How to Update Remit To Address and/or
Payment Method in Coupa

Geosyntec requires that the remit-to address reflected in your Coupa profile be consistent
with the remit-to address indicated on all submitted invoices.

Remit-to address and/or payment method updates require a two-step process: (1) Ensure
the correct legal entity and associated payment method are established on your
Coupa profile and shared with Geosyntec (2) Completion of the Geosyntec update
form.

Note: If the remit-to address has changed, a new legal entity will need to be created on the
Coupa Supplier Portal (CSP) profile before completing any related forms.

1) Locate or create a Legal Entity and associated Payment
Method:

1. From the Coupa homepage, navigate to Business Profile tab and Legal Entities subtab.

{;}coupa Supplier Portal @ 0 @ o

Verify Your Account And Get Noticed

Coupa Verified builds trust and gets you in front of more .

customers looking for products like yours.

CA Vendor Test

&

Company Info e

The Multi Factor Authentication pop-up will appear.

+ If you have a problem with your Coupa login or multi-factor authentication (MFA) please
reach out to Coupa directly: supplier@coupa.com or visit Coupa Supplier Portal Registration
and Login | Coupa Documentation
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2. Review existing Legal Entities, associated Payment Method(s), and linked customers.

3. Ifthe remit to address or payment information has changed, a new Legal Entity will need to
be created.

How to create a new legal entity:

Select Create

.
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Complete all the required fields:

Note: Ensure the name is distinct from other legal entities so it can be clearly identified in the
payment method step.
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Create Legal Entity *

Invoice From Address -
Plaase anler the address that you ineoice Trom of e address that you receive mafled and in-gernon payments

CounrtryRegion * Address Ling 1 * Address Line 2
n . P
- 40 La Casta Awenue Address Line 2 &+
City * Gtate Prostsl Coce *
Encinitas Califarnia - BI04
mvoion Froen e (7] Profarred | ang e
English [LUS) -
Ship From Address R
Plaase enter the physical address that your goads are shipped fram? This can be 3 warehouse address

Sarme as Invoice From Address

Remit-To Address

Pleacc enter the address where you receive in-person paymaents.

@ Sama as invoica Fram Address

Cancel

If the remit-to address is different from the primary address, under Remit-To Address,
uncheck the “Same as Invoice From Address” option to display additional fields and enter the
correct remit-to address. Select Save.

Create Legal Entity %

English [US} -

Ship From Address N

Flease enter the physical address that your goods are shipped frem? This can be 3 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 h

Country/Region * Address Line 1 * Address Line 2
United States - 905 Orpheus Avenue ®
City * State Pastal Cade *
Encinitas California - 92024

Resmit-Te Integration Sode (1)

G
Cancal

Select Continue to proceed to the Payment Method tab.
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Business Legal Entity successfully created. Next, you must add payment info or a
{E’) remittance address required for invoiting. Go e Payment Methods and elick “Add

Payment Method® to complete this.

This section displays which payment methods are linked to specific legal entities and shows the
customers with whom they are shared.

If a new Payment Method is needed select Add Payment Method

Payments Service Shaats Items ASN Seurcing Faracasts Catalegs Community Add-ons Dashboards Setup Quality Contracts
Business Prafile Profile Submissions Legal Entities Payment Methods Infarmation Requests Performance Evaluation Subseriptions
Payment Methods
# Add Payment Method - Vv Q,
Payment Method  Payment Method Mame  Country Currency  Linked Legal Entty  Shared With Customers Fayment Method Status  Actions
ﬂ Bank Transfer test Unis=d uso USA Sub R45 Geosyntec Family of .: Ative | / () ﬁg E[
States Companis TESTZ i
T Bank Transter  lesling United usn US4 Sub R4S Geosynlac Family of (ctive ) £ e[
Siales Campanies-TEST2 o

Perpage &| 10| 20

You will be prompted to select the Legal Entity to associate with the payment method.
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Add Payment Method

Lirked Legal Entity *

[

USA Sub 452

US4 Sub R45

Fanert é

Fill out all the required fields and select Save.

