How to Change Your Bank Account
Information

CITY OF

DETROIT

This guide provides the steps to add a bank account to your supplier profile in Oracle.
The only step you need to take is adding the account. The City's Office of Procurement
and Contracts will inactivate the account used previously.

1 Navigate to https://ebkk.login.us8.oraclecloud.com

Sign In
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Forgot Password

Sign In ‘

Select Language
| English v
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2  Click "SignIn".

Oracle Applications Cloud

Company Single Sign-On

or

User ID

I codprocurement@gmail.com I

Password

Forgot Password

Signin | ‘

Select Language

|English v

3 Click the Supplier Portal icon.
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4  Click the "Company Profile" picture icon on the Supplier Portal page.
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5 Click "Change Profile" in the upper right hand corner.
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TEST SUPPLIER | View Last Change Request

Company profile

& = U S —

How to update my Company Profile? ‘ Show More ‘
Organization Details Addresses Contacts Payment Methods Bank Accounts Business Classifications Products and Services

General
Supplier Number Supplier Type Status Tax Organization Type
2038371 Supplier Active Corporation
D-U-N-S Number Customer Number SIC National Insurance Number

Income Tax
Taxpayer Country Taxpayer ID
United States 38-9999956

an

Federal Reportable Use withholding tax State reportable 22
No No No @
Federal Income Tax Type Withholding Tax Group
Tax Reporting Name Name Control Verification Date

Transaction Tax

Tax Reeistration Country Tax Reistration Tuoe Tax Resistration Number .



6  Click "Bank Accounts" from the headings across the top of the screen.

Change Request 2590325

TEST SUPPLIER

Requested By Cedric McCree  Requested On 1/21/26

/3 gu

Organization Details Addresses Contacts Payment Methods: Bank Accounts Business Classifications Products and Services

10 items -+ Add Payment Method

Electronic Default Va

From Date To Date

10/2/08

BOFA Check Payment Method V4

From Date To Date

2/20/25

BOFA EFT Payment Method V4

7 Click "+ Add Bank Account".

Change Request 2590325

TEST SUPPLIER

Requested By Cedric McCree  Requested On 1/21/26

Organization Details Addresses Contacts Payment Methods Bank Accounts Business Classifications Products and Services

3 items + AddBank Account

XXXX4736

Primar
United States %

Bank Branch Currency
JP MORGAN CHASE BANK NA DETROIT-MI usb
From Date Inactive Date

3/15/23 3/15/23

XXXXX6789

United States

Bank Branch Currency

COMERICA BANK DETROIT-MI usb

From Date Inactive Date
Am i1z a7



Click "Account Number". Enter the new bank account number with numbers only
(no letters, spaces, or special characters). When you complete and submit this

form, your bank account number will be masked. Only the last 4 digits of your

account number will be visible.

New bank account

Country
United Stateq

N |

L

Currency - ]

Category
ACH Request Form

9  Type "USD"in the "Currency" field and select the "US Dollar" option.

New bank account

Country
United States

Account Number

2222222222

Currency
usD

Routing Number

=]
N ‘ (USD U%?ollar
|

Required
’ Bank Branch > ’ Account Type -
Required
Account Holder ‘
[ Allow international payments [J Primary
From Date X
2/24/2026 Inactive Date

( Account Numh;
\J Required
Routing Number - l { Bank - ]
Required
’ Bank Branch .2 I Account Type ] ]
Required
Account Holder |
[ Allow international payments O Primary
From D.
17;1;'2'02 o Inactive Date 8
Attach supporting documents



10

Enter your bank name in the "Bank" field and select your bank from the list of
options that appears.

If your bank is not listed, send an email to eprocurement@detroitmi.gov and
select "Cancel" on the bottom right side of the screen. The Procurement office will

follow up with you on the next steps.

New bank account

Country
United States

Currency

Account Number ‘

2222222222 usb
o Bank
Routing Number - | CEGHMERIEA BN L4 |
Required
MERICA K
[ Bank Branch = |
T Required
Account Holder ‘
[ Allow international payments [ Primary
From Date 2
2/24/2026 Inactive Date

Cancel Create


mailto:eprocurement@detroitmi.gov

11

12

or Savings).

