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[bookmark: _Toc354405800]Introduction
PaymentsPlus offers recipient (supplier) users the ability to access multiple sets of invoice and payment data using a single recipient user account.
This removes the need for recipients to remember multiple sets of usernames and passwords, and also allows a recipient to see a more comprehensive view of the current receivables position and schedule.
The process by which this aggregated data view is created can be broken down into three steps:
1) Accessing the portal using a recipient user account.
2) Generating an invitation code to access additional data.
3) Linking a recipient user account to additional data using an invitation code.
For the purposes of this guide it is assumed you already have access to the portal so the following sections will only describe steps 2) and 3).
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[bookmark: _Toc354405801]Generating an invitation code
[bookmark: _Signing_in_and]Invitation codes are generated and sent to recipient users either as a result of their portal sponsor (payee) providing them as part of an portal introduction exercise, or they can be generated by existing portal recipient administrators as part of the process by which new recipient users can be introduced to the portal.
The following section describes the process by which a portal recipient administrator can generate a new invitation code (presumably to be used as part of the aggregated data view setup process).

	
	1. 
	Sign into the portal as an administrator for the recipient that you wish to generate an invitation code for. 
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	Click on the “Administration Tab”.

[image: ]




	

	
	Click on the “Payment Data Access” link from the left hand side menu bar.
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	Click on the recipient code that you wish to generate an invitation code for.
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	Click on the “Invite” tab.
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	Enter an email address and click on the “Send Invite” button.
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	An invitation code will be generated by the portal and sent to the email address that was specified.
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Linking a user account to additional payment data
A recipient user can link their user account to any set of payment or invoice data for which they have been given an invitation code for.
This allows a recipient user to configure their portal data view to include a more useful / comprehensive set of data more tailored to their own requirements, rather than it being restricted to the structure provided by or inherent in their portal sponsor’s ERP system. It also provides a method by which a recipient user can access ALL of their payment data using a single username and password, thus removing the potential requirement of having to remember multiple sets of username / password pairs for different sets of payment or invoice data.
The following section describes the process by which a recipient user can use the list of invitation codes they have been given to modify their user account so that it will allow access to an aggregated view spanning multiple sets of payment or invoice data.

	
	1. 
	Note any invitation codes that you have been sent. These are usually provided as part of an invitation email (see below).
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	Sign into the portal using the recipient account that you wish to modify to have access to multiple sets of payment or invoice data.

[image: ]




	
	
	Click on the “Administration Tab”.
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	Click on the “Payment Data Access” link from the left hand side menu bar.
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	Click on the “Link to Additional Payment Data” button.
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	Enter the invitation code that you wish to link your currently signed in recipient user account to.
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	Confirm that the invitation code you entered is for the correct business that your payment or invoice data is assigned to, check the confirmation checkbox, and then click on the “Next” button.
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	The portal will confirm that this new set of payment or invoice data has been linked to the currently signed in recipient user account.
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	The “Payment Data Access” page will now list the additional payment or invoice data that the currently signed in recipient user account now has access to.
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	Repeat steps 5 to 8 for any other invitation codes that you wish to link to the currently signed in recipient user account to.
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