Change Request- ACH Enrollment and Update ACH requests: Instructions for Suppliers

Purpose: To instruct suppliers on how to request ACH enrollment and how to update their existing ACH
information.

These instructions are for existing suppliers who want to request ACH enrollment. Before proceeding
supplier must complete the ACH Authorized Signer Form and reference “Supplier Registration
Instructions”.; both can be found on the FAQs tile in the Supplier Portal Landing Page. The Supplier
Registration Instructions are included in these instructions on page 13 labeled, “Exhibit A”.
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Instructional Documents

« Registration Instructions

« Supplier User Instructions

« Bidder User Instructions

« Bidding on a Strategic Sourcing Event Instructions

ational Documents

ACH Authorized Signer Page
« Fillable W-9

Supplier Registration Terms and Conditions
«Supplier Registration Instructions

Didn't find what you were looking for? Contact Us

There are two (2) types of ACH changes:

1. New payment request — 1% time ACH
a. These suppliers have not received ACH direct deposit from the County of Riverside.
b. This change request will be the supplier’s ACH enrollment request.

2. Update payment request — Existing ACH

a. These suppliers currently have ACH bank account information on file and are updating
their account information.
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Change Request- ACH Enrollment and Update ACH requests: Instructions for Suppliers

New Payment — 1t time ACH

Loginto supplier portal.
e Click “Manage Profile” tile.

[Su pplier Secure Home Page V] < > Notifications & 8

Purchase Orders | ( Receipts | ( Bidding Opportunities

5

View PO Information 0 Rejected Receipt Lines

Q Manage Profile Invoices and Payments No notifications

When new notifications arrive, the Refresh ®(%
button will show a badge

Update your Registration and Profile

o Click “Supplier Change Request” on the left side of the screen.

O Navigate to “Payment Profile” tab.

iS5 upplier Secure Home Page Manage Profile

Help

Supplier Change Request

Bl Bl [~ Il [ ]
L L L L L
Welcome Company Profile Addresses Contacts Payment Profile Submit
] Update Profile
Exit Save for Later | | |{ Previous Next p
] Manage Supplier Contacts
i Welcome [EhReview Changes

(ACO Test Run)

=

] Maintain My User Contact

Welcome to the County of Riverside's E-Supplier Portall Before changing your profile information please reference the Registration Instructions
link for additional questions or details

Submission of a change request acts as acknowledgement and agreement to the terms and conditions previously agreed to
during registration

Review Changes
Exit Save for Later | | 4 Previous Next
pplier Secure Home Page anage Profile (n) Q A\ %)
Hel
Supplier Change Request I:I
Welcome Company Profile Addresses Contacts Payment Profile Submit
] Update Profile
Exit Save for Later | | [{ Previous Next p
[i=] Manage Supplier Contacts X i &
Payment Profile for ACO Test Run Mgﬁ

=] Maintain My User Contact

Please reference the Registration Instructions link for additional questions or details

hange
Location Description Action Ehatge Date  Default Edit

0000000001 LLCs_Services 09/21/2023 4
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Change Request- ACH Enrollment and Update ACH requests: Instructions for Suppliers

Click “Add New Location” near bottom.

Add New Location

*Required Field

Review Changes
Exit Save for Later | | | { Previous Next |
Add
. Enter “0000000020” in “Location” field
. Enter Business type abbreviation in description. See “Supplier Registration Instructions”
page 2 “Contact- Business Type Abbreviation.”
Location Description Action 222235 & Date Default Edit Delete
0 0001 LLCs_Services 09/21/2023 V4
0000000020 LLCc-Services 09/04/2023 7
e C(Clickthe pencilicon to enter bank account information.
Location Description Action Epf:::‘g: @ Date Default Edit Delete
0000000001 LLCs_Services 09/21/2023 \ V4
0000000020 LLCc-Services 09/04/2023 &

e Click “Attachments”

Payment Profile

Help
Payment Profile for 0000000020 - LLCc-Services

[Expand Al Collapse Al
Attachments

Attachments
Bank Accounts

Default Beneficiary Bank Bank ID Number Branch Name Branch ID Bank Account #

Add Bank Account

OK Cancel

e Click “Add Attachment”
o Attach:

Voided Check or Bank Letter provided by your financial institution.
e Note: only bank letters or direct deposit forms from your
financial institution are accepted in lieu of a voided check.
ACH Authorized Signer Form. (Located on FAQs Tile)

e Click “Ok”




Change Request- ACH Enrollment and Update ACH requests: Instructions for Suppliers

