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1. Coupa Supplier Portal (CSP)

a) What is the Coupa Supplier Portal 
(CSP)?

Back to Table of Contents

3



1a. Coupa Supplier Portal (CSP)
What is the Coupa Supplier Portal (CSP)?

• What is Coupa?
• Coupa is the Procure to Pay tool that Savage uses to create purchase orders and process invoices
• Savage-What-Is-Coupa.pdf

• What is the Coupa Supplier Portal?
• The Coupa Supplier Portal (CSP) is a free instance of Coupa for suppliers to easily transact with Savage and 

other customers who use Coupa. 

• Why should your company use the CSP?
• Signing up to the CSP will allow our suppliers to:

• Receive and manage purchase orders
• Submit invoices electronically and track their status 
• Share company addresses and payment info
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2. Ways to Join the CSP

a) Join via Invitation email
b) Join via Purchase Order 

Back to Table of Contents
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2a. Ways to Join the CSP
Join via Invitation email

• You will receive an e-mail from Savage via Coupa 
(do_not_reply@supplier.coupahost.com), to join the Coupa 
Supplier Portal 

• If you are the correct contact, please click the Join Coupa button
• If you are not the best contact, please forward the invite to a 

better contact within your company so they can join
• Please ensure you act on the invitation within 48 hours of receipt. If 

the invitation expires, please contact Savage for further support.

• Forwarded Invitations have the same functionality and 
buttons to join or forward as the original invite

What if I didn't receive the email invitation to join 
Coupa?

Check your spam/junk email folder. Emails sometimes 
get flagged as spam. If you still cannot find the invite, 

you can register instead. However, if you register, 
make sure to use the same email address to register 

that your customer used to invite you.
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2b. Ways to Join the CSP
Join via Purchase Order 

• You can also join the CSP within a purchase order sent via Supplier Actionable Notifications 
(SAN). At the bottom of these emailed POs, there is a button to Create Your Account.

• The Create Your Account button lets you create a Coupa Supplier Portal (CSP) account 
directly from the PO by taking you to the registration/login page.
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3. Creating your CSP Account

a) Complete the Create an account 
form

b) Complete Email Verification
c) Join an Existing Account
d) Complete the CSP Onboarding 

Wizard
e) Optional Subscriptions

Back to Table of Contents
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3a. Creating Your CSP Account 
Complete the Create an account form

• Immediately after clicking the Join Coupa button via 
email, you will be redirected to the CSP to register by 
filling out a form 

• Please fill out all required fields *, accept the T&C’s and 
then click the Create an Account button 

• Please note: Some of the information may be prepopulated from 
the information we have on file for your company 

If your company already has a CSP 
account, you can click Log In instead 
and skip registering a new account
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3b. Creating Your CSP Account 
Complete Email Verification

• A verification code will be sent to your email. 
• Enter the Verification Code and click Next.
• If the verification fails, double check the code 

and re-enter, or click ‘Request a New Code’ to be 
sent a new code via email.

We recommend saving 
https://supplier.coupahost.com 

as a bookmark

After verifying you may see the Join an 
Existing Account screen. This process 
allows you to join any account that is 

already set up for your company.
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3c. Creating Your CSP Account 
Join an Existing Account

• After verifying you may see the Join an 
Existing Account screen. This process 
allows you to join an account that is 
already set up for your company if one 
already exists.

• You can fill out the fields and click Next 
to search for other company accounts

• Alternatively, you can choose No, 
continue creating a new account

The Join an Existing Account only 
appears if Coupa recognizes that there 

is another account that shares your 
company’s email domain.
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3d. Creating Your CSP Account 
Complete the CSP Onboarding wizard

• The CSP Onboarding wizard will appear for 
new accounts and prompt you to enter your 
Primary Address and Payment Methods for 
your Business Profile. 

• Fill out your Primary Address then click Save 
and Next

• The wizard will prompt you to fill out your tax 
registration information. When complete, click 
Save and Next.

