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Ta b le  o f Con t e n t s

The  purpose  of th is tra in ing is  to: 

• Review Supplie r actions in  CSP and  provide  a  quick re fe rence  
guide . Coupa  Supplie r Porta l - Overview

CSP Registra tion

CSP – Lega l Entity

CSP - Purchase  Orders

CSP - Invoices

CSP -  Resolve  Disputed  Invoices

CSP - Credit Notes
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Cou p a  Su p p lie r  Po r t a l Ove rvie w

Wh a t  is  CSP?

1.The Coupa  Supplie r Porta l (CSP) is a  cloud-based  p la tform , designed  specifica lly for buyers and  supplie rs to  collabora te . 

2.Supplie rs can  use  the  CSP to view the ir purchase  orders, crea te  and  subm it invoices, and  m anage  the ir ca ta logues with  specific buyers. 

3.The  CSP a lso a llows supplie rs to  check the  sta tus of a ll the ir transactions without having to  contact an  Accounts Payable  departm ent.

Wh a t  a re  t h e  b e n e fit s  o f Cou p a  Su p p lie r  Po r t a l 
(CSP)

 Fre e  se lf-se rve  t oo l fo r  su p p lie r s : Easily upda te  
profile s and  contact in form ation

 Ea sy-t o -u se : Rece ive  a ll Purchase  Orders and  track 
paym ent sta tus in  rea l tim e

 On e  s t op  sh op : Easily crea te  and  subm it invoices 
online

 De cre a se d  p a p e rw ork : No longer need  to  prin t, 
m a il or fax invoices

 St a n d a rd  p roce sse s : Faste r au thoriza tions
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Cou p a  Su p p lie r  Po r t a l – Su p p lie r  Ad va n t a ge s

One  place  to  m anage  
your poin ts of contact, 
com pany address and  
banking inform ation

CSP a llows supplie r to  
crea te  invoices d irectly 

from  POs and 
e lim ina te  the  need  to  

send  invoices 
separa te ly

CSP a llows supplie rs to  
track POs, invoices, 

and  paym ents in  one  
p lace

CSP has no  cost 
supplie rs

CSP shortens the  
paym ent cycle  through 

instan t invoice  
va lida tion  and  faste r 
paym ent processing

The  be low illustra tion  describes the  advantages of the  Coupa  Supplie r Porta l:
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Cou p a  Su p p lie r  Po r t a l – Ke y Lin ks

Refer to  the  be low links to  know m ore  about the  Coupa  Supplie r Porta l:
1. Know m ore  about CSP from  Coupa  Success Porta l
2. De ta iled  CSP Refe rence  Guide : Supplie r Porta l Adm in  and  User Guide  
3. Watch  short video tu toria ls for qu ick he lp  on  using the  CSP.

https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal/csp-videos/getting-started-with-the-csp
https://compass.coupa.com/Import/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Admin_and_User_Guide.pdf
https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal/csp-videos/csp-videos
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Cou p a  Re gis t ra t ion
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Cou p a  Su p p lie r  Po r t a l – Re gis t ra t ion
First-tim e  registran ts will rece ive  an  em ail from  Exact Sciences. To continue  registra tion , click the  link a t the  bottom  of the  em ail.
Pe rform  the  following steps as a  supplie r to  registe r yourse lf with in  CSP:

To sta rt the  registra tion  process, follow the  be low instructions:

• Confirm  tha t your business nam e is your lega l business nam e (or lega l pe rsona l nam e  if an  ind ividua l)

• Click the  "Subm it" bu tton .

Forward  your invita tion :
If you  a re  not the  correct person  to  com ple te  th is for your com pany, you  can  forward  the  invite  to  a  colleague  by clicking "Forward  th is to  som eone" and  en te ring the ir em ail.
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Cou p a  Su p p lie r  Po r t a l – Re gis t ra t ion

New use rs should  com ple te  the  we lcom e tour crea ted  by Coupa .
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Cre a t e  Le ga l En t it y
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Cou p a  Su p p lie r  Po r t a l – Cre a t e  Le ga l En t it y

To m anage  a  lega l en tity a s a  supplie r, pe rform  the  following steps:

• Click on  the  Se t u p  tab  a t the  top  of the  page .

• Click on  the  Ad m in  tab  undernea th .

• Click on  the  Le ga l En t it y Se t u p  button  on  the  upper righ t side  of the  page .

• Click the  Ad d  Le ga l En t it y button  to  crea te  a  new lega l en tity.
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Cou p a  Su p p lie r  Po r t a l – Cre a t e  Le ga l En t it y

Afte r clicking the  Add Lega l Entity button , you  will be  required  to  add  furthe r de ta ils  a s follows:

• Under the  Wh e re  is  you r  Bu s in e ss  Loca t e d ? section  en te r the  re levant de ta ils  and  click Con t in u e .
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Cou p a  Su p p lie r  Po r t a l – Cre a t e  Le ga l En t it y 

• Afte r you  click continue , en te r the  re levant de ta ils  under the  following 
sections:

• Which Custom ers do you  want to  see  th is?
• What address do you  invoice  from ?
• What is  your Tax ID?
• Misce llaneous

• Click Sa ve  & Con t in u e  to  proceed .
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Cou p a  Su p p lie r  Po r t a l – Cre a t e  Le ga l En t it y

• Under the  Wh e re  d o  w a n t  t o  re ce ive  t h e  p a ym e n t ? section , se lect the  re levant Paym ent Type  from  the  drop-down m enu.

