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The goal is to equip the Dürr Group with global and modern state-of-the-art procurement processes. For this reason, the 

new, modern purchasing platform Coupa is being implemented.

➢ For you as a supplier, this opens up a new form of collaboration with the Dürr Group. This includes:

1.1 Introduction to Coupa
What does the introduction of Coupa mean for suppliers of the Dürr Group?

A new approach for Supplier 

Management (with the 
Coupa Supplier Portal -

CSP)

A new approach to 

participate in sourcing 
events (Standard Sourcing & 

CSO)

A new approach to 

collaboration in contract 
creation

With this training material, we want to provide you with a guide that shows how the respective collaboration between you and 

the Dürr Group can be successfully implemented.
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You and your teams will conduct the Source-to-Contract process in the future via the new Coupa system.

1.1 Introduction to Coupa
How does this affect our collaboration?

Sourcing

Contracting

Supplier Management

• Receiving invitations to new 

sourcing events

• Electronic submission of your 
offers and responses, possibly 

with the support of questionnaires 
and attachments

• Participation in electronic auctions

• Use of chat functions within the 
sourcing event to clarify questions

• Creation and maintenance of your 

supplier master data via the Coupa 
Supplier Portal

• Questionnaires or certificates can be 

transmitted directly to the Dürr Group 
via the portal.

• Address and contact details can be 
updated directly by the supplier

• Receiving invitations for online 

coordination of terms and 
conditions with buyers

• Easy integration of multiple 

stakeholders on the supplier side

• Receiving framework agreements 

as an electronic copy
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The new Coupa system includes various portals and applications, which are summarized here.
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1.1 Introduction to Coupa
Overview of Coupa Portals and Applications:

• For supplier management• Contract management
• For complex tenders

• eAuctions

Contract 

Collaboration

Coupa Supplier 

Portal (CSP)

• Enables suppliers to easily 

transmit and maintain supplier 

master data

• Certificates and other 

documents can be transmitted

• Access via the Contract 

Collaboration Portal

• Edit contracts as a supplier

• Communication via messenger 

functionality

• For simple tenders

Sourcing-

 Response Portal

• Allows suppliers to submit their 

offers

• Used for standard tenders with 

up to 300 items

Note: The above-mentioned portals and applications are independent solutions within the Coupa system. Therefore, separate 

user data is required for the use of the portals.

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

w

Login-LinkLogin-Link

https://duerr.coupahost.com/sessions/suppli

er_login

Login-Link

Individually via email with One-Time -

Password

Login-Link

Coupa Sourcing 

Optimization (CSO)

https://supplier.coupahost.com/sessions/new
https://supplier.coupahost.com/sessions/new
https://duerr.coupahost.com/sessions/supplier_login
https://duerr.coupahost.com/sessions/supplier_login
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1.1  Introduction to Coupa
You will receive a portal and/or application-specific invitation

Coupa Sourcing 

Optimization (CSO)

Contract 

Collaboration

Coupa Supplier 

Portal (CSP)

Sourcing-

Response Portal-

Information on supplier management 

in Coupa can be found in the 

Supplier Management document.

Information on the contract 

cooperation in Coupa can be found 

in the Contract Management 

document.

Information on standard sourcing 

events can be found in the Standard 

Sourcing document.
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Coupa offers suppliers the opportunity to manage customers directly in the Coupa Supplier Portal. Here, a so-called 

"VERIFIED" status is advertised, which offers suppliers increased visibility in the Coupa portal. The purchase of the 

status has no influence on the supplier decision at the Dürr Group and is therefore not recommended by the Dürr Group.

Please note: The "VERIFIED" status is not a necessary prerequisite for collaboration with the Dürr Group via Coupa! The 

use of Coupa for collaboration with the Dürr Group is free of charge.

1.1 Introduction to Coupa
"VERIFIED" status is NOT a prerequisite for collaboration with the Dürr Group.
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In the future, the Coupa Supplier Portal (CSP) will be used for supplier management.

1.2 Introduction to Supplier Management with Coupa
Which portal is used in Coupa for supplier management?

• For complex tenders

• eAuctions

Coupa Sourcing 

Optimization (CSO)

Login-Link

Note: The above-mentioned portals and applications are independent solutions within the Coupa system. Therefore, separate 

user data is required for the use of the portals.

Sourcing-

Antwortportal-

• For simple tenders 

• Allows suppliers to submit their 

offers.

