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How to Update your CSP Profile 
 

This step-by-step process shows how a Supplier can update their profile within the Coupa Supplier Portal 

(CSP). 

STEPS 
1. On the home screen, please navigate to “Setup” and then “Customer Setup” 

 
 

2. Click “Edit Your Setup” 
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3. To edit/manage the Remit-to address(es) and Legal Entity, click “Actions” and then select your 

option:  

 
 

4. To add/manage Remit-to Address(es): 

 
 

a. To Modify the Current Address: 

i. Click “Manage” by the address you’d like to modify 

ii. You can edit which Customers see this Remit-To and/or Deactivate this address 
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b. To Add Remit-To Address: 

i. Click “Add Remit-To” 

ii. Select the Payment Type associated with this Remit-to Address: Bank Account, 

Address, or Virtual Payment 

iii. Fill in questions related to the Payment Type 

iv. Click “Save & Continue” 

 

 

5. You can modify your payment information via Setup and Admin 
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a. Add your new banking and any other requested information 
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6. You can update your Coupa Profile via “Profile” and “Edit Profile” 

 
 

a. From here, you can edit various aspects of your profile: 

i. Company Picture 

ii. Company Name, Doing Business As 

 
 

iii. Primary Address 

 
 

iv. Primary Contact 
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v. Company Information 

 
 

vi. Commodities 

 
 

vii. Product and Service Categories 

 
 

viii. Areas Served 
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ix. Online Presence 

 
 

x. Once the information is filled in and/or updated, you’ll click “Save Changes: 
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