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Coupa Supplier Portal
Supplier Guides



Coupa Supplier Portal - An Overview

The Coupa Supplier Portal is Intuit’s preferred platform for our valued suppliers to view their

purchase orders, create invoices, track payment status, and more. Access and use of the
portal is free.

Suppliers for Intuit US and Canada can also use the portal to submit invoices directly. All
other suppliers should continue to to the app


https://www.intuit.com/company/supplier-programs/#:~:text=Become%20a%20Supplier-,Submit,-Invoice
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Coupa Supplier Portal

Supplier Guide: How to Add Users

This guide will provide Suppliers with step-by-step guidance on how to add additional users to the CSP.

Step 1: Log into Coupa Supplier Portal through:

https://supplier.coupahost.com/sessions/new LogIn

Welcome back! Login or click here for help.

Step 2: From the Home tab, click View in the “Emai Adress
Reglstered UserS bOX 0 * Password | Password

Forgot Your Password?

xcoupa supplier portal

Home Profile Orders Service/Time Sheets ~ ASN Invoices Catalogs

Business Performal

Action needed: Complete your profile to get paid faster and get discovered Learn More

Profile Progress Last Updated

C 44% Complete (© 10 days ago Improve Your Profile

Profile Summary e

@ b & DO

1 2 2
Legal Entity Registered Users Connected Customers
View View

INTUIT


https://supplier.coupahost.com/sessions/new

Step 3: Here you will see all of your current
users. To add an additional user click Invite
User

Step 4: Enter user's information and set their
permissions.

Note: We recommend you give all of the
permissions to all of your users for ease of use.

Return to Table of Contents

Users
Harita Weisbard
harita_weisbard@intuit.com

Status: Active

Edit

Coupa Supplier Portal

o ]

Permissions Customer Access

ASNs INTUIT - HACKETT GROUP INC THE-1001 BRICKELL (US-USD-MIA)
Admin INTUIT - HACKETT GROUP INC THE-1000 ABERNATHY (US-USD-ATL)
Business Performance

Catalogs

Invoices

Order Changes

Invite User

First Name
Last Name
* Email
Permissions @ Customers
All All
Admin INTUIT - HACKETT GROUP INC THE-10(
Orders INTUIT - HACKETT GROUP INC THE-10(

QO Restricted Access to Orders
@Al

Invoices

Catalogs

Profiles

ASNs

Service/Time Sheets
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Coupa Supplier Portal

Supplier Guide: How to view your Intuit Purchase Order(s)

This guide will provide Suppliers with step-by-step guidance on how to view Puf;hase Orders (POs) in the CSP

Step 1: Log into Coupa Supplier Portal through:

https://supplier.coupahost.com/sessions/new
»Log In
Step 2. C||Ck on orders Welcome back! Login or click here for help.
* Email Address
This will bring you to a new page where you will be “Password | Password

able to see all Purchase Orders.

Forgot Your Password?
gycoupa supplier portal e
Step 4: To view details of the Purchase Order, click

Home Profile ~ Orders  Service/Time Sheets  ASN Invoices  Catalogs Business Performance
on the PO#

e Select Customer | INTUIT- v

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order lst page}

Step 3: In the Select Customer area choose Intuit

Purchase Orders

Instructions From Customer

Click the “= Action to Accept the Purchase Order and Create an Invoice using its data

Open Orders - l Search u]
PO Number, Order Date  Status Acknowledged At  Items Unanswered Comments Total Actions
3/30/21 Issued None Line 1 No 240,000.00 USD = %
Line 2
Line 3
Line 4
Return to Table of Contents 8
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Coupa Supplier Portal

- Supplier Guide: How to Create Legal Entity

This guide will provide Suppliers with step-by-step guidance on how to create a Legal Entity in the CSP. Note: This is only
applicable for US and Canada POs as we are currently not accepting invoices for purchases in other countries.

