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New and Existing Supplier Account 
Summary 
Outlined below is the process for registering as a new supplier with Wyndham City or updating your existing details 
in the TechOne Supplier Portal. 

1 New Supplier Request 
1.1 Access Supplier Portal 
a. A Portal Link will be sent to your nominates email via Wyndham City Council, click on the Access Supplier 

Portal. Please note, the link will expire within 2 days after the email has been sent, please create your account as 
soon as you receive the email.  

 

 

b. Alternatively, If you have already created an account, log into your supplier portal by clicking on this LINK. Then 
enter your username and password. Click Log On 

 

https://wyndham.t1cloud.com/T1Default/CiAnywhere/Web/WYNDHAM/LogOn/$SUPPLIER
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c. Once you have accessed the Portal link, you will be prompted to create a password for your supplier account. 
Create and confirm password, then Click Ok. 

 

d. Enter username and password then click Log on. 
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e. When you login, the home screen of TechOne and your Supplier Portal will be available to access. Click on 
Forms. Note: Add the TechOne home screen as your favourite or log into your supplier portal by clicking on this 
LINK. 

 

f. Once inside forms, type ‘New AP Creditor’ in the Search Field and click Fill out. 

 

  

https://wyndham.t1cloud.com/T1Default/CiAnywhere/Web/WYNDHAM/LogOn/$SUPPLIER
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1.2 Entering Details 
a. Enter all required details, including your business classifications and banking information. Fields marked with 

an asterisk (*) are mandatory and must be completed. Once you have filled in all the necessary information, click 
Submit to send the form for approval. The ABN must be entered as a 12-digit number without spaces. 

Important Notes for Trust Suppliers 

• Enter the ACN in the Australian Company Number (ACN) field 
• Attach the Trust Deed in the Attachments Sections.  
• Do not add bank statements in the attachments section. They will be checked during the OK2Pay process. 

 

b. Select the relevant option under Business Type  
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c. Select the relevant option under Small Business. Select NA if not Applicable.  

 
d. Select the relevant option under TPAR Stmt Supp Ind.  

 
e. Enter Contact Details  
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f. Fill out Adress Details 
 

 
 

g. Fill the Payment Details 
Important Notes: 

• All banking details provided must be consistent with those to be submitted via OK2Pay link. 
• In the Pay Name field, enter the bank account name exactly as it appears on the bank statement. 
• The BSB Number must be entered in the format XXX-XXX. 
• If banking information is entered incorrectly, the supplier must submit a new AP Creditor form (the WCC 

Team cannot make amendments). 
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1.3 Attachments 
a. Click Add to upload attachments. 

Note: Acceptable documentation includes: 

• Invoices 
• Bank deposit slips 
• Letters on company letterhead.  
• Trust suppliers are required to include a trust deed in their attachments. 

Bank statements are NOT uploaded at this stage; they will be required later during the OK2Pay bank 
verification step. (Refer to Section 3) 

 

b. Select the relevant option under Reporting and Social Commitment  
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1.4 Terms & Conditions 
Read and accept the terms and conditions. 

 

1.5 Submit for Approval 
Once the form is complete, click Submit for approval. A confirmation message will appear indicating the form has 
been successfully submitted. Click Done. 
The form will then be sent to WCC Procurement Department for review, after which the OK2Pay process will be 
initiated.  
Note:  

• Company Supplier: Refer to Section 3 for OK2Pay Bank Verification Process  
• Individual Supplier: Refer to Section 4 for OK2Pay for Ok2Pay Bank Verification Process 
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2 Updating Existing Supplier Details 
Summary: This section explains how to update existing supplier details within the TechOne Supplier Portal. 

2.1 Accessing the Supplier Portal 
a. Log into your supplier portal by clicking on this LINK. 

Please enter your username and password, then click Log On. 

 

b. Once logged into the portal, Click on Forms. 

 
c. In the search bar type Creditor Bank Update form and click Fill Out. The supplier will submit their bank account 

details here.  

 

https://wyndham.t1cloud.com/T1Default/CiAnywhere/Web/WYNDHAM/LogOn/$SUPPLIER
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d. Select from one of two options of bank change requests and click Save 

 

2.2 Updating Details 
When selected Update a Current Bank Account make sure to:  

1. Enter all mandatory fields marked with (*).  
2. Click on Add to upload attachments/supporting document.  
3. Then click Submit. 
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e. The request will go through to Procurement department to review and update and initiate the OK2Pay process if 
required.  
Click Done. You will receive an automated email from TechOne notifying that you will receive a OK2Pay 
verification mail shortly. (Refer to Section 3 for OK2Pay process) 

 

3 OK2Pay Process - Company Supplier 
Summary: After Procurement reviews the New AP Creditor request, they will initiate the OK2Pay process to verify 
and confirm the supplier’s bank details. The steps below outline what the supplier must do to complete the OK2Pay 
verification. 

f. You will receive an email with an access code and links to verify their bank account. Click on the first link. 
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a. Enter the Access Code provided in the email and click Submit. 
 

