
 

Amending Your John Lewis Partnership Customer 
Profile 
For: Existing GNFR Suppliers 

_______________________________________________________________ 

Purpose: 
This guide explains how to update your details on an existing Supplier 

account on the Coupa Supplier Portal. Note: mandatory fields in Coupa are 

marked * 
 

Frequency: 
When you need to inform the John Lewis Partnership of a change to your 

details in Coupa. 

 

Actions: 
Log into Coupa. 

To access your John Lewis Partnership (JLP) Customer Profile, click on the 

‘Business Profile’ tab, then click the ‘Information Requests’ sub-tab.  

●​ If you are only connected with JLP, this is the profile that will then be 

displayed. 

●​ If you are connected with multiple customers, you will need to select 

‘John Lewis Partnership’ from the ‘Profile’ drop down menu. 

 

 

https://supplier.coupahost.com/sessions/new#_ga=2.193178605.1768210394.1604684210-203538948.1604684210


 

 

This will take you to your JLP customer profile.  This is where you make amendments 

to the details that JLP holds for your company (Including bank details).  

 

●​ If the status at the top of the form is ‘Applied’, this means the details on 

the form are approved and applied to your account. To make changes 

scroll to the bottom of the form and press ‘Update Info’. 

●​ If the status of the form is ‘Pending Approval’, this means the details on 

the form have been submitted to JLP but have not yet been approved and 

applied. To make changes scroll to the bottom of the form and press 

‘Withdraw’.  

●​ If there is no status, this means the form has either never been submitted 

or it has been rejected by JLP.  

 
Note: We cannot accept a change to your Company Registration Number on an 

existing account. If you need to amend your Company Registration, please speak to 

your John Lewis contact advising of this as a new account will need to be requested by 

them. 

 
 
 
 
 
 

 



 
 
 
 
 
 
 
 
 
General Information 

 
 
 

 



 
 
 
 
 
HMRC Construction Industry Scheme (CIS) - If Not CIS registered then leave this as 

No and move to the next section. 

 



 

 
 
 
 
 
 

 



 

Invoicing 

 
 
 

 
 
 

Company Contact and Address  

In the Contact section, add a Work Phone number (see screenshot below for 

recommended format), enter an email address which you would like to use to receive 

Purchase Orders from the John Lewis Partnership (JLP) and complete the Company 
Address section. 

 



 

 
 
 
 
 
 

 



 
Remit-To Section 
You can only have one active Remit-To Address. If you are changing your Remit-To 

Address, follow the steps below. If not, click Submit for Approval. 

 

1.​ If you are changing your Remit-To Address, click the      icon then click Add 
Remit-To 

 

 

2.​ Select Bank Transfers (do not select Checks or Credit Cards) and then click 

Add Payment Method 

 

 

3.​ In the Remit-To Addresses section you can now answer the VAT Details 

questions regarding VAT or GST 
4.​ Enter or add more details of your Bank Account (example below) 

Answer the question on Factoring, if Yes is answered then please use the 

Choose File button to attach a copy of your ‘Factor Notice of Assignment’ 

 



 

 

 

 



 
5.​ Complete any missing mandatory fields regarding details of your bank 

(mandatory fields are marked *) 

6.​ Tick the box to accept the statement shown below: 

 

7.​ Click Submit for Approval. If all fields are completed correctly you will receive a 

confirmation message (see screenshot in step 9). If, however, one or more of the 

mandatory fields are missing information you will receive this error message: 

 

8.​ Where this happens, scroll back through the form to look for the missing 

information which will be highlighted to you like this: 

 

9.​ Complete the missing information for each error and once complete click Submit 
for Approval again 

 

On successful submission, you will receive this message and the status of which 

will be Pending Approval 

 



 

  

   

What Happens Next: 

The John Lewis Partnership will receive and review your submission and may need 

to contact you directly to discuss the details you have entered. Once your details 

are validated by JLP this status will change to Applied. 
 
If you have entered any of the details incorrectly, you can amend them by scrolling 

to the bottom of the form and pressing Withdraw. You can then amend the details 

and re-submit for approval, as above. 

 

 
If you need any support managing your Coupa Account or Public Profile, click on 

the ‘Help’ tab in the top right hand corner of the Coupa Supplier Portal and select 

‘Compass’ this will take you to the Coupa Supplier Portal. 

 
 

 



 

Useful Links: 

Link to: Coupa Supplier Portal 

Link to: Technical Help Using Coupa 

 

 

https://supplier.coupahost.com/sessions/new
https://www.jlpsuppliers.com/content/dam/jlpsup/pdfs/Technical_Help_for_Suppliers_Using_Coupa.pdf
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