
  

 
 

   
 

Supplier Onboarding Guide 

 

Account Creation: First, a Unilabs user will create your account in the system. 

Approval and Notification: Once your account is approved, you will receive an email 
notification from Coupa with a link to complete your onboarding. 

Complete Your Information: Click on the link in the email to access the Coupa Supplier 
Portal. You will be prompted to fill in your company details and other necessary information to 
finalize your profile. 

 

Figure 1 

 



  

 
 

   
 

Figure 2 

 

Verification Step: After filling in your basic information, you will receive another email 
containing a verification code. Enter this code in the portal to verify your details. 

 



  

 
 

   
 

Figure 3 
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You are now inside Coupa and should fill your information as required by the system. 
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Figure 6 

 

 

Once you go through the first screen, you should then go to Business Profile -> Information 
Request to answer to our form and submit your information to our server. 

 



  

 
 

   
 

Figure 7 
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Update Required Information: Ensure that you update your information according to the 
required fields listed in the portal. These fields include details such as company address, 
contact information, and tax identification. 

 

Add Bank Account: To add your bank account details, click on the "Add Remit To" box in the 
portal. Enter the necessary bank account information to ensure smooth payment processing. 
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Select Bank Information: If you have completed all previous sections correctly, you should 
then have access to the section where you can select the bank account data you added earlier 
(see Figure 6). 
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Follow System Rules: Make sure to follow the system rules and confirm that your data matches 
the expected format and requirements. This ensures your information is accurate and meets all 
the necessary criteria. 



  

 
 

   
 

Figure 11 

 

 

 

Submit Your Information: After verifying your data and reviewing all your information, scroll 
down to the bottom of the page and click submit for approval. Please ensure you do this, as 
failure to submit will prevent us from receiving your data.  

This is the end of the general process and we’ll review your data. 



  

 
 

   
 

Figure 12 

 

 

Additionally, if you want to add a second Bank Account: In case you want to add another 
bank account, go to the "Remit To" section and click on "Add Remit-To" as shown below. 
Follow the prompts to enter the new bank account information 
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Figure 14 

 

 

 

 



  

 
 

   
 

Figure 15 

 

 

 

 

In case you get an error for a missing IBAN, follow the next steps 

 

Missing IBAN Issue: If you do not see the IBAN field in the previous window when adding a bank 
account, follow these steps: 

• Go to Business Profile → Legal Entities → Create. 

• Fill in the requested information as instructed. 



  

 
 

   
 

Figure 16 
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Return to the Form: Once you have created the Legal Entity as shown in the previous step, you 
can return to the form and continue filling out the requested information. 
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Add Bank Account in "Remit To" Section: You may now add your bank account in the "Remit 
To" section. Please ensure you follow the steps as shown and select the Legal Entity you 
created previously when prompted. 
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Follow System Rules: Make sure to follow the system rules and confirm that your data matches 
the expected format and requirements. This ensures your information is accurate and meets all 
necessary criteria. 

Submit Your Information: After verifying your data and reviewing all your information, scroll 
down to the bottom of the page and click submit for approval. Please ensure you do this, as 
failure to submit will prevent us from receiving your data. 


