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Add Remit-To Address 
 

1. Log into the Coupa Supplier Portal http://supplier.coupahost.com/ 
Note: Vendor must ensure that any Remit-To information setup in their CSP should also be created in 
the CBRE ERP. Failure to request CBRE to also update their ERP will result in the invoice being placed 
on hold.  

 

2. Go to the Business Profile tab and select Legal Entities. 

 

3. Hover over the correct legal entity name until .  Click . 
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4. De-select Same as Invoice From Address. 

  

 
 

5. Click Manage. 
 

6. Select add Remit-To. 
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7. Enter the Remit-To Address. (* denotes required fields). 
 

 
 

8.  Select CBRE in response to Which customer do you want to see this?  Click Submit. 
 

9. The new Remit-To will display under Payment Information on the Legal Entities page. 
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Disable a Remit-To Address 
1. Follow Steps 1 – 5, above. 

2. Locate the Remit-to address and select  the Action column. 

 
 

3. Select Deactivate Remit-To. 
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4. Confirm the desired deactivation by clicking Deactivate. 
 

 
 

NOTE: Be sure to consider the Affected Customers listed in the Please Confirm window. 

 For additional support, please contact your Procurement Buyer Support Team by region. 

Region & Line of Business Support Email Contact 

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 

 

mailto:APAC_ProcurementBuyerSupport@cbre.com
mailto:LATAM_ProcurementBuyerSupport@cbre.com
https://mediaassets.cbre.com/-/media/project/cbre/dotcom/global/about/suppliers/coupa-training-portal/coupa-training-portal-support-team-emea-apac-entities-mybuy.pdf?rev=e07524b8af2e4655a183474d5f6da8cc

