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Introduction

The Workday Supplier Portal is a secure, self-service, web-based application provided to you by
Progressive. This tool will allow you to manage your bank account information with Progressive,
contact information, manage user portal account access, and view payment remittance information.
Features available will differ based on the user's access type.

Help

This procedure manual is intended to act as a user guide to help you complete various tasks
associated with managing your company’s supplier record information with Progressive. If there
are questions or concerns not addressed by this procedure manual, please use the contact
information below for assistance and resources

For assistance, please contact our Supplier Maintenance Team:

e 877-616-7473 Monday through Friday between the hours of 8:00 AM and 5:30 PM Eastern
Standard Time

o Fax: 440-603-5560

e (laimsSupplierSupport@Progressive.com

o www.Progressive.com/suppliers for additional resource material

For assistance or questions regarding your invoices or payments please contact your Progressive
claims representative.

Privacy
Your privacy is important to us. This explains Progressive’s privacy practices for Suppliers of
Progressive who utilize this site. Different privacy policies may apply to Web sites owned or offered

by Progressive. This Web site is owned and operated by Progressive Casualty Insurance Company,
6300 Wilson Mills Road, Mayfield Village, OH 44143.

What information do you collect about me?

This site allows you to submit and update information, such address, bank, and bank account
number, and contact information so that we may facilitate the electronic payment of funds that we
owe you for services you have provided to us. We only collect this information if you choose to
provide it to us.

Who might get information about me from Progressive?

We will not share the information that you provide through this site, other than as follows: to the
bank to whom you have authorized us to make payment; to service providers that help us fulfill the
electronic funds transfer; and as required to cooperate with law enforcement or regulatory
(including, but not limited to, tax) authorities, to detect or prevent fraud, comply with legal process
or court orders, and as otherwise required or permitted by law.
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How do you protect my information?
We restrict access to your information that you provide through this site to our employees and
others who we feel must use it to facilitate the electronic payment of funds. Their use of the
information is limited by law, our employee code of business conduct and ethics, and written
agreements where appropriate. We also maintain physical, electronic and procedural safeguards to
protect this information.

TERMS AND CONDITIONS FOR USE OF THIS SITE

Your use of this site is expressly conditioned on your acceptance of the terms and conditions below.
By using this site, you signify your assent to these Terms and Conditions and agree to be bound
thereby. If you do not agree with any part of the following Terms and Conditions, you must not use
this site. The Terms and Conditions may be modified by Progressive from time to time. Continued
use of this site by you will constitute your acceptance of any modifications to the Terms and
Conditions, so it is recommended to check this page regularly. Your failure to follow the rules
herein, whether listed below or in supplemental notices posted at various times on this page, may
result in termination of your access to this site, in addition to Progressive's other remedies.

Use of This Website

The purpose of this site is to manage your supplier information and help us facilitate the electronic
payment of funds that we owe you for services you have provided to us. You agree not to disrupt,
modify, or interfere with this site, or impede or interfere with others’ use of this site, or its
associated software, hardware and servers in any way. You further agree not to alter or tamper
with any information on or associated with this site. This site and the content provided in this site,
including the text, graphics, button icons, and data compilations, may not be copied, reproduced,
republished, uploaded, posted, transmitted, or distributed without the written permission of
Progressive, except that you may display and print the materials presented on this site for the
specific business purpose set forth herein. Systematic retrieval of data or other content from this
site to create or compile, directly or indirectly, a collection, compilation, database or directory,
without prior written permission from Progressive, is prohibited.

Password/PIN

This site is a restricted use site, requiring the use of a password and/or personal identification
number (PIN) for access. Unauthorized use of or access to any restricted area is strictly prohibited.
Actual or attempted unauthorized use of or access to such areas may result in criminal and/or civil
prosecution. Attempts to access such areas without proper authorization may be viewed,
monitored and recorded and any information obtained may be given to law enforcement agencies
in connection with any investigation or prosecution of possible criminal and/or unlawful activity on
this system. If you are not an authorized user of such areas or do not consent to continued
monitoring, you should not attempt to access such areas.

You are responsible for maintaining the confidentiality of your password and/or PIN and/or
security questions. You agree to accept responsibility for all activities that occur under your
Password/PIN/Security Questions. Progressive is not liable for any unauthorized access to your
personal information that is not the direct result of gross negligence on the part of Progressive. You
will notify Progressive immediately if you believe someone else has obtained your
password/PIN/Security Questions or any unauthorized access under your account has occurred or
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may occur. Progressive may block access to your password/PIN without prior notice if we believe
your password/PIN is being used by someone other than you, if any unauthorized access to your
personal information has occurred or may occur, or for other reasons, including, without limitation,
system upgrades and/or modifications.

