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This Quick Reference Guide (QRG) will assist you, the payee, in adding a new Order From or 

Remit To location to your information. 

To Begin, click the link in the email received from “J&J Admin.”

More Details

The first page of the survey is the “Welcome” page, which 

contains introductory information and requester information.  

Note, if you are responding to a request to add a new Remit To 

location, your navigation pane will look like exhibit (a); if you are 

responding to a request to add a new Order From location, your 

navigation pane will look like exhibit (b).  Review the information 

and click “Next” at the bottom of the page.

The “Contact” page appears. Note, that only the contacts listed 

have the ability to view and update your payee information.  

Make any necessary updates to information, then click “Next” at 

the bottom of the page.

The Privacy Statement will appear in a 

browser window.  Review and click 

“Accept and Continue” at the bottom of 

the page.

The “Remit To Page With 

Banking” page appears.  On this 

page, enter the following 

information: 

• Remittance information 

• Currency 

• Invoicing Method

• Payment Method 

• Payment Terms 

• Remittance Communication 

• Remittance Contact  Information 

• Banking Information Associated 

to this Remit To Location

When finished, Click “Next” at the 

bottom of the page.
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If you are adding an Order From location, you may skip step 4 of this guide.
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The “Order From” page appears.  On 

this page, enter the following 

information: 

• Order Processing Information 

• ASN Information 

• Purchase Order Information 

• Contact Information 

When finished, click “Next” at the 

bottom of the page. 

If you are adding only a Remit To location, you may skip to step 8 of this guide.  
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The “Manage Remittance Locations” page appears.  

Associate your Order From Location with a Remit To 

Location by selecting the checkbox next to an Order From 

location, then selecting the appropriate Remit To location 

from the corresponding dropdown.

Click “Next” at the bottom of the page.

Note:  If the Remit To associated with the newly added 

Order From is not shown, go back to the “Locations” page 

and click on the “Add a New Locations” button to add the 

information.  Once added, return to the “Manage 

Remittance Locations” page and select that Remit to from 

the dropdown.

The “Locations” page appears.  This page shows a list of the 

Order From and Remit To “Locations” currently in our system.  

To associate the new Order From location to a Remit To 

location, click the “Next” button.  
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The “Supplier Comments” page appears.  You may 

provide any comments for Johnson & Johnson 

Services, Inc. on this page.  Then, click “Next” to 

continue. 
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The “Submitting Information” page appears.  Review all information for accuracy, then click 

“Save & Send Updates.”
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You will receive an email confirming that your information was submitted.  If there are any 

questions or issues related to your information, Johnson & Johnson Services, Inc. will contact you 

via email, and you will receive a final email once your information is approved.


