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

Step 1

(168-1)

Click Supplier Portal
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Contract Management
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Supplier Portal

Click Supplier Portal

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

Step 2

(575-2)

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

Step 3

(296-3)

Supplier Portal

+ Manage Orders Last 30 a‘,.'s

Click Manage Profile « Manage Schedues
+ Acl wiedge Schedules in
4 Agreements )
Note: Any edits made to compan T e No data available
information should be fully Channei rograms < ¢
submitted for SCA-review or Rl ca _
Shipments No data available

canceled as any edits (i.e., change o
requests) left in draft status will 7 Vi Rges
prevent payments from being fully WkMC:CM
processed and paid. Cansigned inventory

« Review Consumplion Advices

Supplier News

Note: Any edits made to company information should be fully submitted for SCA-review or canceled as any
Invoices and Payments edits (e, change requests) leftin draft status will prevent payments from being fully processed and paid

|f1 Welcome to the SCA NexGen-ERP Supplier Portal
« Create Invoice

« View Invoices Suppliers provide goods & services, equipment, technology, and professional services.
« View Payments The Supplier Portal offers you seli-service ability to view various details such as PO delails, invoices, and
payment status. Please see the below links to quides for assistance navigating the Supplier Portal. The
nuimnea nf the miidas. is to give you step-by-step Instructions on how to use the most common functions of the
Qualifications

« Manage Questionnal Click Manage Profile

« View Qualifications iy Profile:
Note: Any edits made to company
i = L 4 2w and Update Contacis
Compny Proile information should be fully submitted for
SCA-review or canceled as any edits (i.e,, 2w and Update Organization Detalls

M, change requests) left in draft status will

prevent payments from being fully
processed and paid. sw and Update Payment Mathods and Banking

2w and Update Addresses

Id Attachments

Purchase Orders, Invoices and Payments:
Close
w

»:Invoices: View Status

» Payments: View Payment Information
Submitting and Invoice:
» Invoices: Send PO Invoices via Supplier Portal

Your access level impacis the functionality and screens you see in the system. The screen you see may
,",u“u- change slightly or differ io the quick reference guide due to new system releases or your access levels
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Changing Payment Method from Check to
Electronic (EFT) (kcetmy8x)

Step 4

(720-4)

| =*DEVZ Environment - Prod Refresh 10/12 (8:30 pm) "= 2

SCA|NexGen-ERP

Click Edit

Company Profile (

Chang
Last Change Request 15064 Reestangy. MelarnogRa Click Edit

12
Request Status  Canceled Request Date 11625

Close

Organization Details  Tax Idenfifiers Addresses Contacls Payments Business Classifications  Products and Services

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

Step 5

(293-5)

Click Yes

Warning

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

Step 6

(565-7)
***DEVZ Environment - Prod Refresh 10112 (8:30 pm) "= 2
SCA|NexGen-ERP
Enter Change Description (Ex: Edit Profile Change Request:
Change Payment Method from - = = = = -
cii 5 , | o = P Enter Change Description (Ex: Change
| iange Description ange Payment Methos om check to =
check to eleCtI’OI’]IC payment) 0 ption alectrgni:;ﬂme”l Payment Method from check to electronic
payment)
Organization Details  Tax Idenfifiers  Addresses Contacls Payments Business Classifications  Products and Services Close
Payment Methods  Bank Accounts
Actions w View w Format w e ] Free [+ Detach
Default Payment Method From Date To Date
Outsourced Check | 62525 |
BOFA Check Payment Method | 2020125 |
BOFA EFT Payment Method |-z-1u:zs |
L] Check [ 1072108
I
Direct Debit | s | |
Electronic | |
Wire | 102208 || ey |
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Changing Payment Method from Check to
Electronic (EFT) (kcetmy8x)

Step 7

(943-8)

***DEVZ Environment - Prod Refresh 10112 (8:30 pm) "=

SCA|NexGen-ERP

Click Payment tab

Edit Profile Change Request:

Change Description | Change Payment Method from check to
Py

e naumant

Click Payment tab

Organization Details  Tax Idenfifiers Addresses Contacis | Payments

Payment Methods  Bank Accounts Close
Aclions v View v Formatw o @ Froeie [ Détach
Default Payment Method From Date To Date

Outsourced Check I_s-zsfzs || | ey |
BOFA Check Payment Method Irz-iu.‘zs
BOFA EFT Payment Method |-z-1u:zs