Copyright/Trademark

Except where otherwise indicated, all materials contained in this Web site are the copyrighted
property of Progressive Casualty Insurance Company, its affiliated companies and/or third party
licensors. The Progressive logo, all other service marks, and the names of various products and
services described within are service marks of Progressive Casualty Insurance Company and/or its
affiliated companies (collectively Progressive). Progressive reserves all rights to its intellectual
property. Any materials printed or downloaded from this site shall retain all copyright and other
proprietary notices in the same form and manner as on the original. You are not authorized to use
any portion of this site or any other intellectual property of Progressive on any other Web site, in
the meta-tags of any other Web site or in any other materials. You may not modify, publish,
reproduce, republish, create derivative works, copy, upload, post, transmit, distribute, or otherwise
use any of this site’s content (except as permitted herein) or frame this site within any other Web
site.

Disclaimer of Warranty

This site (including all information and materials contained on this site) is provided as is and as
available without warranties of any kind either express or implied. Progressive disclaims all
warranties, express or implied, with respect to this site, including, but not limited to, implied
warranties of merchantability, fitness for a particular purpose, non-infringement of third-party
rights, and those arising by statute or otherwise in law or from a course of dealing or usage of trade.
Progressive does not warrant that the operation of this site will be uninterrupted or error-free, that
any defects will be corrected, or that this site or the server that makes it available are free of viruses
or other harmful components. Progressive does not warrant or make any representations regarding
the accuracy, completeness, currency or reliability of this site, any of the information or materials
found on this site, or the use or the results of the use of the information or materials in this site.
Progressive disclaims any warranty or representation that this site, its servers or any e-mail sent
from Progressive are free of viruses or other harmful components. Applicable law may not allow
the exclusion of implied warranties, so the above exclusion may not apply to you.

Limitation of Liability

Progressive assumes no responsibility for, and shall not be liable for, any damages to, or viruses
that may infect, your computer equipment or other property on account of your access to or use of
this site or your downloading of any materials or data from the site. In no event shall Progressive be
liable for any indirect, incidental, consequential, special, exemplary or punitive damages of any kind
(including but not limited to lost profits or lost opportunity), whether based in contract, tort, strict
liability, or otherwise, which arises out of or is in any way connected with (i) any use of this site or
content found herein, (ii) any failure or delay (including but not limited to the use of or inability to
use any component of this site), or (iii) the performance or non-performance by Progressive, even if
Progressive has been advised of the possibility of such damages.

Jurisdiction/Enforceability
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Use of this site shall be governed by and construed in accordance with the laws of the State of Ohio

without giving effect to any principles of conflict of laws. Any dispute concerning this site or these
Terms and Conditions shall be subject to the exclusive venue of a court of competent jurisdiction in
Cuyahoga County, Ohio. Your use of this site constitutes your express consent to the personal
jurisdiction of such courts for the purpose of resolving any such dispute. Should any provision of
these Terms and Conditions of use be held invalid, unlawful or for any reason unenforceable, then
the invalid, unlawful or unenforceable provision shall be severable from the remaining provisions.
Such invalid, unlawful or unenforceable provision shall not affect the validity or enforceability of
the remaining provisions.

Indemnification

You agree to defend and indemnify Progressive, including all corporate affiliates, and their
respective officers, directors, employees and agents from and against any claim, cause of action or
demand, including without limitation reasonable legal and accounting fees, brought by or on your
behalf or by third parties as a result of your breach of these Terms and Conditions.

Attorney’s Fees

In the event Progressive takes legal action against you in order to enforce, protect or defend any of
its rights pursuant to these Terms and Conditions and prevails, you agree to pay all reasonable
costs and fees incurred by Progressive, including but not limited attorneys’ fees, in addition to any
other relief to which Progressive may be entitled.

Login

You will receive 2 emails from Workday as a new user:

o A welcome email from Workday that contains your username

e Anemail from Workday that contains your temporary password and a link to log into the
supplier portal

Go to https://www.myworkday.com/r2rhub/login.flex?redirect=n

Enter the username from the email received from Workday

Enter the temporary password from the email received from Workday

Workday will prompt you to enter a new password. Enter a new password and click OK
You will now be brought to the Workday Portal Home Page

AR A

Forgot Username

If you have forgotten the username associated with your Workday portal account, please refer to
the welcome email received when your portal account was established or contact
ClaimsSupplierSupport@Progressive.com and provide the following information:

e Your company/supplier name

e Your Progressive supplier number (if known)

e Your full name

e The email address associated with your Workday portal account
e A phone number that you can be reached at

e The address of your company



https://www.myworkday.com/r2rhub/login.flex?redirect=n
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Forgot Password - User Initiated

1. Go to https://www.myworkday.com/r2rhub/login.flex?redirect=n
2. Click “Forgot My Password”

workday.

