Supplier Search

You can confirm if a supplier (vendor) already completed and connected a PaymentWorks registration for our

university. Access the PaymentWorks site at utep.edu/purchasing-and-general-services/paymentworks/ and enter

your UTEP credentials.

PaymentWorks

o | 1. From the PaymentWorks home
- page, select "Setup and Manage
3?@ Setup and Manage Supplier Portal Supplier Portal".
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tab.
pload Supplier Data File

Load supplier data from your ERP system to inform PaymentWorks of your exist
PaymentWorks that include the Request ID, Vendor Number, and Site Code (if a
of the file format can be downloaded below.
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| 3. On the left side of the table, please enter either the
e L e name of the vendor in "Supplier Name" field or the
Vendor Number. 10-digit Vendor ID number in the "Vendor Number"

. field.

Site Code:
Tax 1D:

4. A vendor with a green dot under "Connected" has completed a PaymentWorks
registration for our university.
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5. If the vendor doesn't show a green dot, they may be available in PeopleSoft but have not
completed a PaymentWorks registration for our university. Please move forward with sending an
invitation so they may register to ensure we have the most up to date information on record.
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