Begin typing the routing number for your account in the "Routing Number" field.
Select the routing number provided by your bank. For a check, this number is on
the bottom of your check.

Country
United States

Account Number ‘ Currency
2222222222 usbp
Routing Number i l ’ Bank
072000096 COMERICA BANK
Routing Number Bank Bank Branch
COMERICA BANK COMERICA TOWER
COMERICA BANK DETROIT-MI
COMERICA BANK LIVONIA-MI
072000096 COMERICA BANK STERLING HTS-MI
072000096 COMERICA BANK BIRMINGHAM-MI
072000096 COMERICA BANK CANTON-MI
072000096 COMERICA BANK LANSING-MI

Click "Account Type" and select the bank account type (Checking, Money market,

Country
United States

Account Number Currency -
2222222222 usD

Routing Number Bank

072000096 ki COMERICA BANK i
Bank Branch Account Type

DETROIT-MI M M

T

Account Holder

=
p—

From Date

2/24/2026

[ Allow international payments

Savings

Inactive Date &)




13 Check "Primary". The Primary account is the default account Oracle will use for

payment processing.

Note: Do not attach any documents.

New bank account
Routing Number o Bank 5
072000096 COMERICA BANK
Bank Branch = Account Type =
DETROIT-MI Checking

Account Holder

[0 Allow international payments

From Date

1/21/2026

Attach supporting documents

|

Inactive Date

Category
ACH Request Form

| Drag and Drop

| Select or drop files here.

URL

=

14  Click the "Create" button on the bottom right of the screen.

New bank account

Routing Number = Bank =
072000096 COMERICA BANK
Bank Branch Account Type
DETROIT-MI M Checking M
Account Holder I
[ Allow international payments Primary
?7;;;‘;02 6 Inactive Date ]
Attach supporting documents
Category -
ACH Request Form
f %
- Drag and Drop i
| Select or drop files here \ @
URL

=

‘



15 Review the bank account information you entered.

Change Request 2682348 [ concel | [ review changes | | save

TEST SUPPLIER

Requested By otoewyvy boeiewhc  Requested On 2/24/26

~-

Organization Details Addresses Contacts Payment Methods Bank Accounts Business Classifications Products and Services

5items < Add Bank Account

PO TG =

United States EXEAy 7z
ank Branch Currency

COMERICA BANK 072000096-DETROIT-MI usp

W Date Inactive Date

1/ ek

XXXXXX2222

United States s w

Bank Branch Currency

COMERICA BANK DETROIT-MI usp

From Date Inactive Date

2/24/26

000002837

United States e
n Branch Currency

COMERICA BANK DETROIT-MI usD

From Date Inactive Date

12/13/23 1/20/26

XHOONKAT14 2

United States

Bank Branch Currency

If there are any changes needed, select the pencil icon. Otherwise go to the
1 . " . "
section named "Submit Change Request

Change Request 2682348 [ cancel | | meview changes

TEST SUPPLIER

Requested By otoewyvy boeiewhc  Requested On 2/24/26

~-

Organization Details Addresses Contacts Payment Methods Bank Accounts. Business Classifications Products and Services
5items < Add Bank Account
XXXXXXXX7043 ”
United States Ry 7
e ey =
COMERICA BANK 072000096-DETROIT-MI usD
From Date Inactive Date
1/20/26
JOOOKK2222
United States s @
Bank Branch Currency
COMERICA BANK DETROIT-MI usD
From Date Inactive Date
2/24/26
XXX 2837 "
United States
n Branch Currency
COMERICA BANK DETROIT-MI usD
From Date Inactive Date
12/13/23 1/20/26
XXXXXXXX4714 Vs
United States

Bank Branch Currency



17 Make any changes needed to the account information and click "Update".

Bank Branch = l Account Type

072000096-DETROIT-MI Checking
Account Holder l
TEST Supplier
O Allow international payments Primary
: ;'ﬂ'é“;;mé . l Inactive Date B

Submit Change Request

10



18  Click "Submit" in the upper right hand corner of the screen.

Change Request 2682348 €D [ —

TEST SUPPLIER

Requested By otoewyvv boeiewhc  Requested On 2/24/26

Organization Details Addresses Contacts. Payment Methods. Bank Accounts. Business Classifications Products and Services

5items <+ Add Bank Account

XXX T043 .