• Click Sa ve  & Con t in u e  to  proceed .
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Cou p a  Su p p lie r  Po r t a l – Cre a t e  Le ga l En t it y

• Under the  Wh e re  d o  w a n t  t o  re ce ive  t h e  p a ym e n t ? section , review the  re levant Rem it-To address de ta ils .

• To change  the  existing Rem it-To address, click the  Ad d  Re m it -To  button .

• Click Ne xt  to  proceed .
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Cou p a  Su p p lie r  Po r t a l – Cre a t e  Le ga l En t it y

• Under the  Wh e re  d o  you  sh ip  good s  from ? section , review the  re levant sh ipping address de ta ils .

• To change  the  existing sh ipping address, click the  Ad d  Sh ip  From  button .

• Click Don e .

You  h a ve  su cce ss fu lly cre a t e d  a  n e w  Le ga l En t it y.
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Pu rch a se  Ord e r s
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Cou p a  Su p p lie r  Po r t a l – Pu rch a se  Ord e r  No t ifica t ion s

Afte r a  Purchase  Order has been  crea ted , the  supplie r is  notified  about the  PO crea tion  via  an  E-m ail notifica tion  and  CSP notifica tion .

• Em ail Notifica tion

• To access your CSP notifica tion , click the  No t ifica t ion s  icon  on  your CSP hom epage .
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Cou p a  Su p p lie r  Po r t a l – Ma n a ge  Pu rch a se  Ord e r s

To access your Purchase  Orders with in  CSP, pe rform  the  following steps:

• Click the  Ord e rs  tab  on  your CSP hom epage .

• Select the  re levant Custom er from  the  Se le ct  Cu s t om e r  dropdown m enu.

• Under the  Pu rch a se  Ord e rs  section , you  can  view a ll the  PO’s rece ived .

• Click the  re levant PO Nu m b e r  to  view the  PO de ta ils .
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In vo icin g
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Cou p a  Su p p lie r  Po r t a l – Cre a t e  a n  in vo ice

Afte r a  Purchase  Order has been  rece ived , the  supplie r needs to  crea te  an  invoice . 
Pe rform  the  following steps to  crea te  an  invoice :

• Click the  Ord e rs  tab  on  the  Coupa  hom epage .
• Select the  re levant custom er from  the  Se le ct  Cu s t om e r  dropdown m enu.

• Genera te  an  invoice  from  th is page  by clicking on  the  gold  stack of coins or the  PO Nu m b e r .
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Cou p a Su p p lie r  Po r t a l – Cre a t e  a n  in vo ice

Afte r clicking the  Crea te  Invoice  button , you  will be  red irected  to  the  Cre a t e  In vo ice  page .

• All fie lds m arked  with  an  * a re  m anda tory.
• “Invoice  # ” requires each  vendor to  genera te  a  un ique  invoice  num ber for Coupa  subm ission .

• The  “Invoice  Da te” de faults  to  today’s da te . As needed , it should  be  ad justed  to  m atch  the  m ilestone  com ple tion  da te , goods sh ipm ent da te , or 

se rvice  de live ry da te .

• “Currency” m ust m a tch  the  currency of the  PO. If it does not a lign  with  your agreem ent, contact coupasupport@exactsciences.com .

mailto:coupasupport@exactsciences.com
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Cou p a  Su p p lie r  Po r t a l – Cre a t e  a n  in vo ice

The Ch oose  In vo icin g De t a ils  section  will appear if you  have  not e stab lished  a  Lega l Entity.

• Choose  your Lega l Entity nam e from  the  dropdown m enu.

• Vendors with  m ultip le  Re m it -To  options m ust se lect the  appropria te  one  be fore  en te ring invoice  de ta ils . Om itting will re su lt in  subm ission  

fa ilure , which  will re se t your invoice  en try form  to b lank.
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Cou p a  Su p p lie r  Po r t a l – Cre a t e  a n  in vo ice

Fill ou t fie lds: Descrip tion , QTY, Unit of Measure  (UOM), Price , Additiona l 
Costs. To de le te  a  purchase  order line  or when invoicing aga inst a  
purchase  order with  m ultip le  lines, click the  red  "X" next to  the  unused  
line . 

Note : For pa rtia l invoicing, p lease  upda te  the  quantity or am ount on  the  
invoice  (for se rvice -based  purchase  orders).
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Cre d it  No t e s
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Cou p a  Su p p lie r  Po r t a l - Cre a t e  a  Cre d it  No t e

Naviga te  to  the  Invoices tab , scroll to  the  Crea te  Invoices section , and  click "Crea te  Credit Note ." 

• Click "Resolve  issue  for invoice  num ber," for a  dropdown of a ll re levant invoices. Se lect the  invoice  to  apply the  cred it note .

• Dete rm ine  if the  cred it m em o covers the  tota l am ount or a  pa rtia l am ount of the  invoice .

• Coupa  will gu ide  you  to  the  Credit Notes page  where  you  should  en te r the  cred it num ber (invoice  num ber.) If you  have  a  PDF credit note , a ttach  it to  

the  cred it note .
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Th a n k  You
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