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Supplier Portal

How to Change Payment Method
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Edit Profile 

Click Supplier Portal.
1

1

Navigate to ATLcloud home page
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Edit Profile

Click Manage Profile.
2
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Company Profile screen is 
displayed. Click Edit.
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Edit Payments

Click Payments
Tab

To change the 
default 
payment 
method to ACH, 
click the row of 
“Electronic” to 
make that the 
chosen Payment 
Method. 

4 4

5

Click Actions > Set Default. 
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How to add a Bank Account

Under the Payments tab, click Bank Accounts
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Edit Bank Accounts

Click the + Create button to open 
the Create Bank Account pop-up 
window.
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Edit Bank Accounts
After you click “Create” the Create 
Bank Account window will pop-up.9

10 Enter the bank account details on 
the Create Bank Account pop-up 
window.

9

10Bank Name
If you do not see your Bank

Name in the drop down menu, 
please contact City of Atlanta 
Treasury to get your Bank 

added 
(doftreasury@atlantaga.gov)

Routing Number
If you do not see your Routing 
Number, please contact City of 

Atlanta Treasury to get Routing 
Number added

(doftreasury@atlantaga.gov)
Routing Number 

is mandatory!

Bank Name is 
mandatory!

mailto:doftreasury@atlantaga.gov
mailto:doftreasury@atlantaga.gov
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Review and Submit Changes

Click Save and Review and Submit Changes.
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Submit

Click Submit. Changes submitted for approval. 
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Questions

• For any questions regarding Supplier Registration, please contact 

supplierregistration@atlantaga.gov

• For any questions regarding Invoices and Payments, please contact 

apmailbox@atlantaga.gov

• For any questions regarding adding Bank Accounts or Bank Branches, please contact 

doftreasury@atlantaga.gov

mailto:supplierregistration@atlantaga.gov
mailto:apmailbox@atlantaga.gov
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