Checking Supplier Onboarding Status

e Come back to PaymentWorks to check the status of your suppier's
invitation or onboarding status.

e Under Vendor Master Updates you can check the status of your
personal vendor by typing in their name, or putting in your ID at the
bottom under 'Invitation Initiator. You can also further filter by
invitation approval status or registration form status for all
vendors in PaymentWorks.
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e To obtain specific
details about the
invite or progress
click any blue link
in the progress bar.
For example the
‘Invitation’ link. If
the invitation was
rejected by the
Bot, a message as
to why will appear
at the bottom
letting you know
what action needs
to be taken next.
See Next Slide for
details on each
status.
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PROGRESS INVITATION DETAIL

Invitation Details

Initiator: Donna Farrell (farreldf@cinj.rutgers_edu)
Vendor Name: Aubrey Reichard-Eline

Contact E-mail: areichard-eline@acco.org
Initiated: 06/08/2022

Personalized Message

This individual is a member of CINJ's Pediatric Cancer Blood Disorders Research
External Advisory Board.

Initiator Fields:

Invitation Reason: Product/Services not available in RU MarketPlace
Invoicing Method Agreed: No Agreement

Payment Method Agreed: Check

Department Requester Email: farreldf@cinj.rutgers.edu

Department Requester Name: Donna Farrell

Estimated Invoice Volume: One Time Vendor

PO or Check Request: Check Request

Goods / Services Category: Professional Services-Consulting
Estimated Spend: Less than $1,000 One Time

Is this being completed for a Company or Individual?- Individual

Approval History:

Jun 8, 2022 7:00 PM: Rejected by Bot Tups3 <bot5@rutgers.edu= (Invitation
Approver)

Message: Supplier is RU Staff, Employees must go through payroll for payment.
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e See dll possible Status Explanations for Invitation and Registration. Blue
bars are in progress, yellow there are issues/returns, red is rejected, and R e e .
green is complete. e R
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07/2022 6:55 BM endor Number:

Pending Approval - Invite pending Procurement Review & Approval Not Started - Supplier has not begun Registration Form
Invitation Rejected - Procurement has Rejected the Invite In Progress - Supplier has started the registration
form, but not completed
Approved & Sent - Procurement has Approved & Email has been sent
Submitted - Supplier has completed registration form
Undeliverable - Email could not be delivered to supplier's server
Returned - Procurement returned to Supplier to
Received - Email has reached supplier's inbox correct information
Opened - Email has been opened Approved - Procurement has Approved supplier's
I registration form
Clicked - Special invitation link clicked
— . Rejected - Procurement has rejected for a variety
Cancelled - Invitation was altered and resent with new Vendor B of reasons: Contact Procurement
Name & Email )
— /) Processed - System integration in process
Complete (w/Vendor #)- Supplier has been integrated and fully
\ onboarded )
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