
Sign up as a new vendor and for your preferred payment option

1.  Completed New Vendor Information
2.  Completed W-9
3.  Completed Certificate of Insurance - coverage levels are indicated in the 

contract or service agreement.
4. Completed Payment Sign Up Form

Submit these items directly to APhelpdesk@InvenTrustProperties.com

Sign Up for NexusConnect
 

Sign up here for NexusConnect    [link is https://www.connectedbynexus.com/auth/login]

Billing Address: What should be noted on the  invoice:
InvenTrust Properties LLC • Invoice number
 Property Name /  Number • Service Address (Property Name & Address)

P.O. Box 9270 • Month and Year of service

Oak Brook, IL  60522 • Description of services rendered

• Work Order # / Contract # 

Please contact InvenTrust Properties' Accounts Payable department 
Email:  aphelpdesk@inventrustproperties.com
Phone:  630.570.0700  - request the AP Department

Questions?

Invoice information

All vendors must be registered with NexusConnect, InvenTrust Properties' automated invoice system 
which allows you to submit your invoices directly into our payables system, check the status of your 
invoices, view Purchase Orders and payment information.

3025 Highland Parkway Suite 350   Downers Grove, IL 60515   630.570.0700

InvenTrust Properties New Vendor Package Instructions

Fill out the following items (attached):

mailto:aphelpdesk@inventrustproperties.com
mailto:aphelpdesk@inventrustproperties.com


(Please use the same legal name listed on the W-9)

Fax:

Other:

InvenTrust Contact Name:

InvenTrust Property Name:

Signed W-9 

Completed Insurance Certificate

Executed InvenTrust Service Agreement

Vendor Payment Sign Up Form (form attached)

Please contact InvenTrust Properties' Accounts Payable department:
Email:  aphelpdesk@inventrustproperties.com
Phone:  630.570.0700  - request the A/P Department

InvenTrust Properties New Vendor Information

Date:

Attention: 

Remit To Address:

City, State, Zip

Phone:

Cell:

Email:

**Required prior to performing work or making deliveries on site                  
** Terms are per the Service Agreement

Questions?

3025 Highland Parkway Suite 350   Downers Grove, IL 60515   630.570.0700

Business Name:

Submit this page to InvenTrust Properties' Accounts Payable Department, 
aphelpdesk@inventrustproperties.com along with:

mailto:aphelpdesk@inventrustproperties.com
mailto:aphelpdesk@inventrustproperties.com


Date:

Credit Card Payments - The Quick Payment Option

Are you aware of any transaction limit that can be charged by credit card?

No Yes - indicate amount of limit:

Are there any other card limitations? If yes, Please explain:

Would you like to receive one or multiple payments for invoices? (check one below)

Receive one payment for multiple invoices

ACH/Direct Deposit Option

Submit an Email Address:
Instructions:

Payment by Check
If you do not choose any of the above payment options, your invoices will be paid via check.

Business Name:
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InvenTrust Properties Vendor Payment Sign Up

Choose one of the payment options below and fill out the corresponding information

 If your company can accept Visa or MasterCard payments, you will qualify to receive 
invoice payments by credit card

Contact Name:

5. For notification of payments, an email will be sent directly from @wellsfargo.com.

Vendor No:

1. Your enrollment instructions and login credentials to Wells Fargo Bank will be sent to the above email
address from InvenTrust Properties' AP department. This may take 2 to 3 days.

2. Follow the ACH enrollment instructions.

3. You will receive an email from ACHOnboarding@wellsfargo.com inviting you to a secure supplier enrollment
portal. For security purposes, Wells Fargo Bank stores your banking information, not InvenTrust.

3. Once you have successfully enrolled. Wells Fargo will contact you with your login information and notify AP
of a successful login. The email will be directly from @wellsfargo.com.

4. You can update banking information via the Wells Fargo portal.

Email Address:

Receive one payment per invoice
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