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iSupplier 

Managing Bank Accounts 

This Topic demonstrates the process of Managing Bank Account. 

Procedure 

 
 

 
 

Step Action 

1. In this topic techniques for Managing Your Bank Accounts will be covered. 

In this example, we will view: 

- Editing an existing bank account 

- Creating a new bank account   

 

1. Editing an existing bank account 

 

 From the Supplier Home Page: 

Click the Administration tab. 
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Step Action 

2. Click the Banking Details link. 

 

 



 

Training Guide 
Managing Bank Accounts 

 

 
Page 3 

 
 

Step Action 

3. Select an existing account.  

For this example, we have selected JP Morgan Chase account ending in 

xxxxxx21. We will add an end date for the bank account. 

Click the JP Morgan Chase End Date Calendar button. 
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Step Action 

4. Select September 26, 2017 from the Pop up calendar. 

Click the 26 link. 
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Step Action 

5. Click the Save button. 

 

 

 
 

Step Action 

6. You will receive a confirmation stating general account assignments have been 

updated. 

 

2. Creating a new bank account 

 

Click the Create button. 
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Step Action 

7. In this example the bank account can be used for foreign payments. 

Click the Account is used for foreign payments option. 
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Step Action 

8. Click the Existing Bank option. 

 

 

 
 

Step Action 

9. Click the Search: Bank Name button. 
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Step Action 

10. Click in the Search By field. 
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Step Action 

11. Enter the desired information into the Search By field. Enter "Chase". 

 

 

 
 

Step Action 

12. Click the Go button. 
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Step Action 

13. Choose the desired bank. 

Click the Quick Select button. 
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Step Action 

14. Click in the Branch Name field. 

 

 

 
 

Step Action 

15. In this example, the branch name is "West Loop". 

Enter the desired information into the Branch Name field. Enter "West Loop". 
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Step Action 

16. Click in the Branch Number field. 
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Step Action 

17. Enter the desired information into the Branch Number field. Enter "021200339". 

 

 

 
 

Step Action 

18. Click in the Account Number field. 
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Step Action 

19. Enter the desired information into the Account Number field. Enter 

"1234567890". 
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Step Action 

20. Click in the Account Name field. 

 

 

 
 

Step Action 

21. Enter the desired information into the Account Name field. Enter "ABC Corp". 
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Step Action 

22. Click the Save button. 
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Step Action 

23. Click the Save button. 

 

 

 
 

Step Action 

24.  

End of Procedure. 

 

 


