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Coupa Supplier Portal (CSP)

Supplier User Guide
How to Navigate the Portal (CSP)




SIM - Coupa Homepage * RFS

Once you have successfully signed in, you will be taken to the Coupa Homepage.
This section will explain the functions available in the portal.

‘I 'l Mavigation Bar IO~ | MOTIFICATIONS ) | HELF -

On the homepage you will see the key £r:coupa supplier portal

bUttonS - Home Profile Forecasts Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing Add-ons
1. Navigation Bar - which includes con.
. . P
Home, Profile, Orders, Invoices,
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2. My Account - Manage the , : : _
Home Profile Forecasts Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourdng Add-ons
platform & change passwords to
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preferences for receiving
4., Help — Online Help Menu Button Home  Profile  Forecasts  Orders  Service/Time Sheets ~ ASN  Invoices  Catalogs ~ Business Performance  Sourdng  Add-ons
with Coupa standard videos and Setup

training modules.
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SIM - Coupa Homepage Navigation bar

On the homepage at the top you will find the menu for the options available within the portal. Below are the functions you
can perform from the blue Navigation bar - some functions are not supported for RFS and greyed out in the below list.

i‘:}tnupa Supp”er pgrta[ 1 3 Navigation Bar Jo NOTIFICATIONS ) | HELF

Home Profile Forecasts Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing Add-ons

-

« Home - Manage your public profile for transacting with other customers on Coupa

* Profile - Manage your profile on the Coupa Portal

«  Forecasts = not supported for RFS

* Orders - Manage purchase orders

«  Service/Time Sheets = not supported for RFS

«  ASN -=not supported for RFS

* Invoices - View all invoices created and current status.

« Catalogues - for creation and management of catalogues please contact procurement@rfs.nsw.gov.au
if you would like to manage your catalogue through CSP.

« Business Performance - gives you insights into your transactions with RFS

« Sourcing -
«  Add-ons - not supported for RFS
« Setup

« User Information - invite add, edit or remove users
« Merge Requests - merge or unmerge other accounts

Coupa Supplier Portal (CSP) k
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SIM - My Account > Account Settings “ RFS

My Account > Account settings - here you can manage details and your password

£,zcoupa supplier portal :1&] NOTIFICATIONS HELP -

IAccnun1 Settings I
Home Profile Forecasts Orders Service/Time Sheets ASN Invoices Catalogs Busin offication Preferences  [Ealyl Add-ons

Setup Log Cut

{.‘?coupa ‘al.[‘:l“&"l |').:}[ t (|| 1 I 0 I MOTIFICATIONS 9 HELP

Under My Account > Account Setting
you can manage your user details and
change password.

Home Profile Forecasts Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing Add-ons

My Account setings

User Details 3

1. My Account (listed with a name)
click on the arrow then

2. Settings - click on settings e ———

3. User Details -check info is correct :
and update if needed, you can also —
add in your department and role oo A —
once entered click save

4. Change Password - option to R
change your password if needed
then click save =

irst Name | Jo

Department
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SIM - My Account >Notification Preferences [&3]2{ =3

My Account > Notification Preferences - here you can enable or disable your notifications

:@ NOTIFICATIONS ) | HELP -

Account Settings
Home Profile Forecasts Orders Service/Time Sheets ASN Invoices Catalogs Businll I EEEeE §rone Add-ons

Setup Log Out

JO~ | NOTIFICATIONS HELP -

£scoupa supplier portal
Account Settin

Under My Account > Notification Preferences you fome  Profle  Forcams  Onders  SeviefmeSnems AN Invoces  Coogs  Busin] pmanna il  rdon
can manage the way you receive notifications by
enabling or disabling

1. My Account - Click on the down arrow next to

Matification Preferences

My Account Notification Preferences

You will start receiving notifications when your customers enable them.

My Account then click
2. Notification Preferences this screen will —— g —— MobleSH - <61 410 & ety

display all the notification selections that you b Verty number to recieve S

have as a supplier, you can configure it to suit Account Access 3

your needs. s
3. Heading - Under each category heading tick Morgo Rsquee 0 s

the box next to the notification type you want R )

to receive Online (to do list), Email or SMS. S — 0 e _—

Once done click Save. Greyed out fields can'’t

/v Service/Time Sheets e T T .
m-rlﬂ

g . Extract of some of A Service/Time Sheet is rejected Online Email [ sMms
the c_ategory —> A Service/Time Sheet is approved Online Email O sMms
headings from
Notification
Preferences Cancel

HLOIEY Coupa Supplier Portal (CSP) k n




SIM - My Account >Security & Mutli Factor B RFS

Authentication

My Account > Security & Multi Factor Authentication - here you can enable or disable your Multi Factor Authentication