Add Payment Method

Linked Legal Entity *

USA Sub 45 2

Bank Transfer

Slease enter the following inform

Account Nickname * .:i:
test

Bank Branch Country / Region *
United States

Bank Branch State / Province *
California

Account Number *
B79562580

Wire Routing Number (7)

ation to receive

Beneficiary Legal Name * (7)

USA Sub 45 2

Bank Account Currency

uso

Bank Name *
Chase Bank

ACH Routing Number *
021000322

SWIFT { BIC Code (7)

8 ar 11 character

Bank Transfer payments.

coneet é

Select the customer(s) you wish to share this payment method with and select Save.
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Add Payment Method X

Great News! The payment information has been successfully saved. x

Select customers with whom you want to share test and click Save

]

test

Once the green banner confirms the payment method has been successfully shared, you may
proceed to the second step of the process.

In order for Geosyntec to access the remit to and/or payment method updates you have
made on your Coupa profile, you must also complete the Geosyntec form.

2) Accessing the Geosyntec Remit-To Form:

If you have not already received an update request, you can request a form by emailing
supplier.support@geosyntec.com.

* In your email requesting an update form, please confirm company name and the email
address used to log in to Coupa, as the request will be sent to that address.

You will receive an email prompting you to log in. Select the link provided, which will take you
directly to the Geosyntec Remit-To Update form.
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Update your profile for Geosyntec Family of Companies-TEST2

Hello ISA Sub R45 - 16804,

Geosyntec Family of Companies-TEST2 uses Coupa to maintain supplier infermation
and reguires that all suppliers have a profile with information needed 1o conduct
business with us, Already a Coupa user? If you are an existing Coupa uses, please use
this link to connect with Geosyntec Family of Companies TESTZ and complete our
Information Request, New to Coupa? If you are new 19 Goupa, you will need o creste a
Coupa aceount before procesding. During setup, make sure to complete the initlal
popups for the legal entity and payment methed. Once completed, you will be directed to
the Geosyntec Information Reguest, where you will be required to answer specific
questions that Geosyniec requires

After submission, you will receive an email when the profile is approved of if additional
Information |2 needad. Please note that If you de not beqgin the process within 90 days
the invitaticn will be automatically deleted. If you encounter any issues, guidance
docurmnents can be found on our Supplier Resources page

bitps:fgeosyntec. comdabout/supplisr-resosurces-coupa, O you can contact our support
team at SupplierSupport@mgeosyntec.com. (Please note that the pald version of Coupa is
not necessary to do business with Geosyntec)

Casey Ehmann
Gensyntec Family of Companles-TESTZ

If you have already received the email and are logged in to Coupa, you can locate the form by
navigating to the Business Profile tab and selecting the Information Requests subtab.

Select the "External Remit to Update" Form to Open and Begin Editing

{;}coupa Supplier Portal ot @ s

[ﬁ] Invoices Orders e Payments Service Sheets Items ASH Sourcing Forecasts Catalogs Community Add-ons. Cashboands Setup Quality Contracts
Business Profila Profila Submissions Lagal Entitias Paymant Mathods Parformance Evaluation Subscriptions
Geosyntec Family of Companies-TEST2 Selocl CUSImes | Gaesymies Famey of Comparses TESTS
Forms
F 0l @nd SULMIL e Wew o7 Dram rms. You Can Upaate your Informaton o TS a1 Ay 1ime
g = E= |
Created Date Submitted At
DNZ1/2026
D5/Z1/2026 0SZUZE6

If the existing remit-to address is no longer needed, update its status to “Inactive” using the
dropdown. If the address is still needed in addition to a new remit-to, leave it as Active. Do not
use the red “X” to remove the address, as this will result in an error.
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£FCOUPA suppior Portal
e Y e

Prefile Submissions

(] [ Barvics Sheate Foems ASH

Businass Profle Lagal Entitias Payment Mathsds Information Roguasts

Geosyntec Family of Companies-TEST2

Exatiesral Rl (el Ty Lo il

Supplier infarmation

USA Sub R4S

‘Remit-To Addresses

At one or more: Rem E-To Addresse

|- bl Rt -To -|

Remit-To Address

Active

Saurcng Foracacts

Parformancs Evaluation

[ T

Catalogs Cammunity Akd-ans Dashboards Satup Guallty

Subscriptions

Selel Cusiones | Geosyme: Famiy of Companes-TEST2 hd

by sther Ming sul anew Complant volong Farm or choosing an EXsting Reme- To Agaress.

