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What is Coupa Supplier Portal?
It’s a business spend management and procurement platform. Through the Coupa
Supplier Portal (CSP), suppliers can receive and manage purchase orders, submit
invoices, and track payments status, securely and efficiently.

Benefits

• CSP is completely free, and you can do business not only with GM 
Financial but also with many other companies in the market.

• Supports translations for multiple languages

• Improves transparency and further reduces the need for suppliers to 
track down the status of their invoices through phone calls or emails.

• Supplier Action Notifications (SAN): Manage purchase orders directly 
from your email inbox. Review, acknowledge, and comment on 
purchase orders and create invoices without logging into a portal.



1) New Suppliers: You will receive an 
email invitation link to join Coupa 
(#1). Once you receive the 
invitation, click “Join and 
Respond”. You will be directed to 
the Coupa Supplier Portal (CSP), 
where you can set up your Coupa 
login credentials.

2) Existing GM Financial Supplier: You 
will receive an email invitation link 
to join Coupa (#2). Once you 
receive the invitation, click “Join 
Coupa Supplier Portal”. You will be 
directed to the Coupa Supplier 
Portal (CSP), where you can set up 
your Coupa login credentials. 

3) Click here for additional 
information 

Note: Connection requests expires after 30 
days, a new request must be submitted if 
the original expires.

How to Create a CSP 
Account? 

#1

#2

https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal/get-started-with-the-csp/registration-and-login/register-for-the-csp


How to Setup a New CSP Account? 

Enter all required information in the
“Create an account” form:

• Business Name: Legal business 
name
• Email: Contact email that will 
manage the login credentials
• First Name: Contact first name
• Last Name: Contact last name
• Password: Create an 8-character 
password that includes a number and 
a letter
• Country/Region: 
• Tax Registration: *Varies by country, 
please refer to Appendix 4 to see how to 
provide this information
Accept the privacy policy and terms of 
use

Once completed, click “Create an 
account”.



Connect with GM Financial by log in to your 
Coupa Supplier Portal and send a 
connection request to us.

1) Send a Connection Request from a 
Suggestion: 

Go to Setup> Connection Request > Search 
for GM Financial > Click Connect () in the 
Actions column

2) Send a Connection from a Search:

Go to Setup> Connection Request > Search 
for GM Financial or General Motors 
Financial Company > Select Customer > 
Enter your customer’s email address 
(CoupaSupplier@gmfinancial.com) , 
complete reCAPTCHA > Click Request

Click here for additional information

Already have a Coupa 
Supplier Portal Account? 

mailto:CoupaSupplier@gmfinancial.com
https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal/set-up-the-csp/account-merges-and-customer-connections/view-and-manage-connection-requests


If your company already has an 
account registered in Coupa, you can 
search for it using “View existing 
accounts matching email domain”. 
Otherwise, select “No, Continue 
creating a new account”.

How to Setup an Existing 
Coupa Supplier Portal 

Account?



In the “Data Privacy” section, you can 
choose whether your company 
information will be public to other 
companies purchasing through 
Coupa, or private only for GM 
Financial. Select “Publish all my 
Business profile details” to publish 
your profile details, or select “Do not 
publish my Business profile” to keep 
your profile private.

Data Privacy



The Coupa Supplier Portal 
(CSP) allows ADMIN users invite other 
users to the existing organization, join 
an existing supplier organization, and 
merge accounts. 

Click here for additional information

How to Invite Users?

https://docs.coupa.com/en/supplier-documentation/coupa-for-suppliers/the-coupa-supplier-portal-or-csp/manage-your-csp-account-and-profile/manage-users-in-the-csp


A Password will be requested to be
created before initiate the onboarding
on the Coupa Supplier portal.

After you create the password the
system will ask if you want to save it in
your phone or table with a QR link as
shows the image below.

This Password will allow you to reenter
the Coupa Supplier Portal whenever
you need, to review Purchase order,
available RFQ, Pending Forms, etc.

Onboarding Registration for 
GM Financial



Onboarding Registration for 
GM Financial

After you create the Password, the
system will provide you with
emergency Recovery codes to
restore your access, if needed.

We highly recommend to copy or
download these recovery codes for
future use.