:@ NOTIFICATIONS ) | HELP -

Account Settings
Home Profile Forecasts Orders Service/Time Sheets ASN Invoices Catalogs Businll I EEEeE §rone Add-ons

Liog Out

Setup

JO NOTIFICATIONS I8} | HELP -

£;xcoupa supplier portal
Under My Account > Security & Mutli Factor o e s e e e oo
Authentication you can change the current setting e e
for additional security of your CSP account.
1. My Account - Click on the down arrow next to My Account secury & i Facor Aumentcator
My Account then click Notification Preferences - errEEmEmee 3
2. Security & Multi Factor Authentication is located | e
under the left nav after clicking Notification e | [P
Preferences. e e s Ao et e e o
3. Multi Factor Authentication - here you can
enable or disable and select how you would like O . e ot
to receive the verification codes either via e e ordmee
authenticator app or via sms.
SN
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SIM - Notifications

Notifications - here you can view your notifications and see what is new

scoupa supplier portal

Home

Profile Forecasts Orders Service/Time Sheets ASN Invoices Catalogs

Setup

Under Notifications you can view new messages and

change your notification settings.
1.

Notifications - You can hover the Notifications link
to see your unread system messages. Only 3 most
recent ones are shown.

See all Notifications - click on the See all
Nofitications when you hover over Notifications
link or view all the notifications with their details
and to manage them, click on Notifications link
and then view All from the drop down. You can
select and delete, or mark as read.

Notification Preference - click on the Notification
Preferences button to change your setting. You
can also access this via My Account.

Once you have enabled and disabled the
notifications you would like to receive - click save.
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SIM - Coupa Home tab ) RFS

Home tab - under this main page includes all access, you can view and improve your public
company profile, view recent activity & announcements

£,;xcoupa supplier portal Jov | NOTIFIGATIONS @ | HELF -

Home Profile Forecasts Orders Service/Time Sheets ASN Involces Catalogs Business Performance Sourcing

Add-ons Setup

Verify Your Account

Recent Activity 0\\; view () Announcements

Information Reguest Subnitted Fab 18

MEW Rural Fire Service « Reccived B days ago

Information Reguest D Mo Fab 18

MEW Rural Fire Service « Reccived B days ago

Two Factor Join Requests Merge Linked
Security Suggestions Customers
1 of 1 User 0 Users 0 Duplicates 1 Connection
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SIM - Coupa Profile tab

RFS

Profile tab - This section relates to your Company profile. Here you can manage your public profile on the Coupa Portal.
Your public profile is visible to Coupa users in the Supplier Directory.

£,zcoupa supplier portal

Profile

.

Home Forecasts Orders Service/Time Sheets ASN Invoices

Profile Tab - here you can create your
public profile to let customers know what
your business does

Company Profile - give customers
background information about your
business.

Edit Profile - select the edit profile button
to update your information or edit each
individual section from the left nav bar
Left Navigation bar - here you can
complete additional information by
clicking on the relevant sections.

Profile Progress - this indicator provides a
summary of how complete your profile is
and when the profile was last updated.

Coupa Supplier Portal (CSP)

JO -

Catalogs

Business Performance

NOTIFICATIONS HELP ~

Sourcing Add-ons

#.scoupa supplier portal

Profile

-

Home Forecasts

r Profile Information Requests

| Company Profile 2

Environmental, Social
Governance & Diversity

Risk & Compliance 4
Financial Performance

Ratings & References

Quick Links

Manage payment
information

Manage legal entities

Learning Center
Add more customers

Create a discoverable profile

Feedback

Teil us what you think

Jo NOTIFICATIONS @)

Orders Service/Time Sheets ASN Invoices Catalogs Business Performance

Performance Evaluation Subscriplions

%  Compiete your profile o get discovered by Coupa buyers that are ipoking for items in your category

HELP

Sourcing Add-ons

3

5 Profile Progress

Jo Training

Verify Your Account
Coupa Verified makes your account more visible and trusted by

‘thousands of customers.

Profile Summary

@ b & 442

Legal Entities Registered User Connected Customers

+ Banking Info v Diversity + Accelerate v Bribery Policy

Doing Business As Training

Is Ultimate Parent  No
Primary Address 100 Pacific Highn North
i

VWales, 2060 Australia

—-— .

