
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. 

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.     If the 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 

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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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. 

Select Continue to proceed to the Payment Method tab. 
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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 

You will be prompted to select the Legal Entity to associate with the payment method. 
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Fill out all the required fields and select Save. 

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

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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To add a new or additional remit to address, select the blue "Add Remit-To" button. 
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A pop-up will appear showing the previously created payment methods. Select and add the 
payment method associated with the correct address. 

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

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

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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