Click here for additional
information

https://docs.coupa.com/en/supplier-documentation/coupa-for-suppliers/the-coupa-supplier-portal-or-csp/coupa-supplier-portal-registration-and-login#ariaid-title7


To initiate the onboarding, the CSP will 
request the following steps to be 
completed: 
On the “Onboarding for GM Financial” 
screen, enter your company’s main 
address in the following fields:

• Country/Region: 
• Address Line 1: Address
• City: City
• State: Region
• Postal Code: Postal code

Then click “Save and Next”.

Onboarding Registration for 
GM Financial



On the next screen, select “Do not 
accept Virtual Card payments from 
GM Financial”, then click “Save and 
Next”.

Onboarding Registration 
for GM Financial



On this screen, enter the bank information
associated with the registered Tax ID using
the following fields:

• Account Nickname: Bank account
• Beneficiary Legal Name: Legal business 
name
• Bank Branch Country/Region: 
• Bank Account Currency:
• CBU: Bank account number (no leading 
zeros, no hyphen—NUMBERS ONLY)
• SWIFT/BIC Code & Branch code: If
Applicable
• Bank Name and Bank Code *Appendix 1
and Appendix 2

IMPORTANT: If you are not sure about
your bank code and name, please
contact the Global Procurement Team
Brazil: Procurement.Brasil@gmfinancial.com
Chile: CLProcurement@gmfinancial.com
Colombia: procurementcol@gmfinancial.com
Mexico and Peru: mxprocurement@gmfinancial.com
North America: N/A

Onboarding Registration for 
GM Financial

mailto:Procurement.Brasil@gmfinancial.com
mailto:CLProcurement@gmfinancial.com
mailto:procurementcol@gmfinancial.com
mailto:mxprocurement@gmfinancial.com


Onboarding Registration for 
GM Financial

On the “Additional information” 
screen, do NOT enter any information.



Onboarding Registration for 
GM Financial

On the next screen, under “Contact 
information”, enter:
• Email address: Contact email
• Phone Number: Contact phone
number

Then, under “Tax information”, fill in 
only the following fields:

• Country/Region: 
• Tax ID: *Varies by country, please 
refer to Appendix 4 to see how to 
provide this information
• Remittance email: Repeat the
contact email

Finally, click “Save and Next”.



In this section, you can choose 
whether your company information 
will be public to buyers from other 
companies. You can update these 
preferences later in your business 
profile by selecting “Manage Data 
Privacy”. To publish your contact 
details, check the box as shown in the 
image.

Click here for additional information

Share Your Business Profile 
with the Coupa Community 

https://docs.coupa.com/en/supplier-documentation/coupa-for-suppliers/the-coupa-supplier-portal-or-csp/manage-your-csp-account-and-profile/create-and-manage-your-business-profile-in-the-csp


1) After completing the previous
steps, you will be redirected to the 
Supplier Portal. 

2) There, you can select  “GM 
Financial” as your customer and 
begin receiving requests for 
quotes, purchase orders, etc.

Get started with the 
Coupa Supplier Portal 

(CSP)



Supplier Registration

• New Onboard Supplier Form: Consolidates all company 
information as a GM Financial supplier. It requests details such as 
primary contact, purchase order management, diversity 
certificates, etc.

• Shareholder Legal Representative Address Form: Consolidates 
information about the company’s legal structure. It requests 
details about shareholders, legal representative(s), and ultimate 
beneficial owners. This is required to comply with countries 
regulations.

Once your account is registered in Coupa Supplier Portal, you will receive the following
forms to complete your company information: 



After completing your account 
registration in the Coupa Supplier 
Portal, select the customer “GM 
Financial” and complete the form 
“New Onboard Supplier Form-
Spanish/English/Portuguese/French” 
following the steps in this guide.

New Onboard Supplier 
Form



• Select the region where the supplier 
is located: North America / Latin 
America 
*Note: Select Latin America for Mexico

• Select the supplier’s country

• Supplier Name: Legal name 
registered 
*For North America, names should not 
include special characters or the words 
"the"and "of"

• Name for tax reporting: If applicable 
*For North America, the legal name must 
match exactly as shown on the W9/W8

• Organization type: Corporation (to 
issue invoices) or Individual (to issue 
fee receipts) *For North America, align 
with W9/W8

New Onboard Supplier 
Form



• TAX ID: *Varies by country, please
refer to Appendix 4 to see how to
provide this information.

