
Legal Entity Job aid:       (Please access the Coupa Supplier portal to start, you must 

be an administrator) 

 

1. Click on Business Profile 

 

 

 

2. Click on Legal Entities 

 

 

3. Click on Create: 

 



 

4. Fil out the different fields. Coupa is asking for your company name, address and 

Tax ID. (For tax ID only enter the 10 digit). If your Invoice from address is the 

same as Ship-from address, please check the box. If your Ship-from address is 

different enter it here.  

 

There is nothing to add in invoice-from code. 

Save what has been done and you can continue 

 

 

 



5. Click on Setup

 
 

6. Click on Payment Methods 

 
 

 

 

 

 

 

 



 

7. Click on Add Payment Method 

 
 

 

 

 

 

8. Click on Next 

 
 

 

 

 

 

 

 

 

 

 



 

9. Payment Type is address/check, Olymel don’t send any payment in the 

platform. Please fil out the address and click on save & continue. 

Make sure the Olymel box is check. 

 

 

 

 

 

 

 

 

 

 

 

 



10. Verify your address and Next. 

 

 

 

11. You can click on Done 

 



12. Please click on Add Now, your Legal Entity is setup. 

 

 


