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Supplier Update 

User Guide 
This User Guide outlines steps on UPDATING existing supplier information to ensure we 
have up to date information. 
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1. Log In & Access Update Form on Coupa Supplier Portal (CSP) 
 

 
 

 
 
 

 

1. Log in to Coupa Supplier Portal : 

https://supplier.coupahost.com/sessions/new 

2. Click on Business Profile 

3. Click on Information Requests 

4. Under Profile dropdown, select Suntory 

Beverages & Food International 

5. Under Form Responses, click on the form with 

latest created date * 

 

* 

• If the Creation Form you previously submitted 

had incorrect information or needs update to 

previously submitted information, you can follow 

the above steps to update information and re-

submit. The Status of this form will be either 

Applied or Pending Approval and the form name 

starts with SBFO – Supplier Creation. 

 

• You can also receive Update Form which we 

might send when needed. The form name starts 

with SBFO – Supplier Update. 

 

 

https://supplier.coupahost.com/sessions/new


 

2. Update Existing Information on Coupa Supplier Portal (CSP) 
 

 
 

 
 
 

 

• Once you access the form in Edit 

mode, you can update the information. 

 

• You will notice that most of the 

information is pre-populated from the 

information previously submitted and 

approved. 

 

Note: Fields marked * are mandatory 

to be populated. 

 

 

 

 



 

3. Update Existing Payment Details 

 
 

Important Note: 
• The existing bank details on the form CANNOT be 

overwritten and will be greyed out. 

• You MUST delete the existing bank details and add a new 

following the steps below: 

1. Delete Existing Bank Details: Click on  

2. Click on Add Remit-To 

3. Close the Dialog Box by clicking on  

4. Enter all the mandatory bank account details in the 

below format: 

 

For New Zealand Accounts: 

• Bank & Branch Code: Enter the first 6 digits (e.g., 123456) 

• Bank A/C Number: Enter the next digits plus suffix (e.g., 

789101100) 

 

For Australian Accounts: 

• BSB Number: Enter the 6-digit BSB (e.g., 123456) 

• Bank A/C Number: Enter full account number (e.g., 

789101112) 

 

5. Attach Bank Account Details Confirmation Supporting 

Document 



 

• Complete the rest of the form questionnaire and attach relevant certifications 
• Once all the required details are filled in, scroll to the bottom of page, and click on Submit for Approval. 
• You also have the option to Save if you cannot complete the form in one go. 
• If you have any questions, you can enter in the comment section and click on Add Comment. 

 

        
 

4. Any Questions? 
 

√ Email us at sbfo.supplier@suntory.com 
 

√ Reach out to your Point of Contact from Suntory Oceania. 

mailto:sbfo.supplier@suntory.com

	1. Log In & Access Update Form on Coupa Supplier Portal (CSP)
	2. Update Existing Information on Coupa Supplier Portal (CSP)
	3. Update Existing Payment Details
	4. Any Questions?