• Local: N/A * The local flag is required 
for Canada

• Validation digit: Enter the verification 
digit when applicable

Click here for additional information

New Onboard Supplier 
Form

https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal/set-up-the-csp/financial-setup/tax-registration-faq


Supplier Remit-to address:

Click “Add Remit-to” to add the 
company address information.

In this section, enter the details you 
previously registered.

New Onboard Supplier 
Form



Supplier Remit-to address:

After selecting the registered details, 
the previously completed information 
will appear.

New Onboard Supplier 
Form



BRAZIL ONLY

Instructions for completing the: "IBGE 
Code"

1) For correct completion, select the state and 
the corresponding city. Both pieces of 
information must be entered simultaneously 
in the “IBGE Code” field.

2) After selecting the registered details, the 
previously completed information will be 
displayed.

New Onboard Supplier 
Form



Additionally, select:

• Payment method

Note: Recommendation for Brazil

1) Even when payment is made via bank slip 

(boleto bancário), the “Bank Deposit” option 
must be selected during registration. 

2) This is the only option that allows entry of 
the bank details required by GM Financial.

New Onboard Supplier 
Form



Account number: will be automatically 
populated based on the address 
selected earlier.

Bank address: when applicable

Bank support document: when 
applicable

The fields Payment Group, Payment 
Method, Pay Alone, and Oracle 
Organization will be completed by GM 
Financial.

New Onboard Supplier 
Form



In the field Purchase order 
transmission details (36):

Select drop-down option and put 
PROMPT as the preferred method to 
receive purchase orders.

In the field Supplier diversity and ESG:

Select whether your company has 
certifications/recognitions related to 
supplier diversity or ESG and provide 
the corresponding information.

New Onboard Supplier 
Form



Other information and supporting 
documents:

DUNS number: when applicable

Federal Income Type: when applicable 
* N/A for Brazil, Chile, Colombia, 
Mexico and Peru

Currency: as applicable

Insurance certificate: when applicable

Tax Forms: when applicable attach 
W8/W9

*IMPORTANT: For North America, fields 49 
and 51 are mandatory for reportable 
suppliers, as determined by the supplier's 
W8/W9

New Onboard Supplier 
Form



Before clicking “Submit for Approval”, 
required documents in “Add file”.

IMPORTANT: Document requirements 
vary by country. Suppliers must 
comply with local regulations and 
provide the required supporting 
documents accordingly. *Appendix 3

New Onboard Supplier 
Form



Shareholder Legal Representative Form

To complete GM Financial's risk assessment, you will receive three separate emails with required actions.

First email
Subject: “Coupa Risk Assess: Your 
Coupa Risk Assess authentication 
code”
Information: Authentication code

Second email
Subject: “Coupa Risk Assess: A Coupa 
Risk Assess account has been created 
for you”
Information: Link to register your profile 
in the Coupa Risk Assess module

Third email
Subject: “Coupa Risk Assess: Evaluation 
Ready”
Information: Access to the Coupa Risk 
Assess portal after your company profile 
is registered



By using the link in the second email, 
register your company profile and 
follow these steps:

1) Enter the authentication code 
provided in the first email.

2) Select a security question and enter 
your answer.
Available options:
• What is your favorite city?
• What is your mother’s last name?
• What is the name of your first pet?
• In what city were you born?

3) Click the “Continue” button.

How to Create a Profile 
in Coupa Risk Assess?



On the next screen you must:

1) Set a new password

2) Confirm your new password

3) Click the “Continue” button

How to Create a Profile 
in Coupa Risk Assess?



After completing your information, 
you will be redirected to the “Coupa 
Risk Assess” portal (the same link 
provided in email #3).

Log in using your username (the email 
address provided in email #2) and the 
password you created.

How to Create a Profile 
in Coupa Risk Assess?



Accept the terms of use shown on the 
next page. You can change the 
language of the text if needed.

How to Create a Profile 
in Coupa Risk Assess?



• On the Coupa Risk Assess 
homepage you will see evaluations, 
approvals, and action plans (if 
required).

• Select “Evaluations” to display the 
forms you need to complete. Then 
select the pencil icon to open the 
form and fill in the required 
information.

