RUTGERS

PaymentWorks Training: How to Conduct a

Search
From the “myRutgers” portal htips://my.rutgers.edu: 4. To search for a vendor using their email address, type the vendor’s
1. Click on the “Rutgers Supplier Portal” app under Finance and email address or the company’s domain the “Contact Email” field.
Purchasing within My Apps ,
Finance and Purchasing ¥{II?[E)(:2;L WWW%W D 1 10
Filter Results:
Rutgers Supplier Portal Werieas | 08052019 | 081912019 | Red Mug Cicked | Emai Validated Complta
4 Vendor # u13527929
e L:I‘ 08/17/2019 08/19/2019 | DH1 Clicked Email Validated In Progress
Contact EMait | \
o oymeote | 081912019 | RYA Cicked | Email Validated Submitied
2. Click on the “Vendor Master Updates” tab from the _K}E:ZI' ‘ V1 ogtea019 | 08192019 | AT Opened No Account Not Started
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The “Vendor Name” search field is not case
sensitive, but it is period and space sensitive

You can type:
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