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Registering to Coupa Supplier Portal

To register to Coupa Supplier Portal, click the Join Coupa button which you will find in the email sent to you from the Portal:

You can forward the invitation to another person who will be responsible for registering your company to CSP; just click the Forward this 
invitation button and provide that person’s details. 
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! IMPORTANT:

! THE USE OF THE CSP IS COMPLETELY FREE. YOU DON’T HAVE TO PAY ANYTHING TO REGISTER,  HAVE ACCESS TO YOUR 
POs, INVOICES, etc. ,

! Right now, the portal is offering to get your profile verified with an additional cost. This is totally optional. We, Guardian/SRG don’t require  
this verification. 
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After clicking the button, you will see the 

registration form. Please, fill in your name, 

surname, create a password, accept the 

Privacy Policy and Terms of Use. Your 

company name and email will already be 

populated. Then click the Get Started button.



HOME  - on the Home page you can see the information about your company 

PROFILE  - in the Profile section you can configure your profile. Your profile can be set up as public or customized for 

   each Customer separately

ORDERS   - in the Orders section you can find the Orders you receive, organized by Customer

INVOICES  -in the Invoices section you can view all created invoices and verify their current status
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Introduction to Coupa Supplier Portal
(CSP)
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SETUP - the most frequently used options in this tab are:

• User management – managing users’ permissions and accesses;

• Legal entity setup;

• Payment preferences setup

Introduction to Coupa Supplier Portal
(CSP)

You can change the language at the bottom of each page:
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Notifications

NOTIFICATIONS – You can set your notifications preferences in the top right corner by clicking in your username, then notification 

preferences. window:

To receive notifications about a 

particular action, check the relevant box 

in the Online (to receive notifications in 

CSP) or Email column, or  if you have a 

cellphone number added in the portal 

you can also receive notifications via 

SMS. If no option is selected, then no 

notification will be sent.

To save your settings, click Save



Users 
The Admin section, which is located under the Setup tab, provides a list of users who have access to Coupa Supplier Portal. In this section you 
can deactivate users, invite new users and configure the accesses of current users. 
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Inviting new users
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To invite a new user, use the Invite User button

Then fill in the fields First Name, Last Name and Email Address, as well as select permissions and customers. 

To send the invitation, click the Send Invitation button:



In the Orders tab you can find the Orders you receive, organized by Customer
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Orders



If an order has been closed or cancelled, it is 

not possible to create an invoice for it.
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Orders

You can open an order by clicking on its number. Once you open an 

order, you can verify the details. Each order contains the following data: 

number, status, order date, payment terms, shipping address. If the 

order was not created correctly, please contact the person who created 

the order - their data can be found in the Requester and Email fields. 

In the Lines section you can see the list of Coupe goods/services included in the order. Please make sure that the unit prices and totals are 

correct.
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In the Invoices tab you can create and 

customize your own view. After modifying the 

view and applying the Approved filter, you 

can check the payment information. You can 

also check the Dispute reason for any 

Disputed invoices by using the Disputed 

filter.
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Disputed Invoices

When an invoice has been disputed, the supplier must take action to correct it. You can find additional information in the comment 

section. If a credit note is issued regarding a problem with an invoice or goods shipped, choose the relevant invoice by using the 

Resolve issue for invoice number option from the drop-down list. 



If you have any addiotional questions or comments, please let us know, we would like to hear from you. Please send us an email to
globalSE@guardian.com
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