Payment Attachments x
Help
Supplier ID QQQO251872 Supplier Location Q0J0o0o020
ACO Test Run LLCc-Services
Attachments Personalize | Find | View All | (2] E First (4) 1of1 (b Last
File Name Dascription User Name Date/Time Stamp Remove

\View

Adding large attachments can take some time to upload, tharzfore, it is adviseble to save the transection

befe adding lrge allactmanls

{AddAttachment |

OK Cancel

e Click “Add Bank Account”

Payment Profile X
Help

Payment Profile for 0000000020 - LLCc-Services

[Expand Al Collapse Al

Attachments

Attachments

Bank Accounts

Default Beneficiary Bank Bank ID Number Branch Name Branch ID Bank Account #

AAdd Bank Account

oK Cancel

e Enter Bank account information. (Reference “Exhibit A” by scrolling down to page 13, in the
“Location” section. A summary is provided here.)

o Description: Describe the payment (s) you receive or enter your Business Entity Type
Abbreviation and “Services” or “Products” (Reference How to Register as a New Supplier,
“Contacts” section)

Bank Name: Name of Financial Institution

Bank ID Qualifier: 001

Account Type: Select type of account.

Bank ID: ACH Routing number.

=  Please note ACH routing number may differ from the routing number on your

check. Please check with your financial institution for the appropriate ACH
routing number.

o DFI Qualifier: 01

o DFIID: ACH Routing number
=  Always the same as Bank ID above

O O O O




Change Request- ACH Enrollment and Update ACH requests: Instructions for Suppliers

Add New Supplier Bank Account

Bank Accounts \

Description LLCc-Services

\ Country|USA | Q United States

Bank Name | Bank of Example & \
o

nch Name &

\\k ID Qualifier 001 Q. nited States Bank Account Type| Checking Account ~

Bank ID| 121000358 \
Bank Account Number | 888858588888
DFI Qualifier[01 |@  Transit Number DFI ID| 121000358
IBAN

e Scroll down and click “Ok”.

Add New Supplier Bank Account

Bank ID| 121000358
Bank Account Number 88888888888

DFl Qualifier 01 ' Q,  Transit Number DFI 1D 121000358
IBAN

Bank Address

Country [USA |Q United States
Address 1 Postal Search
Address 2
Address 3
City
County Postal
State Q

Bank Phone

Prefix
Phone
Ext

Fax

oK | | cancel
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Change Request- ACH Enrollment and Update ACH requests: Instructions for Suppliers

e Click "Ok"

Payment Profile

Payment Profile for 0000000020 - LLCc-Services

Expand All Collapse All

Attachments
Attachments
Bank Accounts

Default Beneficiary Bank Bank ID Number Branch Name Branch ID Bank Account # Edit
Bank of Example 121000358 XOOOXB888 V4

e Click “Next”
o Either “Next” button (neartop or bottom) is permitted.

< Supplier Secure Home Page Manage Profile
Help
[~] Supplier Change Request =i
| o & i i 1) ~
Welcome Company Profile Addresses Contacts Payment Profile Rmit
] Update Profile
Exit Save for Later | | | ¢ Previous Next

=] Manage Supplier Contacts : b .

Payment Profile for ACO Test Run *ffReview Changes

Maintain My User Contact

Please reference the Registration Instructions link for additional questions or details

Change

Location Description Action Effoctive Date  Default Edit
0000000001 LLCs_Services 09/21/2023
0000000020 LLCc-Services 10/04/2023
2 LLCc-Services 10/01/2023
Add New Location
*Required Field .
view Changes
Exit Save for Later | | |4 Previous Next »
e Confirm Changes
e  Click Submit
pplier Secure Home Page anage Profile () Q A &
Hel
Supplier Change Request
b {J il J
Welcome Company Profile Addresses Contacts Payment Profile Submit
[ Update Profile
Exit Save for Later | | | Previous Next )
Manage Supplier Contacts . .
SSten Review and Submit Changes for ACO Test Run
MainteinMy; Jser Coptacy Please reference the Re
qistration Instructions link for additional questions or details
Use the "Review" button ta review changed information.
Use the "Submit” button to submit your change request
Email communication regarding i uest will be sent to
TaFord@rivco.org
®@iconfirm Changes
Review Submit
Exit Save for Later | | | Previous Next )




Change Request- ACH Enrollment and Update: Instructions for Supplier

These are instructions for suppliers who want to update their existing ACH information. Before proceeding
supplier must complete the ACH Authorized Signer Form and reference “Supplier Registration Instructions”;
both can be found on the FAQs tile in the Supplier Portal Landing Page. The Supplier Registration Instructions
are included as “Exhibit A” on page 13 of this PDF. These instructions are specifically for Update Payment
Method Request. Return to the 1% page of these instructions for 1 time ACH enroliment request.

