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How to Setup Legal Entities in the Coupa Supplier Portal 
 

Completing your main profile keeps all your business information in one 
location and allows you to choose the information you would like to 
share with each customer.  

The next section will provide guidance on how to make these changes 
in your Organon profile.   

 

1. Log in to the Coupa Supplier Portal with Email and Password 

 

 
2. Click on the Business profile button 
 



   

 

 

 
 

3. Choose Legal Entities. 

  

 

 

4. Click on Create. 



   

 

 

 
 

 

5. Complete all the information required. The fields marked with 
asterisk (*) are mandatory. Once done, click Save. 



   

 

 

 
 

6. After you click Save a pop-up will appear, announcing you that 
the new Legal entity was set and you will have the possibility to 
either Close the session or Continue to add a new Payment 
Method.  
 
In case you choose Continue, please consult our How to Manage 
Your Bank Details guide for support. 

 
 



   

 

 

 


