RNEANT R JOHN LEWIS WAITROSE

Legal Entity Set Up

This guide will show you how to set up your legal entity, addresses and remittance details whilst
you submit your first invoice within Coupa.

Navigation

Step | - Begin this process by converting your PO into an invoice by clicking the gold coins (within the
Orders tab) or by clicking Create Blank Invoice (within the invoices tab).

Step 2 - Once you have begun creating your invoice, the following pop-up will appear. Your Legal Entity
details will need to be added in order to submit your invoice. Please select Add New if you haven’t
previously completed this.

Choose Invoicing Details

* Legal Entity = Select

* Remit-To Select

* Ship-From Address Select

Cancel
7

Step 3 - Next, you will need to complete all fields with an asterisk, over the next 4 pages, for these are
mandatory.

Where's your business located?

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
possible

*Legal Entity Name  John Lewis PLC
This is the official name of your

*Country/Region | United Kingdom business that is registered with
the local government and the
country/region where it is

located.
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Step 4 - You can hover over the i which will give you information on what is required in that specific
field. Please tick Use this address for Remit To and Use this for Ship-From address if your
address can be used for the respective purposes.

Note: This information is simply used to check against the data we hold for you in our master database. If you need to update
your details with us please follow this link here.

Step 5 - Your legal entity details will be added now. The last page (shown below) is asking you to add
payment information but this is not mandatory so please click Add Later.

Setup complete

Do you want to Add Remit-To Address to the invoice now?

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.

Step 6 - You will be redirected to the original Choose Invoicing Details screen. You can now click
the drop down menus to select the details you have just set up.

Choose Invoicing Details

* Legal Entity | John Lewis PLC v |@ Add New

Invoice From 123 Road
City
AAT 1AA
United Kingdom
United Kingdom (GB123456789)

*Remit-To | 123 Road, City, AA1 1AA, Unite » o Add New

* Ship-From Address | 123 Road, City, AA1 1AA, Unite » e Add New

A

Step 7 - You will now be able to complete your invoice and submit it for review. You will only need to
add these details once and you will be able to select your legal entity from the above dropdown every
time you invoice on Coupa.

Note: If you are having any issues with your 2-Factor Authentication, please follow the guide here.
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https://www.jlpsupplierhelp.co.uk/portal/app/portlets/results/viewsolution.jsp?solutionid=210915132823347&page=1&position=4&q=Change%20address
https://www.jlpsupplierhelp.co.uk/portal/app/portlets/results/viewsolution.jsp?solutionid=230530114949700&page=1&position=1&q=two%20factor%20