] Check iilI]DJ‘I]E
Direct Disbit i_mrm
Electronic
Wire | 10r2208
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Changing Payment Method from Check to
Electronic (EFT) (kcetmy8x)

Step 8

(115-10)

***DEVZ Environment - Prod Refresh 10112 (8:30 pm) "=

SCA|NexGen-ERP

Click Payment Methods t

Edit Profile Change Request:

Change Description | Change Payment Method from check to
electronic payment

Organization Details  Tax ssifications  Products and Services
Click Payment Methods tab

Payment Methods I

pobors v ey | Cioss v

Default Payment Method From Date To Date

Outsourced Check | 62525 || | ey |

BOFA Check Payment Method Irz-iu.‘zs
BOFA EFT Payment Method |-z-1u:zs

L] Check iimfzms
Direct Debit i_mrm
Electronic

Wire | 102208
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Changing Payment Method from Check to
Electronic (EFT) (kcetmy8x)

Step 9

(244-11)

=*DEVZ Environment - Prod Refresh 10/12 (8:30.pm) "=+ o

SCA|NexGen-ERP

Click Electronic

Edit Profile Change Request:

Change Description | Change Payment Method from check to
electronic payment

Organization Details  Tax Idenfifiers Addresses Contacis Payments Business Classifications  Products and Services

Payment Methods  Bank Accounts

Actions w View v Formatw 4 @ Frocie [l D
i Default Payment Method From Date To Date
Outsourced Check I_s-zsfzs | | midhyy |
EOFA Check Payment Method |ﬁ| |W7|
BOFA EFT Payment Method |-z-1u:zs |
® Gheck [1o2ms |
Direct Debit i_mrm |

Click Electronic

Blectronic !_ID._'UE |

Wire

[ 10z |
Close | 10m2708 |
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Changing Payment Method from Check to
Electronic (EFT) (kcetmy8x)

Step 10

(148-12)

=*DEVZ Environment - Prod Refresh 10/12 (8:30.pm) "=+ o

SCA|NexGen-ERP

Click the set default icon

Edit Profile Change Request:

Change Description | Change Payment Method from check to
electronic payment

Organization Details  Tax Idenfifiers Addresses Contacis Payments Business Classifications  Products and Services

Payment Methods  Bank Accounts

Click the set default icon

Actions w View w Formatw I ] |
Default Payment Method From Date To Date
Close

Outsourced Check | 62525 || | ey |
BOFA Check Payment Method | 22025 | [ ey |
BOFA EFT Payment Method | 22025 |
Check | 102108 |
Dirsct Debit | 111551 !

e Electronic | 10208 |
Wire | 102208 |
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Changing Payment Method from Check to
Electronic (EFT) (kcetmy8x)

Step 11

(938-13)
"Dﬁﬂ&vhqnmﬁq{-wmh m_:*l'ug;anp_nq ey =
séA NexGen-ERP
Enter From Date (use submission Edit Profile Change Request:
date mm/dd/yy) - > : — - — =
Change Description | Change Payment Method from check to
electronic payment
Organization Details  Tax Idenfifiers Addresses Contacis Payments Business Classifications  Products and Services
Payment Methods  Bank Accounts
Actions v View w Formatw o+ @ Freere |4 Detach
Default Payment Method From Date To Date
Outsourced Check IW| ||—17|
BOFA Check Payment Method IVZ-TUJZS |
BOFA EFT Payment Method |-z-1u:zs |
Check IrlDDJ‘DB |
Direct Debit i_mrm | [ |
& o [z [ [mew |
Wire - 7'
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)

***DEV2 Environment - Prod Refresh 10A2 (8:30 pm) ===

SCA|NexGen-ERP

Click Bank Accounts tab Edit Profile Change Request:

Change Description | Change Payment Methed from check to
electronic payment

Organization Details  Tax Ideniifiers  Addl lucis and Services
" Click Bank Accounts tab
Payment Methods | Bank Accounts ]
Aclions w View v Format v == Close
Default Payment Method From Date To Date

(] Elecironic 1118125 iy ‘
BOFA Check Payment Method : 2020125 e ‘

BOFA EFT Payment Method ! 2120125 i
Check [ 1072108 |
Direct Debit | 1151 fe ‘

I r’i = =
Outsourced Check | 62525 o | | miiy o |
Wire [roz0e G| [mayy  fo]
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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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Edit Profile Change Request:

Organization Details  Tax Idenfifiers  Addresses
Payment Methods ~ Bank Accounts

Actions w View v Formatw | o [

(.

