
Oracle Guided Learning

Job Aid for guide Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x) (qDcmWFg6S0+Oh0nRyU8+8w) (--)

<No description>



Changing Payment Method from Check to 
Check to Electronic (EFT) (kcetmy8x)

Step 1
(168-1)

Click Supplier Portal 
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 2
(575-2)

Click Supplier Portal
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 3
(296-3)

Click Manage Profile 

Note: Any edits made to company 
information should be fully 
submitted for SCA-review or 
canceled as any edits (i.e., change 
requests) left in draft status will 
prevent payments from being fully 
processed and paid.
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 4
(720-4)

Click Edit 
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 5
(293-5)

Click Yes 

Copyright © 2025, Oracle and/or its affiliates | 
Restricted



Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 6
(565-7)

Enter Change Description (Ex: 
Change Payment Method from 
check to electronic payment)
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 7
(943-8)

Click Payment tab
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 8
(115-10)

Click Payment Methods tab
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 9
(244-11)

Click Electronic 
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 10
(148-12)

Click the set default icon
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 11
(938-13)

Enter From Date (use submission 
date mm/dd/yy)
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 12
(707-19)

Click Bank Accounts tab
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 13
(685-20)

Click the + (plus icon) to add a bank 
account
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 14
(867-21)

Click the Country dropdown list and 
select (United States)
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 15
(890-32)

Enter Account Number
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 16
(701-33)

Click Bank Branch dropdown list 
and click Search (see bottom)
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 17
(996-35)

Click Advanced 
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 18
(969-36)

Enter Branch Number (bank routing 
number)
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 19
(404-37)

Click Search
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 20
(941-38)

Select the appropriate Branch 
Number (routing number) from the 
search results and click OK
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 21
(200-44)

Click Currency dropdown list and 
select appropriate currency (USD)
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 22
(527-46)

Enter Account Name
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 23
(916-47)

Click Account Type dropdown list 
and select the appropriate account 
type
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 24
(121-48)

Click + (plus sign) to add 
attachment(s)
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 25
(875-49)

Click Category dropdown list and 
select the appropriate type

Note: Acceptable attachments for 
Electronic payment request are 
listed below:
• Voided scanned check
• Bank letter
• ACH Form
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 26
(145-54)

Drag or drop attachment (s) or click 
Choose Files
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 27
(850-55)

Click OK 
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 28
(502-56)

Click OK 
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 29
(199-57)

Click Review Changes 
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 30
(197-58)

Click Submit 
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 31
(144-31)

Click OK

SCA Finance team will review the 
submitted change request. The 
submitter will be notified if there's 
any questions.
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Changing Payment Method from Check to 
Electronic (EFT) (kcetmy8x)

Step 31.1
(958-32)

This completes the guide.
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