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Purpose 
This guide explains how to update your bank account details for payments to HSBC using 

the Coupa Supplier Portal. 

 
When you’ll receive this request 
If you notify HSBC that your bank account details have changed, and the new details differ from 

what HSBC currently holds on your supplier record, HSBC will send you an information request via 

Coupa. You must respond in Coupa to confirm the updated bank account data. 

 

What you need before you start (checklist) 
Before you begin, make sure you have: 

• Access to the Coupa Supplier Portal (login credentials) 

• Your new bank account details (as they should appear for payment) 

• A Banking Supporting Document: 

• A letter on company letterhead 

• Saved as a PDF 

• Clearly stating the bank account information selected for payments 

 

Step-by-step instructions 
Access the request in Coupa 

1. Look out for an email notification from Coupa. 

2. Open the email and click the link to access the request in the Coupa Supplier Portal. 

 

 

 

Review Supplier/Entity details (locked) 
1. In the request, your supplier/entity details are defaulted from your supplier record. 

2. These details will be locked for editing (you won’t be able to change them in this request).  
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Update your profile for HSBC 
 

Dear Valued Supplier, 

HSBC requires you to update your company information electronically, to 
ensure that all data that we hold for you is valid, accurate and up to date. 

We use Coupa to manage our Third-Party data which provides a more efficient 
method of providing your data to us, ultimately ensuring you are onboarded 
with HSBC in a timely manner.  

Can you please complete the form you have been sent and provide the 
requested information within the next 48 hours. Guides to support you in 
completing the form can be found here.  Please take the time to read and pay 
particular attention to where we have requested supporting information (for 
example, a copy of your bank account details on your company letterhead in a 
PDF format). 

Please note, any delays in returning this information will impact the time it takes 
to onboard you and ultimately pay you. 

Thank you in advance.  

HSBC 

 

Join and Respond 
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Deactivate an existing Supplier Payment Account (if required) 
Use this step if the old bank account should no longer be used for HSBC payments (or for other 

Coupa customers you work with). 

1. In Supplier Onboarding, locate the existing Supplier Payment Account. 

2. Find the Active dropdown. 

3. Change the status from Active to Inactive. 
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Add a new Supplier Payment Account (Add Remit-To) 
1. If your payment method is a bank transfer and therefore the bank account details need to 

be provided, answer ‘Yes’ to the question ‘Do you want to store the bank account details in 

Coupa?’. Answer ‘No’ to this question if other payment methods apply and no bank account 

data is to be shared. 

2. Click Add Remit-To to add another Supplier Payment Account. 

3. Select Bank Transfer as the payment method. 

• Important: HSBC only accepts Bank Transfer. 

4. Confirm the payment method status: 

• Bank Transfer for HSBC will show as Customer Supported. 

• Other payment types will show as Unsupported by Customer. 
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Enter Remit-To Address & Bank Account Details 
1. In the Remit-To Address & Bank Account Details section, enter the details for the 

new Supplier Payment Account. 

2. Complete all required fields accurately. 

 

Attach mandatory Banking Supporting Document 
For Supplier Payment Accounts, you must provide a supporting document. 

1. Prepare a letter on company letterhead confirming the bank account details. 

2. Save the letter as a PDF. 

3. Upload/attach the PDF as the Banking Supporting Document in Coupa. 

 

Submit for approval 
1. Review the new Supplier Payment Account details for accuracy. 
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2. Click Submit for Approval to send your update to HSBC. 

 

 
Activate the new Supplier Payment Account (invoice submission) 
Important: To activate the new Supplier Payment Account, you must submit your next invoice 

through the Coupa Supplier Portal. 

After activation: 

• Future invoices can be submitted via the Coupa Supplier Portal, or 

• Via the same email address you used previously (for invoice submission). 

 
Troubleshooting / FAQs 
Q1. I can’t edit the supplier/entity details. Is something wrong?  

No. Supplier/entity details are locked because they are defaulted from your supplier record. 
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Q2. I don’t see “Customer Supported” for Bank Transfer.  

Confirm you selected Bank Transfer. HSBC only supports Bank Transfer; other methods will show 

as unsupported. 

 

Q3. What document is required to support the bank change? 

A PDF letter on company letterhead stating the bank account information selected for payments. 

 

Q4. I submitted the request—why isn’t the new account active yet?  

You must submit your next invoice via the Coupa Supplier Portal to activate the new Supplier 

Payment Account. 

 

Support 
Process-related queries can be raised with Accounts Payable (AP). 

Technical questions related to the system functionality should be raised with Coupa Support via: 

1. Email: supplier@coupa.com 

2. Web Chat: Chat Bubble post login to CSP (available 24x5) 

a. Select the persistent chat bubble in the lower-right corner of the Coupa 

Supplier Portal. 

b. Provide your contact information: first name, last name, email address, and phone 

number (optional). Then, select the type of issue you are having from the drop-down 

list. 

c. If you are logged in to the CSP, your contact information is pre-populated, but you 

can modify it. 

d. Select Start Conversation. 

mailto:supplier@coupa.com
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