Primary Account Number
Nao data lo display.

Columns Hidden &

***DEVZ Environment - Prod Refresh 10112 (8:30 pm) "=

Contacts

Change Description | Change Payment Method from check to
electronic payment

Payments Business Classifications  Products and Services

Click the + {plus icon) to add a bank

account

Close

IBAN

Currency

Bank Name




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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Create Bank Account

| (we) hereby authorize NYC Schoal Construction Authority “AL o initiale A = # TR e e * fnancial institution named below. | (we) understan: orrections are

necessary it may involve adjustment (debit or cradit) fo m ) ace (we) acknov
autherization s to remain in full force and effect until | (we) notify the Authority in writing
notice prior to the effective date of the proposed changes or termination of this authoriz

* Country | United States i

* Account Number

" Bank Name ‘ v ‘
* Bank Branch v ‘

[ Allow international payments

4 Additional Information

= Account Name ‘

Alternate Account Name- ‘

Account Suffix ‘

ply with the pro of NACHA rules and U S. law. This
we) understand that the Authority requis tieast 15

Click the Country dropdown list and select
(United States) 112725

Close
urrency v |

* Attachments None =

|
* Account Type |

Description | |

Create Another ” 0K || Cancel |




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

Step 15

(890-32)

Enter Account Number

Create Bank Account
| (we) hereby authorize NYC Schaol Construction Authority (the “Authority”), to inifiate ACH fransfers to/from the seiected account below. At ository financial instifution named below, | {(we} understand if comections are
necessary it may involve adjustmant (debit or credit) 1o my (our) account. | (we) acknoviedge thal the origination of ACH Iransactions fo my {our) account must comply with the provisions of NACHA ruies and U S law This

on is fo remain in full force and effect unfil | (we) nofify the Authority in wrifing of any bank account changes or fermination fo this authorization. | (vre) understand that the Authority requires at least 15 business days
nofice prior to the effective date of the proposed changes or lermination ~**

ek | _
* Country | Unifed States FromDate  11/8(25

Enter Account Number racieon [ @]
* Account Numbej |3z1ass a Inactive On

" Bank Name I— BAN
Close Back
* Bank Branch I—[L| Currency - ‘

= & N
[_| Allow infernational payments. Attachments None =

«4 Additional Information
* Account Name |

Alternate Account Name | * Account Type

Account Suffix | Description ‘ |

Create Another ” OK H Cancel ‘

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

Copyright © 2025, Oracle and/or its affiliates |
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Create Bank Account
to initiate ACH fransfers to/from the selected account below At the depository financial institution named below, | (we} understand if comections are
) acknoviledge that the ongination of ACH transactions fo my {our) accouni must comply with the provisions of NACHA ruies and U.S. law This

ation is to remain in full force and effect until | (we) rolify the Authority in writing of any bank account changes or termination fo fhis authorization. | {ve) understand that the Authority requires af least 15 business days
prior to the effective date of the proposed changes or termination of ihis authorization.

-
* Country |”""‘“’5'“"3—’T| FromDate  11A425

* Account Number | 32145i r" ‘

* Bank Name

Click Bank Branch dropdown list and click

—— Search (see bottom) - ‘

[ Allow international payments one o
«4 Additional Information

* Account Name |

Alternate Account Name | * Account Type

Account Suffix | Description ‘ |

Create Another ” OK H ‘Cancel ‘




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

Step 17

(996-35)

Click Advanced
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Search and Select: Bank Branch

4 Search

EBranch Name ‘

Branch Number ‘

Bank Name |

Branch Name

No rows to display

Click Advanced

Branch Number




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

Step 18

(969-36)

Enter Branch Number (bank routing
number)
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Search and Select: Bank Branch x

4 Search E|
Branch Name | Starls with v‘ ‘
Branch Mumber| Siarts with

|5§aR:2l||Rese(” Add Fields w H Rennhr|

Branch Name Branch Mumber

No rows 1o display

Enter Branch Number (bank routing
number)




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

Step 19

(404-37)

Click Search
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Search and Select: Bank Branch

4 Search

Branch Name | Starts with v‘
Branch Mumzm| Starts with v | o2z |

Bank Name | Starts with v‘

Click Search

Branch Name Branch Nur Close

No rows 1o display




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

Search and Select: Bank Branch

4 Search

Branch Name | Starts with ~ H

Branch uumner,mmn—v”
Bank Name | Starts wilh v‘ ‘

|SEIN:1|“RM” Add Fields ¥ H Reol‘l’ler|

Branch Name T Select the appropriate Branch Number
= (routing number) from the search results
TAMPAD21202337 i and click OK

