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How do I fill in a business partner data form in Coupa 

 

1. You will receive an email informing you that you are logged in to 
Organon in Coupa, where you can update your profile that will direct 
you to a page in COUPA to fill in the missing information. 

 
 
 
 



   

 

 

2. Before starting to fill out the BPDF, please make sure that the Legal 
Entity is added to Coupa, to check this information please click 
Business Profile, and Legal Entity. 
If the Legal Entity is not added in Coupa, please follow the instructions 
on how to guide How To Set Up Legal Entities. 
 

 

 
 
3. Please check the Bank account to be added in Coupa, to check this 

information please click Setup, and Payment Methods.  
If the Bank account is not added in Coupa, please follow the 
instructions on how to guide How To Manage the Bank Details  

https://www.organon.com/supplier-guides/wp-content/uploads/sites/79/2025/03/How-To-Set-Up-Legal-Entities.pdf
https://www.organon.com/supplier-guides/wp-content/uploads/sites/79/2025/03/How-To-Manage-the-Bank-Details.pdf


   

 

 

 
 
 

4. Go to Business Profile, then Information Requests. Make sure to 
select Organon in the top right corner. 

 

 
5. Once the Form is opened, you’ll have a long list of fields you need to fill 

in. However, remember that you only need to fill all the fields with a 
red asterisk. 



   

 

 

 



   

 

 

6. In the next section, Remit to Addresses, you will need to add your 
company's bank details. 

 
 
 

7. Select the Bank account and Add Selected 

 



   

 

 

8. You will then need to check the details in the fields below and make 
sure that all the information was populated correctly. 



   

 

 

If you have any doubts, follow this chart to find your way around: 
 

Banking fields Mandatory Country 
BSD Yes AU 

Transit/Institution 
Number Yes AC 

IFSC Yes IN 

Classification Code Yes GB 
ACH routing number Yes US 

Cable Routing Number Yes US 

Account number Yes AU, CA, IN, GB, 
EE. UU. 

Name of 
Beneficiary/Account 

Holder 
Yes AU, CA, IN, GB, 

EE. UU. 

SWIFT/BIC code 
If 

applicable 
AU, CA, IN, GB, 
EE. UU. 

Bank code Yes All other 
countries 

Account number Yes All other 
countries 

IBAN If 
applicable 

All other 
countries 

Name of 
Beneficiary/Account 

Holder 
Yes 

All other 
countries 

SWIFT/BIC code If 
applicable. 

All other 
countries 

 
 
 
 
 



   

 

 

9. In the Supporting Documents section, you will have the possibility of 
attaching any supporting document. These can be to validate your 
tax/VAT and bank details. 

For TAX/VAT, a VAT/TAX certificate is sufficient or the W9 form (for US 
only) will suffice, but for bank details we can only accept bank 
vouchers issued by the bank. (bank letter or certificate, branch seal or 
bank letterhead). 

 

 
 
10. At the bottom of the BPDF, you will need to check the option and 

click Submit for Approval. If this button is not clicked, Organon will 
never receive anything to process. You should verify that you agree to 
the Business Partner Code of Conduct and Supplier Expectations set 
forth above by Organon. 

 



   

 

 

 
 
11. After completing and submitting the form, Organon will review the 
information and approve the form accordingly. 

 
12. For further assistance, please contact your local Organon contact. 

 
 

 


