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Add legal entity from Home page 
HOME 

1 Add legal entity from Home page 

1.1 
From your Home page, click 
‘Improve your Profile’.   

1.2 

Scroll to the bottom of the profile page 
and click on the ‘Add Legal Entity’ 
button. 

1.1 

1.2 



Add legal entity from Setup page 
HOME 

2 Add legal entity from Setup page 

2.1 Click on the ‘Setup’ tab 

2.2 
Click on ‘Legal Entity Setup’ under 
the Admin menu. 

2.3 
In the Legal Entity Setup page, click 

on ‘Add Legal Entity’. 

2.1 

2.2 

2.3 



Where is your business located? 
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3 Where is your business located? 

3.1 

Populate the fields accordingly:  
 
• Legal Entity Name  
 
Note: Please enter your company’s 
full registered name as it is displayed 

on your company registration 
documents 
 
• Country  

3.2 
Click on ‘Continue’ to move to the 
next step. 3.1 

3.2 



Tell us about your organisation 

3 Tell us about your organisation 

Which customers do you want to see this? 

3.1 

Select all or the specific customer(s) that 
you want to see your legal entity 
information. 

What address do you invoice from? 

3.2 

Required for invoicing. Is critical for 
compliance. 
 
Registered address of your legal entity. 
This is the same location where you 
receive official documents.  
It might differ from the physical address. 
 
Sometimes this is called your address of 
record or registered company address. 

3.3 

Indicate if this address can be used for 
‘Remit To’ and if it can be used for ‘Ship-
From’ address. 
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3.1 

3.2 

3.3 



Tell us about your organisation 

What is your Tax ID? 

3.4 
Enter your tax/VAT registration number. 
 
Note: If you are exempt from tax 
registration in some regions/countries, 
select the I don't have TAX ID Number 
checkbox and enter your local tax. 

Miscellaneous 

3.5 
Invoice-from code: Tie your CSP 
invoice-from address (that is, registered 
address) with the corresponding address 
in your ERP. 

Preferred Language: Select your 
language from the drop-down list. 

3.6 
Click on ‘Save & Continue’ 
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3.4 

3.6 

3.5 



Where do you want to receive payment? 

4 Where do you want to receive payment? 

What are your bank account details? 

4.1 
Populate all the necessary fields. Mandatory 
fields are marked with an Asterix.  

HOME 

4.1 



Where do you want to receive payment? 
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4.2 

4.3 

4.4 

4 Where do you want to receive payment? 

What is you Bank’s Branch Address? 

4.2 
Populate all the necessary fields. Mandatory 
fields are marked with an Asterix.  

What is your Remit-To-Address? 

4.3 
Populate all the necessary fields. Mandatory 
fields are marked with an Asterix.  

4.4 Click on ‘Save & Continue’. 



Where do you want to receive payment? 

The ‘Where do you want to receive payment’ 
window shows both the Remit-To Account and 
the Remit-To Address. 

4.5 
To manage your legal entities or 
remit-to accounts, click on the 
‘Manage’ button. 

4.6 
Should your organisation have more 
than one remit-to account, you can 
add by clicking on the ‘Add Remit-
To’ button. 

4.7 Click on ‘Next’ to continue. 
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4.5 

4.7 

4.6 



Where do you ship goods from? 

5 Where do you ship goods from? 

The ‘Where do you ship goods from’ window 
shows the Ship From address. 

5.1 
To manage your Ship From address, 
click on the ‘Manage’ button. 

5.2 

Should your organisation have more 
than one ‘Ship-From’ address, you 
can add by clicking on the ‘Add Ship-
From’ button. 

5.3 
Click on ‘Done’ to complete the 
update. 
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5.1 

5.2 

5.2 



Setup complete 

A screen appears showing ‘Setup complete’.  

5.3 Click on ‘Done’. 

5.3 
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THANK YOU 
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