United States EXEAy 7
Bank Branch Currency

COMERICA BANK 072000096-DETROIT-MI usb

From Date Inactive Date

1/20/26

XXXXXX2222

United States 7 o
Bank Branch Currency

COMERICA BANK DETROIT-MI usp

From Date Inactive Date

2/24/26

000002837

United States z
Bank Branch Currency

COMERICA BANK DETROIT-MI usp

From Date Inactive Date

12/13/23 1/20/26

XHOONKAT14

United States 7
Bank Branch Currency

19 Type "Add bank account" in the "Change Request Description" field. Click "Submit"

Change Request Description

Change Request Description
Add bank account.

18/1000

==l - |




20 You will receive the message that the "Change request number is pending
approval." You will be contacted by the Procurement office when your account has

been added and is ready to use.

TEST SUPPLIER

Company profile:

)

How to Manage Company Profile
Click on Show Mare to learn how to update the profile information

A Change requélst 2682348 is pending approval
Requested by otdewyvv boeiewhc on 2/24/26.
View change rg Juest  Withdraw and edit change request

Organization Details ~ Addresses  Contacts  PaymentMethods  Bank Accounts.

General

Supplier Number
2038371

D-U-N-S Number

Supplier Type
Supplier

Customer Number

Income Tax
Taxpayer Country Taxpayer 1D
United States 68624723540

Federal Reportable. Use ithholding tax.
No No

Fedleral Income Tax Type

Withholding Tax Group

Tax Reporting Name Name Control

Transaction Tax

Tax Registration Country Tax Registration Type

Corporate Profile

Business Classifications Products and Services

Status
Active

sic

State reportable
No

Verification Date

Tax Registration Number

21 Click "Home" on the top right of the screen.

TEST SUPPLIER

Company profile

[ L = B W /7% am 1 I

How to Manage Company Profile
Click on Show More to learn how to update the profile information

A Change request 2682344 is pending approval
Requested by otoewyvv boeiewhc on 2/24/26
View change request  Withdraw and edit change request

Organization Details ~ Addresses Contacts Payment Methods

General
Supplier Number Supplier Type
2038371 Supplier

D-U-N-§ Number Customer Number

Income Tax
Taxpayer Country Taxpayer ID
United States 68624723540

Federal Reportable Use withholding tax
No No

Federal Income Tax Type Withholding Tax Group

Tax Reporting Name: Name Control

Bank Accounts Business Classifications

Status.
Active

SIC

View Change Request ‘ Withdraw and Edit Change Request

1 § - /% AEm I SRS

‘ Show More |

Tax Organization Type
Corporation

National Insuranice Number

View Change Request

‘ Show More ‘

Products and Services

Tax Organization Type
Corporation

National Insurance Number

State reportable
No

Verification Date

12



22 You will be returned to the the "Supplier Portal" home page.

S

Additional Links

B Acknowledge schedules in spreadsheet

+  Create invoice

Motifications

Negotiations Orders K 1Unread

Supplier News
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din

ATTENTION SUPPLIERS!
2025 Christmas Holiday Processing Sche

The Accounts Payable Division will be closed for the Christmas holid
Wednesday, December 24th, through Friday, January 2, 2025. The fi
Receipts and Returns Invoices Payments payment date for 2025 is scheduled for Friday December 26, 2025. |
having a due date through January 2, 2026, accurately uploaded, va
and receipted by the due dates described below will be processed fo
December 26, 2025, payment date. All Non-Po Workflow requests st
submitted to Accounts Payable by Noon on Monday, December 22,
included in the processing for the December 26, 2025, payment datc

The normal processing schedule will resume on January 5, 2026.
If you have any guestions or need additional information, please cor
Regina Green at 313-573-5063. Thank you in advance for your coop

Posted 11/12/2025

Company Profile

Oracle will be down for scheduled maintenance and unavailable sta
Friday, November 21! after 10:00 pm EST until Saturday, Novembe