• Used for Standard-Tenders with 

up to 300 items

https://duerr.coupahost.com/sessions/suppli

er_login

Login-Link

• Contract management 

Contract 

Collaboration

• Access via the Contract 

Collaboration Portal

• Processing contracts as a 

supplier

• Communication via Messenger 

functionality 

Customised by email with one-time 

password

Login-Link

• For supplier management

Coupa Supplier 

Portal (CSP)

• Enables suppliers to easily 

transmit and maintain supplier 

master data

• Certificates and other 

documents can be transmitted

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

w

Login-Link

https://duerr-test.coupahost.com/sessions/supplier_login
https://duerr-test.coupahost.com/sessions/supplier_login
https://supplier.coupahost.com/sessions/new
https://supplier.coupahost.com/sessions/new
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As a supplier, you are invited to share your supplier information with the 

Dürr Group. You will receive the invitation email with two options for action:

A) Use the Coupa Supplier Portal (CSP) as a free tool to submit the form 

with your supplier information and manage it in the long term. Please 

start with Chapter 2.1.

B) Submit your supplier information once via a form by email, without 

using the Coupa Supplier Portal (CSP). Please start with Chapter 2.2

Weitere Informationen zum CSP finden Sie auf der nächsten Slide.
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1.2 Introduction to Supplier Management with Coupa
How to share your supplier information with the Dürr Group:

Option A (CSP) Option B (E-Mail)

Form can be saved temporarily and 

continued later.

The form must be completed in one go. 

NO intermediate saving possible!

Several people can edit the form in 

separate sessions.

Long-term management of your 

supplier information possible.

Form cannot be changed after 

submission.

Form can be withdrawn after submission. No registration in the Coupa Supplier 

Portal required.

Option A Option B
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1.2 Introduction to Supplier Management with Coupa 
The Coupa Supplier Portal (CSP).

After your successful registration in the Coupa Supplier 

Portal (CSP), you have the opportunity to view and 
update all supplier master data for the Dürr Group. In 
addition, you can manage content and settings for each 

additional customer, including viewing orders, setting up 
delivery methods, creating catalogs, sending invoices 

and advance shipping notices (ASNs), checking 
transaction status, and more.

A core element of our new purchasing platform is the 

so-called Coupa Supplier Portal (CSP), which serves as 
a central point for supplier master data management. 
The CSP is a free tool for suppliers to do business with 

customers using Coupa. The CSP simplifies the 
management of customers and transactions. The 

Coupa Supplier Portal is cloud-based software that 
allows access from any device at any time.

What is the Coupa Supplier Portal 

(CSP)?

What are the benefits for you as a 

supplier?:
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Option A
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2.1 Use Existing CSP Account
You can connect an existing CSP account with the Dürr Group.

If you already have a CSP account with another customer than the Dürr Group, you are welcome to use it.

Important: A specific email address is stored for your CSP account with the Dürr Group. If you want to use a different 
email address (e.g., of an existing CSP account), you cannot connect with the Dürr Group in the CSP. Please send your 

Dürr Group buyer an email with your corresponding contact details (email address to be stored, company name, 
contact name at Dürr Group) promptly if necessary.

To learn more about using the Coupa Supplier Portal (CSP), please read the chapter "Extra: First Steps in the Coupa 

Supplier Portal (CSP)".

A: Share supplier information via the CSP B: Share supplier information via mail form



www.durr-group.com

Levels:

When entering text:

Please select

Home – Paragraph 

– “Increase List 
Level” to obtain the 

bulleting/numbering 

level you require.

Line break within a 

paragraph:

Soft line break 

(Shift + Enter) 

→ no space.

To edit the footer: 

Insert → “Header 

& Footer”

Option A: 

If you decide to use your existing CSP account, please proceed as follows 

to share your supplier information with the Dürr Group:

1. Please click on the "Join and Respond" button in the invitation email to 

access the Coupa Supplier Portal (CSP) and connect with the Dürr Group.

Note: Please check your spam folder for this email.

Please switch to the next page to read the ongoing process 

description.
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2.1 Using an existing CSP account
Log in to the Coupa Supplier Portal (CSP) (1/2)

11

A: Share supplier information via the CSP B: Share supplier information via mail form

Option A
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2. If you are already registered in the Coupa Supplier Portal (CSP) and 

want to use the same email address, please click on the orange text 

"LOG IN".

3. Enter the email address of your CSP account in the designated field and 

click on the "Continue" button.

4. You will then be asked to enter your password for the Coupa Supplier 

Portal (CSP). Then click on the "Log in" button.

You will now be redirected to the questionnaire for submitting your supplier 

information.

Note: If you want to use an existing account for your registration, whose 

email address is not yet stored with the Dürr Group, please inform us in 

advance. Only then can you be connected with the Dürr Group in the CSP.

