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About this Guide  

This guide will provide a detailed breakdown of the Coupa Supplier Portal dashboard.  

Coupa Supplier Portal Overview  

To access the Coupa Supplier Portal (CSP), enter the Email Address and Password that was 

created when you first registered with Coupa, then click Log In.  

 

Note: If you forgot your password, click “Forgot Your Password?” Coupa will send an 

autogenerated email to you. If you did not receive the email, check your Spam / Junk Folder.  

Coupa Supplier Portal Tour  

Coupa has created a welcome tour for new users. It is recommended to take the tour at least 

once. Click on HELP in the upper right corner of the page to access the Help Tour from the 

drop-down menu. 
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The Coupa Homepage  

The tabs you will be using for WM are: 

• Profile 

• Orders 

• Invoices 

• Setup 

 

Account Settings  

Account Settings can be accessed by going to the top right corner of your screen and 

hovering or clicking on your name as shown the screen print below.  

From the Account Settings page you can change your First and Last Name, your Email, your 

Department, your Role, and your Password. You can also Enable or Disable Two-Factor 

Authentication. 

 

  



Coupa Overview Guide 

COUPA OVERVIEW GUIDE 
MARCH 2023 Page 3 of 9  

Notifications and Notification Settings  

Notifications functions like an Email inbox. You can view your notifications by clicking on the 

word Notifications in the top right corner of the screen. You can set or edit your notification 

preferences within the notifications area by clicking Notification Preferences button.  

Once you adjust your preferences, be sure to scroll to the bottom of the screen to click Save 

(not shown).  
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Profile  

Clicking on the Profile tab and navigating to “Company Profile” allows you to see your 

company profile information. Clicking the Edit Profile button allows you to update your 

company information if necessary.   

You must click the Submit for Approval for the changes to take effect (not shown). 

 

 

Note: Refer to our “Supplier Profile Request Information Request Guide” for more 

information and be sure to select “WM” from the dropdown menu if you have more than one 

Coupa profile.  
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Orders  

This is where Purchase Orders reside in Coupa. To view WM specific Purchase Orders, click on 

the Orders tab then select WM from the dropdown menu for “Select Customer”. This page 

also allows you to create an invoice by clicking on the gold stack of coins or clicking into the PO 

number. 
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Invoices  

This is your Invoices page. From here, you will be able to see the status of your submitted 

invoices.  

You can use the View function to sort by status or “Create View” to create your own view.  

Note: You will not be able to edit an Invoice once submitted.  
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Admin Setup users 

The administrative functions can be accessed by clicking Setup from the menu bar and then 

clicking Admin where you will be able to:  

• Add users (see Invite User section below) 

• Merge your other Coupa accounts - you will be able to manage your merge requests. 

Use this function if you have more than one Coupa profile. To send a merge request, 

enter in the email address of the other account, and click “Request Merge.” The 

customer will receive a notification to accept or decline.  

• View your remit-to information  

• Complete your e-Invoicing setup. 

• Legal Entity Setup - view all the Legal Entities you created. You will be able to 

deactivate the entities by clicking “Action” or adding new Legal Entities by clicking “Add 

Legal Entity.”  
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Invite User  

To invite users, click “Invite User,” enter the user’s information, and select the permissions and 

customers you wish to allow access. Once you click “Send Invitation,” the user will receive an 

email from Coupa prompting them to accept and create a password. 
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Adjusting your Coupa Supplier Portal Language To adjust the language on your Coupa Supplier 

Portal, scroll down to the bottom of the page and click on the English (US) box. A dropdown list 

will appear and there you will be able to select from a list of languages available in Coupa. 

 