• This section is critical to manage transactions with 
buyers and several processes in Coupa. You cannot 
change your country and tax registration information 
after this step.
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3d. Creating Your CSP Account
Complete the CSP Onboarding wizard (continued)

• Next, you will need to create a Payment Method. 
• You have three options to choose from.

• Virtual Card (not supported by Savage)
• Bank Transfer
• Remit-To Address (recommended option)

• You must choose one of the options to enable 
invoicing. 

• To skip setting up a payment method, click the ‘My 
company does not accept … ‘ button located in the 
bottom left-hand corner. Then click Save and Next to 
proceed to the next method.

If you close the onboarding screen by 
mistake, you can setup or edit your 
payment methods and legal entities 

under the Business Profile tab. 
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3d. Creating Your CSP Account
Complete the CSP Onboarding wizard (continued)

• Select if you want to share your business information (Business Profile) with the Coupa 
Community.

• Selecting this option allows other customers to see your business information and 
participate in open sourcing events.
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3e. Creating Your CSP Account
Optional Subscriptions

• On the last page of the CSP 
Onboarding wizard (and on the 
homepage) Coupa will invite you to 
sign up for paid subscriptions 
(Coupa Verified and Coupa 
Advanced) or opt for a free 
account. 

• To finalize setup of your Free 
account, click the Continue button. 

The free option is more than 
adequate to work with Savage 
companies. Subscriptions are 
optional and can be signed up 

for later
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4. Supplier Information Forms

a) Business Profile Information 
Requests Form Page

b) Complete the Initial External Update 
Form

c) Future External Update Forms
d) Forms Reminders and Alerts

Back to Table of Contents
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4a. Supplier Information Forms
Business Profile Information Requests Form Page

• After the onboarding wizard closes, the Forms page should automatically load. Please complete the 
External Update Form. This initial external form is critical. It allows you to submit contact and financial 
information to Savage so we can create a supplier record with payment details for your company. 

• Submission of banking information does not automatically create or update the payment records we have on 
file. Upon submission, please expect a call from Savage Accounts Payable for banking verification.

• To open the form, click the form name. 

If you close out of the 
Forms page or it 

doesn’t automatically 
load, go to: Business 
Profile > Information 

Requests
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4b. Supplier Information Forms
Complete the Initial External Update Form

• The form will have some information prefilled in from 
your Profile. 

• Complete all sections and click Submit. 
• For more info refer to the SIM instructions here: Savage 

Supplier Information Management (SIM)

18

https://savageco.com/wp-content/uploads/2025/08/External-supplier-steps.pdf
https://savageco.com/wp-content/uploads/2025/08/External-supplier-steps.pdf


4c. Supplier Information Forms
Future External Update Forms

• Savage may send your company requests for updates 
via a similar External Update Form at some point in the 
future to help us gather any contact or financial 
information that has changed since this initial setup. 
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4d. Supplier Information Forms
Form Reminders and Alerts 

• If you have not completed an External Form, Coupa will send you reminders via email after 2, 5, 10, and 
15 days. If not completed in 30 days, the form will be canceled, and Savage will need to reissue a new 
form. 

• Coupa also alerts you of new or incomplete forms within the CSP via: 
• An Action Required banner on the Business Profile page
• A red dot on the Notifications icon (Bell) 

• Click on Action Required then the linked form to finish filling out the form. You can alternatively click on 
the Notifications icon and then the form link to get to an uncompleted form
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5. Managing Your CSP Account

a) Home Page Navigation
b) Account Settings
c) Notification Preferences
d) Security & Multi Factor 

Authentication
e) Help Menu
f) Tasks & Notifications Workbench

Back to Table of Contents
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5a. Managing Your CSP Account
Home Page Navigation

