How To Submit A New Supplier Request  iewisihciark
In PaymentWorks

Learn the process for submitting new supplier invitations and student independent
contractor requests through the PaymentWorks dashboard. This guide walks you
through the required fields and submission steps to ensure your requests are
processed correctly.

Adding a Company or Individual as a Vendor

1 Click "Supplier Request (PaymentWorks)."
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2 Click "Next"
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4  Click the "Supplier Name" field.
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5  Type name of company or individual.
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Click the "Supplier Email Address" field.
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8 Click the "Goods/Services provided" field.
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9  Type a brief description of what we will paying this company/individual for.



10 Click "Next"

EVM‘JSLiCLARK
&« Generic Request - Supplier Request (PaymentWorks)

v

Supplier Details

Request Details

at action would you like to complete? % PaymentWorks Invite v

Supplier Name

ABC Test Company

Supplier Email Address ¥

sc.edu

Goods/Service: dedwr @ test items

aracters remaining

Supplier iD @

% Response Is Required

11 Click "Submit"
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12  Click "Supplier Request (PaymentWorks)"
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13  Click "Next"
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14  Select the "Student as an Independent Contractor" option.
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15  Click the "Supplier Name" field.
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16  Type student's name.

17  Click the "Supplier Email Address" field.
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19 Click "Upload."
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20 Click the "Title" field.
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22  Click this file field to upload student's W-9.
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23  Click "Save Changes."
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25 Click "Submit."
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