PaymentWorks

Sending an Invitation to a New Vendor

1. Log into Payment Works.
2. Select Vendor Master Updates.

PaymentWorks

(L ] K_\l‘/
‘@ Setup and Manage Supplier Portal Messaging
oL oA
N r_
g Vendor Master Updates Dynamic Discounting
ToroRaL

Payment Lookup

3. Select the New Vendors tab.

Paymentw rks Vendor Master Updates

fr Home 4L Vendor Profiles + Updates New Vendors 2 Reimbursemenis

Connected Vendors with Company Profiles

ANDERSON WINDOWS Vendor Number: 23596
Site Code: 01
APFPLE Vendor Number: 23601
Site Code: 01
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4. Select Onboardings from the SHOW drop down menu.
Paymentw rks Vendor Master Updates

f+ Home X Vendor Profiles + Updates New Vendors 2 Reimbursements

d

«° SHOW: |Reque9ts
Onboardings.

Sort By: | Date of Submission ¥ Descending ¥ Mark All Approved Requests as Processed

dez el f::j‘ Type and Write

Filter Results: Apr 1, 2020 5:28 PM
et Request Status: Approved Request Type: Full
Submitted v
\.':%I:h?r::l e All Dates Zolu, Inc.
Request Status:| gp, o, Al - Apr 1, 2020 4:38 PM

Request Status: Approved Request Type: Full
Request Type: | Show Al v
Resubmitted IceCreamMagic
Only: Apr 1, 2020 4:43 PM
My Pending Request Status: Approved Request Type: Full
Approvals Only:
ID GeorgiaFans

Apr 1, 2020 5:05 PM
- & osv Request Status: Approved Request Type: Full

5. Search by Contact E-mail address to verify the vendor does not already exist in
PaymentWorks.

o® SHOW: | Onboardings v

VIDEO B
TUTORIAL

Filter Results:
Vendor Name:

Vendor #:

| Contact E-Mail

Invitation v
Approval:

Invitation v
Delivered:

Account v
Created:

Registration v
Form:

Source: v

Invitation
Initiator:
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6. Select the Send Invitation button.
Paymentw rks Vendor Master Updates

Account

University System of Georgia (Test)

 Home L Vendor Profiles « Updates New Vendors 2 Reimbursements

° SHOW: | Onboardings v |

e ONBOARD START  UPDATED~ VENDOR NAME INVITATION VENDOR ACCOUNT MEW VENDOR REGISTRATION % COMPLETE

Filter Results:

04/03/2020 04/03/2020 Chick-Fil-A Clicked Email Validated In Progress
Vendor Name:

Invitati Mail
Vendor # 04/03/2020 04/03/2020 | Miaon Mal Clicked Email Validated In Progress
Template Test2

Contact E-Mail
04/03/2020 04/0312020 nviation Mail Clicked No Account Not Started
e Template Testd
Invitation v
Approval X ’
Invitation Mail
Invitation o | | 040312020 041032020 | 1o e Testa Cpened No Account Not Started
Delivered
Invitation Mail
faccit " | | 041032020 04/03/2020 Cpened No Account Not Started
Created: Template Test
Registration v
Form 04/02/2020 04/02/2020 Tree Service Pending Approval No Account Not Started
Source 04/01/2020 04/01/2020 Type and Write 2 Clicked Email Validated Approved
v
R 03/30/2020 04/01/2020 Zolu, Inc Clicked Email Validated Approved
Initiator:
03/30/2020, 04/01/2020 Katie Pierce Clicked Email Validated Approved
04/01/2020 | GeorgiaFans Clicked Email Validated Approved
03/30/2020 04/01/2020 Type and Write Clicked Email Validated Not Started
03/30/2020 04/01/2020 JB test2 Opened No Account Not Started

7. Complete the Vendor Invitation form as seen below.

P Invite New Vendor

Company/Individual Name:"

This field is required
Contact E-Mail:"

Verify Contact E-Mail.”
Description of Goods and Services:”
USG Institution:”
- Choose One - A
Initiator Department:”
Initiator Phone Number:™
Reason for inviting this supplier.”

- Choose One - v

Personalized Message:

"Required Field

Lamel E
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8. Click the Send button.

[ Invite New Vendor

Company/Individual Name:™

This field is required
Contact E-Mail:”

Verify Contact E-Mail:*
Description of Goods and Services:”
USG Institution:”

- Choose One - b

Initiator Department:”

Initiator Phone Number:
Reason for inviting this supplier.”
- Choose One - v

Personalized Message:

*Required Field

9. The invitation will be sent to the institution reviewer for approval before the
invitation is sent to the vendor and the user receives a message similar to the
one below.

Your invitation is pending approval before being sent to Wilson Athletics at
georgiasystemspw2019+wilson@gmail.com

Ok

¥
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