Username

Password

Forgot Password?

3. You will be redirected to a page requesting your username and email address
4. Enter your username and email address associated with your Workday Supplier Portal
account
NOTE:

If the Username and Email Address provided do not match our records, this method of

password reset cannot be used. Please contact the Supplier Maintenance Team using the contact
information under the “Help” section of this procedure manual

5. Once the information is input click submit
6. You will be brought to a screen that says Success
7. You can then click “Back to Sign In” to be redirected to the sign in page
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Forgot Password

Usemame

Email

Success!

If the email address and username you enterad exist in
our system, you will receive an email from us with a link
to reset your password

Back to Sign In

Back to Sign In

8. An email will be sent to the email address on file with a link to reset the password

[EXTERNAL] Password Reset Request for your Workday account
r2rhub@myworkday.com ) Reply “ Reply Al ? Forward
®Carla Lopez 112t
)

1 there sre pr vith how tis message i ditplayed. dick here 1o view it 1 3 web browser

hour.

N

If you are having trouble dlicking the Reset Your Password button, copy and paste the URL below Into your web browser:
hitps://impl, workday,com/r2rhubl/login htmid 2fpOneTimeToken = y98d9p53000vyi7iabbuldiaqi 7 519n 3fikg 1 bxesfigl ybpSdénkmudSpmrvfg8rienmiz 2092 wixfvliormydits 1 2nsdtofredirect=n

This emall box Is not monitored. Please do not reply to this message.

P
workday.

Workday recently recelved a request to reset the password for your Workday account at 7/7/22, 3:13 PM. Please use the button below to reset it. This password reset is only valid for the next 1

9. C(lick on the “Reset Your Password” link provided in the email
10. Provide your new password
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Change Password

New Password

11. Once reset you will be directed back to the Workday login page for regular sign in
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Navigation- Homepage
The homepage provides navigation to the functions used in the Workday Portal.

= @ Q Search n é 8

Notification

Inbox! Profile)
Good Evening, Cae Lopez ‘ Date‘lt'sWednesday,July13, 2022
Greeting —_—

Awaiting Your Action A S‘ o i
" 88 Wiew All Apps
W Action Items ZARPS.
A ——— e e
Alternate Mame Change for ABC Repair Shop - created by Carla Lopez on 06/02/2022
E Inbox - 3 hour(s) age

DUE 07/14/2022 Announcements

= Goto All Inbox Items (1) . WELCOME TO WORKDAY
= l SUPPLIER PORTAL! On...
=
Annhouncements,

Supplier Portal Inquiry

Timely Suggestions =] Training Material * Sup...

Here's where you'll get updates on your active items.
Supplier Portal Manager

[:::-'-""-_l Training Material * Sup...
-

dates
¥\Pp—-—.—--ﬂ w @ v

© 2022 Workday, Inc. All rights reserved.
System Status: Your Implementation tenant will be unavailable for a maximum of 12 hours during the next Weekly Service Update: starting
on Friday, July 15, 2022 at 6:00 PM Pacific Time (Los Angeles) {GMT-7) until Saturday, July 16, 2022 at 5-00 AM Pacific Time {Los Angeles)
(GMT-T).

Awaiting Your Action

These items require immediate attention and are usually actions that require a submission to be
reviewed and resubmitted by a portal manager. These items can also be viewed by clicking “Go to
All Inbox Items” or by clicking the Inbox icon in the upper right corner of the page.

Timely Suggestions
In this section you will receive updates on your active items.

View All Apps
All available apps can be viewed using this section. You may also organize these apps according to
your preferences by clicking Manage Apps

Announcements
The Announcements section contains a welcome message and training materials. Please review this
section frequently for new announcements.

Inbox and Notifications

The inbox and notifications section will be used most frequently to communicate with our Supplier
Maintenance Team regarding your change requests submitted in the supplier portal. Please check
your inbox and notifications frequently.

10
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Workday Portal User Role Types

There are three types of user roles as outlined below. Access to areas of the portal and abilities
within the portal will differ based on the user’s role type

Supplier Portal Manager - This role can view and edit banking information and contact
information and can view invoice and payment activity. This role can also manage user
access by adding and removing users within your company via a request form

Supplier Portal Manager (High Capacity Record) - This role can also view and edit
banking information and contact information and is done via a request form. This role can
view invoice and payment activity and manage user access by adding and removing users
within your company via a request form. This role is used for supplier records that contain a
large number of remittance addresses and supplier data to ensure supplier portal
performance is optimal. Please refer to the Supplier Portal Manager (High Capacity Record)
section of this manual for guidance and navigation of the supplier portal

Supplier Portal Inquiry - This role can view contact information and invoice and payment
activity. This role cannot edit information or request updates to information.

Invoices and Payments

1.
2.