1. Home Icon – Takes user 
back to Home Page

2. Navigation Bar – 
Horizontal tool bar at 
top with CSP sections 

3. Tasks & Notifications – 
Act and stay up to date 
on important alerts

4. Help – Welcome Tour 
and other resources

5. Account Settings – 
Access to user profile

6. Scrolling Banner – 
Links to various Coupa 
offers and highlighted 
info

7. Recent Activity – 
8. Admin Overview – 
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5b. Managing Your CSP Account
Account Settings

• Click on your profile initials in the top right corner then Account Settings

• On the My Account Settings page, you can make changes to your contact info
• Name

• Phone Number

• Password
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5c. Managing Your CSP Account
Notification Preferences

• Selecting Notification 
Preferences allows you to 
adjust the types of notifications 
you would like to receive and 
how they are sent (Online, 
Email and/or SMS) 

• If you are not being notified of 
pertinent transactions such as 
new orders, please review which 
you have selected. 
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5d. Managing Your CSP Account
Security & Multi Factor Authentication

• Multifactor authentication (MFA) is a security 
feature Coupa uses to protect accounts. It requires 
users to provide two or more verification factors to 
gain access to the Coupa Supplier Portal (CSP).

• To control MFA, go to the Security & Multi Factor 
Authentication page.  

• You can choose when MFA is required and the 
method of MFA you wish to use

• Options when MFA is required:
• For Payment Changes

• Only requires MFA when making changes to your 
Legal Entities and Payment Methods

• For Both Account Access (Login) and Payment Changes

• Requires MFA when logging into the CSP and changes 
to Legal Entities and Payment Methods.
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5d. Managing Your CSP Account
Security & Multi Factor Authentication (continued)

• MFA method options include:
• Via Authenticator App’ 

• Requires the use of a third-party app such as the 
Google Authenticator or Apple Authenticator 
from their respective app stores.

• Via Text Message
• Via Passkey

• Coupa will prompt you to setup MFA Via 
Authenticator App when you first select the Security 
& Multi Factor Authentication page. 

• You can bypass this by selecting Cancel to see the other 
methods.
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5e. Managing Your CSP Account
Help Menu

• You can view Compass Articles, Training Webinars and the Help Tour (Welcome Tour) any time by 
clicking on the HELP menu (?) in the top right corner 

• For additional help, users can click on the Chat with Coupa Support button in the bottom right corner. 
Coupa Support can assist you with technical issues 
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5f. Managing Your CSP Account
Tasks & Notifications Workbench

• To access the Task & Notifications Workbench, click the bell icon on the top right of the main screen
• The Workbench is designed to streamline and simplify work management by providing a centralized 

view that consolidates all requests pending your action such as onboarding tasks, Business Profile 
requests from other users in your company and Information requests from linked customers.
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6. Setup and Business Profile

a) Admin Users 
b) Setup - Users Section
c) Setup - Merge Requests and Merge 

Suggestions
d) Business Profile
e) Business Profile – Legal Entities 
f) Business Profile – Payment 

Methods

Back to Table of Contents
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6a. Setup and Business Profile
Admin Users

• By default, the user that created a 
new CSP account is given the Admin 
role. 

• Admins: 
• Manage account-wide settings by 

navigating to the Setup or Business 
Profile tabs in the navigation bar

• Have all permissions turned on by 
default

• Invite other users to join the CSP 
account

• Control the roles and permissions of 
users they invite to join

• Manage Merge Requests and Merge 
Suggestions

• Manage Financial information 
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6b. Setup and Business Profile
Setup - Users Section

• Admin can invite, edit or deactivate a user in the Users section of the Setup Tab
• To invite a new user: Go to Setup > Admin > Users > Invite User. Enter the name and email of the user to invite. 

• To edit a users permission click Edit under the Actions column. This allows an admin to control which customers a 
user can transact with.

• To deactivate a user click Edit, scroll down and click Deactivate User 
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6c. Setup and Business Profile
Setup - Merge Requests and Merge Suggestions

• Your company may have more than one CSP account. This can happen when several users from the 
same company register or are invited to the CSP at different times.

