
It’s very important to complete your Legal entity setup in Coupa 
Supplier portal before you start sending Invoices.

Remit-To Account must contain Address and Bank Account details

To add your bank account information, please follow these simple 
steps:

1. Go to “Profile” ->“Manage Legal Entities”, click on “Actions” 
and select “Manage Remit-To Account”

2. Click “Add Remit-To” and Select “Bank Account” from the 
“Payment Type” drop down

3. Select your currency and provide bank account details for the 
payments to be received 

4. Confirm if the Remit-To address is the same (Select from the 
drop-down box under “Saved Addresses”) OR add new Remit-
To address

5. Once you have entered all the required bank details, please 
save/click Done  - you will receive a notification that your CSP 
account setup is complete

Completing Legal Entity setup in Coupa supplier portal



IMPORTANT: If you are providing invoices in multiple
currencies, then you MUST add separate Remit-To
Addresses (with corresponding bank account details)
for every currency.

1. Go to Profile -> Manage Legal Entities -> click on 
“Actions” and select “Manage Remit-To Accounts”

2. Click “Add Remit-To”

3. Select Payment Term = “Bank Account” 

4. Select the additional currency and  bank account 
details for the payments to be received in that 
currency

5. Confirm if the Remit-To address is the same (Select 
from the drop-down box under “Saved Addresses”) 
OR add new Remit-To address

Once completed, you will be able to view multiple 
remit to addresses for invoicing. 

Setting up Coupa account for multiple Currencies & Bank Accounts
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