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Overview: Supplier Welcome Screen

Step 1:
Select Contact and Banking. ™ —

Welcome

Announcements Applications
1 item Tas
\
\
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- e Welcome to the FAU Supplier PortallUpon logging in, please revi.. @
A \
\ )
POs and Catalogs Invoices and Contact and

Payments Banking

Go to Inbox
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Overview: Change/View Area & Change Settlement Bank Account

Step 2:
Select Change Settlement Bank Accounts.

l

l
Change , View
Change Contact Information l Contact Information
Change Settlement Bank Accounts ] Settlement Bank Accounts
Manage Attachments Alternate Names

workdoy

© 2019 Workday. Inc. All righta reserved.

System Status: Your Sandbox Preview will be unavailable for a maximum of 12 hours during the next Weekly Service Update

and Monthly Maintenance; starting on Friday, January 18, 2019 at 6:00 p.m. PST (GMT -8) until Ssturday, January 19, 2019 at
6:00 a.m. PST (GMT -8). You can request a refresh of your Sandbox Preview from Production or Sandbex during any of the

Daily tion Tenant windows. Daily [mpl Tenant b is performed st 200 am.,

1000 a.m.. and 6:00 p.m. PST (GMT -8) Sunday through Thursday: at 2:00 a.m. and 10:00 a.m. PST (GMT -8) on Friday; and at
10:00 a.m. PST (GMT -8) on Saturday.
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Change Settlement Bank Account

Click OK to create a draft change request.

Step 3:
Click OK to begin

the Settlement
Bank Account
Changes. \

\
\
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Supplier

Cancel




Overview: Change/View Area & Change Settlement Bank Account

Step 4:
To add a new bank account, select the (+) symbol to open additional fields.
~ | a / Qe
Change Settlement Bauk Account
Change Event SﬂlmmenlA:coumChylotAamnTﬁmp,Esqmrtv:n:.sleﬂbyAa:onTrampenOlHSf‘lm‘? Status  Draft
Supplier  Aaron Tramp, Esquire /
Settlement Bank Accounts Attachments
Settlement Bank Accounts 0 items [
*Account Information Account Details Intermediary Bank Accounts
No Data
NOTE:

When adding new banking information, we recommend to enter in the “Country” field first
(United States of America) to limit the REQUIRED fields. Many of the fields that first appear
are general/generic and are NOT REQUIRED (see next page for example).
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Overview: Adding Banking Information

Step 5:
In the “Country” field, enter United States of America. Then, complete the required fields as indicated below.

Settlement Bank Accounts Attachments

Settlement Bank Accounts 1 iter

*Account Information Account Details Intermediary Bank Accounts
Account Nickname Country *
Company Name X United States of America

. Account Type Bank Name +*
Indicate
Account Chealdng Full Bank Name
Type Savings

Bank Code *(Bank Routing Number)
Supplier Connection Payment Types XXXXXXXXX

Account Number *

Payment Types XXXXXXXXX

Bank Identification Code

For Supplier Connections Only

Bank Instructions
Inactive

-—————— Step 6:
C] ks oo Click Submit. This information is routed to the FAU Settlement Team for review.
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