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Update Form Support Document: 
 

• Log in to Email, where you will receive an email for the Supplier Update, click 
on Login: 
 

 

 
 

• After entering credentials (Gmail id & password) you will be logged into account and 
directly navigated to the Update Form: 
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• Complete all mandatory fields in the form and provide the revised information for 
all details you intend to update. (Please review the descriptions provided for all 
available fields to ensure accurate completion and minimize errors). 
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• Click on ‘Add Remit-to’ if you wish to create a new Remit to Address, else review the 
active Remit to (Fields grayed out are generally not editable as active ‘Remit-to’ has 
been selected by default).  Let us create a new Remit-to Address, first delete the 
existing one populated in the form by clicking on ‘x’: 
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• Click on ‘Add Remit-To’, and add new Bank Transfer by following the below steps: 
 

 
 

 



 

11 
 

Caterpillar: Non-Confidential 

 

 



 

12 
 

Caterpillar: Non-Confidential 

 

 
 



 

13 
 

Caterpillar: Non-Confidential 

• Fill in the necessary information: 
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• Click on ‘Submit for Approval’: 

 
 

• This popup is optional, you can choose: 
1. “Yes, Save to Profile” so the details can be reused in future transactions. 
2. Not now  
3. Or the ‘X’ in the upper right-hand corner to close the box. 
 

 
 

 
 

• After the form is being submitted, the form appears in ‘Pending approval’ state: 
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• Once the update form is reviewed and approved, the status of the form changes to 
‘Applied’ and all the requested changes will be updated in the Supplier record.  

 
 

• Note: If you wish to create a new Legal Entity, please follow the below steps. Go to 
Business Profile → Legal Entities, enter the MFA code, delete the existing Legal 
Entity (Instructions mentioned are demonstrated in screenshots below): 
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• Click on ‘Create’ and start filling out all the information: 
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• After clicking on continue, you will be routed to Payment methods, Click on ‘Add 
Payment Method’: 
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• Choose ‘Bank transfer from the dropdown and continue filling up the required 
information: 
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• After clicking on save, the payment method is added into the account successfully. 

 

 
 
 