• Admins have access to merge these accounts if needed in the Merge Requests and Merge Suggestions 
sections. 

Visit the Coupa Compass portal for 
more information Manage Merge 

Requests 
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6d. Setup and Business Profile
Business Profile 

• The Business Profile tab allows Admins to manage the Company Info, Contacts and Addresses added 
during Onboarding. Admins can also control financial info under the sub tabs for Legal Entities and 
Payment Methods 
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6e. Setup and Business Profile
Business Profile – Legal Entities 

• Admins can Create or Edit their 
company Legal Entity info on the 
Legal Entities section under the 
Business Profile tab.

• Legal Entities consist of: 
• Legal Entity Name (Your company 

name(s))
• Tax Registration (Tax ID and 

Country)
• Addresses (Invoice From, Ship 

From, Remit-To )
• Linked Payment Method
• Customers (assigned to view POs & 

create invoices)

Invoice From, Ship From and 
Remit-to Codes are important 

for cXML connections

• You can edit a Legal Entity by hovering over the Legal 
Entity name and clicking the pencil icon that appears

• Be sure that Savage is listed as a Customer to your Legal 
Entity
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6f. Setup and Business Profile
Business Profile – Payment Methods

• Admins can Add or Edit Payment Methods in the Payment Methods section of Business Profile
• Use the Add Payment Method to create a new method
• From the action column you can Edit Payment Method, Share Payment Method, Manage Linked 

Customers and Deactivate Payment Method.  
• Savage does not use Coupa Pay (we pay via ACH) but we need suppliers to create a Payment Method in 

Coupa and add Savage as a Shared With Customer to enable invoicing. 

If Savage is greyed out in the Customer list on 
the invoicing tab, it is likely due to not being  

Linked Customer to a Payment Method. Click 
Share Payment Method and check the box 
next to Savage and click Share Payment 

Method
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7. Purchase Orders

a) Orders
b) Purchase Order
c) PO Emails

Back to Table of Contents
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7a. Purchase Orders
Orders

• CSP users can manage POs from 
Savage and other customers on 
the Orders tab

• The page results can be filtered to 
Savage using the Select 
customer drop-down menu

• You can drill into more detail of a 
PO by clicking on the hyperlinked 
PO #

• You can also change the View, 
Search or choose an Action

• There are two Actions icons under 
the Action column 

• Gold coins Create an Invoice from the 
corresponding PO

• Red coins Create a Credit Note
37



7b. Purchase Orders
Purchase Order 

• If you click on a PO Number the detailed view opens. You can then perform the following actions: 
• View General Info including Acknowledge PO and Assign to a User 

• View Ship-To Address

• Add Shipment Tracking 
• Create Invoice

• Print View 

• Add Comment (to Savage)
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7c. Purchase Orders
PO Emails

• When Savage creates a new PO, your users can be notified of the PO in 
two ways. It is possible to have one or both enabled.  

• SAN copies of the PO: If Savage has a PO contact email on file in our supplier record, 
Coupa will send a copy of the PO as a Supplier Actionable Notifications (SAN) via 
email. SAN copies of POs have actionable buttons within the body of the email and a 
pdf copy of the PO attached. Some suppliers have us set up their sales or customer 
service teams to receive SAN POs without adding them as users in the CSP.

• CSP notifications: Coupa will send email notifications for new POs to users assigned 
to Savage as a customer in the CSP with the A new Order is received notification 
preference enabled. The email will have a link to View the Order in the CSP to take 
further action.
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8. Invoices

a) Savage Expectation
b) Invoices 
c) Create Invoice Header Fields 
d) Create Invoice Line Fields 
e) Create Invoice Summary Fields
f) Status & Views
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8a. Invoices
Savage Expectation

• Savage expects suppliers to submit invoices through the CSP.

