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Coupa Supplier Portal

Selecting Correct CBRE Customer

CBRE uses shared supplier numbers in our Coupa platform. It is possible that you will have multiple CBRE
customer supplier numbers to select from. It is important to select the correct CBRE customer in Coupa
from the Invoices and Orders pages.

1. Click ¥ |to view a list of your customers.
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Invoices

Instructions From Customer

Whan creating an e-nwoice please make sure that 1 Unil of measurs of the invoics ine s corsistent with tha wnit of measfie of the relsted F|

is consistent with the PO curency 3 Price per UOM is consistent with fhe PO, Only update the price per UOM compared 1 the PO in case af
"

handing} have been incurred that ware nat included on the PO When creasing a credit note in addition 10 he above statef] please make sur

posiive 2 the quantty i negative Imvois status ‘dsputed indicates invoices rejacted by the approver wilh rejecion comn!

2. Select the CBRE customer from the drop down.
The following example may help you select the correct CBRE customer.

This.... Not this....

CBRE - 0000024757-JDE USA- Tifiany & Ce. -

Tiffany & Co.

Johnny On The Spot LLC

- CBRE is the identifier for CBRE accounts. You will only see CBRE, not your customer’s name
- 0000024787 is the single supplier number linked to your Coupa account.
- JDE USA is the customer’s finance system and region.

For additional support, please contact the Procurement Buyer Support Team.

ADV & GWS APAC APAC ProcurementBuyerSupport@cbre.com
Corporate & US usprocurement@cbre.com
GWS U.S. & Canada GWSNAM ProcurementBuyerSupport@cbre.com
GWS Latin America LATAM ProcurementBuyerSupport@cbre.com
Chile, Panama, Peru, Costa Rica, Uruguay, Dominican Republic, Columbia, Argentina, Mexico
EMEA, Canada ACML All CBRE Entities
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