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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 Setup tab and select Payment Methods from the left navigation bar.  

 
 

3. Select Add Remit-To. 
 

 

  

http://supplier.coupahost.com/
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4. Select Payment Type Address.   

 
5. Enter the Remit-To Address. 

 

 
6.  Select the customers who can use this Remit-To information.  Click Save & Continue. 
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7. Click Next to continue the steps for adding the new Remit-To. 
 

 
 

8. On the next screen, click Done to continue the steps for adding the new Remit-To. 
 

 
 

9. Click Add Later to add to CSP but delay use of the address. Otherwise, click Add Now. 

  
  



 

 

Coupa Supplier 
 

January 22, 2025 | Procurement Platforms/Resources Proprietary & Confidential Information ©2022 CBRE, 
 

Disable a Remit-To Address 
1. To delete a previously added Remit-To, follow the steps below: 

a. Go to Setup tab and click Payment Methods. 

b. Locate the Remit-To Address to disable and select  under Actions. 
 

  
c. Click Deactivate to disable the Remit-To.  

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 

GWS APAC All CBRE Entities 

GWS EMEA All CBRE Entities 

GWS Latin America LATAM_ProcurementBuyerSupport@cbre.com 

GWS US & Canada GWSNAM_ProcurementBuyerSupport@cbre.com 

Corporate/Advisory APAC APACSupplyChainBuyers@cbre.com 

Corporate/Advisory EMEA ADVEMEA_ProcurementBuyerSupport@cbre.com 

Corporate U.S. USProcurement@cbre.com 
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