From the homepage, select the menu in the upper left corner of the screen.
When the Apps Menu appears, select Invoices and Payments.

NOTE: This dashboard is a quick view of the 10 most recent Invoices and Payments. For additional
search options in this section there is a search menu available.

-~

To view more details about an invoice, click the invoice number in blue

To view more details about a payment, click View next to the Payment column

To search for invoices and/or payments, click Find Invoices for Supplier Contact or Find
Payments for Supplier Contact

11
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Find Invoices for Supplier Contact

Find Payments for Supplier Contact Invoice Due Date On or After 67/16/2022 'z ‘

Payment Date On or After | MM/DD/YYYY B | Invaice Due Date On or Before MM/ DD/ F ‘

Payment Date On or Before MM/DD/YYYY [ |

= Invoice Number

Payment Types

Payment Currency Supplier Reference Number

Payment Status | =

Payment Amount Equal To 0 |

Invoice Status

Payment Amount Greater Than

0

Payment Amount Less Than 0

Transaction Reference

Cancel

L

|
| Payment Status =
|
|

Supplier Reference Number |

Remittance Notices- Email and Portal Notifications

Most Recent Invoices
1. Invoices are hyperlinked and are displayed in blue which will then display additional
details about the invoice
2. The detailed view allows you to review the Invoice Information, Terms and Taxes, and
Invoice Reference Information.

Most Recent Payments
3. Mostrecent payments are listed in order from most recent to oldest in the table
4. When you click view, you will be redirected to a detailed payment screen which contains
details about the Payment Information, Payment Detail, and the Payment Status.

Contact and Banking

General Information
1. The Contact and Banking tab can be found from the Homepage by clicking the menu in the
upper left corner.
2. Select Contact and Banking.
3. “Change” actions can be used to add to or update your supplier information. “View” is used
to view the current information on file. You cannot make changes within the View section.

12




PROGRESSIVE

Workday Supplier Portal Procedures Manual
Contact and Banking

Change View
Change Contact Information Contact Information
Change Settlement Bank Accounts Settlement Bank Accounts
Change Alternate Names Alternate Names

4. If changes are made using the “Change” actions, your request will be sent to our Supplier
Maintenance Team for processing

Change (For Portal Manager Users only)
The Change section is broken down into three sections:

e (Change Contact Information - Used to make changes to phone numbers, address
information, and email addresses

e Change Settlement Bank Accounts - Used to make changes to bank account information
including routing number, account number, bank name, and account type

e Change Alternate Names - Used to make changes to your legal reporting name for your
company. This change requires a W-9 form

Change Contact Information (For Portal Manager Users only)
This action is used to add new or make changes to phone numbers, addresses, and email addresses

From the Home Page, click View All Apps and then click Contact and Banking
Click Change Contact Information
Click OK
Update, add, or remove contact information as needed.
a. Toadd new contact information, click Add under each section that you would like to
add new information for
b. To update/correct contact information click within the fields that require correction
and type in the fields
c. Toremove contact information, click the Delete checkbox
5. Attachments can be included by clicking the Attachments tab, click Upload, and select a file
When changes are complete, click submit, and then Done
7. The change request will now be sent to Progressive’s Supplier Maintenance Team for
processing
NOTE: If a change is started but is no longer needed you must cancel the request by
following the process titled “I started a change request and want to cancel it” starting
on page 24. This is important to ensure that other users within your company can
complete update requests as needed

W

o

13
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Change Settlement Bank Accounts (For Portal Manager Users only)
This action is used to add new or make changes to bank account information such as account
number, routing number, bank name, and account type

Click OK

W=

From the Home Page, click View All Apps and then click Contact and Banking
Click Change Settlement Bank Accounts

Add or update banking information as needed

a. To correct banking information, overwrite the existing fields by typing within the
fields and click Submit once finished

b. To add new banking information, click the + icon in the left corner of the table and a
blank section will appear.

c. Toremove banking information, click the “Delete” check box in the section of the
banking information you would like to remove. Please note that this change will
result in this banking information being removed from all payment remittance
locations on your supplier record with Progressive

5. The following fields are required fields, please do not enter information in other fields:

i.
ii.
iii.
iv.
vi.
vii.

viii.
ix.

Account Type (checking or savings)

Check the For Supplier Connections Only box

Country = United States of America (please note that Progressive cannot
currently accept international bank account set ups)

Routing Transit Number

Bank Name

Account Number

Please attach a copy of a voided check, bank letter, or portion of a bank
statement that contains your full account number, routing number, bank
name, and account holder name using the Attachments tab.

Click Submit, a message and a comments box will appear

Enter the remittance address that this banking applies to in the ‘Comments’
box near the bottom of the page

NOTE: Banking changes require a voided check, bank letter, or top portion of bank statement
attachment for security purposes. Attachment must show full account and routing numbers,
account holder name, and the bank name.

