PGE - UPDATE REMITTO
(ACH, WIRE, CHECK, VPAY)

Please follow the steps below for adding or updating your remit to for invoicing to

Portland General Electric.
**DO NOT USE THIS FORM IF YOUR BANK IS OUTSIDE THE UNITED STATES.
SEND AN EMAIL TO SUPPLIERENGAGEMENT@PGN.COM

STEP
1.

ACTION
You have received an email to
update your remittance address.

Select the link to ‘Update Profile’

DESCRIPTION

Update your profile for PGE

Hello I uG———————————

PGE received a request to either add a new or update an existing remittance address;
cehck, wire, ach, or Vpay. In arder to proceed, PGE wants you to respond by updating
your company profile on Coupa. This information is required so the updates / changes
can successfully be implemetned in the system.

We have provided instructions detailing how to properly fill out the electronis form in
Coupa. Itis imperative that you DO NOT delete any data on teh form or overright any
existing data. If you are unsure on how to proceed after reviewing the instruction, please
reach out to SupplierEngagement@pgn.com

Use the "Update Profile” button to respond or decline.

Misc. Accounts Payable

PGE

N
—=
Update Profile ]

Log in to Coupa

Login

* Emall

* Password

New 1o Coupa? CREATE AN ACCOUNT

Forgat your password?

Once logged in, Select the Add
Remit-To button

All updates to existing Remit-To
(including changes to email
address or bank account # with
an existing bank NEED to be
added as a new Remit-To)

DO NOT:
- Select any red "x"
- Change any existing field data

Profile [ poz

PGE Exemal Remit To Mainienance

Form used by suppliers To Addresses (RTAs) for

Supplier Information

Add New or Update Existing Remit-To Address (RTA)

Remit-To Addresses

Remit-To Address I}
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mailto:SUPPLIERENGAGEMENT@PGN.COM

A pop-up will appear ‘Choose
Remit-To Address

Select Create New Remit-to
Address in the lower right corner.

Choose a Remit-to Location below - Recommended

It's a few more fields, but provides compliance, verification, and re-usability. Otherwise, click
‘Cancel' to add info fo your customer's form manually:

Choose existing or create new Remit-To Address

| 0 Create New Remit-To Address

Enter the Business Legal Entity
Name and Country

Select Continue

Where's your business located?

Setting up your business details in Coupa will help you meet your customer's invoicing and payment
requirements. For best results with current and future customers, complete as much information as

possible.

= Legal Entity Name ‘

* CountryRegion] | United States

This is the official name of your
v business that is registered vith
the local government and the

countrylregion where itis located

Enter New Form:
Select from an existing address or
add a new address

Select the check boxes

Select Save and Continue

Which customers do you want to see this?

What address do you invoice from?

Use an existing address | Select

* Address Line 1

*City

State
*Postal Code

Country/Region [United States

se this address for Remit.To @

Use this for Ship From address @

What is your Tax ID? @

Country/Region | United States
TaxID

(O don'thave Tax ID Number

Add additional Tax ID

Miscellaneous

Invoice From Code

Preferred Language | Engish (US) v

REQUIRED FOR
INVOICING

Enter the registered address of
yourlegal entiy. This is the same
location where you receive

government documents. @

Cancel
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Select the payment method:
Address (check)

Bank Account (ACH)

Virtual Card (Vpay)

Select Save and Continue

*Payment Type
What is your Rel

Ad

Where do you want to receive payment?

Address

Address
Bank Account
Virtual Card

=

dress Line 1 123 MAIN ST
City Portiand
State OR

Postal Code 97204

Country/Region United States

.
»

If adding Bank info for ACH - you
must attach a Void check or Bank
letter.

Fill in all the highlighted fields:
Bank Nam

Account #

Routing #

Email Address

SWIFT/BIC code - if you do not
have this select the check box
that you do not have.

Where do you want to receive payment?

“Payment Type | Bank Account w

What are your Bank Account Details? @

Bank Account | United States ~
Country/Region:

Bank Accou

State:

Select an Option

int Currency: | USD -

Beneficiary Name: | Cloud Specialties

Account Number:

Confirm Account|
Number:

ACH Routing Number:

Wire Routing Number:

SWIFT/BIC Code:

e

[SIMy bank does not have a BIC code

Branch Code:

Bank Account Type: | Business “

Supporting Documents |[ Choose Files | No file chosen
Email Address || testpge 24.c+CloudSpecialties@gmail com

(/]
L]

Confirm the information is
accurate.

Select Next

= 6543
323075181

customars know where to send payment for their
K Next

Where do you want to receive payment?

invoices. Click Add RemitTo to add more Add RemitTo

Remit.To Address Status

123 MAIN ST Active sainazs
Portiand

OR

97204

United States

e ey S |
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10.

If you didn't select to have the
check box in Step 6 to “use this
address for Ship From, you will
need to fill out the ship from
details.

Address

City

State

Zip Code
Country / Region

Where do you ship goods from?

a

Whatis your Ship From Address?

Address Line 1 123 Main St [+]

What is your Remit-To Integration Code? @

Contact Information
First Name
LastName

Email

Work Phone
Mobile Phone
Fax Number

Web Site

Which customers do you want to see this?

@l

@PcE

Where do you ship goods from?

ing different shipping dataiks on the invoice s required if they are diferent to where ‘Add Ship From

Title Status

Active

pescivoteLegaicoty Ji Done_|

11.

Select Add Now from the setup
screen

Setup Complete
4]
L

Do you want fo Add Remit-To Address to the customer profile now?

Add Later

12

Once added, you will need to
select the Payment Method on
the new Remittance Address.

If ACH or Vpay, you must add a
remittance email address

** eave the Address Description
field blank

Remittance Options

Active

Active ~

Address Description / Location Code

I
* Payment Method

A . cntoeblank

Are you using ACH or VPay as the Payment Method?

Yes
O No

If yes, you must provide a Remittance Contact email address

Remittance Contact Email

Email address is required for ACH or VPay Payments

13.

Once entered, review the
information for accuracy.

N\
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PGE will not have the ability to
see the full bank account # that

was entered upon submission for
ACH

Scroll to the bottom of the page
Select 'Submit for Approval’

Whe should we reach out to with any questions about this change?

DO NOT make changes or delete any existing

data or Remit addresses

14. Forms will be reviewed by Misc.
Accounts Payable at PGE and
processed within 7-10 business
days upon receiving.
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