%’i Add Banking Details - Quick Reference
MEEN | Guide (ORE)

Applies to: Suppliers

Description: Add banking details in the Supplier Portal

Prerequisites None

Estimated Time to Completion AV

Introduction

This QRG can be used by SC Co-Workers to assist suppliers and suppliers to learn how to add banking details.
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Complete these steps:

Step

lllustration

1. Select Supplier Portal.

Good morning, David Welch

Supplier Portal

Supplier Portal

Things to Finish

1 week ago

Assigned to Me it

Document
1 (Purchase Order)

2. Select Manage Profile.

——mETeys ST

®* Manage Deliverables
Consigned Inventory

® Review Consumption Advices
Invoices and Payments

® Create Invoice

®* View Invoices

* View Payments
Negotiations

® View Active Negotiations

* Manage Responses
Qualifications

®* Manage Questionnaires

® View Qualifications

Company Profile

& IManage Profile)

M Agreements to Acknowledge
M Orders to Acknowledge
I Schedules Overdue or Due Today
B Negotiation Responses
M Questionnaires
H B Negotiations Closing Soon

Supplier News




N

“ Ameren

Add Banking Details - Quick Reference
Guide (QRG)

3. In the top right-hand
corner of the page, select
Edit.

n P g

Cancel Change Request g

vid Change Description

Tax Organization Type Corporation
Status Active

Attachments None
Jational Insurance Number

Corporate Web Site

Chief Executive Title

Chief Executive Name

4. In the Change
Description field, type
Bank Update Details.

Change Description

idresses Contacts Payments Business Classifications Products and Services

e ‘ Gas Material Supplier ‘ Tax Orga
er 201013

=i 7]

er [ ‘ National Insur
er ’- .‘ Corpo
e |

i | ‘ Chief E

w
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5. Select Payments.

dit Profile Change Request: ...

Change Description | Bank update details

r Tax i dd Contacts Business Classifications Products and Services

4 Genera

* supplier Name | Gas Material Supplier I

Supplier Number 201013

Supplier Type I vl

4 |dentificatic

D-U-N-S Number I ]

Customer Number | ]

sic | |

4 Corporate Profi

Year Established | ]

[ St —— | 1

6. In the Bank Accounts.

Edit Profile Change Request: ...

Change Description | Bank update details

Organization Details  Tax Identifiers Addresses Contacts Payments Business Classifications Products and Services

Payment Methods

Actions * View v Forn + [ Freeze [3 Detach Wrap
v hod
I ACH
Check
FWT

Manual Wire

Other Payments

SGHOSTCARD
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7. Select Create.

“ Amerer

Edit Profile Change Request: ...

Change Description

Bank update details ‘

Organization Details Tax Identifiers Addresses Contacts Payments Business Classifications Products and Services

1y thod: Bank
Actions v View v Forn P - il Freeze 41 Wrap
Y 1BAN
I (] AAXX1234

Columns Hidden 8

8. In the Country field
type United States.

Note:

In the live environment,
depending on which
Country you select, the
IBAN field may also be
required.

Create Bank Account
Enter account number or IBAN unless account number is marked as required.
* country | |~]
e '

Bank Name -

Bank Branch -
[ Allow international payments.

4 Additional Informat

Account Name | | <l

Alternate Account Name | |

Account Suffix |
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9. In the Account
Number field, enter your
account number.

@
Organization Details Tax Identifiers Addresses Contacts Payments Business Classifications Products and Services
- Create Bank Account
Enter account number or IBAN unless account number is marked as required.
* Country | United States [+] ross Date
e —— S
I Bank Name - IBAN
Bank Branch - SrTncy.
1 [] Allow interational payments
4 Additional Informat
Account Name | Check Digits
Alternate Account Name | Account Type
MAccount Suffix [ .‘ Description

10. In the Bank Name
drop-down list, select
your bank's name.

Note:

If the option you want to
select is not present, you
may select the Search link
at the lower portion of
the Bank Name drop-
down list.

Create Bank Account

Enter account number or IBAN unless account number is marked as required.

* country | United states B2
f
Bank Name | - ]

Bank Branch | (AFCU) ACADEMIC FEDERAL CRE...
1199 SEIU FEDERAL CREDIT UNION

o 121 FINANCIAL CREDIT UNION ]
4 Additional Info
167TH TFR FEDERAL CREDIT UNI...

Account Name | ;o1 coMMUNITY CREDIT UNION

Alternate Account Name | 1ST ADVANTAGE BANK

Account Suffix | 15T ADVANTAGE FEDERAL CREDI...
1ST AMER BK
15T AMERICAN BANK

1ST AREA FCU

Search...

inactive on [|
1man [

e

Check Digits [
Account Type |
Description [
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11. Select Bank Branch.

Note:

The Bank Branch field is
the routing number for
that branch.

Create Bank Account

Enter account number or IBAN unless account number is marked as required.

* Country | United States |« proalE
R e e i m— i
Bank Name | 121 FINANCIAL CREDITUNION | w L
Bank Branch | - cumwe
263078950 lzc.smsssn
4 Additional Inform 263079043 263079043
Search...
Account Name T Check Di
Alternate Account Name L J Account T

Account Suffix |

12. In the Account Name
field, type in the Account
Name.

Create Bank Account

Enter account number or IBAN unless account number is marked as required.

* country | United states [+] Eronsbes
* account amber [xosers | it e
Bank Name | 121 FINANCIAL CREDITUNION | + | 1N
Bank Branch | 263078950 [+] Cuerancy

[] Allow international payments

4 Additional Informat

Account Name I I Check Digits
Alternate Account Name [ l Account Type
Account Suffix [ | Description
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From Date 5/22/23

13. In the Account Type
drop-down list, select
Checking.

|L

wnactive on | mudryy e |

|
Q

Check Digits |

L

R —

Description | I

14. Select OK.
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15. Select Review
Changes.

Cancel Change Request | Review Changes Save and Close

IBAN Currency Bank Name
usb 1ST AMER BK

121 FINANCIAL CREDIT UNI...

16. View Bank Accounts.

In the Bank Accounts
section, the new account
number that was created
will display in the

Account Number column.

&< jJob Title &< Email &< Phone Asminstrathe v

jane.doe@test.com

CEO JDOE@gms.com (-]

IBAN Currency

‘ertifying Agency Dﬂl-“'r‘:-rﬂfvino Certificate Start Date ik h Notes

sther National Associati... Verified None
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17. Select Submit.

mm Canca)

&< Ph ‘c;".u‘:‘:" User
¥ Active =1
© Active =1
Currency Bank Name Details
uso 15T AMER BK =
121 FINANCIAL CREDIT UNI... =

18. Once submitted, the
supplier should receive a
confirmation, select OK.

@ confirmation

Your profile change request 45001 was

... @
submitted for approval.

arofile chang:

Last

Request Status Pending Approval

tetails Tax Identifiers Addresses Contacts Pay s Business Cl

ake additional changes.
Requested By
Request Date

Products and Services

company Gas Material Supplier
Supplier Number 201013
Supplier Type
catic
D-U-N-5 Number
Customer Number
sic
ate Profi

Year Established
Mission Statement

10




Al

“iAmeren

Add Banking Details - Quick Reference
Guide (QRG)

19. Select Done.

wvid

Tax Organization Type Corporation

Status  Active
Attachments None

dational Insurance Number

Corporate Web Site

Chief Executive Title

Beimeinal Titla

Change Description

Bank update details

Version Control

Number

Date

Purpose / Changes

Author(s)

1.0

6/28/23

Document Creation

Aaron Young

11