6. Click Submit once finished and your request will be sent to Progressive’s Supplier
Maintenance Team for processing
NOTE: If a change is started but is no longer needed you must cancel the request by
following the process titled “I started a change request and want to cancel it” starting
on page 24. This is important to ensure that other users within your company can
complete update requests as needed

Change Alternate Names (For Portal Manager Users Only)
This action is used to update your legal reporting or tax name associated with your supplier record.
This is the name that is typically found on line 1 of your company’s W-9 form

1. From the Home Page, click View All Apps and then click Contact and Banking

14
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3. Add or update Alternate Name as needed
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a. To update the tax/legal reporting name, click in the Name field and type the new

name

4. Attach a W-9 form within the Attachments tab
5. Click Submit once finished. Your request will be sent to Progressive’s Supplier Maintenance

Team for processing

NOTE: If a change is started but is no longer needed you must cancel the request by
following the process titled “I started a change request and want to cancel it” starting
on page 24. This is important to ensure that other users within your company can

complete update requests as needed

View

View Contact Information (Portal Manager and Portal Inquiry User Roles)
Contact information can also be viewed without the need to create a change request. A summary of
phone numbers, addresses, and email addresses can be viewed in this area

1. From the Home Page, click View All Apps, click Contact and Banking
2. Click Contact Information under the ‘View’ section

PHONE

Phone 3 items

Phone Number

ADDRESS

Address 4items

Address Usage

EMAIL

Email Zitems

Email Address

View Settlement Bank Accounts (Portal Manager Users Only)

Fhone Type

Usage

Usage

Visibility

i T Mo (e

Visibility

X = o EE

Effective Date Address Reference ID

# =m0 e[

Wisibility

Limited banking information can also be viewed without the need to create a change request. A
summary of banking information can be viewed in this area. If you would like to view full banking
information, please refer to the section above for Change Settlement Bank Accounts

1. From the Home Page, click View All Apps, click Contact and Banking

2. Click Settlement Bank Accounts under the ‘View’ section

15
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Settlement Bank Account 1 iterr ":l =0 ., &

Supplier Connection
Accoun t Nickname Bank Name Accoun t Type Account t Number Payment Types Prenote Status Inactive

TEST BANK 10 ******6681 TESTBANK 10 Checking 6681 None No

View Alternate Names (Portal Manager and Portal Inquiry User Roles)
The tax/legal reporting name can be viewed in this area without the need to create a change
request

1. From the Home Page, click View All Apps, click Contact and Banking
2. Click Alternate Names under the ‘View’ section

Alternate Names LE T
Primary Name Alternate Names 1 item H=m. B
Primary Name MOORES AUTO BODY AND COLLISION Name Usage
Usage Alternate Supplier Connection A NEW COLLISION COMPANY 1099 Reciplent

Connection Integration Name

Connection Purchase Order Name

Doing Business As

EDI Integration Name

© More (6)

Add/Delete User Requests (Portal Manager Users Only)

This form can be used to manage supplier portal access for your company. Use this form to add new
users or remove users

1. From the Home Page, click View All Apps and then Supplier Portal Request

2. On the next page, click Add/Delete User Request under the Workday User Account Request
section

3. Click the drop down next to Request Type, click All, Select Supplier Portal - Add/Delete
User, click OK

NOTE: Only Portal Manager users can complete this function. If you require new access or need
your access type updated, please contact a Portal Manager user within your company to submit the
Add/Delete User Request form within the Workday Supplier Portal.

4. Ablank request form will open
To add a new user please follow these steps and fill in the fields accordingly:

1. Add or Delete User (Required): Select Add

2. Effective Date (Required): Enter today’s date

3. Supplier Name (Required): Enter your company name here. This is the name that
Progressive makes payments to and can also be found under the View Alternate Names
area of the Workday Portal. Your supplier name is listed as the ‘Primary Name’ on the left
side of the Alternate Names page
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4. Supplier Number (Required): Please enter your Progressive supplier number in this
field. If you are unsure of your supplier number, it can be found on the PDF file within
the remittance notification emails. If you require assistance locating your supplier
number, please contact our Supplier Maintenance Team at
ClaimsSupplierSupport@Progressive.com. You may also enter a ‘1’ in the supplier
number field and enter a comment near the bottom of the form and notify the Supplier
Maintenance Team to include your supplier number with the completion notification.
Please be sure to include your full supplier name in the Supplier Name field within this
form
5. Please enter User First Name, Last Name, M.[. (Required): Enter the full name of the
person you would like to grant supplier portal access to (middle initial is not required)
6. Type of User Access (Required): Select the type of role you would like to set up for this
new user. Please read the role descriptions carefully:
a. Supplier Portal Manager - This role can view invoice and payment information.
This role can also view and edit contact information, banking information, and
alternate names. This role can submit the Add/Delete User Request form to add,
remove, or change user access
b. Supplier Portal Inquiry - This role can view invoice and payment information,
contact information, and alternate names. This role cannot edit information or
submit change requests

