Update Remittance Email

1. Loginto the Supplier Portal
2. Click “Manage Profile”

a entergy ‘ Search in Menu ‘ ‘
S ——

Supplier Secure Home Page

Manage Profile Invoices and Payments Change My Password

& E ORACLE
— j D s PEOPLESOFT

S
Update your Registration and Profile

Privacy Policy |Terms & Conditions
© 1998-2021 Entergy Corporation, All Rights Reserved. The Entergy name and logo are registered service marks of
Entergy Corporation and may not be used without the express, written consent of Entergy Corporation.

3. Click“Create New Request”
4. Click “Payment Profile”
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For all new bank account additions, please include an attachment referencing the full bank account number
either on your company letterhead or on an invoice. Please ensure the account to which you want to receive
payment is checked as the default.
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5. Click the Pencil on the Location line with which the remittance email should be associated
6. Add acheckmarkinthe boxto Enable Email Payment advice and add the requested email
to the email ID.
a. Multiple emails are allowed as long as the full email address fits inside the field
b. To change the email remittance address, remove any unwanted emails from the
field and add the correct email to review payment advice from Entergy.
c. Toremove all remittance email addresses, remove the email addresses from the
field



7. Selectthe payment type that is associated with this location: Automated Clearing House,
System Check, etc.
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v Payment Notification Preferences

Enable Email Payment Advice
Email ID ‘ esupplier@entergy.com

Payment Method Remove
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v Location Comments

Comment

8. Click“OK”

9. Click “Next”

10. Select “Payment Update” under the Audit Reason Code
11. Check the Confirm Changes box
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Review and Submit Changes for TEST COMPANY

Please be aware updates to your information may take several business days to take effect
Use the "Review" button to review changed information.

Use the "Submit" button to submit your change request.

Email communication regarding this request will be sent to:

esupplier@entergy.com
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12. Click Submit — you will receive a confirmation notice and Change Request ID once it has
been submitted.



Supplier Change Request Submit Confirmation

Pending Approval

Q’ You have successfully submitted your Supplier Change Request
Your Change Request ID 0000003904

Any email regarding the request status will be sent to:

esupplier@entergy.com

= Return to Supplier Change Request Selection Page
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