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1. Invitation to join Coupa. 

Dear supplier, the email address provided to your AA contact will be sent the invitation to create your 

username and password on the Coupa platform, through which the creation and/or update form will be 

filled out as appropriate. 

• As shown in the image below, you must click on the Join and Respond option: 

 

• Once we click, a tab will be displayed for the creation of the username and password of our Coupa 

account. 

• All fields with * are mandatory: 

 

 

Business Name: Company name. 

Email: It must be the same as the one we assign as a user. 

First Name: In this box you will enter the name of the person in charge of the billing. 

Last Name:  In this box you will enter the last name of the person in charge of the billing. 

Password: It is assigned by the vendor. 

Country/Region of Operation: Country where this vendor will be registered. 

Tax Registration: Tax identification number (NIT, RUC). 

 

• Once we click on Create an Account, a verification code will arrive at the registered email 

address that we must place in the following box. 



 
• After entering the verification code, a new box will be displayed indicating that, if you wish to 

join an existing account, please click on the following item:  

 

• And we will continue to fill out the contact information: 
All fields with * are mandatory: 

o First Name: In this box you will enter the name of the person in charge of the billing. 

o Last Name:  In this box you will enter the last name of the person in charge of the billing. 

o Country/Region of Primary Address: Country where this vendor will be registered. 

 

 
 

o Country/Region of Primary Address: Country where this vendor will be registered. 

o Address Line 1:  Address of where the company is located. 

o City: City where the company is located. 

o Country/Region: Country where this vendor will be registered. 

o Tax Registration: Tax identification number (NIT, RUC). 

 

  

 
Once we finish filling in the required information, we click on Next. 



 

1. Coupa registration or update form 
Before filling out the form, please go to the top right in the Notifications option where you will find the link 

to the form. 

 

 

The information that we see auto completed within the form is the same that we filled out in the previous 

steps. 

o The boxes in red are the information that needs to be filled out on a mandatory basis. 

o The yellow boxes have a special annotation or observation and are also mandatory. 

 



 

• The American Airlines contact is the one who made the request for creation or update. 

 



 

o The copy of the invoice does not necessarily have to be addressed to American, but it must be for 

the same service or product provided to America Airlines. 

o Company business license or registration, a legal document that validates the incorporation of the 

company must be attached, for example: for Colombia chamber of commerce, for Peru the RUC 

file.  

▪  
o The taxpayer's identification number must be filled out according to each country, for example: 

▪ Bolivia – No dots or signs – Example: 1230000011 

▪ Colombia – With dots and dash – Example: 830.000.000-1 

▪ Ecuador – No dots or signs – Example: 12300000011 

▪ Guyana – No dots or signs – Example: 013789916 

▪ Peru – No dots or signs – Example: 12300000011 

▪ Venezuela – No dots or signs – Example: J123456789 

▪ Trinidad & Tobago - Company's tax identification number that matches the one registered for the 

bank account. 

 

• We click on Add Remit-To to start the process of verifying the account and bank information, keep in mind 

that it is important to follow the congruence regarding the information that we had been filling in 

previously, since this is where the necessary information for the approval line and part of the payment is 

filled. 

o If the following information does not match that provided in the required media, the form cannot 

be approved and will be returned. 

o The boxes in red are the information that needs to be filled out on a mandatory basis. 

 
 

o Legal Entity Name: Company name. 

o Country/Region:  Country where the supplier will be registered. 

o Address Line 1: Company address. 



o City: City where the company is located. 

o Postal Code: Postal code where the company is located if you know how to place it 000. 

o Country/Region: Enter the country where the supplier is located. 

o VAT ID: Enter Tax identification number (NIT, RUC). 

                         

 

 

 

 

 



• Once the previous fields have been completed, we will return to the form and the information we have 

just filled out will appear by default, as follows: 

 
 

Bank Information 

 

 

o Bank indicator: If you are filling out a creation form, please leave the yellow box blank, but if it is 

an update form, please select the bank update option. 

o Bank Country/Region: Select the country where the provider is located. 

o Tax identification number of the bank account holder: Fill in the tax identification number of the 

account holder: 

▪ Bolivia – No dots or signs – Example: 1230000011 

▪ Colombia – With dots and dash – Example: 830,000,000-1 

▪ Ecuador – No dots or signs – Example: 12300000011 

▪ Guyana – No dots or signs – Example: 013789916 

▪ Peru – No dots or signs – Example: 12300000011 

▪ Suriname – No dots or signs – Example: 69870 

▪ Venezuela – No dots or signs – Example: J123456789 
▪ Trinidad & Tobago - Company's tax identification number that matches the one registered for the 

bank account. 

 



 

 

o Bank account number: The bank account number must be without dots or signs and must match 

the one provided on the bank certificate. 

o Account Currency: Enter the type of currency in which the payment is to be made. 

 

o Document for bank verification: Attach a bank certificate, in which it must be possible to 

evidence (Legal Name, tax identification number and bank account number). 

o Save and click on Submit for Approval. 

 

• Once you are created as a supplier in the American Airlines system, you will be notified by mail and in 

case the form is rejected, a notification from Coupa will be sent to the registered email with the 

comments of the reason for the rejection.  

 


