
Supplier Updates Guide 
 
 
Welcome to this basic navigation training material for Supplier Updates using the Supplier Portal Tool. 
As the Supplier Contact, you will be responsible in editing your records within the Tool when you have updates 
on your information. 
By the end of this material, you should be capable of completing and submitting the updates within the Tool. 
 
 
Before you begin: 
If your update is on Tax ID, please connect with your authorized Chevron contact. This kind of update shall be 
treated as new record creation. Please do not update your Tax ID in your existing record. 
 
 

1. The update process begins when you receive a “Vendor Onboarding” email. This email contains your 
initial log-in credentials and some instructions. Just click the link in the email to access the Tool. 

 

 
 

2. In the log-in page, input the username and temporary password from the invitation email. Click “Log In”. 
 

 



 
3. Upon log-in, you will be asked for the authentication code. 
 

      
 
Check your inbox. You will receive another email for the “Login Authentication Code”. 
Copy the code and paste into the authentication code text box. 
Then, set the 5 security questions and answers. Click “Submit”. 
 
 

4. You will be presented with an option to setup a passkey. It is up to you if you want to set this up or not.  
If you want to setup a passkey, simply follow the instruction shown on the right side of the screen. 
 

 
 
Once your preferred device(s) are added, click Submit. 
Both Submit and Skip buttons will take you to the screen to change your temporary password.  

 
5. Update your password then click “Change Password”. 

 

 
 
 
 
 



6. Select your country of residence then click “Submit”. 
 

 
 
 

7. The next page will show the Privacy Notice. Review the items then put a check mark in the “Agreement” 
tick box. Click “Submit”. 
 

 
 
 

8. On the Supplier Agreement page, click on the links on Terms of Use and Privacy Rights. After reviewing 
them, check on the box to agree, and then click “Next”. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 



9. On the left side of the screen, you’ll see a navigation list showing the grids/pages for the update 
process. As you complete each grid/page, the buttons will turn blue. 
 
The Registration Checklist grid provides reminders of the information needed throughout the 
registration.  
 
Please be informed that even if you only have to update a single detail from your record, the Tool will 
still require you to go through ALL the grids/pages up until submission. You may encounter required 
fields that are blank. Kindly input the details to those fields to proceed. This is to facilitate the 
validations embedded within the Tool. 
 
Click “Next” to proceed. 

 

 
 
 

10. In the General Business Information grid, you will see your Vendor Country, Registered Name, and 
Doing Business As (DBA) Name.  
You may edit the details if you have updated your company name.  
Click “Next” to proceed. 
 

 

 
 
 
 
 
 
 
 



 
11. Company Code Information grid will list the Chevron location(s) who does business with your company.  

Click “Next” to proceed. 

 

 
12. In the Business Address grid, click “Edit” for Remit address type.  

 

  

 

 

 

 

 

 

 

 

 



An address information window will appear. 
In the “Remittance Email Address” field, input the email address of the primary contact of your 
company.  

 
 

 A pop-up window will appear showing apexanalytix suggested address and a user entered address.  

 

 



Review closely if the suggested address is correct.  
If correct, select the suggested address then click “Ok”.  

 If it is far off, then select the user entered address then click “Ok”. 
 Click “Next”. 

 
If you have an update for either your Physical or Remit addresses, simply click on the “Edit” button 
beside the address type, edit the required details, then click “Ok”. 

 
 

13. Under Business Address is the Supplier Contact Information section. 
 

 

If you need to add a new contact for your company, click “Add new record”. 
Input all required fields accordingly.  
Click “Edit” beside Telephone to add the phone number. Click “Update”. 
Then click “Ok”. 



 
 
You may also edit existing contact information by clicking the “Edit” button beside the contact’s name. 
Proceed with the updates, then click “Ok”. 
 
Click “Next” to proceed. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



14. In the Country Specific Tax Information grid, input the required details. 
Some fields and requirements depend on your selection. 
  
If the “Tax Reporting Country” selected is “United States”, then the “Tax Document Type” field will 
display “W9 Form”. 
The Tax Type(s) listed in the table will depend on the “Tax Reporting Country”.  
A few more W9 optional fields, and the “States Where Services will be Performed” section are visible. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



If the “Tax Reporting Country” is non-US, for example “Australia” or “India”, then the “Tax Document 
Type” field will display “W8 Form”. 
The Tax Type(s) listed in the table will also depend on this selection.  
The “States Where Services will be Performed” section is visible. 
 

