
                                      Legal Entity Set-up                                                         

 

How to set-up your legal entity in your CSP 
 

This guide will help you to create your legal entity in your Coupa supplier portal (CSP) you will need the following information. You will need to have 

a legal entity set-up before you can invoice Mitie. Coupa will require 2 Factor-authentication to be set-up to create/ manage your legal entity. 

 

• Your company address. 

• Bank & Remit-To Details 

• VAT/ Tax registration number (UTR number for UK sole traders) 

• Ship from addresses (If shipping from country to country) 
 

 
 

If you have three or more legal entities, they are collapsed. To view their details, click on the Down arrows.  

Each legal entity has the following sections:  

• Invoice From  

• Remit-To Accounts – Can be of type: Address, Bank Account, or Virtual Card.   

• Locations  

• Customers – The name(s) and number of customers that you provided with the specific legal entity are also shown. Hovering your cursor over 

customers displays the name(s) of the customer(s) associated with the legal entity.  

 

Mitie use’s Coupa for suppliers to invoice Mitie. “This How to Document” assumes the supplier is already onboarded and have a Coupa supplier portal log-in. 

 

It is recommended that you have one legal entity setup in your CSP account for Mitie, multiple Legal entities attached to the same customer will not default 

your Remit to details on while creating your Invoice and won’t match Mitie’s supplier master records. 



                           

1.   

How to set-up your legal entity in your CSP.   

 

You can set up your account to create electronic invoices from the Admin > Legal Entity Setup page. You can add, manage, or deactivate legal entities, or 

manage remit-to accounts.  

You can provide more remit-to accounts and add this information to your legal entities so that your customers can use different payment methods when 

working with you.  

 

For setting up your legal entity you will require the following 

 

1. Your company address. 
2. Bank & Remit-To Details 
3. VAT/ Tax registration number (UTR number for UK sole traders) 
4. Ship from addresses (If shipping from country to country) 

 
You will be required to enter you 2 factor authentication (2FA) code or set up 2FA to be able to set-up your legal entity. 
Guide to 2FA https://mitiesuppliers.com/wp-content/uploads/How-to-set-up-Two-factor-Authentication.pdf 
 

2.   

 

Below is a link to the Coupa Supplier 

Portal (CSP) where you can log into Coupa 

or Register.  Please be aware that the 

email address for registering your CSP 

account must be the same as the one that the 

CSP invite was sent to 

 

Log into Coupa using 

URL https://supplier.coupahost.com/sessions

/new 

 

 

 

 

 

 

https://mitiesuppliers.com/wp-content/uploads/How-to-set-up-Two-factor-Authentication.pdf
https://supplier.coupahost.com/sessions/new
https://supplier.coupahost.com/sessions/new


                           

3.   

You must set up your organisation’s Legal 

Entity.  To do this, click ‘Setup’ in the big 

blue bar 

 

Then  

  

 

Click ‘Legal Entity Setup’ on the left hand 

side 

  

 

 
 

 
4.   

The Legal Entity set-up page shows 

Click ‘Add Legal Entity’ button 

 

 

If your screen show you already have Legal 

entity / Entities set-up, please check the 

details and deactivate legal entities before 

adding a new one. 

 

 

 

 

 

 

 

 

 

 
 



                           

5.   

‘Where your business located?’ 

 

The Legal Entity name must be the 

registered company name and must be 

written in exactly the same as the registered 

format on which you receive your 

government documents (eg Ltd or Limited) . 

 

Select Country/ Region as this will 

determine the required information required. 

 

 

Click “Continue” 

 
Note: Depending on the country/region selected 
the required information may differ and won’t be 
the same as the screen shots in this guide. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



                           

6.   

 

‘The Miscellaneous Information screen’ 

 

Legal Entity Name and Country/ Region 

have defaulted from the previous screen  

 

Complete the company type (i.e. Limited, 

PLC, Sole Trader, Charity etc ) and other 

information if appropriate.   

 

Board of Directors is not required. 

