
Process - Navigate to Information Requests 

1. With a set-up CSP account, you will receive email notifications for information reqeusts sent by 

DaVita. Notifications will include a link to update our company information in your CSP account 

1. You can also login to CSP and navigate to Profile -> Information Requests and ensure Profile = 

“Davita Inc”
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How to Successfully Complete and Submit an Information Request in CSP

In this job aid:

✓ How to Successfully Complete and Submit an Information Request in CSP

This job aid is to be leveraged by suppliers that have been selected to transact with DaVita and have an existing 
account on the Coupa Supplier Portal (CSP), or the ability to create a CSP account. This job aid will outline how to 
correctly fill out and submit a request for information that we send to all our suppliers.
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Information Requests Overview

• Information Requests allow us to securely request Company, remittance, Tax, and contact information 
from your company’s appropriate representative via an online form via the Coupa Supplier Portal.

• If you have questions regarding the CSP, please refer to our Procurement webpage: 
https://www.davita.com/about/suppliers.

Process – Completing and Submitting the Information Request

Enter Company Name as it 
appears on your invoice.

Enter contact information 
for communication

Enter Confirm Phone # is in 
xxx-xxx-xxxx format

https://www.davita.com/about/suppliers
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How to Successfully Complete and Submit an Information Request in CSP

Process Continued – Completing and Submitting the Information Request
Enter the email to which 
POs will be sent.

Must match the tax 
classification found on 
your W-9.

Select Federal Tax ID/SSN

Tax ID is either EIN or SSN

Select W-9 and attach your 
W9 form.

Tax ID must match Tax ID 
on W9 (no dashes)

Add the remit-to address 
for your payments AND tax 
reporting purposes.

Click “Cancel” to manually 
enter into our form
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How to Successfully Complete and Submit an Information Request in CSP

Process Continued – Completing and Submitting the Information Request

Remit advise/payment 
notifications

Use phone format: XXX-XXX-XXXX

• If “Both” – this will create/update 
both Tax Reporting and Payment 
remit-to address. Ensure the 
address matches your invoice 
and W9 addresses.

• If “Payment” – Ensure the remit-
to address matches your invoices

• If “Tax Reporting” – Ensure the 
remit-to address matches the 
address on your W9.

*You must have one Tax Reporting 
and Payment addresses on file*

If Tax Reporting is selected, select 
“No”
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How to Successfully Complete and Submit an Information Request in CSP

Process Continued – Completing and Submitting the Information Request

If “Both” or “Payment” is 
selected, select “Yes.”

If ACH-CCD or ACH-CTX is selected, the banking details 
must exactly match the details displayed on your 
required banking document.*

*Preprinted and voided check, signed company letter, 
or signed bank letter

Carefully read the regulatory compliance 
questions.
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How to Successfully Complete and Submit an Information Request in CSP

Process Continued – Completing and Submitting the Information Request

Submit for approval once all required data has been 
input.


