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You will find the Coupa Supplier Portal,
vory oasy to use, This guide will help you
10 croate a catalog, view POs and croate
Invoicos.,

1. Activate your account: You should
have received an email invitation to
join the Coupa Supplier Portal .
Follow the instructions provided.
You can also register directly on
https: / /supplior .coupahost.com

2. Reset your account: If you have
forgotten your usermame or
password, click on the link at the
bottom of the Sign In screen,

The first thing you should do is complete
your Public Profile, Select the

Company Info tab and click Edit, Ensure
all mandatory fields are fillad in thon
click Save.

Your public profile s visidle to ALL Coupa
customers, not just customers with whom
you are connected.

Add users:

You can add users to access your supplior

account and perform all tasks:

1. Undor Company Info, soloct User
Accounts. Then click on Invite an
Employee.

2. Enter the employes's email address
in the text box provided and click on
Send Invitation. They will receive
an email with instructions to
activate their account.

3.0 You can restrict access to spocific
customers by checking/unchecking
the box under the customer name in
the user table.

4. You can delete a user by clicking on
the Delete icon under the Actions
column
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Settings for PO delivery Option and In ordor for your customers to buy
Punchout are maintained individually for products or services from you, you need
@ach customer. You can also setup to have an agreed Catalog in place.
spocific customer profiles:

1. Click on the customer tab (labeled

1. )Create Catalog: Click on the
with your customer’s name). e

customer tab and select Catalogs.
2. Edit the information under the Click on Create. You can sot start

Profile section, You can select to and oxpiry dates.

compare with other profile to easily 2. Sumit Catalog: When you have

copy information across. included all the items required click
on Submit to buyer. This
automatically sends a notification to
the buyer 10 review the catalog and
Approve. You can view the status in
roaltime in the Catalogs view. Once
the catalog is approved, your

Set PO Delivery Preference:

1. Under the customer name tab,
selact PO Delivery.

2. Enter your Email or cXmL
confi tion details. You will still

3 products and serviceos are
be to view POs on the CSP. immediately available to your
customer’s employ
Configure Punchout Site: "

1. Under the customer name tab,
select Punchout.

2. Enter the customer Punchout
configuration details. It will be
offective immodiately.

$ 3
Regardiess of the PO delivery preference
sot, you will also have access to POs

within the Coupa Supplier Portal . To
view customer ordors:

1. Seloct the customer name tab, thon
click on Purchase Orders.

21 Click on the PO# to view the PO,

3. 7o acknowledge a PO, tick the
Acknowledged chock box,

4.5 You can print the PO by clicking on
Print View,
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Thank You!
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