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• Start by logging into your CSP Account HERE

• Navigate to the Admin Tab 

Coupa Supplier Portal (CSP) 
Addresses

https://supplier.coupahost.com/
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Coupa Supplier Portal (CSP) 
Addresses

• Click the Legal Entity Setup link on the left

• To Create a new Address Click the “Add Legal Entity” button on the 

upper right side of the page.

• Next, in the Pop Up Box, enter in your Company’s Legal Entity Name 

and select the Country from the drop down and click “Continue”
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Coupa Supplier Portal (CSP) 
Addresses
• Next you select the customers you will use this address for.

• You may have more than one instance of Trane Technologies listed as customer depending on how 

many of our businesses you work with.

• Please make sure you select all instances for Trane Technologies.

• Next you’ll fill out your “Invoice From” address details.

• If your Remit-To and Ship From addresses are different, please uncheck the respective boxes and 

enter the information as needed.

• If you have more than one address for Invoice From, Remit-to or Ship From, you can add these in 

individually.
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Coupa Supplier Portal (CSP) 
Addresses

• Please note Trane Technologies does not currently use the following fields: Banking Information.  These 

fields can all be left blank

• Please enter your Tax ID #

• If  you invoice via cXML, you will also need to enter in an invoice From Code.

• The Invoice from Code can be any alphanumeric number you want to assign, and will be included 

with you cXML Transmission.

Only needed for 

cXML suppliers
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Coupa Supplier Portal (CSP) 
Introduction

• Once you’ve completed all the fields, click the Continue button at the bottom

• Next, you’ll receive a “Setup Complete” notification. 

• From here you can:

• Return to the Admin tab  

• Go to the Orders to see your POs and/or create invoices

• Go to the Invoice tab to see previously submitted invoices and their status

For any questions regarding this process or issue with the Coupa CSP, 

please reach out to us at CoupaTeam@tranetechnologies.com




