
  
 

 

        

   

                                                                                                              

      
 

 
            

     
 

  
       

 

   
              

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Supplier: Add or Update Remittance Address 

SUPPLIER: ADD OR UPDATE REMITTANCE ADDRESS 

Introduction 
Suppliers can update their remittance address to ensure payments and correspondence are 
sent to the correct location. 

Security Roles 
- Supplier – External Supplier Portal User 

Add/Update Remittance Address 
1. Sign in to the Workday Supplier Portal through Angeleno log in using your 

credentials. 
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Supplier: Add or Update Remittance Address 

2. From the Menu at the top left, navigate to the Contact and Banking dashboard. 

3. Under the Change section, select Change Contact Information to update existing 
contact information. You must have a settlement account already created. Otherwise, 
select Create Contact Information to add new details. 
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Supplier: Add or Update Remittance Address 

4. The supplier contact information will be displayed. Fill in the required fields, where 
suppliers will be able to add or update the remittance address in the Address section. 
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Supplier: Add or Update Remittance Address 

5. In the Usage section, under “Use for”, select Remit To as the option. 

6. Once the Remittance address has been added, click the “Submit” button to save the 
remittance address entered. 
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