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INTRODUCTION 
The purpose of this document is to show how vendors with multiple DUNS can select the 
appropriate Remit To (Pay to Site) information when submitting their invoice.  
 
Note: This job aid is not applicable to vendors with one DUNS number.  
 

CHANGE THE PAY TO SITE (DUNS NUMBER) INFORMATION  
The appropriate Remit To (Pay to Site) information can be changed in the Step 3 of the 
General Information screens under the Create Invoices section.  

Figure 1:  iSupplier Create Invoice: General Information Screen: Step 1 of 4 

 
 
1. Click on the Change button to be taken to the Remit To (Pay to Site) selection screen. 
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Figure 2:  General Information: Change Remit To 
 

 
 
2. Click on the radio button for the appropriate Remit To line.  
 
Figure 3:  iSupplier Create Invoice: General Information Screen: Step 3 of 4 
 

 
 
 
3. The selected Remit To information appears in the Remit To section. If you have selected 

the incorrect Remit To line, repeat steps 1 and 2 above.  


