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Guide to Invite a Vendor to 
PaymentWorks 

1 Navigate to Jaggaer 

2 Click "Supplier Request (PaymentWorks)" 
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3 Click "Next›" 

4 Click this dropdown and select PaymentWorks Invite 
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5 Enter Vendor name and email address 

6 Click "Next" 
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7 Click "Submit" 

8 Click "Yes" 
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Purchasing will initiate the vendor's invite to PaymentWorks. 

Note that the PaymentWorks registration process may take several business days 
to complete, due to factors such as vendor response time and PaymentWorks 
verification steps. 

9 Once the vendor's PaymentWorks registration is complete, Purchasing will 
complete the Supplier Request you submitted, and you will receive an email 
confirmation. 
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10 Click on the "Click here to view the request in your organization's site" link to open 
the Supplier Request form in Jaggaer. 

11 The Supplier Request form will open, click Next 



7 

12 View the name of the vendor on the Supplier Request form. This vendor will now 
be available in Jaggaer to enter a Requisition for. 

See the following site for more PaymentWorks information: 
https://www.lcsc.edu/purchasing/paymentworks 

https://www.lcsc.edu/purchasing/paymentworks



