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How to change Vendor Bank Account 

 
Handling Procedure #06 

 

Integrated Financial Management Information System (IFMIS) 

 

Please make sure that there is an attachment in the vendor 

as a reference for the reviewers and approvers to check 

whether the bank account details added are correct. 
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1 Document Purpose 

1.1 Purpose 
To keep the control of the Vendor Bank Account so that the payment is made correctly, it has been decided 

that the updating of the Bank Accounts is now subject for Approval. 

So, it is important to keep an attachment to the Vendor as reference to check the bank account details of 

the Vendor. 

 

1.2 Intended Audience 
All Users that have access to create and update IFMIS Vendors  

 

 

2 Change Vendor Bank Account 
This section is applicable for all users who can make the changes in the Vendor Bank Details. 

2.1 How to change Vendor Bank Account 
 

Step 1. Navigate the Menu > Admin > Common Entities > Vendor > Vendors. Search for the Vendor to edit. 

And click on the + on the Bank Account. 

 

Step 2. Add the details below then click the update and return button. 
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Step 3. Go to the attachment tab to add the bank details of the vendor 
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Step 4. Click the New button 

 

Step 5. Provide the details as necessary then click the Save and Return button. 
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Step 6. Click on the Update button.  
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Step 7. Click Ok on the message displayed. 

 

Step 8. After this, the Update button in the Vendor is no longer available. This ONLY becomes available 

when the Change Request associated to it is approved. 
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Step 9. Click on the Change Request button to see the status of approval of the Changes made. 

 

Step 10. The screen “Change Request” will be opened. This is the screen where the changes made in the 

Vendor is created. Click on the Workflow History to see the users. With this, a follow up can be made to the 

assigned Users. 
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Step 11. The list of the Users assigned are displayed. The follow up can be made to these users.  
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2.2 How to send the Bank Details document. 
Some of the vendors that are already in IFMIS does not have a vendor bank details document that is 

attached. When the Changes was made and the changes was lready pending for approval, the Update 

button in the Vendor is no longer available.  

It is why it is important to attach the Vendor Bank Details document first before updating the Vendor 

Account Number.  

In cases where the Update button is no longer available, sending the Attachment can be done through the 

Internal Message. To do this, follow these steps. 

Step 1. Navigate the (i) and open the Internal Message. 

 

Step 2. Click the New button. 
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Step 3. Provide the details below. Click the Receive Read Notice, so the sender can receive a notice once the 

notification is received. Then click the Lookup button on the Mailing Group. 

 

Step 4. Select the mailing group for the Vendor Changes and click the arrow right to select it. 
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Step 5. Click the Save and return button. 

 

Step 6. Click the Lookup button to add the attachments and documents  
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Step 7. Click the New button to add the documents. 
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Step 8. Provide the details below and then click the Add button. 
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Step 9. Click the Add new again (1) if there are more than 1 document to attach, or click the complete button 

(2)when only 1 document is needed.  
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Step 10. Click the Send button. 
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Step 11. To check the sent messages, click on the Sent Button. 

 

Step 12. The notifications sent are displayed in the list. 
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Step 13. Open the Notification and check the details. The reading date column will be updated when the 

recipient reads the notification sent. 

 

 

Step 14. When the messaged is received by the recipient, a new message informing the sender is received. 
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2.3 How to check if changes are approved. 
Step 1. To check if the changes made in the vendor is now approved, navigate the Vendor again and go to 

the field bank account. If the Bank Account Number is already displayed, then the changes made is already 

approved. 

 

Step 2. When the changes made are approved, the Vendor Bank Account is now displayed in the Payment 

Voucher 
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2 How to approve Changes made. 
This section is applicable for CPU Team and IFMIS Administrators as a guide for them to approve the 

changes made in the vendor. 

2.1 How to review the changes made. 
Step 1. Navigate to the (i) and go to the Internal Messages. 

 

Step 2. Click the linked ID of the change. 
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Step 3. Click the Update Domain button to go to the Change Request Screen. 

 

Step 4. To check the Vendor details that was changed, click n the details on the Domain ID. 



 

 

FreeBalance Confidential 

21 

 

Step 5. The drill down will open the Vendor Details. 

 

Step 6. Close the Vendor details to go back to the Change Request screen. 
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Step 7. Scroll to the bottom of the Change Request screen to check the values of the changes made. 

 

Step 8. Once review is done, go to the transition field and select the appropriate item. Click the Transition 

button when done. 
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Step 9. Click the Finish button to complete the review of the changes. 

 

 

2.2 How to approve the changes made. 
Step 1. To approve the change request, go to the internal message or the dashboard. Open the Change 

Request screen and and click the details on the domain ID to drill down the vendor. 
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Step 2. Details of the vendor is displayed. 

 

Step 3. Go to the transition and approve the Change Request. 
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Once approved, the users will be able to see the Vendor Bank Account in the Vendor screen as well as it will 

also be available in the Payment Voucher when they are preparing a payment to the Vendor. Refer to 

section 2.2 How to check the changes made in the Vendor. 

 

NOTES:  

1. As long as the Vendor Change Request is not yet approved or rejected, the Update button in the 

Vendor screen is not available. If the Vendor bank Account changed is incorrect, then the reviewer or 

approver can reject the change request instead. 



 

 

FreeBalance Confidential 

26 

 

2. When the Change request is rejected, the Vendor screen Update button is available again, so the 

users can update the Vendor Bank Account again and follow the steps in section 2.1 How to change 

bank account 

2.3 How to check the submitted documents. 
Step 1. To check the attachments sent by the sender, go to the internal message and open the notification. 

 

Step 2. The message is displayed. 
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Step 3. Go to the bottom of the notification screen to download the documents. 
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Step 4. Review as necessary. 

 


