
ONE-STOP FINANCIAL SERVICES 
Payee Data Form Workflow Guide 

STEP 1: PARTICIPANT 1/DEPARTMENT 
Click continue to initiate the form. Complete the top required section of the form. Click 
Next. Click to sign the form, enter your name, and click apply. Enter your email address 
and click to sign.  
 

 
 
Request For: Campus or Auxiliary: (Is Supplier doing business with the Campus or an Auxiliary?) 
GIA: Grant in Aid (Athletics Use Only) 
 
 
STEP 2:  
Participant 1 will be prompted to enter 
the name and email address of 
Participant 2/Payee. Click to sign.  

 
 
 
 
 
 
 
 

STEP 3: 
Participant 1 must verify their email 
address before the system notifies 
Participant 2. Check your campus 
email from Adobe Sign and confirm 
your email address. 
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STEP 4: PARTICIPANT 2/PAYEE 
An email is sent from One-Stop Financial Services to Participant 2 to click, review, and sign 
the form.  
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STEP 5: 
Click continue and complete the sections with the form's required and optional fields 
based on the selected payee type. Click Next. Click to sign the form, enter your name, 
and click apply. Click Next. Enter your email address and Click to Sign. 
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Please note: Do not complete the Payee Data Form if you are not the Authorized Payee 
Signer. To route the form to the Authorized Payee Signer, select Options on the left side, 
then select “Delegate signing to another.”  
 

 
 
 
STEP 6: PARTICIPANT 3/ONE-STOP FINANCIAL SERVICES 
 
An email is sent to One-Stop Financial Services to review and sign the form. OSFS Staff will 
review the payee data form, validate, and enter the information received in the 
PeopleSoft Common Financials System. OSFS will create the Supplier ID, sign, and finalize 
the form.  An email of the completed form will be sent to all signers on the form. 
 

 
 