Please switch to the next page to read the ongoing process 

description.
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2.1 Use Existing CSP Account
Log in to the Coupa Supplier Portal (CSP) (2/2)

A: Share supplier information via the CSP B: Share supplier information via mail form

Sprach-

einstellun

gen

Language 

settings

3

2

4
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5. Basic data from your existing CSP account is automatically transferred 

to the form (e.g., address, primary contact details). Please check these 

for their currency and adjust if necessary.

6. Also, pay attention to the instructions within the questionnaire. Fill in all 

marked mandatory fields (*) and upload the required documents. Within 

the questionnaire, you must scroll several times to view all requested 

information.

7. Note: These are example screenshots or excerpts of the questionnaire 

to be filled out.

Finally, click on the blue "Submit" button at the end of the questionnaire. 

Please note that this button will only become functional once all marked 

mandatory fields (*) have been filled.

With the successful submission of the completed questionnaire, a green 

banner "Your information has been submitted" appears.

Please switch to the next page to read the ongoing process 

description.
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2.1 Use Existing CSP Account
Submit supplier information via questionnaire to the Dürr Group.

A: Share supplier information via the CSP B: Share supplier information via mail form

Beispielhafte 
Screenshots

Wir haben bereits einige Informationen aus Ihrem öffentlichen 

Profil vorausgefüllt.

Test Lieferant

Test Lieferant

5

6

7
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8. After submitting your supplier information, you will receive a confirmation 

email about the update of your profile data. Your information will now be 

reviewed (approved) by the Dürr Group.

9. Once your information has been fully reviewed, you will receive another 

confirmation email with the information "The profile info submitted to 

Dürr has been approved". No further action is required afterward. You 

can view additional information via your CSP account or the link in the 

email.

Note: You can continue to manage your supplier information afterward via 

the Coupa Supplier Portal (CSP).
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2.1 Use Existing CSP Account
Submit supplier information via questionnaire to the Dürr Group.

A: Share supplier information via the CSP B: Share supplier information via mail form

8

9

To your  

CSP- account

To your  

CSP- account
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Option A:

Setting up the Coupa Supplier Portal (CSP) is very easy for you. Upon 

receiving the invitation email from the Dürr Group, proceed as follows for 

the first-time registration:

1. Please click on the "Join and Respond" button in the invitation email to 

access the Coupa Supplier Portal and connect with the Dürr Group.

Note: Please check your spam folder for this email.

Please switch to the next page to read the ongoing process 

description
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2.2 First-time Registration in CSP
Registration in the Coupa Supplier Portal (CSP) (1/3)

11

A: Share supplier information via the CSP B: Share supplier information via mail form

Option A
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2. Now fill in the marked mandatory fields (*) and set your personal 

password.

3. Also, activate the checkbox to accept the privacy policy and terms of 

use. Then click on the "Create an Account" button.

4. For the confirmation of your account, a one-time verification code will be 

sent to your stored email address. Copy this and paste it into the 

designated field in the registration process. Then click on the 

"Continue" button.

5. A process for filling in your company profile will be initiated. First, enter 

your contact information or the marked mandatory fields (*). Then click 

on the blue "Continue" button.

Please switch to the next page to read the ongoing process 

description.
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2.2 First-time Registration in CSP
Registration in the Coupa Supplier Portal (CSP) (2/3)

4

A: Share supplier information via the CSP B: Share supplier information via mail form

2

3

5



www.durr-group.com

Levels:

When entering text:

Please select

Home – Paragraph 

– “Increase List 
Level” to obtain the 

bulleting/numbering 

level you require.

Line break within a 

paragraph:

Soft line break 

(Shift + Enter) 

→ no space.

To edit the footer: 

Insert → “Header 

& Footer”

6. In the next step, enter your contact address or also the marked 

mandatory fields (*)

7. Note: Alternatively, you can skip this step for now. Click on the text "Skip 

for now". Further information on completing your profile can be found in 

Chapter 4.0.

The Dürr Group now requests additional information from you. Please click 

on the blue "Navigate there" button.

Remark: Alternatively, you can skip this step for now. Click on the text "Skip for now". 

Further information on completing your profile can be found in Chapter 4.0.

You will now be redirected to the questionnaire for submitting your supplier 

information.

Note: In step 6, you can invite users to complete your company profile (see 

note on the left).

Please switch to the next page to read the ongoing process 

description.
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2.2 First-time Registration in CSP
Registration in the Coupa Supplier Portal (CSP) (3/3).

