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PaymentWorks Supplier Onboarding Status Quick Guide

PaymentWorks provides the Onboarding Tracker to increase visibility to the current status of your supplier
request. To access this information, click on ‘Vendor Master Updates’ and use the below reference material to
understand where your request is in the process.

Details View:

The Details View is available for every invitation submitted in PaymentWorks. This view includes three tabs
depending on where the vendor is in the onboarding process. The Details View will show when you click on the
arrow on the bottom of each invitation. The three tabs are explained below.

Progress Tab - Created when the onboarding is initiated. This tab provides the current status of the vendor
onboarding and the remaining steps until the onboarding is complete.
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PROGRESS INVITATION DETAIL ACCOUNT INFO

Onboarding Progress

INWITATION IMITIATED
Initiated by: Initiator {utdallaspw2018+initiatordev@gmail.com)
04/20/2022 2:43 PM

INVITATION APPROVED & SENT
Approved By: Procurement (utdallaspw2018+procurementdev@gmail.com)
04/20/2022 2:48 PM

EMAIL VERIFIED - INWITATION RECEIVED
‘Werified By: Electrical Co (utdallaspw2018+ElectricalCo@gmail.com)
04/21/2022 1:58 PM

REGISTRATION SUBMITTED

Submitted By: Electrical Co (utdallaspw2018+Electrical Co@gmail.com)
1 submissions

04/21/2022 2:05 PM

REGIETRATION APPROVED
Approved By: PW Reviewer (utdallaspw2018+pwreviewerdev@gmail.com)
04/28/2022 3:13 AM

ONBOARDING COMPLETE

endor Mumber: 0000051628

Company Legal Mame: Electrical Co

DBA: Electrical Co

Registration Submitted By: Electrical Co {utdallaspw201%+ElectricalCo@gmail.com)
05/11/2022 4:56 PM
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Invitation Detail Tab - Created when the onboarding is initiated. This tab provides all the information provided
on the invitation when it was initiated. This tab also includes the message provided if an invitation is rejected

under the Approval History section.
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INVITATION IMITIATED EMAIL VERIFIED - INVITATION ONEBOARDING COMPLETE
Q4202022 2:43 PM RE VED 05M11/2022 4:56 PM
Qdr21/2022 1:56 PM Vendor Mumber: 0000051638 W

PROGRESS INVITATION DETAIL ACCOUNT INFO

Invitation Details

Initiator: Vendor Name: Contact E-mail: Initiated: Email Sent: Invitation Reminders:
Initiatar Electrical Co utdallaspw2018+ElectricalCo@gmail.com 0472002022 04/20/2022 Enabled

{utdallaspw2018+intiatordevi@gmail.com)

Initiator Fields:

Description of Goods and Services: Testing

Reason for Inviting this Supplier: Product

Initiator Department FMZ

Attach gquote or justification here: Click to Download

Approval History:

Apr 20, 2022 2:45 PM: Approved by Procurement <utdallaspw2012+procurementdevi@gmail .com>= (Procurement)

Message: Mone

Account Info Tab - Created when the payee verifies their account. This tab includes information on how the
vendors account was created in the system.
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Electrical Co -
INVITATION IMITIATED EMAIL VERIFIED - INVITATION ONBOARDING COMPLETE
0472002022 2:43 PM RECEIVED 05/11/2022 4:56 PM
04/21/2022 1:568 PM Wendor Humber: D000051630 W
PROGRESS INVITATION DETAIL ACCOUNT INFO

Account Details

User Name: Electrical Co - utdsllaspw2012+ElectricalCo@gmail.com
Account Created: 04/21/2022 1:57 PM
Company Mame: Elscirical Co
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I Important: Please note the supplier will receive reminder email notifications automatically if they have
not completed their registration form. Please do not re-send invitations unless the payee notifies you
that they did not receive the initial email.

1st reminder — 3 days
2nd reminder —7 days
3rd reminder — 14 days
4th reminder — 21 days
5th reminder — 28 days
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