
ACCESSING PAYMENT DELAY ALERTS

1. Login to the Portal and ensure the “Delayed Payments” tab in the bottom bar
navigation is selected. Then click the Payment task link button for each supplier
that requires more information.

2. On the next screen, you will see the Supplier Task form appear with the Supplier
details pre-populated and information required that the Finexio team needs in
order to process the payment. Type in the required information into the
“Provide Supporting Detail Here” text box, and upload any invoice or
documentation as needed. Then click “Submit Form.”



3. After selecting the “Submit Form” button, you will see the last screen which
displays a Thank You for your submission message. The record will take
approximately 2 hours to update in Finexio’s system and to be removed from the
Portal.



4. Repeat this process for each supplier listed in the Delayed Payments tab until all
are completed and cleared.