Note

7

A: Share supplier information via the CSP B: Share supplier information via mail form

6

If you are not the right person to 

provide this in formation, please 

invite another user to join this 

account and complete your 

company profile
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8. Basic data from your existing CSP account is automatically transferred 

to the form (e.g., address, primary contact details). Please check these 

for their currency and adjust if necessary.

9. Also, pay attention to the instructions within the questionnaire. Fill in all 

marked mandatory fields (*) and upload the required documents. Within 

the questionnaire, you must scroll several times to view all requested 

information. Note: These are example screenshots or excerpts of the 

questionnaire to be filled out.

10.Finally, click on the blue "Submit" button at the end of the questionnaire. 

Please note that this button will only become functional once all marked 

mandatory fields (*) have been filled.

With the successful submission of the completed questionnaire, a green 

banner "Your information has been submitted" appears.

Please switch to the next page to read the ongoing process 

description.
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2.2 First-time Registration in CSP
Submit supplier information via questionnaire to the Dürr Group.

A: Share supplier information via the CSP B: Share supplier information via mail form

Beispielhafte 
Screenshots

Wir haben bereits einige Informationen aus Ihrem öffentlichen 

Profil vorausgefüllt.

Test Lieferant

Test Lieferant

8

9

10
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11.After submitting your supplier information, you will receive a confirmation 

email about the update of your profile data. Your information will now be 

reviewed (approved) by the Dürr Group.

12.Once your information has been fully reviewed, you will receive another 

confirmation email with the information "The profile info submitted to 

Dürr has been approved". No further action is required afterward.

(Note): You can still manage your supplier information subsequently via the 

Coupa Supplier Portal (CSP). 
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2.1 Use Existing CSP Account
Submit supplier information via questionnaire to the Dürr Group.

A: Share supplier information via the CSP B: Share supplier information via mail form

11

12

To your  

CSP- account

Zu Ihrem 

CSP-Konto
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Option B
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Option B:

If you do not want to work with the Coupa Supplier Portal, you can also 

submit your supplier information via a one-time form to the Dürr Group. 

Upon receiving the invitation email from the Dürr Group, please proceed as 

follows:

1. Please click on the "Respond Without Joining" button in the invitation 

email to access the form or questionnaire.

You will now be redirected to the questionnaire for submitting your supplier 

information.

Note: Please check your spam folder for this email.

Please switch to the next page to read the ongoing process 

description.
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3.0 Share Supplier Information with Dürr Group
Registration in the Coupa Supplier Portal (CSP) (1/4)

11

A: Share supplier information via the CSP B: Share supplier information via mail form

Option B
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2. Also, pay attention to the instructions within the questionnaire. Fill in all 

marked mandatory fields (*) and upload the required documents. Within 

the questionnaire, you must scroll several times to view all requested 

information. Note: These are example screenshots or excerpts of the 

questionnaire to be filled out.

3. Click on the "Submit" button at the end of the questionnaire. Please 

note that this button will only become functional once all marked 

mandatory fields (*) have been filled.

With the successful submission of the completed questionnaire, a green 

banner "Your information has been submitted" appears.

Note: You cannot save the form in between and must therefore fill it 

out in one go. Please also note that you cannot access or make 

changes to the form after submission.

To manage your supplier data afterward, please use the Coupa Supplier 

Portal (CSP). Start with Chapter 2.1.

Please switch to the next page to read the ongoing process 

description.
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3.0 Share Supplier Information with Dürr Group
Registration in the Coupa Supplier Portal (CSP) (4/4)

2

Screenshots müssen 

noch angepasst 

werden

A: Share supplier information via the CSP B: Share supplier information via mail form

Beispielhafte 
Screenshots

3
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4. After submitting your supplier information, you will receive a confirmation 

email about the update of your profile data. Your information will now be 

reviewed (approved) by the Dürr Group.

5. Once your information has been fully reviewed, you will receive another 

confirmation email with the information "The profile info submitted to 

Dürr has been approved". No further action is required afterward.
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2.1 Use Existing CSP Account
Submit supplier information via questionnaire to Dürr Group.

A: Share supplier information via the CSP B: Share supplier information via mail form

4

5
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4.0
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For further information beyond Chapter 4.0, the CSP 

User Guide from Coupa is available to you:

https://compass.coupa.com/Import/Suppliers/Fo

r_Suppliers/Coupa_Supplier_Portal/CSP_Admin

_and_User_Guide.pdf

https://compass.coupa.com/Import/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Admin_and_User_Guide.pdf
https://compass.coupa.com/Import/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Admin_and_User_Guide.pdf
https://compass.coupa.com/Import/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Admin_and_User_Guide.pdf
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Menüpunkt Beschreibung

Applicable to 

Dürr Group 

Homepage Here you can complete your public 

profile, view the list of your customers 

you are connected with in the CSP, edit 

your customer-specific company profile, 

and merge accounts.

