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New Supplier Request   
 

Summary   
Below is the process for creating a new supplier account in the TechOne Supplier Portal.    

1. A Portal Link will be sent to you via Wyndham City Council, click into Access Supplier Portal 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Once you have accessed the Portal link, please create a password for your supplier account. 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

The link will expire within 2 days after the 
email has been sent, please create your 
account as soon as you receive the email. 
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3. The home screen of TechOne and your Supplier Portal will now be available to access.
*Add the TechOne home screen as a favourite (otherwise a new link will be required to login). 

4. Within the main screen click into Forms and select WCC New AP Creditor and click Fill out.
*Will have to type ‘New AP Creditor’ in the Forms search field before being able to complete the form.

5. Enter the details required, including your Business Classifications and Banking details. * Are mandatory fields
requiring information. Once the form is completed click Submit for approval.
*For Trust Deed suppliers, that the ACN must be included in the ‘Australian Company Number (ACN) field and the Trust
Deed must be attached in the Attachments section.

ABN will only accept 12 digits with no 
spaces. 



5 

*Banking information entered must match
details to be submitted via PayOK link.

*An error entering the banking information
will mean that the supplier must submit a new
AP Creditor form (no amendments can be
made by the WCC Team)
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6. Once the form is complete click Submit for approval and a form submi ed message appears. The
submitted form will be returned to Procurement department for review, at which time the PayOk process 
will be initiated. 
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Updating Existing Supplier Details 

Summary  
Below is the process for updating existing supplier details within TechOne Supplier Portal. 

1. Once logged into the portal, the supplier will submit their bank account details by selecting Forms,
searching for the Creditor Bank Update form, and clicking Fill Out. Upon completion, the supplier will
click Submit.

2. Select from one of the four options of bank change requests.
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3. Once you have selected the relevant bank change request and filled the information in on Page 2 then
click Submit and this will go through to Procurement to review and update and complete the PayOk
process if required.
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PayOk Process 

Summary   
Below is the process for a Supplier to complete the PayOk verification process. 

1. Once Procurement have reviewed the New Ap Creditor request they will initiate the PayOk process to
review and confirm the bank details. The Payee will receive an email with a link to verify their bank
account. The ABN, BSB, Account number and name must be entered in the first step of the PayOK
process, and all information must match the details entered on the supplier portal. Any discrepancy
between the information entered by the Supplier and PayOK portals will result in a failed verification.

2. Once the Supplier has clicked the email link they will be directed to the web page which gives the option to complete
either a ‘Basic’ or ‘Express’ verification process. Once this is completed the Supplier will receive a Pending Verification and
will be awaiting PayOk verification.

3. Once the PayOk verification is approved, the Procurement team will finalise the onboarding process and 
the relevant Council Officer will be advised when the Supplier setup is completed. Please expect further 
communications from the Council Officer once a Purchase Order has been raised.
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Basic Verification 

 The Supplier will be required to complete the form with requested information along with supporting 
documents.

 The ABR API will instantly verify the ABN/CAN of the Payee (the legal name cannot be modified).
 Suppliers must upload 2 x redacted bank statements from different billing periods, issued within the last 12 

months showing BSB, Account number and name and statement period. PayOK will conduct a verification 
call to the vendor’s nominated contact number.
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Express Verification 

 The Supplier will be required to complete the form with requested information. The Supplier will be directed to 
their banking portal directly to login and choose which bank account is to be verified via PayOk.

 Once the Supplier clicks send, the statements are downloaded directly from the bank for PayOk to review.
 No verification call is required with this method.
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