 

 
  

If your “Tax Reporting Country” is non-US, say “India”, and you are going to transact with Chevron that is 
also not located in US, then you will not see the “States Where Services Will be Performed” section. 

 
   



When you select “Limited Liability Company (LLC)” as Business Entity Type, a new field right below it 
named “Tax Classification” will display. 
When you select “Corporation”, the “Tax Classification” field will not display. 
 

 
 

 
 

Under the “States Where Services Will be Performed” section, select the states with special tax 
requirements where your company does business.  

If you selected any or either of the 3 states, additional questions would display based on your selection.  
Answer all required questions then click “Next”. 
 

        
 



 
 

If this does not apply to your company, select “Not Applicable”. 
 

 
 

Click “Next” to proceed. 
 
 

15. In the Banking Details grid, click on “Edit”. 
 

 
 
 
 
 
 
 
 
 



If you do not have updates on your Banking Information, input your current banking details to all the 
required fields with red asterisks.  
When you input the “ABA Routing Number” field, otherwise known as Bank Key, several of the required 
bank details will auto-populate.  
 

 
 

If you have updates on your Banking Information, input your updated banking details instead to all the 
required details to fields with red asterisks.  
 
When your bank requires FFC (For Further Credit) instructions to receive a wire transfer, you can provide 
these as specified by your bank. FFC may be an account number or account name on file with your 
bank. Input these instructions and details in the “Further Credit To” text box. 
 

 Click “Ok”. 
 Then click “Next” to proceed. 
  
 

16. Update the Organization Ownership grid. 
The first question asks if your company is a publicly held entity or is listed in the Stock Exchange. 
 

 

  
 



If you answered “Yes” to the first question, a document will be required for you to upload later. 
Click “Next” to proceed. 

 

 
  

If you answered “No”, a second question will display. 
If you answered “No” to the second question, you could proceed to the next grid by clicking “Next”. 
 

 

  
If you answered “Yes” to the second question, a table would display for you to update. 

 Click on “Add New Ownership”. 
 

 
  

 
 
 
 
 
 
 
 
 
 
 



Input the required details then click “Ok”. 
  

 

  
 Then click “Next” to proceed. 
 

 
 
 

17. In the Business Classification grid, click on “Add New Classification”. 
 

 
  
 Input the required details. 

If you are a US located Supplier, input details as you see fit for these fields. Then click “Ok”. 
If you are a non-US located Supplier, input “N/A” for the Business Size field, then click “Ok”.   

 
 



  
Click “Next” to proceed. 

 

 
 

 

18. The Document Upload grid lists all required documents based on the selections you’ve made from the 
previous grids throughout the process. 
 
If you are a non-US supplier, you are required a W-8 form.  
This form is not yet available for e-signature in this Tool. You need to upload this form. 
 
If you are a US supplier, you are required a W-9 form. 
The Portal has a built-in W-9 form available for e-signature.  
Click on the “Click here to eSign” link under the Electronic Signature column of the summary table. 
 

 
  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



To electronically sign, review the details in the W-9 form then scroll down. 
There are 2 tick boxes that will identify if you Agree to the statements beside.  
Click on those 2 tick boxes then click “Submit”. 
 

 
 
A pop-up message will confirm that the W-9 has been successfully e-signed. Click “Ok”. 

 

         

 Upload the rest of the required documents. 
 Click on the “Upload” button next to the file type listed. 
 

 
  



 
After uploading all required documents, click “Next” to proceed. 

 

 
 
 

19. The final page is the Review and Submit. 
You can review all information you have provided so far by clicking the grid name listed on the left side 
panel.  
To finalize your updates, click on “Submit”. 
 

 
 
 

20. After submission, you will be directed back to your homepage. 
 

 
 
 
 
 
 
 
 
 
 



 You will receive an email notification confirming that your updates have been recorded. 
 

 
 
 
After some time, you will receive another email notification once your updates have been approved, 
and your updated account is now Active in the Supplier Portal Tool.  

 

 

 
Here ends the basic navigation training material for Supplier Updates using the Supplier Portal Tool. 
Congratulations! You have successfully completed and submitted your updates using the Tool. 