Contracts

-Remit-To Addresses

Add one or more Remit-To Addresses by efiher lling out a new Compliant Invoicing Form or choosing an Existing Remil-To Address.

|f Add Remit-Ta ]
*Remit-To Address

Active

Active -

Active

Inacine

# Bank Transfer (ACH, US & Canada only) Bank Mame, Account Number, Routing Mumber
= Bank Transfer (Wire) Bank Name, Account Mumber_ IBAN, Swift Code

= Digital Check or Virtual Card: Email for payment information to be sent to

» Bankgiro (Sweden only): Bankgiro tag is required

Ensure the above detalls are 2vaillable when adding payment method

To add a new or additional remit to address, select the blue "Add Remit-To" button.
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External Remit To Update

Supplier Information

USA Sub R45

*Remit-To Addresses

Add one of more Remit-To Addresses by either filling oul a new Compliant Invaicing Form or choosing an Existing Remil-To Address.

_

-Remit-To Address

Active

Inactive B

Eayment Method Required Information

Bank Transfer (ACH, US & Canada only): Bank Name, Account Mumber, Routing Mumber.
Bank Transfer (Wire) Bank Mame, Account Mumber, IBAN . Swift Code

Dhgital Check or Wirtual Card. Emeaal Tor penyment mformiation to be sent Lo

Bankagiro (Sweden only): Bankgiro tag is required.

A pop-up will appear showing the previously created payment methods. Select and add the
payment method associated with the correct address.

How would you like to be paid?

All Methods Bank Transfers Remit-To Addresses Virtual Cards Add Payment Method -

Geosyntec Family of Companies-TEST2 supports Virtual Cards, Bank Transfers Payments.

Chase Bank 1 Customer Supported
540 La Costa Avenue, Encinitas, CA 92024, United States

Account Mumber Transit Code Wira Routing Mumber
HREE236 021000322

Chase Bank 1Y Customer Supported
905 Crpheus Avenue, Encinilas, CA 92024, Uniled Slales

Account Number Transit Code Wire Routing Number

ERG2589 021000322

Cancel Add Selected

The banking fields will populate.

Select and confirm the payment method in both fields, and add the remit-to contact email.
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-Remit-To Address

Active 9

Artive ~

Payment Method Required Information

= Bank Transfer (ACH, US & Canada only): Bank Name, Account Number, Routing Mumber.
+ Bank Transfer (Wire): Bank Name, Account Number, IBAN, Swift Code

+ Digital Check or Virtual Card: Email for payment information to be sent to.

+ Bankgiro (Sweden onlyy Bankgiro tag is required

Ensure the above details are available when adding paymen! method

Reminder. Please inactivate old remit-to before submitting

* Payment Method

Bank Transfer ACHEFT (US . x w |

* Confirm Payment Method

Bank Transfer ACHEFT (US &
SH)

Canada only) (AC Ll

*Remit To Contact Email h

test@@gmail com [ /]

Select "Submit for Approval" at the bottom of the form.

Decline Save Submit for Approval

A green banner will appear across the top and "Pending Approval" will be displayed if the form
went through properly.

Inwmices Ordars Paymeants Service Sheets Items ASH Saursing Faracasts Catalogs Community Add-ans Dashboards Setup Quality  Contracts
ness Profila  Profila Submissions  Legal Entities  Payment Msthods  Information Requests  Performance Evaluation  Subscriptions
Geosyntec Family of Companies-TESTZ2 Select Customer | Geosyntec Family of Comparies TEST2

Your mformation has been submitted x

Wiew All Besponses
Extermal Rermit To Updale

Pending Approval o

Supplier Information

Geosyntec will review the form and, once fully approved, will update the remit-to
address and/or payment method on our side to reflect the changes submitted.
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+ If you have questions regarding the Geosyntec update form please contact:
supplier.support@geosyntec.com
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