How to Update your Banking in the Portal

Step 1: Williams Portal Link:

https://ejya.fa.us2.oraclecloud.com/fscmUl/faces/FndOverview?fndGloballtemNodeld=itemNode supplier p
ortal supplier portal

Company Profile
Step2: Scroll to the bottom of the page to Company Profile. Click on Manage Profile.

« Manage Profile

Step 3. Select Edit. You will receive a warning that a change order will be created. Click Yes.

£ Warning x

POZ-2130390Making edits will create a change request for the profile. Do you want to continus?

Step 4. Select the Payments tab > Bank Accounts.

Edit Profile Change Request: 2932136

Change Description

]
Organization Detils ~ Tax Identifiers  Addresses  Comtacts ((Payments) Business Classificaions  Products and Sarvices
Payment Methods | Bank Ascaunts
Actions w View y Formatw e » Freeze Wrap
Primary Account Number IBAN Currency Bank Name
No data to display.

Columns Hidden 3

Step 5. Select Actions > Create (or the ‘+" icon).

Organization Detaile  TaxIdentifiers  Addresses Contacts Payments Business Classifications  Products and Services

Fayment Methods  Bank Accounts

 racor: « R »  lFre: o Wap

Create \Account Number 1BAN Currency Bank Name

Delete

Set Primary

Step 6. Complete the bank account information. Select OK or Create Another.

Create Bank Account

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

* Country | Urited States. | Y ‘ From Date 52424
) — -
IEAN
Bank Mame | EANK FIRST NATIONAL | s =B

Bank Branch | 073007134 [] Currency l:m

[[] ABow international payments

4 Additional Information

Account Name | Test Nam Internaticnal |

Check Digts | |
Alternate Account Name | | Ageount Type | Checking v
Account Suffix | | Description | |

e




Step 7. For all banking changes, it is required to attach a copy of your banking information on either company or bank
letterhead. Go to Organization Details, click the ‘4’ sign next to Attachments, and add the document. Click OK.

Edit Profile Change Request: 3041184

Change Description

Organization Details | Tax iceniifiers Addresses  Confacts  Payments  Business Classfications  Products and Services

4 General
* Supplier Name | SPRING HILL FARMS LLC | Tax Organization Type | Parinership -
Supplier Number 1010974 Status  Aclive
Supplier Type | SERVICE PROVIDER v| Attachments None =

4 Identification

Attachments

Aclons v Meww 4 X

| Tyme * Fila Name or URL.

vl

4

Rows Selected 1 Columas Hidden 1

Step 8. Include clear change description and select Review Changes.

Eait roie Change Request 2002136 T s I EET e

Change Deseription [ Addzd new ACH Bank Acct|

Organization Details  Tax ldentfiers  Addresses  Contacts  Payments  Business Classifications  Products and Sarvices

Fayment Methods  Bank Accounts

Actions w View w Fomatw 4 M @ Freeze Wrap
Primary Account Number IBAN Currency Bank Name
(] AA1234567 BANK FIRST NATIONAL

Columns Hidden 3

Step 9. Confirm proposed changes are correct and select Submit.

Review Changes [ et | submic | Cancel |

Change Deseription Added new AGH Bank Acat

4 Bank Accounts

View v Format v Freeze Wrap
Primary  Account Number IBAN Currency Bank Name Details
+ ] AA1234507 BANK FIRST NATIONAL =

Columns Hidden &

Note: If you do not Review Changes and Submit, the change order will be incomplete, and Williams will not be
notified of the request. Do not just SAVE the change.




