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Inviting New Vendors in PaymentWorks
System

1 PaymentWorks is accessed from the Finance bucket in WesPortal. Once logged in,
click "Vendor Master Updates"
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2 This will default to the "Vendor Profiles which displays all of the connected
vendors. Note: the best place to see if a supplier is already created is in Workday.
Simply type the name of the supplier in the Workday search field. If a supplier is
not set up, send them an invitation by clicking the "New Vendors" tab.

3 Click "Send Invitation..."
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4 Type the Supplier's Name in the "Company/Individual Name" field. Under "Contact
Email" type the name of the person that will receive the email request to complete
the onboarding process. Under "Description of Goods and Services" simply
provide a brief description. Examples are "speaker, goods, service contract etc".
Initiator information is your information, the person in the department
completing this form.
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5 Under "Reason for inviting this supplier" select the option that best applies.

6 The next field provides the ability to add a personalized message to the email. The
personalized message will be displayed in this section of the standardized email.
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7 Type a "Personalized Message:"

8 Click "Send"
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9 Click "Ok"

After the invitation is sent, the initiators will receive email notifications at every
step of the process. You can configure the notifications in the Account setup.
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You can also see the status of the invitation in the "Onboardings" dashboard
located in the "Vendor Master Updates" tile and the "New Vendors" tab. This list
can be filtered using any of the criteria on the left of the panel. It is recommended
that you filter for any you have initiated by putting your name in the "Invitation
Initiator" field.


