
   Job Aid: Update your Supplier Profile 
Below is the step-by-step procedure to log in to the supplier portal and update your 
company profile. If you encounter any issues during the process, please contact 
procurement@voya.com for assistance. 

▪ Open your Chrome/Microsoft edge browser

▪ Access Are you currently a Voya supplier? | Voya.com with your User ID and Password

   Once you are into Voya screen, select the second point link “Use your user ID 
and password to access.” 

https://www.voya.com/article/are-you-currently-voya-supplier


Go to the Supplier Portal, and within the Apps section, click on Supplier Portal to 
continue. 

  Choose- Company Profile 

After selecting Company Profile, your profile information will appear on the screen. Click 
Change Profile to begin editing, then select the appropriate sections you want to update. 



1. Organization Details:

In this section, you will be able to update key organization details such as your company 
name, organization type, taxpayer ID, tax reporting name, and any additional information 
displayed in the corresponding screenshot. 

In the Attachments section at the bottom of the Organization Details sub-tab, 
upload the appropriate supporting documents, if required: 

• Updated Form W-9/W-8 for company name, address, EIN or TIN revisions

• Bank letter or voided check for bank information updates

• Do not delete any current attachments from your profile

Once the attachments are added, click Review Changes to validate the updated 
information. If everything is accurate, click Submit. 



Upon clicking Submit, you will see a Change Request Description box. Enter a summary 
of the updates you performed, and then click Submit to complete the process. 

Once the request is submitted, the system will confirm successful submission and display 
the change request number for your reference. 

2. Address:

Click the + icon to add a new address, then complete all required fields to create the new 
entry. 



To deactivate an address that is no longer needed, open the address and update the 
Inactive Date field at the address level. 

3. Contacts:

Use the Contacts section to add new administrative or portal-access contacts and to 
remove any outdated or unnecessary contacts. 



4. Bank Accounts

Go to the Bank Accounts section to add new bank account information for payment 
processing. 

Verify that all required fields are completed before submitting your updated bank account 
information. 



Once the bank details are updated, attach a bank letter or voided check on the 
Organization sub tab to complete verification. 

Note: 
If your bank is not available in the dropdown, enter “000000000” in the Bank Branch field 
and select No Bank, following the screenshot example below. 



After completing your profile updates, click Review Changes to ensure all fields are correct 
and the required documents are attached to the organization details tab. 

 Once you’ve confirmed everything is accurate, click Submit 

Upon clicking Submit, you will see a Change Request Description box. Enter a summary 
of the updates you performed, and then click Submit to complete the process. 

Once the request is submitted, the system will confirm successful submission and display 
the change request number for your reference. 


