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Approving New Vendor Invitations 
 

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

 
 

 

3. Select the New Vendors tab. 
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4. Select Onboardings from the drop down menu. 

 
 

5. Search for the vendor and click Pending Approval next to the vendor name. 
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6. Select Approve/Send Invitation to send the invitation request to the vendor.  

 
 

7. Select OK on the confirmation window. 
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