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How to Add Attachments on the Coupa Supplier Portal 
 

1. Open the vendor profile in Coupa 

2. Scroll to the “Attachments” section located above the Sealed Air Code of Conduct 

3. Select either “Change” or “Clear” 

4. Attach documents (W-9 or W-8 and banking on letterhead) in either a PDF or Zip File 

5. Submit 

        

 

Note: If the vendor cannot edit their form after it is sent back for revision, tell them to hit the 

“Withdraw” button at the bottom of their screen. Then they will be able to edit their form. 

 

Example: 

 

 