Update payment request — Existing ACH

[Supplier Public Home Page '] < 5

Sign In Riverside County Portal User Registration

&[] £

View Registration Options.

Public Bidding Events Events Calendar Announcements \ FAQs | Contact Us

! !
T T
&EO o@o =
ooo
0 Opportunities 0 Calendar Events 0 Announcements Get helpful information here.
< Supplier Public Home Page FAQs and Contact Us o

Instructional Documents

« Registration Instructions

« Supplier User Instructions

« Bidder User Instructions

« Bidding on a Strategic Sourcing Event Instructions

ational Documents

« ACH Authorized Signer Page
o Fillable W-9

Supplier Registration Terms and Conditions
< Supplier Registration Instructions

Didn't find what you were looking for? Contact Us

***These suppliers currently have ACH bank account information on file and are updating their
account information. ***
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Change Request- ACH Enrollment and Update: Instructions for Supplier

Update Payment Request

Log into supplier portal.
e Click “Manage Profile” tile.

{SUppIier Secure Home Page V] < 5 Notifications (@

Purchase Orders Receipts Bidding Opportunities

K,

View PO Information 0 Rejected Receipt Lines

o Manage Profile ( Invoices and Payments No notifications

When new notifications arrive, the Refresh *(

button will show a badge
Update your Registration and Profile

=

e Click “Supplier Change Request” Tab

o Navigate to “Payment Profile” tab.
< Supplier Secure Home Page Manage Profile Q Q A

)

fi~] Supplier Change Request

Welcome Company Profile Addresses Contacts Payment Profile Submit

[ Update Profile

Exit SaveforLater | | |4 Previous | Next »

-] Manage Supplier Contacts

Welcome Review Changes

[~ Maintain My User Contact (BCO-Teat RN

Welcome to the County of Riverside's E-Supplier Portall Before changing your profile information please reference the Registration Instructions
link for additional questions or details

Submission of a change request acts as acknowledgement and agreement to the terms and conditions previously agreed to
during registration.

“B Review Changes
Exit Savefor Later | | |4 Previous | Next »
e  Click the pencil icon next to location 20.
o anage Profile o Q
el
[_| Supplier Change Request
Welcoms Compay Profile Addresses Contacts Payment Profile Submit
] Update Profile
Ext Save forLater | | |4 Previous Mext b
E Manaqge Susplier Contacts 1
Payment Profile for ACO Test Run Tl
h,_—l Maintain My Usar Cantact
s eleneres e ety o s ol s o el

Changa

Lacation Dascrigtion Action e e D Edit
D ULOUODONT LGy Smrvces OBrH 20 4
ATONORONZN 11 CoSardines 100477077 &




Change Request- ACH Enrollment and Update: Instructions for Supplier

e (Click attachments.

Payment Profile

Payment Profile for 0000000020 - LLCc-Services

iE"x'bénEi Al Callapse All

Attachments

Attachments

Bank Accounts

Default Beneficiary Bank Bank ID Number Branch Name Bank Account # Edit

Bank of Example 1210003568 XXXXXXX8883 4

Add Bank Account

OK " Cancel

e Click “Add Attachment”
o Attach the following:

Voided Check or Bank Letter provided by your financial institution. (See
Exhibit A “Supplier Registration Instructions” (scroll down to page 13)
e Note: only bank letters and direct deposit forms from your financial
institution are accepted in lieu of a voided check.
= ACH Authorized Signer Form. (Located on FAQs Tile)

e Click “Ok”

Payment Attachments x

Help

Supplier ID 0000251879 Supplier Location 0000000020

ACO Test Run LLCc-Services

Attachments Porsonalize | Find | Viow All | (3| £ First (4 10of1 b Last
File Nama Dascription User Nams Date/Tima Stamp Remove
\iew

Adding large attachments can take some tims to upload, thersfore, it is edviseble to save the transection
slore adding lkige allachmeanls

[ AddAftachment |

0K Cancel




Change Request- ACH Enrollment and Update: Instructions for Supplier

e Click pencil icon to edit bank account information.

