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Registration and Orientation
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Coupa Supplier Portal Registration

Suppliers will receive an email invitation 
from Samancor prompting them to join 
the Coupa Supplier Portal (CSP).

1. The supplier will click on ‘Join and 
Respond’ to accept the invitation.

2. The supplier has a second option of 
‘Respond Without Joining’ that is 
available if they do not want to join 
the (Coupa Supplier Portal) CSP, 
but still wants to respond to the 
request for information.

1 2
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Coupa Supplier Portal Registration

1. The supplier will have to create 
a password for their account to 
join the Coupa Supplier Portal 
(CSP).

2. The supplier will also have the 
option to forward this invite to 
the correct person in the 
organisation, who deals with 
customer relationship (should 
they be the incorrect 
recipient).

Links to the terms and conditions as well 
as the Privacy Policy, if required:

Terms and Conditions

Privacy Policy

1

2

https://www.coupa.com/supplier-terms-and-conditions/
https://www.coupa.com/privacy-policy/
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Coupa Supplier Portal Registration

The supplier will be guided through their 
onboarding process. The information 
populated will be copied to the supplier’s 
public and customer specific profiles.

1. The supplier is required to provide their 
address details namely: Country / 
Region, Address Line 1, City and postal 
code.

1
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Coupa Supplier Portal Registration

The supplier will then be directed to their 
Samancor customer profile. Here they will 
be completing the information requested 
by Samancor.

1. Once the supplier clicks on ‘Take me 
there’, they will be directed to their 
customer specific profile.

2. The supplier will then need to 
complete this questionnaire with all 
the required information and submit it 
back to Samancor for approval.

1

2
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Coupa Supplier Portal Registration

Suppliers can view all their 
notifications in their inbox.
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Coupa Supplier Portal Registration

Supplier ‘Orders’ Tab

Here suppliers can view 
Purchase Orders (POs) 
received from Samancor.

1. The view consists of:

• PO number

• Order date

• Status

• Acknowledged at

• Items

• Total value

2. They can also create 
credit notes, invoices and 
service/time sheets using 
the action buttons on the 
right.

1

2
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Coupa Supplier Portal Registration

Supplier ‘Service/ time sheets’ 
tab

Suppliers can view service/ time 
sheets that they have submitted 
against POs they have received 
from Samancor.

Action buttons depend on the status 
of the document:

1. Service/time sheets in Draft
status can be edited (pencil 
icon) or deleted (red cross 
icon).

2. Service/time sheets which are 
Pending Approval at Samancor 
can be withdrawn (red arrow).

1

2
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Coupa Supplier Portal Registration

Supplier ‘Invoices’ tab

Here the supplier can:

• Create invoice from 
PO

• Create invoice from 
contract

• Create blank invoice

• Create credit notes

1. The view includes: 

• Invoice #

• Created date

• Status

• PO #

• Total value 

2. Suppliers can Delete or 
Edit invoices in Draft status.

2

1
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Coupa Supplier Portal Registration

Supplier ‘Catalogues’ tab

Here the supplier can view catalogues 
they have submitted to their customers.
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Administration
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User Permissions and Definitions 

All: Gives full access to all CSP functions, including the management of users.

Admin: Has full access to all the CSP administration functions, including user administration. Non-admin users 

can still view the Users tab.

Orders: Allows viewing and managing of Purchase Orders (POs) received from customers.

Note: Users can be restricted to only view Purchase Orders received form specific customers.

Invoices: Allows creating and sending of invoices to customers as well as viewing payment receipts.

Catalogues: Allows creating and managing of customer-specific electronic catalogues.

Profiles: Allows modifying public and customer-specific profiles.

ASNs: Allows creating and sending of Advanced Ship Notices (ASNs) to customers.

Service/Time Sheets: Allows creating and submitting of service/time sheets against Purchase Orders (POs).

Note: Users can be restricted to create / view Service/Time Sheets for specific customers only.

Payments: Allows viewing of payments and downloading digital checks.

Order Changes: Allows submitting of PO change requests.

Business Performance: Allows the viewing of the business performance tab.

Note: For auditing purposes, Coupa does not allow users to be deleted from your profile. Instead, you can 
deactivate a user if there is no longer a need for them to access the account. If you deactivate users, you can 
always reactivate them at a later stage. When reactivating a user, you will need to reassign the relevant 
permissions and customer access.
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Managing users

To create a new user:

1. On the Coupa Supplier 
Portal (CSP).

2. Click on the ‘Setup’ tab 
on the main menu.

3. Click on ‘Invite User’ to 
add a new user to the 
CSP.

4. In the popup, populate the 
required fields and 
selected the permission 
for the user.

5. Click ‘Send Invite’ to 
invite the user.

2

3

1

4
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Managing users

To manage users (adding or 
removing permissions or to 
deactivate a user):

1. On the Coupa Supplier Portal 
(CSP) 

2. Click on the ‘Setup’ tab on 
the main menu.

3. Click on the ‘Edit’ button to 
open and edit permissions for 
existing users as well as 
deactivate / activate a user.

