
Update Remittance Email

1. Log into the Supplier Portal
2. Click “Manage Profile”

3. Click “Create New Request”
4. Click “Payment Profile”

5. Click the Pencil on the Location line with which the remittance email should be associated
6. Add a checkmark in the box to 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. To remove all remittance email addresses, remove the email addresses from the

field



7. Select the payment type that is associated with this location: Automated Clearing House,
System Check, etc.

8. Click “OK”
9. Click “Next”
10. Select “Payment Update” under the Audit Reason Code
11.  Check the Confirm Changes box

12. Click Submit – you will receive a confirmation notice and Change Request ID once it has
been submitted.