LogIn
Step 1 M I_Og | nto Co u p a S u p p | | er Po rta | a Welcome back! Login or click here for help.
th roug h . * Email Address

https://supplier.coupahost.com/sessions/new "Passmord [Pezmver?

e

Step 2: Click on Setup gr:coupa supplier portal ANDREW | NOTIFICATIONS @
Home Profile Orders Service/Time Sheets ~ ASN Invoices Catalogues Business Performance Sourcing  Add-ons Setup I

Step 3: Under the Admin subtab, click on

Legal Entity Setup 3

Home  Profile  Orders  Service/Time Sheets ~ASN  Invoices  Catalogues  Business Performance  Sourcing  Add-ons | Setup

Admin  Customer Setup  Connection Requests

Admin users [ inene vser |

Jsers Users Permissions Customer Access
Merge Requests Andrew Test ASNs INTUIT
MEDERED andrewfilardiot+2@gmail.com Admin
Status: Active Business Performance
Calalogues

INTUIT

10


https://supplier.coupahost.com/sessions/new

Coupa Supplier Portal

Step 4: Click on Add Legal Entity

Step 5: Fill out the Legal Entity Name and the
Country/Region, and then click Continue e P —————— :I

Add Legal Entity
Legal Entity

Step 6: Fill out any additional Miscellaneous users
Information that is specific to the B v
Country/Region (required fields will be marked
with a *). Hover over the @ icon to learn
specific details about a given field. When

finished, click on Save & Continue

. Miscellaneous Information
Where's your business located?

v India

Seﬂi.ng up your business details.in Coupa will help you meet your customer's ”WOKCWQ and p.ayment Setting up your business details in Coupa will help you meet your customer’s invoicing and payment
requirements. For best results with current and future customers, complete as much information as requirements. For best results with current and future customers, complete as much information as
possible. possible.

*Legal Entity Name UK Legal Entity
* Legal Entity Name

This is the official name of your CountryRegion | nite Kinadom Conducting business in certain
Country/Region v business that is registered with countries/regions requires your

the local and the *Typaiof Conpany invoice to contain specific

country/region where it is Board of Directors information about your

located.

company.

INTUIT 1




Coupa Supplier Portal

Step 7: ChOOSG WhICh Of your ||nked Tell your customers about your organisation
customers can see the legal entity a

Step 8: FI” OUt the Address and seleCt If thls 0 Which customers do you want to see this?
will be used for the Remit To Address,
Ship-From Address, or both (note: this address g
should be registered address of your legal e What address 6o you nvoios fom?
entity) (oo

Address Line 2 REQUIRED FOR
X INVOICING

city

Step 9: Fill out the the VAT/GST ID associated -

your legal entity. This is the

with your legal entity. When finished, click on sametocation s wereyou
Save & Continue

Country/Region United Kingdom
documents. @

Use this address for Remit To @

\ Use this for Ship-From address @ )

What is your Tax ID? @

Country/Region | United Kingdom -
[ *VATID ]

[J 1 don't have a VAT/GST Number

Add additional Tax ID

Miscellaneous

Invoice-From Code (]

Preferred Language | English (UK) v

inTuIT .




Coupa Supplier Portal

Address, and click Save & Continue

Where do you want to receive payment?

Step 10: Select the Payment Type for the listed Remit-To @

Step 11: Confirm the listed Remit-To Address (and click
Add Remit-to to add any new addresses). Then, click Next “rayment ype i
y > (==

hat is your Remit-To Address?

Step 12: Confirm the listed Ship-From Address (and click
Add Ship From to add any new addresses). Then, click A
Done

Post Code 13245

Country/Region United Kingdom

Cancel I Save & Continue I

. i 2
Q Where do you want to receive payment? g Where do you ship goods from?

a

For many countries/regions, including different shipping details on the invoice is required if they are different to Add Ship From
where your legal entity is registered.

Remit-To locations let your customers know where to send payment for their invoices. Click Add Remit-To to Add Remit-To
add more locations, otherwise click Next

Remit-To Account Remit-To Address Status Title Status

Address 100 Main St. Active Manage 100 Main st. Active Manage
London London
13245 13245
United Kingdom United Kingdom

== DR Cooa B

INTUIT 13




Coupa Supplier Portal

Step 13: The new Legal Entity setup is now complete. Click Done

You will now see the new Legal Entity listed under Setup

g Setup complete

Congratulations!
This legal entity can now be used on new invoices.
To get paid — Most customers require that you send them this payment info in in addition to
providing it on the invoice.

