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Amending your Coupa Profile 
information



Step One
Start the “Amend Profile” process

On the landing page 
click “Profile” 



On the profile page 
select “ Edit Profile”

Step Two
Start entering your information



Step Three 
Begin making your changes on the page

Enter the relevant 
information in the 
boxes and select 

“Continue”

Enter the relevant 
information in the 

boxes at the top of the 
page



Continue to make any 
changes as needed

Step Three (continued)
Complete your changes on the page



Complete the process 
by clicking “Save”

Step Three (continued)
Receiving payments  information



Step Six
Confirmation of changes

The green 
confirmation bar will 
show if changes are 

successful



Choose the customer  
to notify by clicking 

on their name in this 
panel

Step Four
Tell your customers about your 
changes



Step Five
Complete the auto generated email

Enter the relevant 
customer address here


