
AP Forms – New Creditor Request Form ACU Purchasing Officer CiA 
Use this to request new creditors (suppliers) in CiA.  Before requesting a new creditor please ensure you: 

• Use AP Supplier Enquiry to check whether the supplier you want to use is already in Technology One 

• Have all supplier details including ABN, address, email and bank details 

• Have a copy of the supplier’s bank details on their letterhead to attach with the request 

• Have completed the employee contractor checklist if your supplier is a sole trader 

In Ci Anywhere click on the ACU Purchasing Officer CiA role 

 

Click on AP Forms  

 

The ACU New Creditor Request form will open.  Complete all the fields marked with an asterisk. 

 



You are required to complete the address field.  The Primary Address is the remittance address.   

Click Add and fill in the details. 

 

Once the primary address is completed, click Save to return to the form.  

 

All suppliers are paid electronically.  You must include a copy of the supplier’s bank account details on the supplier’s 
authorized letterhead.  If the supplier is a sole trader, you must also attach the completed employee contractor 
checklist.  Click Add and attach. 

 

Once the form is complete, click Submit for Approval 

 

If a purchase order address is required 

which is different from the remittance 

address, click on the orange arrow and 

Save and New instead of Save 

Remember to change the second 

address to Purchase Order Address by 

clicking on the black arrow and selecting 

this option 