« Click on the Profile Tab to see if your customer has a form that collects payment information.
« Otherwise, you'll have to send it to them through another channel.

Go to Orders Go to Invoices. Return to Admin I m I

Admin Legal Entity Setup Add Legal Entity

Legal Enti
Users 9 Y

Merge Requests v UK Legal Entity

Return to Table of Contents 14
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Coupa Supplier Portal

Supplier Guide: How to Submit an Invoice

This guide will provide Suppliers with step-by-step guidance on how to submit an invoice in the CSP. Note: This is only
applicable for US and Canada POs as we are currently not accepting invoices for purchases in other countries. For all
other countries please continue to submit invoices via email.

Step 1: Log into Coupa Supplier Portal through: “

. . Log In
https://supplier.coupahost.com/sessions/new g

Welcome back! Login or click here for help.

S emaii Ackiress zxcoupa supplier portal e

*Password | Password

Step 2: Click on Orders to bring up a list of all of

your pu rchase orders oI Home @ Profile  Orders  Service/Time Sheets ~ASN Invoices
LogIn
Step 3: In the Select Customer drop down, select e T )
I ntu |t Configure PO Delivery
Purchase Orders
Step 4: Cl |C k on th e PO N um b er th at th e I nvo I ce 122:;:7:; F z:::::r::. Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page}
a p pl Ies to fro m the d ro p d own | Is-t Click the “= Action to Accept the Purchase Order and Create an Invoice using its data
Open Orders v l Search 4]

Line 3
Line 4

PO Number, Order Date Status Acknowledged At  Items Unanswered Comments Total Actions
| b/30/21 Issued None Line 1 No 240,000.00USD = Eg
Line 2

INTUIT
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https://supplier.coupahost.com/sessions/new

Coupa Supplier Portal

Step 5: Scroll towards the bottom of the page to
click Create Invoice e

Total USD 240,000.00
Note: If multiple legal entities are available for a
supplier, a pop up will appear. Select the

appropriate Legal Entity to create the invoice st nicics i gmEro e

“Legal Entity | Select ~ | @ Add New

*Remit-To  Select v

* Ship From Address ~ Select L

Cancel

INTUIT

17



Coupa Supplier Portal

Step 6: A new screen will automatically open. Enter
Invoice # and Invoice Date

The Payment Terms and Currency will default from the e 5 General Info
PO ’ *Involce #
*Invoice Date | 11/18/22

Attach a file of the invoice by clicking Choose File in the * Payment Term Net 45
Attachments field. Acceptable file types include PNG, Date of Supply | 11/18/22
GIF, JPG, JPEG, PJPEG, TIFF, and PDF. “Currency INR

Delivery Number
Note: Any fields with a red asterisk are required fields tatus Dratt
and must be populated in order to proceed image Scan [ Choose Fil | o fie chosen

Supplier Note

* Attachments @) Add File | URL | Text

Invoice Reference
Number (IRN)

Signed QR Code

Place Of Supply

INTUIT 18



Coupa Supplier Portal

Step 7: You will now enter the amount to be
invoiced - either in the Price field (for services) or in
the Qty field if for goods (unit price will be needed
to be provided as well). Please also include any

relevant tax by line item e
Lines
Note: The value will auto-populate with the current T Description ay vow price 699.50 ©
. . .. . . -4 {1 Generation Chair, by Knoll 1.000 Each ~ 699.50 .
PO balance available for invoicing. It is important to
only invoice for actual goods shipped or services PO Line Service/Time Sheet Line Contract Credit Line
US0020331-1 O Clear None ~ None O

rendered so please update accordingly
Supplier Part Number

Note: For Canada suppliers, make sure to select an —=

appropriate tax description and rate from the list Biling

. 100-940-6100-63010-000
provided

Taxes

Tax Description Tax Rate Tax Amount Tax Reference

v 0.000 0.00 (+]