 

 

 

 

 

 

 
 

7.  

‘Tell your customers about your 

organisation’ 

Which customers do you want to see this? 

Select the customers you want to be linked 

to your legal entity, click all if all 

 

 

 

 

 

 

 

 

 

 

 

 



                           

8.   

‘What address do you invoice from?’ 

 

Enter the registered address of your legal 

entity. This is the same location as where 

you receive government documents. 

Ensuring you select a State. 
 
Please Note: 

 
 

 

 

9.   

 ‘What is your tax ID?’ 

 

Please enter your Tax/ VAT code associated 

with the selected country starting with the 

country prefix and no spaces e.g:  

• GB123456789 

 • FR12345678901 

 • DE123456789 

 

If you have more thank one Tax/ VAT code 

you can add additional Tax ID click on  

 
Please note when creating an invoice in Coupa 
you will have to remember to select the relevant 
Tax/Vat code from the supplier tax number field 

as this can cause tax issues 
 

 

 

 

 

 

 

 

 



                           

If your organisation is exempt from tax 

registration in some countries/ regions please 

select box ‘I do not have a 

VAT/GST Number’ and another field will 

open up below against which you must 

capture either a Unique Tax Reference 

(UTR) registered with your local 

government or write N/A in the appearing 

Local Tax ID field. 

 

 

 

 

 

10.   

 ‘Miscellaneous’ 

 

Invoice-From Code: 

 Use this field to tie your CSP invoice from 

address (i.e. registered address) with the 

corresponding address in 

your ERP.   Note:  It is not mandatory that 

this is completed.  

 

Preferred Language:  

select your preference. 

 

 

 

 

 

 

 

 

 

 

 

 

 



                           

11.  

‘Where do you want to receive payment?’ 

Payment Type: click on the dropdown and 

select Bank Account 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 



                           

12.  

‘Where do you want to receive payment?’ 

continued 

 

Complete this form with the relevant 

and accurate information for your company. 

• Bank Name 

• Account number. 

• Sort code (no dashes or spaces) 

 

When you select the Bank account country/ 

region the required information may change. 

 

If you do not have a swift number tick the 

box ‘My company does not have a BIC 

code” 

 

If you are an international organisation 

you are encouraged to complete your 

IBAN number 

 

 

Click ‘Save and Continue’ 

 

 
Note: Depending on the country/region selected 
the required information may differ and won’t be 
the same as the screen shots in this guide. 

 

 

 

 
 



                           

13.  

‘Where do you want to receive payment?’ 

continued 

 

Mitie can only hold one remit to address per 

supplier account, it is best to keep the remit 

to address the same as the registered address. 

 

Coupa validates the supplier remit to address 

(RTA) must match the RTA on Mitie’s 

supplier master. 

 

Click ‘Next’ 

 

 

 

 
 

14.   

‘Where do you ship goods from?’ 

 

If you ship from within the same country 

where there is not tax implications you 

can leave the as is and click ‘Done’ 

 

If you ship goods to a different country, 

you need to add ship from details 

Click ‘add Ship from’ and complete the 

required information 

 
Please note when creating an invoice in Coupa 
you will have to remember to select the relevant 
ship from address as this can cause tax issues 

 

Click ‘Done’ 

 

 

 

 

 
 

15.    



                           

‘Setup Complete’ 

 

Big Green tick  

 

Click ‘Done’ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  
 

16.    



                           

You will now see your Legal entity is setup 

 
17.   

The primary email on your supplier account 

will get a conformation of new bank account 

added to your CSP. 

 

 

 

 

 
Please note adding or changing your bank or 
remit to details in your CSP Legal Entity or CSP 
profile, does not update Mitie’s supplier master. 
If any of your company information has changed, 
please email Supplier.Maintenance@mitie.com 
 

 

 

 

 

 
 

 

For all Coupa supplier help and guides Click here for Mitie Suppliers website. 

https://mitiesuppliers.com/mitie-supplier-faq/using-coupa/