Coupa Risk Assess
Homepage



Select your preferred language so the form displays the 
required questions. After 
selecting the language, complete the following 
information:

2.1 Supplier type: Select Company or Individual.

Note: A Company is when it will issue an invoice/receipt; 
an Individual is when it will issue a professional fee 
receipt.

If Company:

2.4 Legal Name: Company legal name registered.

2.5 Company incorporation date: Company creation date

2.6 Tax identifier: Company Tax ID *Varies by country, 
please refer to Appendix 4 to see how to provide this 
information

2.6.1 Type of Identity: Select “TaxID”

2.6.2 ID number: Repeat the company TAX (without dots, 
with hyphen and verification digit)

Shareholders, Legal 
Representatives and Address

Form



If Company, answer “Yes” or “No” to the 
following:

2.7 Is it a Politically Exposed Person (PEP)?

2.8.1 Is it a government entity or 
municipality?

2.8.2 Is it a publicly traded company?

2.8.3 Is it a non-profit organization?

Note: If you answer “Yes” to the question 
about being publicly traded, you must also 
answer:

2.9 The company’s trade name / name used 
in the stock market.

Shareholders, Legal 
Representatives and Address

Form



In the next section, enter the company 
address details:

2.10 Address: Street, Number, 
Suite/Office

2.10.1 City

2.11 Region/State

2.12 Country

2.12.1 Postal code

Shareholders, Legal 
Representatives and Address

Form



Legal Representative section

Legal representative is a natural person 
authorized by law, public deed, or contract to act 
on behalf of another person (individual or legal 
entity/company), assuming binding rights and 
obligations.
2.16 Enter the details of the company’s legal 
representative(s) by selecting “Add New” for each 
record you need to add.

1) Select the type of legal representative: 
Company or Individual (based on the definition 
above, it must be Individual).

2) Complete the following information for the 
individual:
• First name
• Middle name
• Paternal last name
• Maternal last name
• Date of birth
Note: Leave the “Company/Business” fields 
blank

Shareholders, Legal 
Representatives and Address

Form



Legal Representative section (continued) –

Additional information to enter:

• Status: Active

• Role: Legal Representative / General Director

• Taxpayer Identification: Legal representative’s ID 
(without dots, with hyphen and verification digit)

• Is the person a public employee or Politically 
Exposed Person?

• Type of Identity: Select “TaxID”

• ID Number: Repeat the legal representative’s ID 
(without dots, with hyphen and verification digit)

• Address/City/State: Legal representative’s address 
(if it is the same as the main form, you may leave 
these blank)

• Country: Select country

Click “Create”.

Shareholders, Legal 
Representatives and Address

Form



The details of Direct and Indirect Shareholders 
must also be entered, considering the 
following definitions:

• The concept of ultimate beneficial owner 
focuses on identifying the real person who 
ultimately has control or receives the 
economic benefit from an organization, 
beyond who appears legally as the owner.

• In this section, you must clearly identify all 
shareholders who own, directly or 
indirectly (through other entities), 10% or 
more of the capital or voting rights of the 
legal entity/structure.

2.13 Select the type of shareholder to enter: 
Direct / Indirect

2.14 Click “Add new” to add the information.

Shareholders, Legal 
Representatives and Address

Form



If the supplier type selected in 2.1 is 
Individual, then complete:

2.2.1 First name

2.2.2 Middle name

2.2.3 Paternal last name

2.2.4 Maternal last name

2.3 Date of birth

Additionally, you must complete the 
address information and, under identity 
type, select “TaxID” and enter your TAX ID in 
the identification number field (2.6.2).
Finally, because it is an individual, you 
must enter the natural person’s information 
as the legal representative and as the direct 
shareholder to identify the ultimate 
beneficial owner.

Shareholders, Legal 
Representatives and Address

Form



Specific Questions: 

• For Perú: 2.17 

• For México: 2.18

Note: Ensure the signed compliance 
form is attached.

Shareholders, Legal 
Representatives and Address

Form



How to Manage the Purchase 
Order? 

Once you receive a notification that  a 
Purchase Order has been submitted, 
you will have to reenter to CSP, 
specifically to “Orders” tab to see PO’s 
available for your company.