Payment Profile x
Help

Payment Profile for 0000000020 - LLCc-Services
Mepand All Collapsa All

Attachments

Baenk Accounts

Defaulr  Beneficiary Bank Bank ID Mumber Branch Name Bank Account 2 Edit

Burk ol Example 121000358 FRIFRFR BB é‘,

Audd Sank Accounl

0K Cancal

1 »
e Notice existing account information.
Supplier Bank Account x
Help -
?DéRemove Bank Account
Bank Accounts
Description
Country USA (O United States
Bank Name | Bank of Example E?‘
Branch Name ﬁ:
Bank ID Qualifier 001 |Q  United States Bank Account Type | Checking Account ¥
Bank ID| 121000358
Bank Account Number 38888888888
DFI Qualifier 01 @ Transit Number DFI ID| 121000358

IBAN

e Enter new account information. Only update the following fields:
o Bank Name (If applicable)

o Account type (if applicable)
o BankID (If Applicable) — ACH Routing Number
o Bank Account Number
o DFIID (If Applicable) — ACH Routing Number
Supplier Bank Account X
Help
[J Remove Bank Account
Bank Accounts
Description
Country|USA |Q United States
Bank Name | Wells Fargo gy

Branch Name | \

wQualiﬁﬂ 001 |Q United States Bank Account Type | Checking Account ¥
\ Bank ID| 121042882
Bank Account Number 99998999999 \

DF1 Qualifier 01 |Q,  Transit Number DFIID|121042883
IBAN|

3%

pe. 10



Change Request- ACH Enrollment and Update: Instructions for Supplier

e Scroll down and click “Ok”. (Returns you to Payment Profile tile).

Supplier Bank Account

Branch Name e

Bank ID Qualifier 001 & unied States Bank Account Type | Checking Account v
Bank ID 121042882
Bank Account Number 99999299999

DF1 Qualifier 01 & Transit Number DFI 1D 121042882
IBAN

Bank Address

Country [USA G United States
Address 1
Address 2
Address 3
City
County Postal
State Q

Bank Phone

Prefix
Phone
Ext

Fax

OK Cancel

4

e Click “Ok” on next screen (Payment Profile)

Payment Proflle

Payment Prafile for 0000000020 - LLCe-Services

Expand All Callapse All

Attachmants
Atchments
Bank Accounts

Default Beneflclary Bank Bank ID Number Branch Name Bank Azcountd Edit
el Fargo 121042232 KOCOOGO009 / :

Mubd Rank Account

OK Caneel

H&lp
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e Click “Next”

Change Request- ACH Enrollment and Update: Instructions for Supplier

o Either “Next” button (neartop or bottom) is permitted.

[ Supplier Change Request

T Update Prefile
7] Manags Supplisr Contacts

7] Maintain My User Contact

Welcome Cormpany Proflle Addresses

Payment Profile for ACQ Test Run

Flaasa rafarance tha Reqistatian nsnuct ans link far acdfional quastions, or defais
Locatian Description
0000000001
VUUOVLLUZY LLCe-Servces.
2 LLGCe Sendcos

Add Now Location

“Renuired Fisldd

Contacts

Exil Bave lur Laler
- Change "
Action Etfaciive Dag  DETRUIE

08/21/2023

042023

10012023

et Sava for | atar

Payment Profile

Q
Hely
It

¢ Ievious Neal &

b8, Reviaw Changas

Edir

4

k| Ghanges
« Prewious Newl b

e Select “Confirm Changes”
e Click “Submit”

¢ Supplier Secure Home Page

= Supplier Change Request

E Update Profie
E Manage Supplier Contacts

[i"] Maintain My User Centact

Welcarne Company Pre

Review and Submit Changes for ACO Test Run

Pl pelurerne e Hegrstabon Tt ik, il yuestions o gkl

Use the "Review” buton fa evicw changed info

Use the "Suomil” oirtion fo submit yoor ehanne request

Email communication regardingdes request wil be ser

Iakardigirivea.org
Conflrm Changes

Review Withdraw

Canlacts Paymant Prc Submit
Exl Savee lur L | 4 Hr & Mox.  »
it Savaforlawer | | |4 Pravions Mext
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Exhibit A

REGISTRATION INSTRCUTIONS

Supplier
Registration
Please have theses
readily available
before proceeding
with Registration

Welcome

Identifying
Information




REGISTRATION INSTRCUTIONS

Address

Contact: Business
Type Abbreviation

Location




REGISTRATION INSTRCUTIONS

Change

Request

Change Request is the
initiation of a change to
the Supplier Record by
the supplier user. All
change requests require
approval before
becoming finalized.

Identifying
Information

Address

Contacts

Location




REGISTRATION INSTRCUTIONS

Supporting
Documents




	Purpose: To instruct suppliers on how to request ACH enrollment and how to update their existing ACH information.
	• Note: only bank letters or direct deposit forms from your financial institution are accepted in lieu of a voided check.

	o Bank ID Qualifier: 001
	o DFI Qualifier: 01
	• Note: only bank letters and direct deposit forms from your financial institution are accepted in lieu of a voided check.