4. Click ‘Save’ to save the 
changes made to the user.

Note: To be able to deactivate a 
user, the supplier needs to have 
more than one user created.

Note: You cannot change the 
user's email address when editing 
an existing user. If a user wants 
to change the email address, he 
will have to send a new invitation 
to that user.

2

1
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Notification Preferences

1. Suppliers can set up their 
notification preferences by 
clicking on ‘Notifications’.

2. Then clicking on 
‘Notification Preferences’ 
will take the them to the ‘My 
Account’ web page.

3. There the supplier will be 
able to select the relevant 
notification methods for 
each module.

1

2

3
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Notification Preferences

To enable ‘SMS’ notifications, 
click on ‘Security & Two Factor 
Authentication’.

1. Select the country’s number 
prefix, by clicking on the ‘+’ 
sign.

2. Populate your mobile 
number in the field provided.

3. Click on ‘Validate’

An SMS with a code will be sent 
to the mobile number you 
populated above. 

4. Enter the code in the screen 
that appears and click on 
‘OK’ to complete validation.

1 2

3

4
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Merging Accounts
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Merging multiple Coupa supplier portal accounts

Merge with another CSP account using the 
suggestions on the homepage, based on email domain 
name: 

1. If you know that a suggestion is invalid, click on the 
‘Remove’ button and you will not see this request 
again.

2. If you want to merge an account, click on the 
‘Request Merge’ button and select an account to 
be the parent account.

3. If you select the Account Owner ‘My Account’ 
option, this causes the other account to be merged 
into your company account. The other user's 
company account is removed. You continue to be 
the administrator for the merged company account, 
and the previous administrator becomes a regular 
user in the merged account. 
You can however still grant them administration 
access to the merged account.

4. If you select the Account Owner ‘Their Account’ 
option, you will no longer be the account 
administrator. The existing account administrator 
can, however, grant you administration access to 
the merged account.

5. Click on the ‘Send Request’ button.

3
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Merging multiple Coupa supplier portal accounts

You can also search for a specific 
account to merge if the account is not 
listed or if the list is too long to search 
through. 

1. Click on the ‘Click here’ link which 
will take you to the Admin Merge 
Requests page.

2. You can also access this page by 
clicking on the Admin tab on the 
main menu and then on the 
‘Merge Requests’ link on the left.

3. Provide the email address of the 
account you want to merge. 
Click the ‘Request Merge’ button.

Note: The customer will continue to 
transact with you using the initial email 
address.

Note: Remit-to information is 
transferred only for email addresses 
that are available to all customers.

1

2 3
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Adding Legal Entity
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Creating a new Legal Entity

When logged into the CSP:

1. On the homepage, click on ‘Profile’ 
and in the submenu click on ‘Your 
Customer Profile’.

2. Once the questionnaire loads, scroll 
down to ‘Section C – Payment 
Address Details’ section of the 
questionnaire and click ‘Add Remit-
to’.

3. A popup screen will appear where you 
will start the process of adding a legal 
entity as well as a remit-to.

4. Click ‘Create New’ to create a new 
remit to address.

1

2

3
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Creating a new Legal Entity

Populate the required fields:

1. Populate Legal Entity Name and 
Country. Then click ‘Continue’.

2. Populate the ‘invoice from’ address 
with all the required fields.

Note: the supplier is able to select which 
customer can see this ‘invoice from’ 
address.

3. The ‘invoice from’ address can also 
be used as the ‘Remit-to’ and ‘Ship-
From’ address if selected.

4. Populate your VAT ID.

5. In the ‘Miscellaneous’ section, 
populate ‘Invoice From Code’ field if 
applicable.

6. Click ‘Save & Continue’.

7. Populate all necessary field under 
Banking information section.

1

2

3

4

5
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Creating a new Legal Entity

Review address:

1. Review ‘Remit-to’ address and click 
‘Next’.

Note: if the option was not selected to 
use the ‘invoice from’ address as the 
‘remit-to’ address, the supplier will be 
required to create a ‘remit-to’ address.

2. Review ‘Ship-From’ address and click 
‘Done’.

Note: if the option was not selected to 
use the ‘invoice from’ address as the 
‘Ship-From’ address, the supplier will be 
required to create a ‘Ship-From’ address.

