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How to update a settlement bank account, ABN, and contact
information

Once a supplier has been registered for the supplier portal, they receive an email from Workday
containing a link to set their portal password.

Once the password is set up, the supplier is taken to the Supplier Portal home screen to begin
adding in their:

+ Bank Settlement Account details

« ABN

« Contact Information

This guide shows suppliers how to update their settlement bank account, ABN, and contact
information in the Supplier Portal.

Step 1:
A list of three tasks displays in the 'Awaiting Your Action' section of the home screen.

1. Contact Information Change
2. ABN Question
3. Settlement Account Change

Click any of the three tasks to open it. In this example, I'll start by entering Bank Settlement
Account details.

=N =  # s
Al 1 » 7

Hello There t's Wednesday, 25 February 202¢

Awaiting Your Action

Contact Information Change for - created by Dean Licclardo on 23/02/2026

a

ABN Question: Beta Catering (Inactive)

Settlement Account Change for - crested by Dean Licclardo on 23/02/2026

@ wyrests bt
ove 2070272020
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Step 2:
You're taken to your Inbox, where all three tasks display. The screen defaults to 'Create Settlement
Bank Account' as we had previously selected the 'Settlement Account Change' task.

Click the '+ icon under the 'Settlement Bank Accounts' section to add a new account and begin
adding the supplier's bank details.

=wo (R Q soarch o g

@ My Tasks s All ltems
Q e Al e " Create Settlement Bank Account
[E  Annems
%t Advanced Search
Please Provide Company's Bank Account Detsils
) Saved Searches Contact Infarmation Change for 24/02/20
created by Dean Liceiardo on
2390202028 " stat
T — Due: 2610272028
Sugplier  Bata Catering (inactive)
RN Gueeton B CHeRRg ST T
(Inactive)
[F]  Archive settiement Bank Accounts  Attachments
Oue: 2610272026
e Settement Bank Accoun
B sukasprove sl
2302/2028 *Accout iformation Actount Details Intermediary Bank Accounls
Due 260212026
No items available.
..... your commant

o ) (oo ) (D

Step 3:
In the 'Country' field, type Australia, press Enter and select 'Australia’ from the search results.

= MEny _ Q search Q é a

@ My Tasks - All ltems
a m
| (@ Alllems
W Advanord Search secoun — o
Couny #
(©  Saved Searches Contact Information Change for 2T -
created by Deon Licclardo on
28/02/2028
Sapile Conmecton Pyt Types B Code
Fitars D 20/02/2026
Ao Qurwon; bt ks e T T
nactive
M Archive o)
Oun 26/02/2026
Acxepten Cumencies Branch G
5 Bulk Approve Settloment Account Change for
created by Dean Licciardo on
23/02/2028
For Sl eanch Hame.
Dus 26/02/2026 .
— B Idohcation Core
Preectn Paymoent Type [
et
e e

@
( concel ) savetorioter en
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Step 4:

In the 'Account Type' field, select either 'Savings' or 'Checking', as applicable.

6 My Tasks

| [ Anltems
(5)  Saved Searches
3 Fiters
[E]  Archive

}  Bulk Approve

Step 5:

All ltems

Q

74t Advanced Search

Contact information Change for
created by Dean Licclardo on
23/02/2026

Duer 26/02/2026

\ ABN Question: Beta Catering
(nactive)

Due 26/02/2026

Settiement Account Change for -
created by Dean Licciardo on
23/02/2026

Due 26/02/2026

Q Ssearch

Attachments

‘Account Type &

Payment Types

Accepted Cumencies

Fo Supgiier Connections Only

Hequnes Prencte

Account Detaits

Country *

Bank Identifcation Code

Aocount Number

Check Digit

Name O Account

cancel

Inteemadiary Hank Accounts

In the 'Bank Code' field, type the BSB number of the account. For example, '083-064' and press

Enter.

@ My Tasks

| [ Anitems
Saved Searches
) Filters
[¥]  Archive

3 Bulk Approve

April 2026

All ltems

Q +

% Advanced Search

Contact information Change for
created by Dean Licclardo on
23/02/2026

Oue: 26/0212026

ABN Question: Beta Catering 24022020y

(active)

Oue: 26/02/2026

Settiement Account Change for
created by Dean Licciardo on
23/02/2026

Dus: 26/02/2026

Q Search

Supgler Commeetion Paymant Types

Payment Troes

Accepted Curtencies

For Suppher Connections Only

Hewuies Preeste

Bar Igontifcation Code

Accou Mmber

Check Digit

Name O Arcrut

cancel

o P a

........ hary Barw Accounts
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Step 6:

The 'Bank Name' and 'Branch Name' fields should auto-populate once the Bank Code (BSB) is
populated. If they don't, you'll need to use the search functionality in each field, or type the name
(or part thereof), press Enter and select from the search results.

