
PAYMENTWORKS INVITATIONS – HOW TO SEND

To send a PaymentWorks invitation for a new vendor registration:

1. Access myUK:
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2. Navigate to the Enterprise Services tab and select PaymentWorks 
from the menu. On the landing screen, click link for Access the 
PaymentWorks Onboarding Platform.
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3. Upon arrival at the PaymentWorks landing page, click the Vendor 
Master Updates tile:
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4. Select the New Vendors tab:
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5. From the Show menu at 
the upper left, change the 
selection from Requests to 
Onboarding Tracker:
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6. Click the Send Invitation 
button at the lower left of 
the Onboarding Tracker:
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6. Click the Send Invitation button at the lower left of the Onboarding Tracker.
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7. Enter name and email 
address (twice) for the 
supplier to be 
onboarded. 

There is an optional field 
for personalized 
message if needed. 

Click the Send button to 
send the invitation.
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7. Enter name and email address (twice) for the supplier to be onboarded. There is an optional field for personalized message if needed. Click the Send button to send the invitation.



PAYMENTWORKS INVITATIONS – MONITORING ONBOARDING 
PROGRESS
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PaymentWorks provides each departmental user a dashboard console to monitor onboarding progress of their new vendor registrations. Once the invitation is sent, users can follow onboarding progress as each step is completed from the invitation send through to the final step of Approved. 
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