3. Once completed click ‘Add Now’, this 
will add the Remit-to (Banking details) 
to the suppliers customer profile.

1

2

3
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Updating Remit-to (Banking details)

When logged into the CSP:

1. On the homepage, click on ‘Setup’ 
and then click on the ‘Legal Entity 
Setup’ side menu item.

2. Under the ‘Legal Entity’ heading, click 
on ‘Actions’ and then click on 
‘Manage Remit-to Accounts’.

3. On the popup screen, click ‘Add 
Remit-to’ to add new banking details.

4. Once the new banking details (refer to 
slide 25 point 7) are created, click 
‘Done’.

1

2

3
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Updating Remit-to (Banking details)

From the congratulations message:

1. On the message, click on ‘Profile 
Tab’.

2. Once the questionnaire loads, scroll 
down to ‘Section C – Payment 
Address Details’ section of the 
questionnaire.

Note: Depending on the type of update 
(the closure of an old bank account and 
the creation of a new one or adding an 
additional bank account), the supplier will 
have to change the status of the old Bank 
account (Inactive).

3. To add an additional bank account, 
click, ‘Add Remit-to’ without 
changing the status of the other bank 
account to ‘Inactive’.

4. To remove the old bank account and 
add a new one, first change the status 
of the current bank account to 
‘Inactive’, then click ‘Add Remit-to’.

5. Choose the newly creating remit-to by 
clicking ‘Choose’. 

4

1

2
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Deactivating Legal Entity

When logged into the CSP:

1. On the homepage, click on ‘Setup’ 
and then click on the ‘Legal Entity 
Setup’ side menu item.

2. Under the ‘Legal Entity’ heading, click 
on ‘Actions’ and then click on 
‘Deactivate Legal Entity’.

3. Click ‘Yes’ on the confirmation 
message to confirm the deactivation.

1

2

3
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Errors resulting from NOT adding a legal entity

**This is an example of 
the typical error message 
that would result from 
not creating a legal 
entity
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Service/Time Sheets
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Create a Service/Time sheet on the CSP

On the Coupa Supplier Portal, on the 
primary menu bar, 

1. Click on the ‘Orders’ tab. 

2. On the list of purchase orders for 
which you would like to create a 
service/timesheet for, thereafter click 
on the ‘Create Service/Time Sheets’ 
button (marked with a orange square).

3. On the Purchase Order web page, 
scroll down and click on ‘Create 
Service/Time Sheets’.

4. Populate the number of hours worked 
(time sheet) or quantity for the 
services rendered (service sheet). 
Please check and verify that the hours 
are correct. 

5. Should you wish to add an attachment 
to your timesheet, scroll to the bottom 
of the screen to ‘Attachments’ and 
select one of the hyperlinks. 

6. Click ‘Submit’. 

2

1

3

4
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Create a Service/Time sheet on the CSP

1. After submitting, the green pop up 
message will read ‘Service/Time 
Sheets submitted successfully’.



33

Create a Service/Time sheet using SANs

On the Purchase Order email received:

1. Scroll all the way down on the email 
received, click ‘Create Service/Time 
sheet’.

2. Populate the number of hours 
worked (time sheet) or quantity for 
the services rendered (service sheet). 
Please check and verify that the hours 
are correct. 

3. Should you wish to add an attachment 
to your timesheet, scroll to the bottom 
of the screen to ‘Attachments’ and 
select one of the hyperlinks. 

4. Click ‘Submit’.

1

2

4

4
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Purchase Orders
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Viewing of purchase orders

In the Coupa Supplier Portal, navigate to 
the ‘Orders’ tab.

1. For a detailed view of your PO, click on 
the PO number. The details of your PO 
will display. 

2. If you can fulfil the order within the 
period indicated, tick the 
‘Acknowledged’ check box.

1

2
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Viewing of purchase orders

1. If the supplier has any notes to add, 
they can leave a comment in the 
comment box and click on ‘Add 
Comment’.

2. The supplier can also view comments 
made by the customer.

1

2
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Invoices
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CSP Invoice Statuses

Status Description

Abandoned
The disputed invoice has been abandoned. Your customer can choose to notify you of this invoice 
status change and provide instructions. You can set notification preferences for abandoned 
invoices.

Approved The invoice has been accepted for payment by your customer.

Disputed
Invoices with disputed status are invoices with information that your customer does not agree to, 
needs clarification on, or finds incorrect.

Draft The invoice has been created, but it has not been submitted to your customer yet.

Invalid
Specific for compliant e-invoices for clearance countries, for example, Mexico. It indicates that a 
CFDI (Mexican legal invoice form) that you sent failed validation. Invoices with this status are 
visible only to you, not to your customer.

Pending 
Approval

The invoice is currently under review by your customer.

Processing The invoice is being processed by the AP department and should be paid soon.

