Coupa Reference Guide & Solenis.

For Suppliers — How to Update Your Legal Entity on Your Coupa
Business Profile

Learn how to update your legal entity on your Coupa business profile. This guide walks you through the process
step-by-step, ensuring accurate and complete information is submitted for your company.

1. Navigate to your CSP account.

/ o Invoices  Orders (  Business Profile ) Payments  Service Sheets  ltems ~ ASN  Sourcing  Forecasts  Setup  More..

[

Verify Your Account And Get Noticed

-—
= SE—
Coupa Verified builds trust and gets you in front of more Get Verified :

customers looking for products like yours.

rc ABC Company 789

Profile Last Updated: 29 days ago | View Profile

Recent Activity view . @ Announcements

No Announcements
TEST - Solenis

No activity found for TEST - Solenis.

Multi Factor Pending Join Merge Linked
Security Tasks Requests Suggestions Customers
1of 1 Us

grLKest 0 Tasks 0 users 0 Duplicates 1 Connection

Rev. 01

Coupa Reference Guide | 1




Coupa Reference Guide & Solenis.

2. Click "Business Profile".

JOHN~ | NOTIFIGATIONS

F‘ayments Service Sheets  ltems ~ ASN  Sourcing  Forecasts  Setup  More...

£yxcoupa supplier portal
0 Invoices  Orders.

Verify Your Account And Get Noticed

-—
. E——
Coupa Verified builds trust and gets you in front of more Get Verified :

customers looking for products like yours.

rc ABC Company 789

Profile Last Updated: 29 days ago | View Profile

Recent Activity view @ Announcements

TEST - Solenis

No activity found for TEST - Solenis.

No Announcements

3. Then click "Legal Entities".

£y:coupa supplier portal JOHN~ | NOTIFICATION:

A  Invoices Orders Business Prof'= s NS Service Sheets Items ASN Sourcing Forecasts Setup More...

’ Business Profile Profile Submissions ( ’ Payment Methods Information Requests Performance Evaluation Subscriptions

Verify Your Account And Get Noticed

L} .
z O
Coupa Verified builds trust and gets you in front of more Get Verified :

customers looking for products like yours.

ABC Company 789 < Share Profile

7

Company Info

Company Name Industry About

ABC Company 789

Zawin Naax Earablichad Commaditiac
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4. Here you might need to authenticate via your MFA which you set up during your company setup.

supplier portal JOHN -~ | NOTIFICATIONS (@ | HELP -
Invoices  Orders  BusinessProfile  Payments  Service Sheets  Items ~ ASN  Sourcng  Forecasts  Setup  More.

Multi Factor Authentication

Enter the 6-digit verification code from your authenticator app.

= Multi Factor Authentication | 490227

Cancel

5. Click the Legal Entity Name.

JOHN «  NOTIFICATIONS

Zcoupa supplier portal
A Invoices  Orders Payments Service Sheets  ltems ~ ASN  Sourcing Forecasts ~ Setup  More...
Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation Subscriptions
Legal Entities
Q) ¥

Create

Invoice From Address  Tax ID Linked Payment Method = Payment Information =~ Customers
Street 123, Charlotte, US:12345678  Remit-To Address Street 123, Charlotte, TEST - Solenis
North Carolina, 12345, North Carolina, 1234

Lriled States Bark Account Southern First Bank TEST - Solenis

R0

4

Per page 5] 10| 20
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6. Click the Edit pencil.

Upplier portal JOHN~ | NOTIFIGATIONS HELP v
Invoices  Orders @ CTEDIacdll Payments  Service Sheets  Items  ASN  Sourcing Forecasts ~ Setup  More...

siness Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation Subscriptions
egal Entities

jal Entity Name
|BC Company 789

ice From Ship From Remit-To Tax Registrations
et 123, Charlotte, North Manage Manage US:12345678

olina, 12345, United States

cepted Payment Methods (Payment Methods) ~ G

ed Customers v

7. Update the information related to your Legal Entity and click "Save".

Country/Region * Address Line 1 * Address Line 2
United States - Street 123 ®
City * State Postal Code *
Charlotte North Carolina - 12345
Invoice From Code  (7) Preferred Language
English (US) -

Ship From Address

~
Please enter the physical address that your goods are shipped from? This can be a warehouse address.

Same as Invoice From Address

Remit-To Address .

Please enter the address where you receive in-person payments.

Same as Invoice From Address

@ Payment information and customer connections can be modified on the Payment Methods page. Click here to make changes.

Cancel Delete Legal Entit

Rev. Author Description of change Training required

0 Adrian Craiu Document creation March 19, 2026 Yes xx No
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