
 
 

 

 
 

 

This guide provides suppliers with step-by-step instructions to update remittance 
addresses and banking information in the Ariba Business Network. Keeping this 
information accurate ensures timely and correct payment processing. 
 

Before You Begin 

 Ensure you have the correct login credentials for your Ariba Business Network 

account.   

 Confirm you have the necessary permissions to update company banking 

details. Only Account Administrators or people who have Payment Profile 

Permission can access the Remittance page and update banking information.  

 Prepare accurate banking information (e.g., account number, SWIFT/BIC code). 

 Obtain the 10-digit Remit-To ID provided by Abbott. 

  

Updating Remittance and Banking Information in Ariba 
Business Network 



Step 1: Log in to your Ariba Business Network account using your 
credentials. 

Access Company Profile 

Click on your initials in the top-right corner of the screen.  

Select Company Profile from the dropdown menu. 

 

 



Step 2: Click on 'Additional Entities' to update your remittance 
address. 

 

Step 3: You can Create, Edit or Delete the remittance address details.  
Click Create to create new remittance address.   

 

 

 

 

 



Add the new Remittance Address exactly as you want it to appear on your invoices. 

 

 

 

Under Function, click Remit-To. 

Note: Do not add the Remittance ID in the Internal ID field. The Remittance ID should be 
entered under the Banking section in Steps 5 and 6. 

 



After making changes, click Save.

 

To Edit or Delete a Remittance Address, choose the address and click Edit or Delete.  Make 
any changes and click Save. 

 

 

 



Step 4: Next, click 'Go to Remittances' under the same section to add 
banking information. 

 

Step 5: Add or update your banking details, including account number 
and SWIFT code. 
Select the remittance address you want to associate with the banking details. Choose the 
address and click Edit Bank Details. 

 

 

 

 

 



Leave the Contact as “Select Contact”.  Add the 10-Digit Remit-To ID provided by Abbott 
with leading zeros. 

 

Step 6: Review all changes and click 'OK' to confirm updates. 

 

Important Notes 

 Accuracy Matters: Incorrect banking details may result in payment delays. 

 Security Reminder: Do not share login credentials. Follow your organization’s 
security policies when handling banking information. 

 Multiple Accounts: You can add diƯerent bank details for diƯerent remittance 
addresses. 