Copyright © 2025, Oracle and/or its affiliates |
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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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Create Bank Account

1 (we) hereby authorize NYC School Construction Authority (the to initiate ACH transfers fo/from the selected account below At the depository financial tufion named below, | (we} understand if corections are
necessary it may involve adjusiment (debit or credit) o acknoviiedge thal the origination of ACH iransaclions 1o my {our) accouni must comply with the provisions of NACHA rules and U S, law. This

on is fo remain in full force and effect unfil | (we) nofify the Authority in wrifing of any bank account changes or fes i i n. | {wre) understand that the Authority requires at least 15 business days
notice prior to the effective date of the proposed changes or termination of this authorization.

5
* Country |”""‘“’5'“"3—’T| FromDate 11825

Inactive On | m
IBAN

* Bank Branch IL‘L' * Cumrency

* Attachments None =

Click Currency dropdown list and select
appropriate currency (USD)

D Allow intemnational payments
4 Additional Information

* Account Name |

Alternate Account Neme |

Account Suffix | i |

Create Another ” OK H Cancel ‘




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

Step 22

(527-46)

Enter Account Name

Create Bank Account
| (we) hereby authorize NYC Schoal Construction Authority (the “Authority”™), to initiaie ACH fransfers to/from fh ecied account below. At the depository financial institution named below. | (we) understand if corrections are
necessary It may involve adjustment (debit or credit) to my {our) account | (we) acknowledge that the origination of ACH fransactions to my (our) account must comply with the provisions of NACHA rules and LS. law. This

autherization s to remain in full force and effect until | (we) notify the Authority in writing of any bank account changes or termination to authonization. | (we) understand that the Authority requires at least 15 business da:
notice prior to the efective date of the proposed changes or termination of this authorization

g 1225
* Country | United States v ‘ From Date  11/12725

* Account Number ‘ 321456729 Inactive.On | m

* Bank Name ‘ IPMORGAN CHASE BANK, NA = ‘ IBAN |
* Bank Branch | TAMPA021202337 v Crrency *’T|

= None
[ Allow international payments Hiachments +

4 Additional Information
Enter Account Name

Alternate Account Name- ‘

Account Suffix ‘ |

Create Another ” 0K || Cancel |

Copyright © 2025, Oracle and/or its affiliates |
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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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Create Bank Account

| (we) hereby authorize NYC Schoal Construction Authority (the “Authority”™), to initiaie ACH fransfers toffrom ihe selected account below. At the depository finas
necessary it may invoive adjustment (debit or credit) to my (our) account | acknowledge that the origination of ACH trans
authorization Is to remain in full force and effect until | (we) notify the Authority in writing of any bank account changes or te
notice prior o the effective date of the proposed changes or termination of ihis authorization

* Country | United States v ‘

* Account Number | 321456729 |
* Bank Name ‘ IPMORGAN CHASE BANK, NA = ‘
* Bank Branch | TAMPA021202337 v

[ Allow international payments

4 Additional Information

 Account Name | ABC Corp

Alternate Account Name- ‘

Account Suffix ‘

ial institution named below, | (w

tions to my (our) account must comply with the provisions of N.
ination to uthorization. | (we) understand that the Authornty requires at least 15

From Date 11112725
Inactive.On | m

IBAN |

* Currency v

* Attachments None =

* Account Type

Description |

Click Account Type dropdown list and
select the appropriate account type

Back l




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

Step 24

(121-48)

Click + (plus sign) to add
attachment(s)
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Create Bank Account

1 {we} hereby authorize NYC School Construction Authority (the * ority”), fo initiale ACH iransfers toffrom the selected account below. At the depository financial institution named below, | understand if correctio
necessary il may invalve adjustment (debil of cred w (our) account | {we) acknowledgs thal the origination of ACH Iransactions 1o my (our) account must comply wilh the provisions of NACHA rules and U.S, law, This
autharization s fo remain in full force and effect until nolify the Authority in wriling of any bank account changes o fermination to this authorization. | (we) understand that the Authority requires at least 15 business days
notice prioe o the effective date of the proposed changes or termination of this authi i

* Country | United States v ‘ From Date  11/8/25
—_— ™)
* Account Number | 321456789 Inactive On | Y