2% Edit Profile
mir )




SIM - Coupa Orders tab

Orders tab - here you can manage your Purchase Orders (PO’s) you have received from RFS

£,zcoupa supplier portal

Home Profile Forecasts orders Service/Time Sheets
Y

Add-ons Setup

ASM

J2 = | NOTIFICATIONS @& | HELF -

Involces Catalogs Business Performance Sourcing

1. Orders - here you will be able to
see the history of POs

2. PO Number - to view details of
the order, click on the order
number you wish to review.

3. Actions - you can create
invoices & credit notes under
the action section by clicking on
the relevant icon

Create (flip PO into) an invoice

Create credit note

(am (]

4, Exportto - runreport to excel

5. View - you can customise your
view by clicking the down arrow
& selecting

Coupa Supplier Portal (CSP)

RFS

£,zcoupa supplier portal 10~ | NOTIFICATIONS @)

Home Profile Forecasts Orders Service/Time Sheets ASN Involces Catalogs Business Performance Sourcing

F N

Add-ons Setup

Cirder Lines Retums Order Changes Order Line Changes Order Confirmations Order Confirmation Lines Promised Delveries Shipments

HEL: -

Select Customer | sy Rural Fire Service

Purchase Orders

Instructions From Customer

Please contact this person Procurementi@rfs nsw.gowau if you need assistance.

Click the =g Action to Invoice from a Purchas

o

e
L

(1]

5

4 v CENE B
2 Order Date Status  Acknowledpged At ltems Unanswered Comments Total Assigned To

Actions

;I|3
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SIM - Coupa Orders tab

Orders tab - here you can review the information contained in a Purchase Order.

1 [ Purchase Order #2818

1. POdisplay - click the PO number Sipenz | 2

you wish to view and drill down on i

this will display a description of B

the order including the status. AT TR —_ :
2. Shipping - the address linked to B :

the PO will be visible under the

Shipping section.
3. Lines - if there are separate lines

or items in the PO you will see e

them displayed here. 3 _hwl —— —
4. Create Invoice, Save or Print View -

these are the options for N ee—

processing the purchase order b i Bl e

Tatal 309,00
4 [ w—

"
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SIM - Coupa Orders tab 2 RFS

Orders tab - here you can view Order Lines and Order Changes

£coupa supplierportal 10~ | NOTIFICATIONS @) | HELP -

Home Profile Forecasts | Orders  Service/Time Sheets  ASN Invoices  Catalogs Business Performance Sourcing  Add-ons

1. Order Lines - here you will
find the history of order N e =
lines associated to POs etect Customer

2. PO Number (Header) - the Purchase Order Lines
Purchase orders will be ‘
listed under here by 2 [FoNumoer (eader) |  Line Order Situs tHeaden)  tem Total e Gty | Lime Total | Becsi By | Orcer ke
number.

3. Order changes - here you F=coupa supplier portal ECE ) - B
will be able to view chan ges Home Profile  Forecasts | Orders | Service/TimeSheets ASN  Invoices  Catalogs  BusinessPerformance  Sourcing  Add-ons
to PO

MNSW Rural Fire Service

-

4- PO ChangeS _ the Changed Orders  Orderlines  Retums | Order Changes | OrderLine Changes  Order Confirmations  Order Confirmation Lines ~ Promised Deliveries  Shipments
Purchase orders will be ’ Setect Customer [ o e Fre Sos
listed under here by Purchase Order Changes
number 'l T Tl
PO Change #|Order # Version# Ship To User Status items Total Supplier Inifiated Created By Reason Code Assigned To Justification ~ °

Note - suppliers will not be able to make changes on POs, this option is disabled. You will be able to view change

Coupa Supplier Portal (CSP) k




SIM - Coupa Orders tab

Orders Status - PO’s can have the following statuses. What does the status mean?

STATUS DESCRIPTION

Issued The PO was approved and sent to you
Buyer Hold The PO is approved but requires your Coupa customer to review it
Soft Closed The P_O |s_closed but can be reopened. You cannot invoice against
a PO in this status
The issued PO was received and then closed, either manually or
Closed . o
automatically within Coupa
Cancelled The PO was cancelled and does not need to be fulfilled
Error Something is wrong with the PO. Contact RFS to get the PO back
on track

Coupa Supplier Portal (CSP)




SIM - Coupa Invoices tab

Invoices tab - here you can view the invoices that have been created. To generate a new invoice, you must enter through
the orders tab. It may take up to 24 hours for a payment to appear in the CSP after it has been processed. RFS normally

process a weekly payment run.

RFS

1. Invoices - here you will find
the history of invoices

2. Create Invoices - you have
several selections to choose
from Create invoice from PO
& Create credit note

3. Invoices lines - you will find
general information on the
invoices you have made and
their status. Click Invoices
line to see more info.

