
How to Update Your Company Remit Address, 
Contact Details and Customer Contact Information 

on Tungsten Network

How to update your company remit address: 

1. Login to your Tungsten Network company profile

2. Go to “My Account” section located on the top right corner

3. Select “Remit Details”
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These 3 fields are required for all Web Form suppliers. Once completed, the data will be populated on all your invoices.



4. Enter your “Remit to Address Information”

5. Click “Save” to complete

How to update your contact details: 

1. Login to your Tungsten Network company profile

2. Go to “My Account” section

3. Under “My profile” select “Update your user details”
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This is the US template. Please contact us at e-invoicing@alliancedata.com if you need help with Canada or international.
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The remittance address should match your internal invoice exactly. Any discrepancies with our records will cause an error.



4. Update your personal contact information (name, email address,

telephone number and etc.)

5. Click “Save” to complete

How to add customer contact information: 

1. Login to your Tungsten Network company profile

2. Go to “My Account” section

3. Under “Contacts” select “View and Manage your Contacts”
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Please check the Tungsten login box. Any time you have issues, Tungsten can check your account.
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Phone number is required. If you do not have a number, put n/a.
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This information will help us contact you if we notice an issue with your e-invoices.



4. Select “Customer” tab and click “Add”

5. Fill-in the required customer contact fields name and email address and click 
“Save”
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This information helps us with the routing of your invoice. 
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If you do not have the email, type n/a.




