You will not be able to click on the ACH/EFT tab and see the vendor banking information. Four you that
will be ghosted. You will be looking for ACH info on the ”Address” information tab for the vendor. If the
vendor has only a main address you will see it right on their Address information tab. If the “Default as
Automated Payment” box is checked and the “Method” drop down indicates ACH then you are good to

go.
mVendor!Cnstomer [682197] _ O]
ID [EE2157 [FICO TEXTILES. INC. B 0uick Reference | |Active =]
Wendor Type [ No Special Type | 1099 w-9 Date [ 00/00/0000=] I~ MBE [~ WEBE TawID [ === -1 Q)
[ Cugtomer Type |Dther | WendFRet | nglank

Ses | Default Addresses/Contacts | ACHIEFT | 1099 | Bid Infa | FY Totals | Aftachment
&dd |<MAIN> | i =] Use For ————
;I 158 Active ¥ Purchasing/aP
Compary |FICO TEXTILES, INC. Last Transaction ¥ EBid
024072018 v Order
Address [345 5. 54N PEDRO STREET Country I Riemit
City [LOS AMGELES State |4 @ Zpp [30m14
¥ Default to e-mail PO ‘wieh Site |
| V¥ Default as Automated Payment - Methad |.f5-.I3H -]
I~ Default as EFT Aot # | Term Disent [ 0.0000 %-] 0 Days
| T Customer I Default &/F Account I - 5'
ISaI. FirstName Lasthame Phone # Fax# Other Phone & |E-Mail Address I;l
L MIKE ZARGAR 8773533238 2136241045 MIKEEPICOTE:

-
L | LI_I

If the vendor has a MAIN address and a REMIT as CDW-G does, click on the word “REMIT” and you will
see the payment screen.

mVendorICustom er [112937] =] B3

ID [112937 |COW GOVERNMENT INC. B uick Reference | JActive =
Vendor Tupe| Mo Special Tupe =] I~ 1093 w3 Date[ 00/00/0000=] I~ MBE ™ WBE TasID [ === -] @
[ Customer Type |I:Ither ;l Wend Ref. | gBIank
Addresses | Default Addresses/Contacts | ACHIEFT | 1099 | Bid Info | FY Totals | Aftachment
I =) Add | AN | : ,:I UzeFor ————
AddriD . ress |< ? Active ¥ Purchasing/4P
M <MAIN> y [COW GDVERNMENT INC. Last Transaction [ Bid
REMIT |I33.v'1 3/2Ma v Order
Address [2 CORPORATE DRIVE Country I Remit
SUITE 800 |
City [SHELTOM State |CT al zio [05224
IV Defaulto e-mail PO ‘weh Site |
™ Default as Automated Payment - Mathod [Hone =1
I™ Default as EFT oot # | Tem Discrt [ 0.0000 %-[ 0 Days
| T customer | Default &4/R Account [38000 @
ISaI. Firsthlame Lasthame Phone # Fax# Other Phone # |E-Mail Address [;l
L JOHM MARGIOTTA 2038517262 2038392162 [ohn.margiottale
GACHREMITTAM
| Il | 3|




Click on the word “REMIT” and you will see the payment screen. If the “Default as Automated Payment”
box is checked and the “Method” drop down indicates ACH then you are good to go.

mVendorICustomer [112937] _ O] x|

D [112937 [C0'w GOVERNMENT INC. Bt|  Guick Reference | =]

| Active

Wendor Type| Mo Special Type | F1099 /-3 Date [ 00/00/0000=] [~ MBE [~ WBE TaxID [ = -] Q]
I Customer Type [ Dther | vendRef. | CyJ[Blank B
Addresses | Default Addresses/Contacts | ACHIEFT | 1088 | Bid Info | FY Totals | Attachment
| Add REMIT I B _I Llze Far
Bledarp o] Addess] Active W Purchasing/aP
<MAIN Campan_l,l |CDW GOVERMMENT IMC. Last Transaction I_ Bid
|FEMIT 03/19/2018 ™ Drder
Address [200 N. MILWALKEE AVE Country ¥ Renit
City [WERNOM HILLS State [IL @)l 2ip [Eo0Et
™ Default toe-mail PO Web Site |
IV Default a5 Automated Payment - Methad [ACH =
I™ Default a3 EFT Acct# | Temn Disent [ 0.0000 %-[ 0 Days
|| ™ Customer I Default A/F Account | - EI

ISaI. Firsthame Lasthame Phone # Fax# Other Phone # |E-Mail Address [;
JOHN MARGIOTTA, 2038517262 2035332162 john. margiottaEice
H GACHREMITTAN

L | ol
Some vendors have MULTIPLE “REMIT” addresses. In this case, please click on each one of the “REMIT”
options and if one of them has the “Default as Automated Payment” box is checked and the “Method”
drop down indicates ACH then you are good to go.

VendorfCustomer [037325] M=l E3
ID [037325 [HOUGHTON MIFFLIN HARCOURT B¢| Quick Reference | |Active -]
Wendar Twpe | Mo Special Type =] 1033 w9 Date [ 00/00/0000=] [~ MBE [~ ‘WBE TaxID [ == -] @
[¥ Customer Type |Dther | WendRef. | nglank

Addresses | Default Addresses/Contacts | ACHIEFT | 1099 | Bid Info | FY Totals | Attachment
I | Add IF!EMITS I ; _I Use For —————
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3I6B75 Company [HOUGHTOM MIFFLIN HARCOURT Last Transackion I Bid

REMIT FUELISHING COMPAMY [o=r14s2078 ™ Order

REMIT] dhess [125 HIGH STREET, SUITE 300 — W Remit

REMIT2 2

REMITA . :

REMITA City [BOSTONM State [MA @l Zip 02110

REMITS Default toemail PO ‘web Site |

REMITE ¥ Default 35 Automated Payment - Method |.-’-‘«CH =1

Egmg I Default a5 EFT Aoct# | Tem Discrt | 00000 %-[ 0 Days

M

ll ™ Customer I Default A/8 Account I - 5'

ISaI. Firsthame LastMame Phone # Fax # Other Phone # [E-Mail Address l;
BN2834490 BN2R95232 CREDITDEPARTI

M BON4F2E535 BORRT2E350 ACCOUNTS REC]
B478E92300

304677192 =
L | e




If none of the screens have the “Default as Automated Payment” box is checked and the “Method” drop
down indicates ACH then the vendor has not provided their information. At that point you may forward
and have the vendor complete the W9 and ACH Information request form (attached again here for
convenience) and send back to Purchasing for entry.

| hope this clarifies the process for checking a vendor for ACH status.



