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Setting up a legal entity



Step One
Start the “Add a legal entity” process

On the landing page 
click “View” in the 
Legal Entity Panel



On the Admin page 
select “ Add Legal 

Entity”

Step Two
Start entering your information



Step Three
Business Name and Location information

Enter the relevant 
information in the 
boxes and select 

“Continue”



Click on the blue 
circles for guidance on 
what to add into the 

boxes
Select “Save and 
Continue” when 

complete

Step Four
Fill in the “Miscellaneous Information”



Choose the customer 
options

Step Five
Tell your customers about your organisation

On the “Tell your 
Customer” page fill in 
all the relevant boxes

Enter your invoice 
address here and 

select your invoicing 
options below



Step Six
Select the Legal entity panel on the landing page

Confirm VAT status

On the “Tell your 
Customer” page fill in 
all the relevant boxes

Enter your code here 
to link addresses



Choose your payment 
preference

Select “Save and 
Continue” when 

complete

Step Seven
Receiving payments  information

Click the arrow to 
reveal the dropdown 

box



Step Eight
Confirm “Remit – To” addresses

Confirm Remit to 
Address 

Add in extra addresses 
if required here

Select “Next” when 
complete



Click on the gold coins 
to start the process

Step Nine
Confirming “Ship From” address

Confirm “Ship From” 
address 

Add more here if 
needed 

Select “Done” when 
complete



Select “Done” to 
finalise the process

Step Ten
Confirmation of Legal Entity Added



On the “Admin” page

Click “Actions” to 
amend any 

information within 
the Legal Entity 

details

Step Eleven
Check and Manage Legal Entity details



The number of legal 
entities on the 

account will be shown 
here

Step Twelve
Legal Entities confirmed On the Landing page 

confirm that the new 
entity has been set up