* Bank Name | JPMORGAN CHASE BANK, NA v ‘ BAN
Bank Branch | TAMPAO21202337 v ‘ o Click + (plus sign) to add attachment(s)

* Hor
[] Allow international payments Attachments

4 Additional Information

* Account Name | ABG Corp . its |

Alternate Account Name ‘ " |Checi'nqv

Account Suffix ‘ Description | ‘

Create Another “()_H Cancel |




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:

o Voided scanned check

o Bank letter

J ACH Form

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

Attachments
+

No data fo display Add Attachments

Type | File p allzip fi

Category,

Choose Files | No file chosen

Click Category dropdown list and select the
appropriate type

Note: Acceptable attachments for Electronic
payment request are listed below:

* Voided scanned check

e Bank letter

e ACHForm




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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Attachments

+ X

| Seomnect. Add Attachments
Type | File Unzip all zip files after upload
Category | Scannes v‘

Drag or drop attachment (s) or click
Choose Files

| Choose Files ‘Nc file chosen

B




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

Step 27

(850-55)

Click OK
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Attachments

+ X

=] Scamnect, ¥ =
Voided Add Attachments

Check.p

Type | File "| [ Unzip all zip files after upload

Ccategory | Scanned Cned v‘

Choose Files | No file chosen

Click OK




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

Step 28

(502-56)

Click OK
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Create Bank Account

| (we) hereby authorize NYC Schoal Construction Authority (the “Authority”™), to initiaie ACH fransfers to/from fh

necessary it may invaive adjustment (debit or credit) to my {our) account. | (we) ackn

* Country | United States v ‘
* Account Number ‘ 321456729 |

* Bank Name ‘ IPMORGAN CHASE BANK, NA = ‘

* Bank Branch | TAMPA021202337 v

[ Allow international payments
4 Additional Information
= Account Name ‘ C Comp
Alternate Account Name- ‘

Account Suffix ‘

due that the origination of ACH transactions to my (our) account must comply with the provisions of NACHA rules and U S. law. This
autherization s to remain in full force and effect until | (we) notify the Authority in writing of any bank account changes or termination to
notice prior to the efective date of the proposed changes or termination of this authorization

authorization. | (we) understand that the Authorfty requires at least 15 business da
From Date 11112725
Inactive.On | m:

IBAN |

* Currency | USD v |

~ Attachments nned Voided Checlpdi 4 il 3¢

its |

Account Type | Checl

Description | |

Create Another |@I

ecied account below. At the depository financial institution named below. | (we) understand if corrections are

Click OK




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

Step 29

(199-57)

Click Review Changes
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***DEV2 Environment - Prod Refresh 10A2 (8:30 pm) ===

SCA|NexGen-ERP O =

Edit Profile Change Request: Detete Change Request || Review Changes | | save | Cancet

Change Description | Change Payment Methed from check to
electronic payment Click Review Changes

Producis and Services et

Organization Details  Tax Identifiers Contacts Y| Business Cf
Payment Methods  Bank Accounts

Adlions w View v Fomatwy = S M @

Primary Account Number IBAN Currency Bank Name
(] KXXKABTEY uso JPMORGAN CHASE BANK, NA

Columns Hidden &




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

Click Submit

IBAN Currency Bank Name Attachments Details

L ] RICCAHETE usD JPMORGAN CHASE BANK, NA  JobAld forguide ©F B3
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Review Changes
Change Description  Change Payment Method from check to
eiecironic payment
Click Submit
%
Close
View w Format w “reeze [ Detach Vrap
Default Payment Method From Date To Date Details
[ ] (-] Electronic 1825 =]
L] Quisourced Check 625725 =
4 Bank Accounts
View v Format v Free
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Changing Payment Method from Check to
Electronic (EFT) (kcetmy8x)

Step 31

(144-31)

Click OK

SCA Finance team will review th
submitted change request. The
submitter will be notified if there's
any questio
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F5
SCA|NexGen-ERP

Company Profile @

¥ There is a profile change request pending approval. You may edit to make additional changes.
> P

Change Description  Change Payment Method from check fo

Requested By McCartney, Paul electronic payment

Last Change Request 19064

114/2
Request Status  Pending Approval Request Date  11/14/25

Organization Details  Tax Idenfifiers Addesses Contacis Payments Business Classificalions  Products and Services

Payment Methods  Bank Accounts

& Confirmation x Click OK
‘Your profile change request 19064 was submitted for approval 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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This completes the guide.
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