
Step 1 – Access Supplier Profile 

• Select General Info and Company Profile.
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Step 2 – Add New Remit-To Address 

 
• Review the address(es) already in Remit-To Address link.  
• In the Documents & Certs. link, upload a new Direct Deposit document listing the new Remit-To by clicking Add 

Other Documents. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• TRS will be notified a new document has been uploaded for review and will update the address internally. 
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• Make the appropriate changes, and capture them in the Reason text box 
• Save and Submit for Approval. This will also trigger a notification to TRS. 

Step 3 – Request Company Information Change 

• From anywhere in the Supplier profile, click Request Information Change. 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 
• This makes the Company Information editable, as well makes a Reason for change request text box visible. 
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