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                               Supplier Guide 

            Registration on Coupa Supplier Portal 
 
 

1. Registration on Coupa Supplier Portal for the LEGO Group 

The purpose of this user guide is to provide instructions for the supplier to register on the Coupa 

Supplier Portal (CSP), and update their company information for the LEGO Group. 

The registration on the Coupa Supplier Portal is free of charge and provides access to additional services 

for the supplier – e.g. manage catalogues, view purchase orders and approved invoices. 

1.1 Email invite 

Start the registration by clicking the ‘Join and Respond’ button in the e-mail received from the LEGO 

Group. 
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1.2 Join the Coupa Supplier Portal by activating your Coupa account 

Create a Password. 

Accept Privacy Policy & Terms of Use. 

Click the ‘Activate Coupa Account’ button. 

*You can also forward the invite to your colleague in your organization, if someone else is going to 

manage the registration to Coupa Supplier Portal. 
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1.3 The LEGO Group Customer Profile 

Click on ‘Profile’. 

 

 

Click on ‘Information Requests’. 

 

 

You are on ‘The LEGO Group’ Profile. Complete all the information in the form. If you have any questions 

while completing the form please use the Comments section at the bottom of the form. 
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Supplier Contact & Address Information 

Fill in mandatory * information. In the Primary Address section, please note the Country, Street Address, 

City & Postal Code are mandatory – the rest of the fields are optional. 

If your company has a Tax ID please add this information in the ‘International Tax ID’ field. 
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Bank account information 

Click on the ‘Link to Bank Information Template’ to access the template to fill in your Bank Account 

information. 

 

 

You will be redirected to a webpage, where you need to click on the link ‘Bank Information Template’. 
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By clicking on the ‘Bank Information Template’ link, you open an MS Excel file and then you need to 

follow these steps: 

• Select the relevant Country version, based on your company registration country 

• Fill in all relevant information 

• Save the file 

• Go back to the Coupa supplier form and attach the file 

  

 

Tick ‘I acknowledge that I have attached the Bank Information Template with accurate & correct 

information’, when the document has been attached. 

 

 

 

Certifications 

Where applicable please provide certicates relevant for your organization 
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Invoice requirements 

Click on the link ‘Invoice Requirements Document’. 

 

 

You will be redirected to a webpage, where you can find a link to the Invoice requirements. 

 

 

 

Read our Invoice Requirements document. 
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Tick ‘I acknowledge that I have read and will abide by The LEGO Group Invoice Requirements’. 

 

 

 

US/Canada specific requirements (only required if trading with US/Canada) 

If you are trading with US/Canada The LEGO Group requires you to provide W8 or W9 forms. 

If that is the case, the ‘LEGO specific Federal reportable for US’ field in the form should be ticked. You 

need to attach W8 or W9 forms by using the Attachments button. 
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Additional Information 

This section is optional. You can provide additional text information and/or attach a file if needed. 

 

 

Closing Word 

Click ‘Submit for Approval’ and the form will be sent to the LEGO Group. You have completed the 

registration process and will receive an email notification once it is approved by the LEGO Group. 

 

 

 

Remember that if you have any questions while completing the form you can use the Comments 

section. Enter your comment in the text box and click on ‘Add Comment’. 
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2. Submit changes to your company information at a later point 

If some of your company information changes at a later point in time – e.g. Address details, Bank details, 

etc., please: 

• Login to your Coupa Supplier Portal account 

• Update the changes in the Customer Profile for The LEGO Group 

• For bank details updates, in the Bank account information section, please use Bank Information 

Template excel file and attach it to your form 

• Click on ‘Update Info’ 

You will receive an email notification once it is approved by the LEGO Group. 


