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PaymentWorks Supplier Request Process
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g Pl/Designee logs into PaymentWorks to
S initiate a request for a new supplier by
o providing supplier company name, supplier
g contact email address, and justification.
OPC admin reviews supplier request to
determine if there an approved supplier that
provides similar goods/service
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PaymentWorks sends system generated
notification to supplier requesting W-9, W-8
Ben, ACH Information, Banking Release Form,
Voided Checks, Business License, etc.
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0 PaymentWorks sends a SSTP file with A system notification is sent to inform PI/
= approved supplier profile to AP once Designee that the supplier has been
© supplier verification completed and approved and to commence creating

8 approved. purchase requisition.
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Key:

OPC - Office of Procurement and Contracting
ACH - Automated Clearing House
AP - Accounts Payable
OFAC - Office of Foreign Assets Control
SSTP - Secure Socket Tunneling Protocol
WD - Workday
. Key Control

Key Controls:
PaymentWorks performs supplier validation by completing OFAC check, criminal background check, bank information validation, SAM.gov check, certificate of

Insurance check, etc.

SSTP file of approved supplier profile is ingested into WD to complete the onboarding process.
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