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3. Set up E-invoicing




Set up your account to create electronic invoices
* click on Admin tab on the main menu

gEcoupa supplier portal FIRST_NAME v | NOTIFICATIONS @ | HELP v

Home Profle Orders  Service/Time Sheets  ASN Invoices  Catalogs  Admin

TestSupplier Merge Accounts

If your company has more than one CSP account, we
A About try to list it below. Consider merging them to reduce
confusion for existing and potential customers.

¥ Industry

€3 Website Not seeing the account you want to merge with? Click
~( Established here.

2L Employees

| atest Customers

Improve Your Profile

[QVIA

About

Public Profile

hitps://supplier-test. coupahost. com/suppliers/public/21849
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Add Legal Entity

1. click on the E-Invoicing Setup link on the left of the Admin page. The Legal Entity page appears. You

can add new legal entities or manage or deactivate existing ones.

AEHEY ~ | MOTIFICATIONS € | HELP -

£,scoupa supplier portal

Home Profile Orders Service/Time Sheets ASN Invoices Add-ons Admin

Catalogs

%Admin E-Invoicing Setup

Legal Entity

Uszars

Merge Requests
E-Invoicing Sefup

Fiscal Representatives

Remit-To

Terms of Use

Coupa Accelerate
Prefarences

SFTP Accounts

2. To add a legal entity, click on the Add Legal Entity button in the top right corner
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« On the appearing page Where’s your business located? enter the official name of your business that is
registered with the local government

» select the country where it is located

(Depending on the country, another window(2) may appears with additional location information)

Where's your business located?

Miscellaneous Information

Setting up your business details in Coupa will help you meet your customer's invoicing and payment

requirements. For best results with current and future customers, complete as much information as Setting up your business details in Coupa will help you meet your customer's invoicing and payment
possible requirements. For best results with current and future customers, complete as much information as

possible.

*Legal Entity Name  Supplier UK
This is the official name of your

e - Conducting business in certain
. y . . Count United Kingdom
business that is registered with v g

the bocal government and the * Type of Company | Lid

country where it is located. Board of Directors

s (D

e Click Save & Continue
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In the appearing Tell your customers about your organization window, fill in at least the mandatory fields, that is, the fields marked with a

red asterisk (*), and click Done

Tell your customers about your organization

Which customers da you want to see this?

Al

IGVIA

v

1.

Select all or the specific customer(s) that you want to
see your legal entity information.

Which customers do you want to see this?

What address do you invoice from?

* Address Line 1

Address Line 2 REQUIRED FOR INVOICING

Enter the registered address of

* City
your legal entity. Thiz is the
State .
same location where you
* Postal Code reteive govemment

documents. @
Country United Kingdom

7] Use this address for Remit-To n

= Use this for Ship From address ﬂ

v

2.

Required for invoicing. Registered address of your legal
entity.

Do not forget to tick:

What address do you invoice from?

Use this address for Remit-To: Selected by
default. Deselect it if your remit-to address is
different from your invoice-from address or you
have more than one remit-to locations.

Use this for Ship From address: Selected by
default. Deselect it if your ship-from address is
different from your invoice-from address or you
have more than one location.
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Banking information @ > 3. Banking information (mandatory*)
Bank Account Country: United Kingdom -~ . ) . ]
P S Banking information for the remit-to address. You can
Etank Name: Mote: Barking info added hors use both domestic and international (global) banking
et e S information.
Routing (Barr“"u'n:_“’bde‘::’ Sort Code a have it already - please use
their payment info change
Account Number:
process (which may be outside
Account Number of Coupa for some buying
Confirm: organizations). L/ ]
IBAN:
SWIFT/BIC Code:
Bank Account Type: | Business
Bani address 4, What is your Tax ID?
Address Line 1:
Address Line 2: Select your tax country form the drop-down list.
e Enter the tax/VAT ID, including the prefix to the
e number, for example, GB1234567890.
T Please note that you can add more tax IDs by clicking

What is your Tax ID7? @

Country | Unitad Kingdom

=WAT ID

[ 1 don't have a VATI/GST Mumber

Add additional Taox 1D

Miscellaneous

Invoice From Code

Preferred Language | English (L)} «

b

Cancel Save & Continue

on the Add additional Tax ID.

In case you do not have VAT number, please tick
e “ldo not have a VAT/GST Number”

And enter your Local Tax ID.

B4 1 don't have a VATMGST Mumber

* Local Tax ID

Add additional Tax ID

5. Click Save & Continue
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Where do you want to receive payment?

. In the appearlng Where dO yOU Want tO recelve :;;ﬂ;_;zl&ijig:i:le;tr;:;;lfl?ﬂeﬁeﬂow where to send payment for their invoices. Click Add Remit-To to Add Remit-To
payment window, verify the information on this N Sanking formaton .
screen and if everything looks ok, click Next. |
\ 1510 Valley Center Parkway Wells Fargo Active Manage

LHB LLC
PA e
18017
United States

123456789

Deactivate Legal Entity Cancel

e
Where do you want to receive payment?
» you can deactivate your existing address by clicking (3]

; ; [T : ” Remit-To locations let y t know where t d t for their invoices. Click Add Remit-To t emitio
on Deactivate Remit-To. Column Status — “Active bt el s dadpenin bl LRSS LS LS S Add Rorpic)
will change on “Deactivated”.

