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Profile information request email 

1 Profile information request email 

Note: You will receive this email if you are;  
 
• A new supplier and we need you to provide us with your company 

information for a sourcing event 
• A new supplier and we need you to provide us with information to 

complete your onboarding. 
 
Company information may include but is not limited to; 
• General company information 
• B-BBEE Information 
• Banking information 

1.1a 

You will receive an email with the subject line; THE 
FOSCHINI GROUP LIMITED Profile Information Request 
– Action Required. 

In the body of the email, click on the ‘Join and Respond’ 
button to proceed to the Coupa Supplier Portal where you 
will access the form/questionnaire. (RECOMMENDED) 

1.1b 

Alternatively, click on the ‘Respond Without Joining’ to 
update your information without joining the Coupa Supplier 
Portal. (NOT RECOMMENDED) 

1.1a 1.1b 
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1 Profile update email 

Note: You will receive this email if you are;  
 

• One of our current vendors and we need you to update 
your company information for a sourcing event or simply 
because we need to have your updated information on 
our database. 

1.2 

Should we need you to update your information at 
a later stage, you will be sent a profile update email 
with the subject line; Update your profile for THE 
FOSCHINI GROUP LIMITED. 

In the body of the email, click on ‘Update Profile’ 
button to proceed to the Coupa Supplier Portal 
where you will access the form/questionnaire. 

1.2 
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2 
Enter your login credentials to login 
to your account. 

2.1 Your email address. 

2.2 Password. 

2.3  Click on ‘Log In’. 

2.1 

2.2 

2.3 



CSP Notification 
HOME 

3 CSP Notification  

3.1a 

In addition to the email, you will receive a 
notification in the CSP for the information 
update. Click on the ‘NOTIFICATIONS’ link 
to see the message. 

3.1b 
Click on the notification to read the entire 
message. 

3.1a 

3.1b 



Update customer profile 

4 Update profile 

4.1 
Click on the ‘Profile’ tab on the 
CSP. 

4.2 
Click on ‘Your Customer 
Profiles’ to access  

4.3 

Click on the ‘Profile’ dropdown 
arrow to select ‘THE FOSCHINI 
GROUP LIMITED’ from your list 
of customers. 

4.4 

The update form/questionnaire 
presents. 

Complete the form/questionnaire 
as requested. 

Note: All the mandatory fields are 
marked with an Asterix. 

Note: Some of the fields will be 
auto-filled with information from 
your Public Profile. 
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4.1 

4.2 

4.3 

4.4 



Update customer profile 

4.5 

Should you not wish to complete the form, 
click on the ‘Decline’ button. 

Note: TFG is required to keep up to date 
supplier information to ensure that the 
procurement of goods and services is in line 
with the constitution and relevant legislation. 
Failing to provide required information may 
disqualify suppliers from some procurement 
activities. 

4.6 
Click on the ‘Save’ button to keep your 
updates and submit at a later stage. 

4.7 
Click on ‘Submit’ to send your updates to 
TFG. 
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4.5 4.6 4.7 

4.8 
4.8 

A message will pop up asking if you would 
like to save this information to ‘Your Public 
Profile’. 
Note: Your public profile is created when you 
create your account and it contains general 
information about your company, for example, 
name, logo, website, industry, year of 
establishment, top commodities etc. 

Click on ‘Yes, Copy to Profile’ if you’d like to 
do so. 
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4.9 

4.10 

4.9 

Upon submitting your form, the status 
will change to ‘Pending Approval’. 

Note: During this stage the submitted 
information, like Banking information 
and compliance certificates, compliance 
with SARS tax requirements, references 
is being vetted. 

You may be contacted at this stage to 
verify or validate or provide additional 
information. 

Once your update has been approved, 
the status will change to ‘Applied’ 

4.10 
Should you at any point like to update 
the form, click on the ‘Update Info’ 
button, edit and resubmit. 



THANK YOU 
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