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1. Complete steps 1 through 5 in page 3 to login into Callidus. 

2. Click on the Sales Performance Home drop down and select the option Workflow from 

upper right-hand corner of the dashboard. 

 
 

 
 

3. Once in workflow, click on ‘+’ sign on the upper right-hand corner of the dashboard 
and select Update Banking Information from the drop-down list  

 
 

 
 

 

4 Update Banking Information 
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Update Banking Information, continued   

 

 

 

4. From the Update Banking Information screen, select ACH or W9 from the drop 
down and click submit button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. Depending on the banking form (W9/ACH) selected, certain fields are required to be 

completed in order to submit the form. An error message will be displayed if all 
required fields are not filled in. All fields denoted by an * are required. 

6. Click the submit button on the bottom of the form to submit the banking form. 
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Update Banking Information, continued   
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Update Banking Information, continued   
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Update Banking Information, continued   
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Update Banking Information, continued   

 

 

 
 

 
 

 
 

7. You can also click the Save button or Preview button on the bottom of the form to 

save or preview the information you entered in the form. 

8. A pop up box will be displayed upon successful validation and click ‘Yes’ in the pop up 
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Update Banking Information, continued   

 

 

 

9. Click on the DocuSign button. 
 

 
 
 
 

10. Once you are in DocuSign home page, please read the Electronic Record and Signature 

Disclosure and select the check box that says, ‘I agree to use electronic records and 
signature’. If you prefer to print and sign your form, skip to step 83. 
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Update Banking Information, continued   

 

 

 

11. Click Continue. 
 

 
 

12. Click Start 

 

 
13. Click Sign to electronically sign the form. 
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Update Banking Information, continued   

 

 

 

14. Confirm you name, initials and signature in the Adopt Your Signature page and click ‘Adopt 
 

 
 
 

 
15. Once electronic signature is completed, click Finish button. 

 

 

and Sign’ button. (This will only appear for 1st time DocuSign users). 
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Update Banking Information, continued   
 
 

 
 

18. Click Submit button on the bottom of the Document Signing page (Once browser is closed, this 

page will appear). 

17. Close the browser by clicking on the X in the top right corner. 
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Update Banking Information, continued   

 

19. If you wish to see your completed form, click on the below highlighted PDF. At this point, 

your banking form has been submitted to Blue Cross Blue Shield Michigan for processing. 

 

 

 
20. If you prefer to print and sign the banking form, select DocuSign button below and 

click on ‘Other Actions’ drop down and select the option ‘Print and Sign’. 

 

 
21. After printing the document, sign the completed form, scan and save the form for 

uploading. 