You will be able to see the details of 
the PO’s by click on the PO Number, 
as shown in the images. 

Once you provide the service, you will 
be able to invoice against that PO’s. 

Click here for additional information

https://docs.coupa.com/en/supplier-documentation/coupa-for-suppliers/the-coupa-supplier-portal-or-csp/features-and-processes-in-the-coupa-supplier-portal/purchase-orders/view-and-manage-pos


Need Help with Invoice? 

North America: AccountsPayableSupport@gmfinancial.com

Brazil: Procurement.Brasil@gmfinancial.com

Chile: CLProcurement@gmfinancial.com

Colombia: procurementcol@gmfinancial.com

Mexico and Peru: mxprocurement@gmfinancial.com

For invoice-related questions, 
please     contact our team.
*Varies by Country

IMPORTANT: Invoices must be     
uploaded as PDF attachments and 
not submitted as image files 
(photos/screenshots).

Click here for additional 
information

mailto:coupasupplier@gmfinancial.com​
mailto:Procurement.Brasil@gmfinancial.com
mailto:CLProcurement@gmfinancial.com
mailto:procurementcol@gmfinancial.com
mailto:mxprocurement@gmfinancial.com
https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal/set-up-the-csp/invoices/invoices-faq


Coupa Supplier Portal 
Overview

Navigating on your CSP is 
intuitive.   You can check your 
pending required actions and 
tasks by clicking on the bell 
icon as shown in the image on 
the side. 

You can also go to Business 
Profile then select Information 
Requests, where you will also 
find your pending forms.

Click here for additional 
information

https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal


How to Grant Users
Permissions?

1) Log into you Coupa Supplier 
Portal Account;

2) Go to Setup > Admin > Actions
3) Grant the permissions as need

Click here for additional information

https://docs.coupa.com/en/supplier-documentation/coupa-for-suppliers/the-coupa-supplier-portal-or-csp/manage-your-csp-account-and-profile/manage-users-in-the-csp


Is an Update Information
Needed?

North America: APVM@gmfinancial.com

Brazil: Procurement.Brasil@gmfinancial.com

Chile: CLProcurement@gmfinancial.com

Colombia: procurementcol@gmfinancial.com

Mexico and Peru: mxprocurement@gmfinancial.com

If you need to update address 
information, please contact our 
teams according to your country.

mailto:APVM@gmfinancial.com
mailto:Procurement.Brasil@gmfinancial.com
mailto:CLProcurement@gmfinancial.com
mailto:procurementcol@gmfinancial.com
mailto:mxprocurement@gmfinancial.com


Your Feedback is Important! 

After completing your CSP 
Onboarding, you will receive a form 
to provide your feedback. We 
encourage to complete it to help us 
continue improving our process.



Coupa Supplier FAQ
Review here the most frequently asked 

questions about the Coupa Supplier Portal 

and find more ways to get the help you need.

Need help? Please Contact the appropriate email 

address below:

North America: coupasupplier@gmfinancial.com

Brazil: Procurement.Brasil@gmfinancial.com

Chile: CLProcurement@gmfinancial.com

Colombia: procurementcol@gmfinancial.com

Mexico and Peru: mxprocurement@gmfinancial.com

https://compass.coupa.com/en-us/support/help-for-suppliers
https://www.gmfinancial.com/en-us/company/coupasupplier@gmfinancial.com
mailto:Procurement.Brasil@gmfinancial.com
mailto:CLProcurement@gmfinancial.com
mailto:procurementcol@gmfinancial.com
mailto:mxprocurement@gmfinancial.com


Appendix 1 – Supporting Data
Bank Name and Code - Brazil

IMPORTANT: 

Branch code Rule for Brazil: 

If the branch code includes a 

check digit, the mandatory 

input format must be 

followed, e.g., 1234-5



Appendix 2 – Supporting Data

Bank Name and Code - Chile Bank Name and Code - Colombia Bank Name and Code - Mexico Bank Name and Code - Peru

Bank Name

BANAMEX

BAJIO

BAJIO

BANCOMER

BANORTE

BANREGIO

INBURSA

MONEX

SCOTIABANK

AFIRME

BANCO CITI MEXICO

BBVA MEXICO

FONDEA TECHNOLOGIES S.A DE C.V., 

S.F.P

HSBC MEXICO

IMBURSA

JP MORGAN

SANTANDER

Bank Name
Bank 

Code

SCOTIA BANK 09

BANCO BBVA CONTINENTAL USD 11

BANCO BBVA CONTINENTAL 11

BANCO DE CREDITO DEL PERU 02

BANCO DE CREDITO DEL PERU PEN 02

BANCO DE LA NACION 18

CITIBANK DEL PERÚ S.A.