Remit-To Banking information Status

1510 Valley Center Parkway Wells Fargo Active Manage
Please note that there needs to be always at least s =L .
one Remit-To address active for using this legal entity. s e
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Where do you ship goods from?

For many countries including different shipping details on the invoice is required if they are different to where
your legal enfity is registered.

Add Ship From

Title

2341 Summit Ave.
Brookdyn

MNew “York

MY 11224

United States

Deactivate Legal Entity

Setup Complete

v

Congratulations!

This legal enfity can now be usad on new invoices.

To get paid - Most customers require that you send them this payment info in in addition to
providing it on the invoice. @
- Click on the Profile Tab to see if your customer has a form that collects payment information.
- Otherwise, you'll have to send it to them through another channel.

In the appearing Where do you ship goods from?
window, manage or add another ship from address and
after click Done.

For many countries including different shipping details on
the invoice is required if they are different to where your
legal entity is registered.

After completing the e-invoicing setup by clicking Done,
that is, after adding a legal entity, you can use it on new
invoices.

From the Setup Complete page you can choose to
» Go to Orders,
» Go to Invoices, or

« Return to Admin page.
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Deactivate Legal Entity

If you click on Actions button and select deactivate legal entity, all information will disappear. After you can add legal entity
from beginning with correct information.

#,xcoupa supplier portal ABHAY ~ | MOTIFICATIONS @) | HELP -
1

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Add-ons Admin

Admin e nvoicing Setup

Add Legal Entity

Legal Entity
Users
Merge Requests ABCD
— - Manage
9 E-invoscang >efup r 2341 Summit Ave. Tax ID ~ ~
- Brookiyn GB1224587800 Deactivate Legal Entity
Fizcal Representatives New York L\\}
MY 11224

FEALAD United States.

Termms of Use
Remit-To Address

Coupa Accelerate

Preferences 2341 Summit Ave.
Brooklyn

SFTF Accounts New Yark
NY 11234

United States
Ship From Address

2241 Summit Ave.

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Add-ons Admin

Admin E-Invoicing Setup Add Legal Entity

Legal Entity

Usars

Merge Reguesis
E-Invoicing Sefup
Fiscal Representstives
Remit-To

Termns of Use

Coupa Accelerate
Preferences
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How to set up multiple Remit to addresses

 What is your Remit-To Address?

- Address containing bank details where you want to receive payment. (If you receive payments to a different location than
where your business is registered, you will need a new Remit to address for each location).

- Includes mandatory address-specific fields: Address Line 1, Address Line 2, City, State, Postal Code, and Country/Region

1. Loginto the CSP

» 2. Click on Setup
£,acoupa supplier portal UAT NOHFICATIONS.

Home Profile  Orders Service/Time Sheets  ASN Invoices Catalogs Business Performance  Sourcing  Add-ons Setup

« 3. On the left of the Admin page, click on the Legal Entity Setup then on Actions and select Managed Remit-To Accounts

Admin Legal Entity Setup Add Legal Entity
s Legal Entity
Medige Hequests 5 TestLE3 m
sl Enlity Sai Iarage Legal Entty
w TasiLE2 | Marage Rema-To Accounts |
Fiscal Hepresaniaines D trvabe: Legal Endity

Mloasmd Toa
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* 4. In new pop-up window, click on Add Remit —To
Add a new Remit-To account

Remit:To kacations kel your customers. know where 1o send payment for their involces. Chck Add Remil-To o Add Rem#t-To
i mode IoCalons, othenwise Cck Nexd

Hemit-To Account Hermit-To Address Sratus

Achdrass 12 Chovier Field futhein Manage
Lendian
J71 B4

Linited Fangdam

» 5. Select Payment Type Address and fill in all mandatory fields mark with * Cancel m
» 6. Open the Integration Code and write based on instruction in the table below.

* *Note: This Integration Code helps you to select correct Remit to once you will create invoices.

Integration Code? | Code to tie your CSP remit-to address to the corresponding address in your ERP.
IMPORTANT:

Write European in EUR for all European POs with currency EUR

Write European in GBP for all European POs with currency GBP

Write US in USD for all US and Canada POs with currency USD

Etc.
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7. Click on Save & Continue

8. Remit to address has been created

9. If you have multiple Remit to
Addresses, you will have to select the
appropriate one with each new invoice
when creating the invoice.

10. To manage your remit-to accounts,
go to Setup > Admin > Remit-To. For
more information, see View and
Manage Remit-to Information.

Add a new Remit-To account

: i'.-l—\.l_--\F_ |-|||.|.: S LY =

What Is your Remit-To Address?

"HRoderun | oira 1

Skdepnn | ey 4

| iy
Slafe
® Poatal Cisds
= Coumiryiftegicn
What s your Remit-To Inegration C

ode?
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