In the 'Account Number' field, type the account number. For example, '191234567'
= SR Q. seoch o & a

=) MyTasks o Al tems

mo
| @  Alloms

Saved Searches

Acoount Type &

; Filters
ABN Question: Beta Gatering e s - —_
(inactive) o
[{ Archive ~
Oue: 26/02/2026
..... Trves wancn Name
1 Bulk Approve ‘Settloment Account Change for
croated by Dean Licclardo on
23/02/2026

Accepted Curoncies Bark Idmtfcation Code
Oue 26/02/2026

(oo ) (D

Step 7:
In the 'Account Nickname' field, type the name you want to record as the nickname for the
account. For example, 'Beta Catering'.

=wo (TR o o & a
‘ Settlement Bank Account I

Attachment
6 My Tasks I All items
a ' m
| @ AN loms
Advi Accoun Detas Intermectay lank Accours
Saved Searches Contact information Change for
created by Dean Licclardo on
23/02/2026
Aecout Tyoe o
s Due 20/02/2026
ABN Question: Beta Calering air Conmecton Parmnt Tyoes ok Na
@ Archive (inactive)
Oue 2000272026
Payment Types
B oukaspron Settioment Account Change for
craated by Dean Licclardo on
22/022020
S sanane Aecepted Curroncien e bdanfcation Code
fon Sl Connections Only Aceamt Mumber
[rr—. Cneck Dt
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Step 8:

Scroll down to view additional fields.

In the '"Name on Account' field, type the name of the account. For example, 'Beta Catering'.

= menu

=) MyTasks e

|

Al ltems:

@  Saved Searches

< Filters
E  Archive

B sukapprove

Step 9:

All Items s

Q  search Al ltem X

24 Advanced search

Contact information Change for -
‘created by Dean Licclardo on
23/02/2026

Due: 26/02/2026

A ABN Question: Beta Catering  24/02/2026 Yy
(inactive)

Oue 26/02/2026

Settlement Account Change for -
created by Dean Licciardo on
23/02/2026

20022026

Due: 26/02/2026

Q search

Settlement Bank Accounts  Attachments

Settlement Bank Accounts

@
= “Account Information

Payment Types
Accepted Curencies
ForSuppier Connectons Oy
Roguires Prento

Prenote Payment Type

Inactive

‘Account Detals

Branch Nams

X Broker-Assets Melbourne VIC =

Bank identification Code

Account Number

Chock Digit

Name On Account

Bank Instructions

Bank Address

Address

=

Intermedtary Bank Accounts

Click the 'Attachments' tab to add supporting documentation to verify the bank account details.

= men

(=) MyTasks I

| @ Alltems
Savod Searches
) Fiters
[¥]  Archive

3 bk Approve

April 2026

All Items

Q sewch Allter "

% Advanced Search

Contact information Change for
created by Dean Licclardo on
23/02/2026

Oue: 26/02/2026

ABN Question: Beta Catering 24022020y
(nactive)

e 26/02/2026

Settlement Account Change for w026
ereated by Dean Licclardo on
23/02/2026

Dus: 26/02/2026

Q Ssearch

=

Payment Types

Accepted Currencios

Fo Suppiler Connections Only

Neauies Prenate

Preacts Paymeat Type

Account Detats

ranch Name

* Broker-Assets Melbourne VIC

e 1gentifcation Code

[ron——

cancel

= Y

Intermediary Bar Accounts

Save for Later
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Step 10:
Click 'Select files' to upload supporting documentation.

= Q s
Change Event  Settlament Account Change for - creaied by Dean Licciarda on 23/02/2026  Slatua  Orah
a My Tasks All ltems
Suppller  Beta Cotering inactive)
a Al e "

| [ Annems
. Settlement Bank Accounts
t Advanced Ssarch

(&} Saved Searches Contact information Change for 24/02/20; Attachments.

ereated by Deon Licelardo on

] Fiers Dox S0V Drop files here
e
) Bulk Approve Settlament Account Changs for

croated by Dean Licciardo on
200022026

Dusr 26/02/2026

Pracess History

Caneel

( save tor Later

Step 11:
Select the document from your files and click 'Open'.

ool
Parent -
oy
Tax 1D

Justify

<
At
Uplosd trom mabite “ Cancel

( sovefortater ) cancel )

April 2026
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Step 12:

Click 'Submit' to finalise the settlement bank account changes.

= mew _
@ My Tasks

| [@  ANnems
) Saved Searches
3 Fiters
[M  Archive

3 Bulk Approve

Step 13:

All ltems

Q Ssearch

Please Provide Company's Bank Account Detal|

‘contact Information Change for 2022026 1y

created by Dean Licelardo on
23/02/2026

Dus: 26/02/2026

ABN Quesion; Beta Calering  24/02/2026 1,

(nactive)

Due: 26/02/2026

Attachments.

Settlement Account Change for 202202y

ereated by Dean Licciardo on
23/02/2026

Duer 26/02/2026

Upload )

Process History

o &P a

e |

A success notification displays, advising the 'Settlement Bank Account' information has been

updated.

Now action your next task in your inbox.

Click the '"ABN Question' task in your inbox to begin actioning the task.

