
 

HOW TO UPDATE/ADD ‘LOCATION INFORMATION’ AND ‘BANKING DETAILS’ IN 
SMART SUPPLIER PROFILE. 

 
Step 1:   Click on 'Supplier Profile' icon on the left side of the home screen (shown below) 

 
 
Step 2:   Click on ‘Create Change Request’  

 
  



 

Step 3:    Go to ‘Location Information’ section and Click on '+ Add New Location' 

 
 
 
Step 4: Complete all mandatory fields.  

In ‘Choose location Type’ field, click on ‘Show Lookup’.  

 
 
  



 

 
Step 5: Select the following 2 location types (‘Remit to Location’ and ‘Ordering Location’). Click 
on ‘Done’ and ‘Save’ 

 
 
 
Step 6: Once saved, the Banking Information section will appear as shown below. 
Click on ‘Add banking info’ 

 
 
  



 

Step 7:   Choose your applicable ‘Payment Method’ from drop down.  

 
 
Step 8:  Fill in all mandatory fields as required (use “N/A” if not applicable).  
Click on ‘Done’ and ‘Save and close’.  Click on ‘Submit’.  

 
 

***END*** 


