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Creating a Legal 
Entities and 

assigning payment 
methods



4.1 Adding a legal entity

Create a Legal Entity to represent your company and give your Coupa customers the information they 
need to do business with you.
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Click the Create button under the Legal 
Entities header.
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Complete the details in the Create Legal Entity 
form and click Save

Navigate to the Business Profile > Legal Entities
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A confirmation message confirms that the action is successful: "Your 
Legal Entity setup is now complete. Click continue to add new Payment 
Methods to this Legal Entity.
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4.2 Adding a payment method (or 
Remit-To) Information

Payment methods are the individual options you register for customers to pay you once an invoice has 
been approved
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Click the Payment Methods subtab2

Click Add Payment Method to select the 
payment method to apply to a legal entity 

Navigate to the Business Profile tab
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Select the legal entity you want to link to 
the chosen payment method
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4.2 Adding a payment method (or 
Remit-To) Information

Payment methods are the individual options you register for customers to pay you once an invoice has 
been approved

5 Complete the Bank Transfer Information section by 
entering the banking details for the account to which you 
would like payments to be made.
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6 Once the payment information has been saved 
successfully, you can select the individual customers to 
whom this payment method will apply.
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