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Procuring Catholic’s Promise Together. 

 

 

 

 

 

 

1. From Cardinal Station, click on the words, “Cardinal Suppliers”. Enter you username and 
password in the Single Sign On utility page. 

 

 

 

 

 

 

 

 

 

 

2. In PaymentWorks, click on the “Vendor Master Updates” tile. 
 

 

 

 

 

 

 

3. In Vendor Master Updates, you search for Supplier Invitations using the Filter Ribbon on the left 
side of the page and by Vendor Name. Once located you can reference the visual representation 
of the invitation’s progress.  

 

 

 

 

 

 

 

 

 

 

 

 

 

TITLE:                 Supplier Invitation Status Check in PaymentWorks 
 

Cardinal 
Suppliers: Prerequisite: Vendor providing goods and/or services to the University who has received an invitation from 

PaymentWorks that was initiated by CUA personnel. 
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Procuring Catholic’s Promise Together. 

 

4. In the Supplier’s Invitation, clicking on any of the highlighted status’s or the arrow in the 
lower right, will provide more detailed information about the invitation; 

 

5. PROGRESS 
 

 

 

 

 

 

 

 

 

6. INVITATION DETAIL 
 

 

 

 

 

 

 

 

 

 

7. ACCOUNT INFO 
 


