, PROCUREMENT AND PAYMENT SERVICES INFORMATION BULLETIN
\ ® Vendor Invoice Information _Ul.

-
It is that time of year again! Can you & Save the date! \
Procuring Catholic’s Promise, together. I

feel the excitement? | can!

Supplier / Vendor Invoice Status

can be checked in PaymentWorks
(Cardinal Suppliers)

Payment Status for a supplier / vendor’s invoice can be tracked by both CUA
employees and Suppliers / Vendors using PaymentWorks!

s

For CUA Employees:

1. From Cardinal Station, click on: | Cardinal Suppliers |and enter your CUA single sign on
(SSO) credentials.

Cardinal Station

Please access a system below, or learn more about each system. CARDINAL STATION

Academic Calendar

Access Procedures and
Request Forms

Cardinal Cardinal Learn Cardinal Learn Admissions Application
Students Blackboard Brightspace
Cardinal Card
Student Information Learning Management Learning Management

System System System Cardinal Pay

Cardinal Success
@ @ E Cardinal Suppliers

2. In PaymentWorks, enter the Supplier Name at the bottom in:

Invo.lc,e.LOOkup to searCh for that Paymentw rks E:tt:]eorrichj:i\a/zsityofAmerica
supplier’s invoices or click on:
Setup and Manage Suppller Setup and Manage Supplier Messaging
PO rta I VDES" Portal VIDED .
to search for the supplier to obtain that
supplier’s invoices.
Vendor Master Updates
VlDEO.‘

Invoice Lookup

Supplier Name:
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3. From Setup and Manage Supplier Portal, click on:)}Invoice Records

Paymentw rkS Setup and Manage Supplier Portal

# Home & Suppliers &2 Invoice Records

4. Search for the Invoice Record by|Vendor Number| or [Supplier Name ]| or[Invoice Number|
(from the Supplier) or|Purchase Order|(PO# in Cardinal Financials).

Paymentw ) rkS Setup and Manage Supplier Portal fober Merisle, Sl = Deeount

Catholic University of America

#A Home & Suppliers & Invoice Records

Need help

Filter Results: 2 Records I InVO'Ce ReCOI'dS
Date Type:  Invoice Date v
R Al Supplier Vendor  Site Invoice Paid Purchase Scheduled
Date v Amount —— atus ———
Start Date: End Date: Name Number Code Number — Amount Order —  Pay Date
mm/dd/yyyy mm/dd/yyyy
. usD usD :
\endor Datagain Inc. 0000051931 1 13301 02/28/2024 $1993.25 $1.993.25 0000105732 Paid 03/04/2024
Number;
Supplier datagain A usD usD !
| o Datagain Inc. 0000051931 1 13023 01312024 (Plcon 1150 0000106732 Paid 02/19/2024

nvoice
Number:
Purchase
Order:

'R?/m,?/mbef"...CUA Payment Policy is we pay “Net 30” - thirty days from the date of the invoice.

For Suppliers / Vendors:

R@WM...Suppliers to monitor their invoice’s payment status in their PaymentWorks account.

1. From their PaymentWorks Home Page, they click on | Invoices

PaymentWorks
fr Home f Home
%, Customers
Customers

Invoices

View your customers and pending registrations

B3] Remittances

Registration
Customer o
E News Submission Date

Messages Catholic University of 11/30/2023 @ Connected - View/Edit
America (Dev) Form
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2. Suppliers can then see their invoice’s payment status and information from CUA.

PaymentWorks
ﬁ InVO'CeS > Go to Classic Invoices Page
WONON
- f I '
g Invoices m‘u” /
— View your connected customer-uploaded invoices ‘ e
o Co
= = Filter
&=
Customer Invoice Invoice Paid Purchase Invoice Scheduled
Number Date Amount Order Status Pay Date
Catholic
university of o 1001059617A  02/07/2024 U0 0000105961  Paid 02/19/2024
America $2,370.00
(Dev)

Save the datel....

ROADSHOW ‘24

Wednesday March 20*" 2:00 — 3:00pm
Friday March 22" 1:30 — 2:30pm

Tuesday March 26" 2:00 — 3:00pm (Live and on ZOOM)

The ROADSHOW is open to anyone in the university community. Locations and further details
will be sent out in the next couple of days. Stay tuned!

We hope te see you at the show!
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