Voided Something is wrong with the invoice. Contact your customer to get the invoice back on track.
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Coupa Invoice Status

Status Description

Draft

Once an invoice is saved, it is moved to a Draft status. Alternatively, creating an invoice 
through a PO flip moves it straight to Draft. When submitting a draft invoice a variety of checks 
including the presence of compliance fields, duplicate invoice numbers, the presence of the 
invoice date, etc. are performed. Without this information, the invoice remains in draft status.

Processing
For the duration that the Legal PDF is being generated, an invoice may show up in “Processing” 
status. This transition occurs after the supplier submits the invoice and before it shows up in AP's 
queue.

AP Hold
An invoice shows up in AP Hold if the Supplier record in Coupa is enabled to ‘Hold Invoices for AP 
Review’.
Tolerance breach on the invoice.

Pending 
Action

Non-PO backed invoices can be configured to route to a named Requester user by the supplier. 
This is configured through Company Information > Define a requester for unbacked invoices. If 
enabled and it is missing a billing account for any of the invoice lines, the invoice will land in 
Pending Action.
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Coupa Invoice Status

Status Description

Pending 
Receipt

If the invoice has progressed through the AP Hold check and the applicable match level is 3-way 
or 3-way-direct and if the invoice is not fully received, it goes into the Pending Receipt status.
Once approved, an invoice may show up in Pending Receipt if any of the receipts allocated to the 
invoice earlier have been consumed by another invoice for the same PO. This scenario can occur 
when using 3-way match.

On Hold

Invoice enter on hold, if:
•The Setup > Approvals > Invoices > Always route to approvals without showing invoice check 
failed setting is disabled and one of the following:

• The invoice breaches a configured tolerance for its CoA.
• The supplier records setting Always routes invoices from this supplier to approval is 

enabled.
• At least one invoice line's required match levels is not met (e.g. a 2-way match invoice 

line is missing a PO).
•The invoice is from CSN: 

• Not all tax lines are valid.
• A submission blocking approval chain is triggered.
• When the Company Information > Define a requester for unbacked invoices setting is 

disabled and 1 of the following:
• The billing is invalid.
• The assigned requester is not a valid user.
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Invoice Creations on the CSP

On the Coupa Supplier Portal, on the 
primary menu bar:

1. Click on the ‘Orders’ tab. 

2. In the list of purchase orders, scroll to 
the purchase order for which you 
would like to create an invoice for, 
thereafter click on the ‘Create 
Invoice’ button (marked with an 
orange square).

3. Select your legal entity as well as 
Remit-to address.

2

1
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Invoice Creations on the CSP

On the invoice page:

1. Under the ‘General Info’ 
section populate all the 
required fields: Invoice 
Number, Invoice Date, 
Currency.

2. Scroll down to the invoice lines 
and review details pulled 
through from the purchase 
order.

3. Once done, click ‘Calculate’ to 
calculate the invoice total.

4. Click ‘Submit’ to submit the 
invoice to Samancor for 
approval.

1

2

3
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Invoice Creations using SANs

On the Purchase Order email 
received:

1. Click the ‘Create Invoice’ 
actionable notification button. 

2. Click ‘I Accept’ to accept the 
Coupa terms of use.

Links to the terms and conditions as 
well as the Privacy Policy, if required:

Terms of Use

1

2

https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Administer_the_CSP/07_Terms_of_Use
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Invoice Creations using SANs

On the invoice page:

1. Under the ‘General Info’ 
section populate all the 
required fields: Invoice 
Number, Invoice Date, 
Currency.

2. Scroll down to the invoice lines 
and review details pulled 
through from the purchase 
order.

3. Once done, click ‘Calculate’ to 
calculate the invoice total.

4. Click ‘Submit’ to submit the 
invoice to Samancor for 
approval.

1

2
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Language translation
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Language translation

When logged into the CSP:

1. On any web page of the CSP, scroll 
down to the bottom of the page.

2. Click ‘English’.

3. Select the required languages by 
clicking on the relevant language.

1

3

2
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Reporting
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Reporting

Note: In order to show some analytics, suppliers 
would need to have transactions (Orders and Invoices) 
in the Coupa Supplier Portal.

When logged onto the CSP:

1. On the homepage, click on ‘Business 
Performance’ to view supplier insights.

2. Business performance will show the supplier the 
following:

• Year-to-date order, invoice, and delivery time 
trends.

• A summary of orders that may need attention, 
that is, orders with the past due, not 
acknowledged, change requested (by you or 
your customers), and not invoiced statuses.

• A summary of invoices that may need 
attention, that is, invoices with the pending 
approval, overdue, disputed, and if your 
customers use Coupa Pay, also unpaid 
statuses.
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Course complete