• Failure to submit invoices via the CSP and/or without referencing a valid PO number may 
result in delayed processing and payment. 
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8b. Invoices
Invoices

• Select the Invoices tab to monitor existing Coupa 
invoices or create new ones 

• Suppliers can use the View dropdown menu or 
search bar to filter/search for desired documents 

• Blue hyperlinks allow you to open an invoice or 
the associated PO by clicking the document #

• Invoices can be created via:  
• PO Flip (gold coins on the PO tab)

• Create Invoice from PO (button on the Invoices tab)

• Create Invoice button when viewing a PO

• CSP invoices consist of three levels:
• Header – General Info, Invoice From and To details

• Line – All line items included on the PO being flipped

• Summary – Including taxes, Shipping and Handling
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8c. Invoices
Create Invoice Header Fields 

• Populate all the required header fields 
(General Info, From and To fields)

• We recommend adding an Image Scan 
and/or an attachment under General Info 

• When choosing a From address (specify the 
Legal Entity, Invoice From Address, Remit-To 
Address and Ship From Address

• These need to be created previously by an Admin 
during CSP Onboarding or in Business Profile.
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8d. Invoices
Create Invoice Lines Fields

• Populate all the required line fields (most will default from the PO) 
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8e. Invoices
Create Invoices Summary Fields

• Suppliers can add Summary Level charges (Shipping, 
Handling, Misc. and Tax) as applicable 

• Calculate the invoice total and Submit (and Send) the 
invoice

• Savage will then receive the invoice in our Coupa 
instance and will process it for approval and payment 
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8f. Invoices
Status & Views

• Key Invoice Statuses
• Approved – Savage completed an 

internal approval of the invoice making it 
now eligible for payment according to 
agreed payment terms

• Voided – Savage deleted the invoice
• Disputed – Savage rejected the invoice 

and likely added a comment as to why

• The View menu can be used to filter 
results to a given status

• The Create View option in that menu 
allows you to make your own view based 
on selection of columns and conditions 

• Savage does not pay through the 
CSP so invoices will not show Paid 
only Approved
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9. Credit Notes

a) Creating Credit Notes
b) Credit Notes Header Fields
c) Credit Notes Line Fields
d) Credit Notes Summary Fields
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9a. Credit Notes
Creating Credit Notes

• Credit Notes can be created two ways:  
• PO Flip (red coins on the PO tab)

• Create Credit Note (button on the Invoices tab)
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9b. Invoices
Create Credit Notes Header Fields 

• After clicking Create Credit Note a popup box 
appears asking which Invoice Number you 
wish to credit. Specify the invoice number 
and click Continue

• A second box will appear asking if you want 
to Completely cancel the invoice with a credit 
note or Adjust invoice with a credit note. 
Choose between the options and click Create

• Populate all the required header fields 
(General Info, From and To fields)
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9c. Invoices
Create Credit Notes Lines Fields

• Populate all the required line fields (most will default from the PO) 
• Edit adjustment price as needed
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9d. Invoices
Create Credit Notes Summary Fields

• Add Summary Level credits as applicable 

• Calculate the Credit Note total and Submit the credit 
note to the customer 

• Savage will then receive the credit note invoice in our 
Coupa instance and will process it  

51



10. Support

a) Who to contact at Savage and 
Coupa Resources

Back to Table of Contents

52



10a. Support
Who to Contact at Savage and Coupa Resources

• Who to contact at Savage
• If you have any questions or need additional assistance, 

please reach out to our support teams at Savage
• Supplier Success Team: Supplier@savageco.com
• Procurement: Procurement@savageco.com 

• Coupa Resources
• CSP reference material for suppliers:
• Coupa Supplier Help Center
• Coupa Supplier Help FAQS
• CSP Webinars
• Coupa Support email: supplier@coupa.com  
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We move and manage what matters so our Customers and Partners can
Feed the World, Power Our Lives, and Sustain the Planet.
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