7. User email address (Required): Enter the email address of the person you are granting
portal access to. This is the email address where login information and other notifications

will be sent

8. User Phone with area code (10 digit number only): Enter the phone number of the person
you are granting portal access to. A phone number is not required

9. Enter any additional information you would like to provide in the comments box at the
bottom of the form (not required). You may also provide attachments if you wish by using
the Attachments section at the bottom of the form

10. Click Submit. Your request will now be sent to Progressive’s Supplier Maintenance Team
for processing.

a. You will receive a completion notification once your request has been completed
in the Notifications section of Workday. This can be found by clicking the bell icon
in the top right corner of the page.

b. If Supplier Maintenance requires additional information or corrections, your
form will be sent back to you for revisions in your Inbox within Workday. This
can be found by clicking the Inbox icon in the top right corner of the page

To_delete an existing user, please follow these steps and fill in the fields accordingly:

1. Add or Delete User (Required): Select Delete

NOTE: Please note that the user’s access will be removed immediately, please submit this form
only when ready to remove access immediately

2. Effective Date (Required): Enter today’s date
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Supplier Name (Required): Enter your company name here. This is the name that
Progressive makes payments to and can also be found under the View Alternate Names
area of the Workday Portal. Your supplier name is listed as the ‘Primary Name’ on the left
side of the Alternate Names page
Supplier Number (Required): Please enter your Progressive supplier number in this
field. If you are unsure of your supplier number, it can be found on the PDF file within
the remittance notification emails. If you require assistance locating your supplier
number, please contact our Supplier Maintenance Team at
ClaimsSupplierSupport@Progressive.com. You may also enter a ‘1’ in the supplier
number field and enter a comment near the bottom of the form and request that the
Supplier Maintenance Team include your supplier number with the completion
notification. Please be sure to include your full supplier name in the Supplier Name field
within this form
Please enter User First Name, Last Name, M.l. (Required): Enter the full name of the
person you would like to remove supplier portal access from (middle initial is not
required)
Type of User Access (Required): Select the type of role the user currently has:

a. Supplier Portal Manager - This role can view invoice and payment information.
This role can also view and edit contact information, banking information, and
alternate names. This role can submit the Add/Delete User Request form to add,
remove, or change user access

b. Supplier Portal Inquiry - This role can view invoice and payment information,
contact information, and alternate names. This role cannot edit information or
submit change requests

User email address (Required): Enter the email address of the person you are removing
portal access from

User Phone with area code (10 digit number only): Enter the phone number of the person
you are removing portal access from (not required)

Enter any additional information you would like to provide in the comments box at the
bottom of the form (not required). You may also provide attachments if you wish by using
the Attachments section at the bottom of the form

Click Submit. Your request will now be sent to Progressive’s Supplier Maintenance Team
for processing.

a. You will receive a completion notification once your request has been completed
in the Notifications section of Workday. This can be found by clicking the bell icon
in the top right corner of the page.

b. If Supplier Maintenance requires additional information or corrections, your
form will be sent back to you for revisions in your Inbox within Workday. This
can be found by clicking the Inbox icon in the top right corner of the page

To_change an existing user’s access type, please follow these steps and fill in the fields
accordingly:

1.

Add or Delete User (Required): Select Add
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Effective Date (Required): Enter today’s date

Supplier Name (Required): Enter your company name here. This is the name that
Progressive makes payments to and can also be found under the View Alternate Names
area of the Workday Portal. Your supplier name is listed as the ‘Primary Name’ on the left
side of the Alternate Names page

Supplier Number (Required): Please enter your Progressive supplier number in this
field. If you are unsure of your supplier number, it can be found on the PDF file within
the remittance notification emails. If you require assistance locating your supplier
number, please contact our Supplier Maintenance Team at
ClaimsSupplierSupport@Progressive.com. You may also enter a ‘1’ in the supplier
number field and enter a comment near the bottom of the form to notify the Supplier
Maintenance Team to include your supplier number with the completion notification.
Please be sure to include your full supplier name in the Supplier Name field within this
form

Please enter User First Name, Last Name, M.l. (Required): Enter the full name of the
person you would like to update access type for (middle initial is not required)

Type of User Access (Required): Select the type of role you would like to set up for this
user. Please read the role descriptions carefully:

a. Supplier Portal Manager - This role can view invoice and payment information.
This role can also view and edit contact information, banking information, and
alternate names. This role can submit the Add/Delete User Request form to add,
remove, or change user access

b. Supplier Portal Inquiry - This role can view invoice and payment information,
contact information, and alternate names. This role cannot edit information or
submit change requests