INTUIT

19



Step 8: Once each of the invoice lines are updated

enter shipping and miscellaneous charges (including

any related tax) as they apply to this invoice
Step 9: Click Calculate which will update the Total
amount due. Updates will be reflected on each line

and additional charges will populate

Step 10: When you are ready to send, click Submit

INTUIT

Totals & Taxes

Delete

Lines Net Total
Lines Tax Totals

Shipping
Tax

Tax Reference

Misc
Tax

Tax Reference

Total Tax

Net Total

Total

Cancel

Save as Draft

Coupa Supplier Portal

240,000.00
0.00
% 0.000
% 0.000
0.00
240,000.00

o I 0]

N




Coupa Supplier Portal

Step 11: A pop up will appear telling suppliers Are You Ready to Send?
not to include an attachment. Disregard this
Coupa is about to create an invoice on your behalf. Please make sure you are not attaching

message as Intuit requires an inVOice _anot_her invoice to this transaction as the Coupa generated PDF is your and your customers legal
attachment. Click Send Invoice invoice.

Step 12: A pop up will appear with the invoice
amount. Make sure the amount matches as it's
shown on your invoice. If the invoice information @

is correct, click Send Invoice
Are You Ready to Send? X

SteP 1 3: A warni ng m essag e wil | l a p pea r. P | ease You're about to send an invoice to INTUIT for a total amount of 240,100.00. Once sent, you'll have
ensure that th eva | ue Of th e inVOice reﬂ ects th e to contact your customer directly to make changes to the invoice.

amount of goods shipped or services rendered.

Once confirmed, select Submit T T m]

Continue Editing ‘ Send Invoice ‘

Note: You have now submitted an invoice to

e i et e oo O ———

reach out to you if there are any questions
This Invoice has the following warnings:
» Before submitting, validate the invoice value reflects the amount for current services rendered. You must

enter and override the amount on the line to accurately reflect the invoice value. Email questions to
SupplierConnect@intuit.com.

* **Invoice attachment is required.

Continue Editing m L
Return to Table of Contents 2z
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Coupa Supplier Portal

Supplier Guide: How to view invoice and payment status

This guide will provide Suppliers with step-by-step guidance on how to view invoices in the CSP as well as how to see
payment details once applied. Note: All Suppliers can use this option to view invoices even if submitted via email.
Invoices will be viewable in Coupa once uploaded by Intuit AP.

Step 1: Log into Coupa Supplier Portal through:
https://supplier.coupahost.com/sessions/new

Step 2: Click on Invoices Log In

Welcome back! Login or click here for help.

* Email Address [ Email Address J

* Password | Password

Forgot Your Password?

zcoupa supplier portal e

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Business Performance

INTUIT 23


https://supplier.coupahost.com/sessions/new

Coupa Supplier Portal

Step 3: On the Invoices tab, you can view Invoices - _ e
that have been submitted through Coupa Supplier csssiiisbrid
Portal. The Status column will show you the status of

HARITA~ | NOTIFICATIONS @ | HELP v

Home  Profile  Orders  Service/TimeSheets ASN | Invoices Catalogs  Business Performance  Sourcing  Add-ons  Setup

. . Invoices  Invoices Lines  Payment Receipts
the invoice. ,
Select Customer INTUIT - v
Note: Be sure to select the appropriate Customer Inveices
Invoice deleted X

Instructions From Customer

L] L] L]
Invoice Status and Description: (- e e Cmparymten kg iGNt n o b )
reate Invoices @

Create Invoice from PO 1oxic Create Credit Note
e Approved: The invoice has been accepted ———
.
fo r p a y m e nt by | nt u It Invoice # Created Date | Status PO # Total Unanswered Comments Dispute Reason  Actions
° Disputed: The |nVO|Ce has been dlsputed | I.SPaymen\Re‘questTes( 01/06/22 Pending Approval | None 1,20000USD  No
. . . HackeltPassiveTest  12/16/21 Approved US0008588 2,543.40USD  No
Y Draft: Th e |Invoilce h as be enc rea‘ted , b ut It inviest2 117121 Voided US0008534  350000USD  No
. . Test_Project NONPO  09/21/21 Pending Approval | None 25,000.00USD  No
has not been submitted to Intuit yet meoow concei | mpoms | v sogmooue0 Mo
«  Pending Approval: The invoice is currently e
un d er reV| ew by | ntu |t 09/13/21 Approved US0007884 2,500.00USD  No

e Processing: The invoice is being processed ﬂ TR e
by the AP department and should be paid
soon

e Voided: Something is wrong with the invoice
and Intuit had to Void the invoice

INTUIT 24



Step 4: In the View dropdown, select Payment
Information

The current view will update to display new fields
including Invoice Date, Payment Terms and Payment
Information (if paid)