= o (R
6 My Tasks

| @  Alloms

Saved Searchos
:  Filters
[} Archive

B sukaoprove

April 2026

All Items

Q

U Advanced Search

Contact information Change for
created by Dean Licelardo on
23/02/2026

Due: 20/0272026

Q Ssearch

Create Settlement Bank Account

"

ABN Question; Beta Catering
(nactive)

e 26/02/2026

ata Catering submitted by Dean Licclardo on 23/02/2026
Up Next: Eaine Jpdate Supplier Contact informatior

o P a
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Step 14:
In the 'ABN' field, type your business' ABN. For example, 49615380044.

= SR N o P a

(=) MyTasks «  Allltems
s ABN Question ‘Supplier Portal Questionnaire’ for Supplier Beta Catering submitted by Dean Licclardo on 23/02/2026
AL e "
| @  Allloms
% Advanced Seatch
Saved Searches Contact information Change for
creoted by Dean Liclrdo on
2302r2026
3 Fners Due 200272020 N
-ﬂ

ADN Question;Deta Cterng 2410272026y
(nactive)

[@  Archive
Oun 2600272026

) Bulk Approve

( select files

Step 15:
If you do not have an ABN, you'll need to provide one of your supplier statements, otherwise
you'll be charged 'Withholding' tax.

Click 'Select files' to attach one of your supplier statements.

= mew - Q Search Q =4 a

@ My Tasks [ All items
a ABN Question 'Supplier Portal Questionnaire’ for Supplier Beta Catering submitted by Dean Licclardo on 23/02/2026
| @ Anitems
2% Advanced Search
Saved Searches Contact information Change for
created by Dean Licclardo on
23/02/2026
3 Filters Due: 26/02/2026
ABN Question: Beta Catering
inacts
(1  Archive p—
ous 2000272026
3 bk Approve
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Step 16:
Select the file you want to attach and click 'Open'.

€ open x

:
Suppliv
orge =-ae
Tax Au| -
Justifi Ll 19PM
! ‘
At
..

m ( swetortater ) ( cocel )

Step 17:
Click 'Submit' to finalise the ABN details for your business.

=0 HER Q soarch o &P a

e 24/02/2026 1 Dua 260212028

5 My Tasks - All ltems
a N ABN Question ‘Supplier Partal Questionnaire’for Supplier Beta Catering submitted by Dean Licciardo on 23/02/2026
I All e A
I [B  Allltems
W Atvanced search
) Saved Searches Contact infarmation Change for
created by Beon Licciardo on
23102/2026
S  Filers Dus 20022026 S
ABN Question: Bela Catering  24/02/20%
@ Achive (inaciive)
Due 26/02/2026

#  Bulk Approve

s altach Statermenl By Suppier if you do not have a registered ABN

(" upload
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Step 18:
Select the remaining task in your inbox, the 'Contact Information Change' task to action it.

This task allows you to update your supplier contact information.

= w0 [HHER Q Search o & a

6 My Tasks . All ltems

Update Supplier Contact Information

I [E  Allltems

% Advanced search Click OK to create a new Change Request. Once you click OK, a draft Change will be created

Saved Searches Supplier  Beta Catering (Inactive)

23/02/2026

2 Filers Duw: 26/02/2026

[E  Archive

3 Bulk Approve

Step 19:
The 'Update Supplier Contact Information' screen displays.

Scroll down to the 'Email' section and verify the details are correct. You must ensure
'Procurement’ is selected in the 'Use for' field.

If the details are not correct, edit as required.

If you need to add an additional email, click 'Add' to begin adding a secondary email and its
information.

Note: If there is more than one email contact, you must tick the 'Primary' checkbox for the primary
email contact.

Phone

Address

A )

Email

Delete

Email Address # | betaitest com

Type

Primary

Use For

Visibility

Comments
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Step 20:
Scroll up to the 'Address' field.

Ensure the 'Country' field auto-populates to 'Australia’.

In the 'Address Line 1' field, type the supplier's street address.

Phone

Address

Effective Date +

Step 21:
In the 'Suburb/Locality' field, type the suburb.

Phone

Address

Effective Date * | 25/02/2026 £

AddressLine1 * 10 Cherrytree Lan

Address Line 2

State or Territory *

Postal Code

Usage

April 2026 11 0f 14
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Step 22:
In the 'State or Territory' field, select the state or territory.

Phone

Address

Effective Date * | 25/02/2626 [

r
iii

SuburbLocallty | Richmand

Postal Code

Step 23:
In the 'Postal Code' field, type the post code.

Phone

Address

Effective Date *

April 2026 12 0f 14
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Step 24:
Tick the 'Primary' checkbox to indicate this is the primary address for the supplier.

Phone

Address

Effective Date +

Step 25:
In the 'Use For' field, click into the field and select 'Procurement' from dropdown list.

Phone

Address

Effective Date +

Postal Code
me
Usage
L]
Tyve
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Step 26:
Click 'Submit' to update the supplier contact information.

Phone

Address

Step 27:
A success notification displays, advising the request has gone for approval to Swinburne Finance.
= [ Q Seweh s & =2
- : scens et s
g
Note:

Once approved, the approval tasks will appear in the supplier's Workday inbox, indicating the
supplier is now active in the Supplier Portal.
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