 
 

g. Enter the required information and click Next. 
Important Note:  
• All banking details provided must be consistent with those entered in the supplier portal earlier. 
• Any discrepancy between the information entered in the supplier portal and OK2Pay portal will result in 

failed verification. You will have to request a new OK2Pay verification link from the council officer.  
• ACN Information is only required for Trust Suppliers.  

 

Once the banking details are entered you will be directed to the next page for bank account verification. Select from 
Manual or Online Verification. Refer to Section 3.1 for Manual Upload and Section 3.2 for Online Verification. 
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3.1 Bank Account Verification – Manual Upload 
Note: The below are the steps of manual bank account verification. If you wish to do online verification, please 
refer to Section 3.2. 

a. Click on Manual Upload to manually verify the bank account.  

 
 
 

b. Upload two bank statements and click Submit 

Important Notes: 
• Please provide only the front page of the bank statement 
• Please redact account balance and transaction information 
• Bank statements should be issued within the last 12 months and for 2 different billing periods 
• Bank statements should be in PDF format 
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c. Your request is now Pending Review.  
Note: Please expect a verification call from OK2Pay to verify the ABN, BSB, Account Number and Account 
Name.  

 

d. Once the OK2Pay verification is approved, the Wyndham City Council 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. 

 

3.2 Bank Account Verification – Online Upload 
The following steps are for online back account verification. Please skip if choosing the manual verification method. 
(Refer to Section 3.1 for manual verification) 
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a. Once the banking details are entered you will be directed to the next page for bank account verification. Select 
Online to verify the bank account. 

 

 

b. Select from the provided list of banks or search for your bank in the search bar. 
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c. Enter the required information, tick the authorization checkbox, and click Submit. 
Note: OK2Pay does not have visibility of the information entered on this page. 

 

d. You will be redirected to your online banking and prompted to select the relevant bank account for verification. 
Select the relevant bank account for verification. 

 

e. Your request is now Pending Review. Once the OK2Pay verification is approved, the Wyndham City Council 
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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4 OK2Pay Process - Individual Supplier 
Summary: After Procurement reviews the New AP Creditor request, they will initiate the OK2Pay process to verify 
and confirm the supplier’s bank details. The steps below outline what the supplier must do to complete the OK2Pay 
verification. 

a. You will receive an email with an access code and links to verify their bank account. Click on the first link. 

 
b. Enter the Access Code provided in the email and click Submit. 

 

 

  



  

Wyndham City 20 

c. Enter the requiremed information and click Next. 
Important Note:  
• All banking details provided must be consistent with those entered in the supplier portal earlier. 
• Any discrepancy between the information entered in the supplier portal and OK2Pay portal will result in 

failed verification. You will have to request a new OK2Pay verification link from the council officer.  

 

Once the banking details are entered you will be directed to the next page for bank account verification. Select from 
Manual Upload or Online Verification. Refer to Section 4.1 for Manual Upload and Section 4.2 for Online 
Verification. 

4.1 Bank Account Verification – Manual Upload 
Note: The below are the steps of manual bank account verification. If you wish to do online verification, please 
refer to Section 4.2. 

a. Click on Manual Upload to manually verify the bank account.  
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b. Verify the individual details and click ‘Yes’ 

 
c. Enter the One-Time Password sent to your nominated phone number and click ‘Verify’. 
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d. Verify the banking details and click ‘Yes’. 

 
 

e. Select ‘Manual Upload’ and click ‘Next’ 
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f. Upload two bank statements and click Submit 

Important Notes: 
• Please provide only the front page of the bank statement 
• Please redact account balance and transaction information 
• Bank statements should be issued within the last 12 months and for 2 different billing periods 
• Bank statements should be in PDF format 

 

g. Your request is now Pending Review.  
Note: Please expect a verification call from OK2Pay to verify the ABN, BSB, Account Number and Account 
Name.  

 

h. Once the OK2Pay verification is approved, the Wyndham City Council 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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4.2 Bank Account Verification – Online Upload 
The following steps are for online back account verification. Please skip if choosing the manual verification method. 
(Refer to Section 4.1 for manual verification) 

a. Once the banking details are entered you will be directed to the next page for bank account verification. Select 
Online to verify the bank account. 

 

b. Select from the provided list of banks or search for your bank in the search bar. 
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c. Enter the required information, tick the authorization checkbox, and click Submit. 
Note: OK2Pay does not have visibility of the information entered on this page. 

 

d. You will be redirected to your online banking and prompted to select the relevant bank account for verification. 
Select the relevant bank account for verification. 

e. Your request is now Pending Review. Once the OK2Pay verification is approved, the Wyndham City Council 
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. 

 

You have now completed the supplier account creation/updating process with Wyndham City Council.  

------------------------------------------------------------------------------------------------------------------------------------------------------- 
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