Step 5: to view further details about a specific invoice,
click on the Invoice # in blue

INTUIT

Coupa Supplier Portal

Invoices

Instructions From Customer

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Invoice list page}

Create Invoices @

Create Invoice from PO Create Credit Note
i
Paid PO # Invoice # Status Invoice Date Payment Term Date Of Supply//Payment Information
I No  US0007995 Pending Approval 03/18/22 03/21/22
No  US0008534 Toler test 2 Pending Approval 03/16/22 Net 45 03/16/22
No  US0008565 Toler test 1 Pending Approval 03/16/22 Net 45 03/16/22
No US0008614 CPAAcademy training Pending Approval 03/11/22 Net 45 03/15/22
No  US0008615 Outofthebox training Pending Approval 03/13/22 Net 45 03/15/22
No  US0008681 Sykes training Pending Approval 03/11/22 Net 45 03/11/22
No  US0008822 None Draft 03/02/22 Net 45 03/02/22
No  US0008818 Catalog testing Pending Approval 03/02/22 Net 45 03/02/22
No  None 1.6 Payment Request Test Pending Approval 01/06/22 Net 45 01/06/22
No L F iveTest Pp! 12/16/21 Net 45 12/16/21
No  US0008534 invtest2 Voided 117/21 Net 45 1117/21
No None Test_Project NONPO  Pending Approval 09/21/21 Net 45 09/21/21
No  US0007996 Test3CM Approved 09/16/21 Net 45 09/16/21
No  US0007994 TestiCGDA Approved 09/16/21 Net 45 09/16/21
No  None Test4_NonPOlnvoice  Approved 09/13/21 Net 45 09/13/21
No  US0007984 12345 Approved 09/13/21 Net 45 09/13/21
No  US0007915 5050 Approved 08/27/21 Net 45 08/27/21
No  US0007908 123456 Approved 08/26/21 Net 45 08/26/21
No  None Test12345 Voided None Net 45 None
Yes US0000638 116741 Approved 06/10/21 Net 45 06/14/21 Payment# - on 07/21/21 for USD 60,000.00
Yes US0000001 115726 Approved 04/02/21 Net 45 04/06/21 Payment# - on 06/03/21 for USD 66,400.00
Yes US0000001 115435 Approved 03/18/21 Net 45 03/26/21 Q’men“ - on 05/12/21 for USD 155,000y
1 90

Perpage 15 | 45

25



Coupa Supplier Portal

Step 6: To view payment details, scroll down to Invoice #116741 s
Payments section and click the > arrow icon Geresl BlTod tieTo

Supplier HACKETT GROUP INC THE-1001 BRICKELL (US-

If the invoice is paid, you will the see payment details
including Date and EFT tracking number

In this example, the invoice has been paid. If itis not
paid the details will be blank

Lines
e co 6000000 6000000
2
Totals & Taxes
000000
000
Payments e ”
e 000
Status Externally Paid SR e
Paid-In-Full Date 07/21/21 L fmnee
Total 60,000.00
Payment Notes EFTI#10417228/USDI60000
Payment Reconciliation Details
Status Date Type Description Amount ¢ Comments g v
Posted 07/21/21 Payment 60,00000 | | FEoterComment
Total Reconciled 60,000.00
Invoice Total 60,000.00 Attachm
Remaining Balance 0.00

Payments > ]
Return to Table of Contents §




I Additional support

Visit our Supplier Programs site for additional information
and reference guides.

You can also reach out to us at SupplierConnect@Intuit.com.



https://www.intuit.com/company/supplier-programs/
mailto:SupplierConnect@Intuit.com
mailto:SupplierConnect@Intuit.com