User email address (Required): Enter the email address of the person you are updating
portal access for. This is the email address where login information and other
notifications are sent

User Phone with area code (10 digit number only): Enter the phone number of the person
you are updating portal access for. A phone number is not required

Enter any additional information you would like to provide in the comments box at the
bottom of the form (not required). You may also provide attachments if you wish by using
the Attachments section at the bottom of the form

Click Submit. Your request will now be sent to Progressive’s Supplier Maintenance Team
for processing.

a. You will receive a completion notification once your request has been completed
in the Notifications section of Workday. This can be found by clicking the bell icon
in the top right corner of the page.

b. If Supplier Maintenance requires additional information or corrections, your
form will be sent back to you for revisions in your Inbox within Workday. This
can be found by clicking the Inbox icon in the top right corner of the page
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Supplier Portal Manager (High Capacity Record)

This role can view and edit banking information and contact information and is done via a request
form. This role can view invoice and payment activity and manage user access by adding and
removing users within your company via a request form. This role is used for supplier records that
contain a large number of remittance addresses and supplier data to ensure supplier portal
performance is optimal.

View Invoices and Payments
Refer to the process starting on page 11

Add/Delete User Requests
Refer to the process starting on page 15

Contact and Banking Information

General Information
5. The Contact and Banking tab can be found from the Homepage by clicking the menu in the
upper left corner.
6. Select Contact and Banking.
7. The “View” section is used to view the current information on file for your company. You
cannot make changes within the View section, please follow the processes below to request
updates to your information

Contact and Banking

View

Contact Information
Settlement Bank Accounts

Alternate Names

Change Contact Information (For Portal Manager (High Capacity Record) Users only)
This action is used to add new or make changes to phone numbers, addresses, and email addresses

1. From the Home Page, click View All Apps, click Supplier Portal Request, click Supplier
Change Requests, select All in the drop-down box, and select Contact Information Change
Request Form. Click OK
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2. A new request form will open

3. Add or remove contact information as needed using the fields within the form.

a. To add new contact information, click Add new Contact Information under the
Request Type field and enter the contact information within the form that you wish
to add.

b. To remove contact information, click Remove Contact Information under the
Request Type field and enter the contact information within the form that you wish
to remove.

4. Attachments can be included by clicking the Attachments tab, click Upload, and select a file.
You may also include any additional comments by using the comments box near the bottom
of the form

5. Once finished, click Submit

6. The request form will now be sent to Progressive’s Supplier Maintenance Team for
processing. You will receive a completion notification once your request has been
processed.

a. Ifadditional information is needed, our team will send the form back to you to

request additional information in your Workday portal inbox located in the
upper right corner of the page. Review comments at the bottom of the form and
enter the necessary corrections, and click Submit to send the form back to
Progressive’s Supplier Maintenance Team for processing

Change Settlement Bank Accounts (For Portal Manager (High Capacity Record) Users only)
This action is used to add new or make changes to bank account information such as account
number, routing number, bank name, and account type

1. From the Home Page, click View All Apps, click Supplier Portal Request, click Supplier
Change Requests, select All in the drop-down box, and select Settlement Bank Account
Change Request Form. Click OK

2. Anew request form will open

3. Add or remove banking information as needed

a. To add new banking information, select Add a New Bank Account under the Add or
Remove Bank Account section of the form and enter your new banking information
in the rest of the fields

b. To remove banking information, select Remove an Existing Bank Account under the
Add or Remove Bank Account section of the form and enter the banking information
you would like to remove within the rest of the fields

NOTE: Banking changes require a voided check, bank letter, or top portion of bank statement
attachment for security purposes. Attachment must show full account and routing numbers,
account holder name, and the bank name.

4. Attach bank document in the Attachments section near the bottom of the form by clicking
Select Files, selecting a document, and clicking Open. Your file will be listed under the
Attachments section as Successfully Uploaded with a green check mark
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5. Enter any additional information or comments you would like to provide in the comments
box near the bottom of the form
7. Once finished click Submit. If a window notification appears, click Revise and then click
Submit again. The request form will now be sent to Progressive’s Supplier Maintenance
Team for processing. You will receive a completion notification once your request has been
processed.
a. Ifadditional information is needed, our team will send the form back to you to

request additional information in your Workday portal inbox located in the
upper right corner of the page. Review comments at the bottom of the form and
enter the necessary corrections, and click Submit to send the form back to
Progressive’s Supplier Maintenance Team for processing

Change Alternate Names (For Portal Manager (High Capacity Record) Users Only)
This action is used to update your legal reporting or tax name associated with your supplier record.
This is the name that is typically found on line 1 of your company’s W-9 form