Appendix 3 – Documents Requirements per Country 
Brazil :

1. Contrato Social | Documento de composição 

societária, além da Ata de Reunião do Conselho 

de Administração, no caso de uma sociedade 

anônima (S/A)

2. Situação Fiscal (CND)

3. Inscrição e Certidão de Débitos Tributários 

Não Inscritos na Dívida Ativa do Estado (CND 

Estadual)

4. Inscrição e Certidão Conjunta de Débitos de 

Tributos Mobiliários - Municipal (CND Municipal)

5. Certidão FGTS

6. Certidão Trabalhista

7. Contrato social

8. Alvará de Funcionamento

Note: Keep it in Portuguese as requested locally

Mexico :

1. RFC y Constancia de Situación Fiscal

2. Estado de cuenta (cuenta a la que se depositará) 

no mayor a 3 meses

3. Comprobante de Domicilio

4. Acta Constitutiva

5. Poder notarial del Representante Legal que

firmará el contrato. 

6. Identificación oficial / ID o pasaporte del 

representante legal

7. Formato de Declaración de Cumplimiento

Note: Keep it in Spanish as requested locally

Peru :
1. RUC

2. Certificado de Vigencia de Poder (SUNARP) (para el

representante legal que firmará el contrato; emitido 

hace no más de 30 días)

3. Documento Nacional de Identidad (DNI) del

Representante Legal

4. Carátula del estado de cuenta bancario (emitido 

dentro de los últimos 3 meses; el CCI debe ser 

claramente visible)

5. Comprobante de domicilio (emitido dentro de los

últimos 3 meses)

6. Completar el formulario de declaración de 

cumplimiento normativo

7. Completar el formulario de registro de provedor

Note: Keep it in Spanish as requested locally

Chile :

1. E-RUT S.I.I

2. Declaración de Conflicto de Interés

3. Due Diligence AML

Note: Keep it in Spanish as requested locally

Colombia :

1. Fotocopia del documento de identidad de la 

persona o entidad Certificado original de la 

Cámara de Comercio, Constitución y Gestión no 

mayor a 90 días. (No aplica para individuos)

2. Registro Único Tributario (RUT) Resolución en

caso de ser auto-retenedor y/o grandes

contribuyentes. (No aplica para individuos)

3. Referencia bancaria (no mayor a 90 días)

4. Formato de declaración de cumplimiento

Certificación emitida por ARL sobre el estado del 

Sistema de Gestión de Seguridad y Salud en el

Trabajo (SG-SST) (si aplica)

Note: Keep it in Spanish as requested locally

North America :

1. US: W9 or W9 w/ IRS Letter 147C if 

name/TIN does not match IRS

2. CAD: W-8BEN or W-8BEN-E

3. For ACH: 

- Bank letter on letterhead dated within 

one year or voided preprinted check

-If non-CSP supplier – GMF ACH form is 

also required



Appendix 4 – Tax ID format per Country 

Brazil :

Mandatory format for Brazil (BR): e.g., 

12.345.678/0001-09

Mexico :

Composed of letters and numbers; 

format varies according to the type of 

taxpayer:

• Individuals: 13 alphanumeric 

characters (no spaces)

• Legal entities: 12 alphanumeric 

characters (no spaces)

Peru :

• 11-digit number; format varies 

according to the type of taxpayer

• Natural person with DNI: begins

with prefix 10

• Natural person with another

identity document: begins with

prefix 15

• Legal entities: begin with prefix

20

• No spaces between numbers

Chile :

Format is without dots and with a 

hyphen when creating a new CSP 

account and join CSP with an 

existing account.

When filling out the onboard form, 

do not use hyphen and digit.

Colombia :

Format with number only, no dots and 

with a hyphen and verification digit: 

e.g,123456789-0

North America :

Format: no bullet points, no hyphens
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