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ZAP GUIDE TO PAYMENTWORKS  

To receive payment of any type, an organization, municipality, presenter or consultant must have 
an active and up-to-date supplier/vendor account with Salt Lake County. Prospective payees of 
ZAP are to submit their legal contact and banking information using the supplier/vendor 
payment portal, PaymentWorks. The PaymentWorks system helps verify and securely transfer 
sensitive banking information, supports compliance, and mitigates the risk of fraud. 

As a prospective payee, you will receive a separate email from PaymentWorks on behalf of Salt 
Lake County, for a “New Vendor Registration.” It is NOT a phishing attempt. See sample 
emailbelow:  

 

If you do not click the link shortly after receiving your initial email invitation to register with 
PaymentWorks, you will receive reminders at the 24-hour, 72-hour, and 7-day mark to complete 
registration. Please Note: Virtual Card or EarlyPay ACH is not available to ZAP payees. If you 
need the invitation to registration link re-sent, please contact ZAP Grants & Communications 
Coordinator, Cody Goetz at cgoetz@saltlakecounty.gov. While PaymentWorks will walk you 
through the Salt Lake County prospective payee registration process, it is also provided below. 

NOTE: the sentence in bold does 
not apply to ZAP grantees or 
presenters (see page 4). 
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STEPS TO ACTIVATE YOUR PAYMENTWORKS SUPPLIER ACCOUNT 

1. Click the link in the email invitation.

2. You will be prompted to join PaymentWorks
and create a user account and password.
Please Note: You will need to enter your email
address twice for verification purposes and you
must agree to the Terms of Service before
continuing.

If you already have an account, you will get a 
message saying “Account Exists”. If this happens, 
proceed to instructions on page 6. 
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3. After clicking “Sign In,” you will be directed to a Multi-Factor Authentication page. Provide 
your information and then submit the multi-factor authentication code sent to you. 

 

 

 

 

 

 

 

 

4. This will take you to the New Vendor Registration Form. You will be asked for legal business 
information, EIN, tax classifications, 1099 (if applicable), and conflict of interest disclosure. 
You may also choose to have PaymentWorks generate an electronic W-9 Form based on the 
information submitted, or you may upload a copy of your completed W-9. All fields marked 
with an asterisk are required and must be filled out completely to finalize and submit your 
registration. Please contact ap@saltlakecounty.gov if you have questions related to the 
Additional Information section of the registration. 
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IMPORTANT: When selecting a Payment Method – ONLY select 
“ACH” or Check.” 

Presenter/Consultant: Settlement typically 
occurs within ten business days after the 
final date of the event. An internal invoice is 
created and sent to the fiscal department 
for payment.  

Tier II Grantees: Funds awarded in the fall 
are typically disbursed early the following 
year. Grant contract payments are split into 
two installments: 60% in January and 40% in 
April. 

Tier I & Zoological Grantees: Funds 
awarded in the fall are typically disbursed 
midyear the following year through early 
the next year. Grant contract payments are 
paid June-April. 

DO NOT select “Virtual Card” or “Early Pay” – this will delay payment. Accelerated 
ACH is NOT AVAILABLE to ZAP grantees or presenters/consultants.  

 
Application Errors: 

If you receive an error message after 
submitting, you must navigate back to 
that section of your application and fix the 
error. In the example, the error pictured 
indicates that something is missing in the 
address fields, earlier in the form. 
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The successful registration form submission screen looks like this: 

 

You will receive an email notification that your form was submitted and that the setup process is 
complete. Once the New Vendor Registration Form has been submitted, Salt Lake County will 
review, verify, and set up the new Supplier account and ID number. You may return to your 
PaymentWorks Dashboard at any time to update profile information, make changes, and track 
invoice payments. 
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STEPS TO UPDATE AN EXISTING PAYMENTWORKS SUPPLIER ACCOUNT 

1. If you already have an account, but you need to update your information, login to 
PaymentWorks at: https://www.paymentworks.com/df/accounts/login/  
 
 
 
 
 
 
 
 
 
 
 
 

2. After logging in, click on “My Payee Profile.” Here you can edit Primary Information, Legal 
Entity Information, Bank Accounts, or Tax Forms. Be sure to save any changes.  

https://www.paymentworks.com/df/accounts/login/
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3. Click on the “Customers” tab on the left of the page. Then click on “View/Edit Form” next to 
“Salt Lake County” listed under Customers.  

 
4. Enter any additional information on the Vendor Update Form, then click “Submit.” Please 

contact ap@saltlakecounty.gov if you have questions.  
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