Profile Create, change, and manage your public 

and customer-specific profiles and 

specify which transfer address the 

respective customer should use.

Configuration Manage your profile, various users, 

merge requests, and transfer addresses. 

You can also add fiscal representatives 

and view/accept terms of use.

4.0 First Steps in the Coupa Supplier Portal
Contents of the CSP menu bar.
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Helpful CSP Tools

for Suppliers

• The online help center is available at: https://supplier.coupa.com/help  

• Online chat and help tour available in the CSP

• Coupa Compass:

https://compass.coupa.com/Import/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Admin_and

_User_Guide.pdf

• Bookmark the CSP login page: https://supplier.coupahost.com

4.0 First Steps in the Coupa Supplier Portal
The Coupa Supplier Portal (CSP)

https://supplier.coupa.com/help
https://compass.coupa.com/Import/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Admin_and_User_Guide.pdf
https://compass.coupa.com/Import/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Admin_and_User_Guide.pdf
https://supplier.coupahost.com/
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The Dürr Group has the ability to create notifications that appear on your 

homepage and/or other pages of the CSP. This can highlight important 

information for collaboration or requirements.

The notifications from the Dürr Group appear in the upper right area of the 

website.

1. Click on the notification you want to view the full text of. A popup will 

appear showing you the full information.

Remark: By default, it is only possible to display the three newest 

notifications.

2. To view all notifications with their full text, click on "View all 

notifications". Click on a single message to be redirected directly to the 

corresponding action field.

With the help of this communication channel, the Dürr Group will:

• Provide necessary information for transactions

• Inform about upcoming orders

• Place reminders regarding the update of supplier information, etc.

4.0 First Steps in the Coupa Supplier Portal
You can receive notifications from the Dürr Group.

2

1



www.durr-group.com

Levels:

When entering text:

Please select

Home – Paragraph 

– “Increase List 
Level” to obtain the 

bulleting/numbering 

level you require.

Line break within a 

paragraph:

Soft line break 

(Shift + Enter) 

→ no space.

To edit the footer: 

Insert → “Header 

& Footer”

© Dürr Group, Supplier Management - Supplier Training 31

After successful registration or login, it is recommended to complete your 

company profile or update existing company data. This is particularly useful 

so that Coupa buyers looking for items from your category can find you. 

Please proceed as follows:

1. a. Go to the CSP homepage and click on the text field "View profile".

b. Click on the "Profil" tab in the menu bar.

2. You will be redirected to your company profile. Please click on the blue 

"Edit profile" button here.

Please switch to the next page to read the ongoing process 

description.

4.0 First Steps in the Coupa Supplier Portal
Completing your company profile in the Coupa Supplier Portal (CSP) (1/2)

1a

2

1b
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3. A new window will open where you can edit the stored company data. 

Make sure to complete all marked mandatory fields (*).

4. Scroll to the bottom of the page and finally click on the "Save changes" 

button.

Note: When filling out your company profile, you will find some info buttons.                    

By clicking with the mouse, information texts with detailed instructions for 

the respective fields will appear.

Please keep your data regarding address (mandatory fields: address 

line 1, city, state, postal code, and country) and contact information 

(mandatory fields: first name, last name, and email address) always 

up to date.

4.0 First Steps in the Coupa Supplier Portal
Completing your company profile in the Coupa Supplier Portal (CSP) (2/2)
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If several users within your organisation should have access to the CSP, 

you have the option of adding further users. To invite additional users to the 

Coupa Supplier Portal (CSP), proceed as follows:

1. Click on the ‘Configuration’ button in the menu bar and then on ‘Invite

users’. 

2. Enter the required contact information of the person to be invited and 

then assign the selected user the appropriate permissions and customers.

3. Finally, click on the blue ‘Send invitation’ button.

The new user will receive an invitation to the Coupa Supplier Portal (CSP) 

by email.

Note: Users should always be within your organization.

4.0 First Steps in the Coupa Supplier Portal
Inviting additional users to the CSP

1

2

3
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If technical problems occur when using the Coupa Supplier Portal (CSP), 

you can use the live support. Proceed as follows:

1. On the lower right side in the CSP, you will find the "Chat with Coupa 

Customer Service" button. Click on it.

2. A first chat window will open. Please check the pre-filled contact 

information here and complete the marked mandatory fields (*). Then click 

on the "Start chat" button.

Note: The chat support is currently only available in English.
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4.0 First Steps in the Coupa Supplier Portal
Coupa Live Support

2

1
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