1. From the Home Page, click View All Apps, click Supplier Portal Request, click Supplier
Change Requests, select All in the drop-down box, and select Alternate Name Change
Request Form. Click OK

2. Anew request form will open

3. Fill out the fields within the form and provide your company’s new legal reporting
name/tax name

4. Attach a W-9 form within the Attachments section by clicking Select Files, choose a file, and
click Open. Your file will be listed under the Attachments section as Successfully Uploaded
with a green check mark

5. Enter any additional information or comments you would like to provide in the comments
box near the bottom of the form

6. Once finished click Submit. If a window notification appears, click Revise and then click
Submit again. The request form will now be sent to Progressive’s Supplier Maintenance
Team for processing. You will receive a completion notification once your request has been
processed.

b. Ifadditional information is needed, our team will send the form back to you to

request additional information in your Workday portal inbox located in the
upper right corner of the page. Review comments at the bottom of the form and
enter the necessary corrections, and click Submit to send the form back to
Progressive’s Supplier Maintenance Team for processing

View
View Contact Information (All Roles)

Contact information can also be viewed without the need to create a change request. A summary of
phone numbers, addresses, and email addresses can be viewed in this area

1. From the Home Page, click View All Apps, click Contact and Banking
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2. Click Contact Information under the ‘View’ section

PHONE
Phone 3 items ¥ s M’ E;Eu

Phene Number Phone Type Usage Visibility

ADDRESS

Address Litems T M o EE L)
-

Address Usage Visibility Effective Date Address Reference ID

EMAIL
Email 3items e EI

Email Address Usage Visibility

View Settlement Bank Accounts (Portal Manager (High Capacity Record) Users Only)
Limited banking information can also be viewed without the need to create a change request. A
summary of banking information can be viewed in this area.

1. From the Home Page, click View All Apps, click Contact and Banking
2. Click Settlement Bank Accounts under the ‘View’ section

Settlement Bank Accounts rE T

Settlement Bank Account 1item X:[ TEHS B .

Supplier Connection

Account Nickname Bank Name Account Type Account Number Payment Types Prenote Status Inactive

TEST BANK 10 ******6681 TESTBANK 10 Checking T 6681 None No

View Alternate Names (All Roles)
The tax/legal reporting name can be viewed in this area without the need to create a change
request

1. From the Home Page, click View All Apps, click Contact and Banking
2. Click Alternate Names under the ‘View’ section

Alternate Names E o
Primary Name Alternate Names 1 item 5 = 0. E
Primary Name =~ MOORES AUTO BODY AND COLLISION Name Usage

Usage Alternate Supplier Connection ANEW COLLISION COMPANY 1099 Reciplent

Connection Integration Name
Connection Purchase Order Name
Doing Business As

EDI Integration Name
Q@ More (6)
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Troubleshooting

“l can’t submit changes to my supplier information and received an error message”

e If the error message below has populated, then there is already a change in progress by another

portal user within your company. Once the in-progress change request has been submitted, our
Supplier Maintenance team will process the request.

Change Contact Information

A Supplier Change submitted by someone else is currently in progress. Try again later after it is finished.

Cancel

“] started a change request and want to cancel it”

e C(Click Cancel within the open change request

Change Contact Information

Change Event  Contact Information Change for MOORES AUTO BODY AND COLLISION - created by LUCY MOORE on 12/29/2022

Status Draft
Contact Information Auachments

Phone

Delete ]

Country Phone Cede *| X United States of America (+1) = |
Phone Number *| (440) 910-6304 |
Phone Extension |

Save for Later Cancel
( J ( )
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e Click the appropriate section under the View section of the Contact and Banking page

View
Contact Information
Settlement Bank Accounts
Alternate Names
e Clickthe ““icon, hover your cursor over Supplier Contact Info Change, select Cancel Pending

Contact Info Change, and click OK.

Contact Information

1
X &3
|
Actions .
Supplier Contact Info Change Event XE  Pof
Supplier Contact Info C... > I Cancel Pending Contact Info Change ‘or MOORES AUTO BODY AND
Favorite > Edit Pending Change MOORE on 12/29/2022
mary)
Subject MOORES AUTQO BODY AND COLLISION

Overall Status  (empty)

Srppny

“l keep receiving an error message when | try to submit new banking information”

e If the error message below has populated, click the “For Supplier Connections Only” box within
the banking entry screen and try clicking Submit again. Please be sure that you have included
your bank document attachment and the remittance address that this new banking applies to in
the ‘Comments’ section near the bottom of the page. Please see the Change Settlement Bank
Accounts section of this procedures manual for the full process.

(Bl

Error

1. Page Error
Only one active Settlement Bank Account not marked for deletion can exist with no Payment Type selected.
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For Supplier Connections Only
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