CITY. PRV ZIP CODE | COUNTRY CONTACT EMAIL CONNECTE
Supplier DBAC Pl
Name: rown Flaza kkapustinski@innerci
‘\in Holdings LLC 33026 0 Cromwell Cromwell cT 06416 us rc\efwote\s cur@n
UEIET 100 Berlin Road :
Number:
Site Code: 1015 Bridgeport Ave DBA Fastsigns
29972 0 Milford CT 06460 us 536@fastsigns.com
Section 1 & 1A LLC 1015 Bridgeport Avenue | @fastsig
City

DBA Embassy Suites
State o .| | 1022 Shady Grove LLC | 25754 | O Memphis Nemphis TN | 38120 Us
1022 S. Shady Grove

teleshia wright@hitto
n.com

Zipcode:
DBA Bridgeport Holiday

: dez@hibrid
Ly 1070 Hotel LLC 22175 | 0 Inn Bridgeport | CT | 06604 ug | mendez@nibridgep

1070 Main Street BT
. 7068 Kall Center Prk
Email 0| enter Prkwy " 10
10X Genomics Inc 33908 | 0 Sulte 401 Pleasanton | CA | 94566 us | Customerservice@
Xgenomics.com
Connected: | Show All v -
— 1101 K Street Corp 34773 | 0 EEESHE EE Washingto | 1| 59005 US | julle@beckdc.com
Clear 1101 K Street NW n

NBA Alnft Harlem

16. You will see the vendors that match your search criteria

Help Account

Pay entw [ rks Set up and manage supplier portal AR Inquires AP Inquiries,
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fr Home @ Administration L Suppliers & Invoices & Remittances

Needhelp (@) | iSUPPLERNAMES | VEMDOR | SIE | STREET g I

NUM | CODE | | PRV ZIP CODE ]COUNTRY. CONTACT EMAIL lCONNECTED

Supplier | Eday |
Name: | Edaxinc 12681 |0
Vendor
Mumber:

Dept 51597200 terri.medrzecki@ame
PO Box 18516 Newark NJ 07191 us e

Site Code:

City:
State: State v
Zipcode:

Country:

Contact



17. To view remittances, click the Remittances tab
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PaymentWorks automatically creates a V
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18. You can search by Date Range, Start Pay Date, End Pay Date, Supplier (vendor) name, Pay
Document# (check or ACH#) Min Total Amt or Max Total Amt

Paymentw rks Set up and manage supplier portal APl S Account g
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Need help (@) SUPPLIER NAME | PAYDOCUMENT# PAY DATE » I TOTAL AMOUNT
Date Range: All v T
Meftwater News US Inc 169075 2016-08-29 USD $3600.0
Start Pay Dat End Pay Dat
airayee  hdraylae Copacticut Cir for Advanced Tech Inc 169076 2016-08-29 USD $8625.0
A 1075078 2016-08-29 USD $50.0
Supplier Name: |
The Cbord Group Inc 169077 2016-08-29 USD $83541.4
Pay Document
Allpoints Foodservice Parts & Supplies 169078 2016-08-29 UsSD $280.1
Felice, Thomas J 1075094 2016-08-29 USD $223.7
Leadership Greater Hartford 1075126 2016-08-29 USD $1950.0
&4 S5V | sSA Hauling & Recycling 1075013 2016-08-29 USD $376 2
Boston College 1075051 2016-08-29 USD $400.0
IPC Lydon LLG 1075079 2016-08-29 USD $40801.1
Tufte Amhnlatnry Qarvira ANTANRY INAANA_G Hnan e7sn N



19. To view a specific payment, click on the appropriate line. This will show you the invoice date,
invoice number, purchase order and paid amount

close ¥

INVOICE DATE » INVOICE # PURCHASE ORDER FAID AMOUNT

2013-08-13 IN3T387 89372 UsD 524760.00




