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Coupa Supplier Portal (CSP) – Set up form

COUPA for Suppliers
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+ Update IQVIA profile

+ Add a Remit-To Address
Covered 

topics
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Update IQVIA profile
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• There are two ways to update your IQVIA profile:

1. Navigate to Notifications and click on the Update your profile for IQVIA link

2. Go to Profiles and select IQVIA from the Drop-Down box:
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• If you already submitted the Form for Approval, you will need to Withdraw the form by scrolling to the bottom of the 

screen and clicking Withdraw:

• Once the screen refreshes, you will be able to edit the profile.
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Full Name of Company (Trading or Doing Business As Name of Business)

Only populate if your Registered Name is different from that which you are doing business (i.e. 

you are registered with the IRS with a holding company and are doing business as another name)

Type of business

VAT Registration Number (please include country code in front of number for EU/UK 

This section only needs to be populated if your company 

is either in a country that has more than one type of tax 

or in a country that does not utilize VAT Registration 

numbers (i.e. France-SIRET/SIREN, US-FEIN, Poland- NIP 

etc.)



6

Before submitting your form for approval, you must add a Remittance 

Address/Banking.  This is very important and if this section is missed we will 

be unable to approve the form.  To do this, click the ADD button.

The Primary Address should be the registered address of your company.

Primary Contact for your company.  This person can add additional users by inviting 

them in the admin section of the Coupa Supplier Portal.
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Add a Remit-To Address



8

• If you have already created a Remit-to Location in the Admin section, you can select it here.  If you have not created one, 

you will be able to create it now.

• Click Create New to either set up a Remit-to or to create an additional Remit-to Location

• The information you will be adding in this section is not configurable and there are a few details that you may have already 

populated on the IQVIA Form.  These are fields required by Coupa and are necessary to create your location.



9

• On the appearing page Where’s your business located? enter the official name of your business that is 

registered with the local government

• select the country where it is located

(Depending on the country, another window(2) may appears with additional location information)

• Click Save & Continue

21
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You may have other customers that use Coupa. You can either restrict this address to 

IQVIA or you can make it available for you to assign to all your customers.

This address would be the same as your primary address.  If you list a different address on your 

invoice in which you would receive a check, you would uncheck the Use this Address for Remit-

To.  

If you receive your payment electronically, and you don’t want to enter multiple addresses, 

you can leave the box checked. (in this example, we are going to leave the box checked)

This would also apply to the Ship From Address.
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Please enter the applicable banking fields on this screen.  The bank country and 

Routing field will default from the country you chose on the first screen of the Remit-

To screen.

We do not require the address of the bank.

If applicable, enter your Tax ID.  If you are not registered, leave the field blank.  

If you click the I don’t have the VAT/GST Number field, it will ask for a Local Number, 

so don’t check the box if this not something your country has.

You can skip this section.
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• Verify the information on this screen and if everything 

looks ok, click Next

• In the appearing Where do you ship goods from?

window, verify the information on the next screen and 

click Done
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Once you reach the Setup Complete screen, click Add 

Now.
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The information you entered should now be located under the Primary 

Address.

Once you have verified that the Remit-to Location is visible, you can 

submit the form for approval and the IQVIA Vendor Setup Team will 

review your registration information. 

If you have any questions or need help, feel free to reach out via e-mail 

(lori.bauman@iqvia.com)