4, Exportto-runareportto
excel

5. View - you can customise
your view by clicking the
down arrow & selecting

Note - To generate a new invoice, you must
enter through the orders tab

£,2coupa supplier portal

Home Profile Forecasts Orders Service/Time Sheets ASN

Setup

Invoices Invoices Lines Payment Receipts

Invoices

Instructions From Customer

Invoices

FY

JO

Catalogs Business Performance

NOTIFICATIONS HELP *

Sourcing Add-ons

Select Customer

MSW Rural Fire Service

i [ i i =
Lreate Invoices @
Create Invoice from PO

Create Credit Note

4 Exportto «
3 Invoice # Created Date Status PO # Total

Unanswered Comments

view gl

w l Search

Dispute Reason

L
Actions

Coupa Supplier Portal (CSP)
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Home Profile Forecasts Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing
rF s
Setup
Invoices Payment Receipts
Select Customer | nsyy Rural Fire Service
Invoice Lines
— C—
Invoice & Line # Description Status Invoice Date PO Line & Total

JO~ | NOTIFICATIONS HELP ~

Add-ons

Y




SIM - Coupa Invoices tab RES

Invoices / Payment Receipts tab - here you can view the status of your payments by navigating to the
payment receipts tab. Each payment is linked to the associated invoices for easy reconciliation.

6. Under the Invoices tab select
Payment Receipts - here you

£,zcoupa supplier portal Jo~ | NOTIFICATIONS HELP *

will find the history of Home  Profile  Forecasts  Orders  Service/TimeSheets  ASN | Invoices  Catalogs  BusinessPerformance  Sourcng  Add-ons
payments made with the Seup -
receipt number. e ||
7. Payment Receipts line - you
will find general information Select Customer [ sy Rural Fire Service
on the payment and their Payment Receipts
status. Click the individual . p— =
recelpt to See more Info 7 I Receipt ENumber Date Payment Received Date Currency Amount Invoice #Number(z) Supplier Tax ID Number Buyer Tax ID Number Status Actionsl
8. Exportto - run areport to '
excel

9. View - you can customise
your view by clicking the
down arrow & selecting

Coupa Supplier Portal (CSP)




SIM - Coupa Invoices tab

Invoices Status - Invoices can have the following statuses. What does the status mean ?

STATUS DESCRIPTION

The invoice has been created, but not yet submitted to RFS and

Drait can still be edited
Pending Approval The invoice is currently under review & awaiting approval for
g APP payment by RFS
Approved The invoice has been accepted/approved for payment by RFS
Processin The invoice is being processed by AP, submitted and received by
g RFS and should be paid soon
Disputed The invoice has been disputed by RFS
Voided The invoice not valid, something is wrong (status of invoice once

resolution of a disputed invoice)

Coupa Supplier Portal (CSP)




SIM - Coupa Catalogs tab

RFS

Catalgogs tab - here you can create, manage and update Catalogues in the CSP which will undergo approvals in Coupa.
Please discuss Catalogs with RFS Procurement by emailing procurement@rfs.nsw.gov.au

1. Catalogs - are managed by
RFS

2. Create (manual) - select
customer from the drop
down and then click create

3. Enterinfo - enter the
Catalogue name, start date,
expiry date and currency.

4, Create (Load from file) - to
create from a file you can
insert data into an excel
template, save and start
upload

$coupa supplier portal

Home Profile Forecasts Orders

Setup

Catalogs

Service/Time Sheets

ASN Invoices

JO

Catalogs

-

Business Performance

NOTIFICATIONS € | HELF -

Sourcing Add-ons

2 Select Customer

MEW Rural Fire Service

Configure Punchout

Catalog Name Created Date ~

Submitted Date

Start Date

Advanced

Search ,D

Expiration Date

Status Unanswered Comments

Error  Actions

Coupa Supplier Portal (CSP)
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mailto:procurement@rfs.nsw.gov.au

SIM - Coupa Setup tab > Users «RFS

£zcoupa supplier portal JO~ | NOTIFIGATIONS @) | HELF -

1. Setup - click the Setup
button which takes you into
Admin section.

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

Add-ons. Setup

2. Users - select Users from S Invite User
the left nav. Admin users | ” |
3. Invite Users - click the Invite || .. 2 - 1 .
User button, you will be ierge Requests UserName  Email Status  Permissions Customer Access Emal
prompted with Multi factor e lSes T o SN NeWRualFreSeies | permissions @ Customers
authentication f turned on. || n
Invite User window will S e S
appear - fill in the Fiscl Representaves O i Gomtration .
information of the user you o o ~poves
which to add, then grant ——— ol
permissions and customer e Papese 511011 s
access by click the box with = o
a tick to enable and disable. i
4. Send Invitation - once done S ‘

click the Send invitation e

button 4

Caneel Send Invitaticn

Coupa Supplier Portal (CSP)




SIM - Coupa Setup tab > Edit

Setup tab > Edit - here you can edit users - change their permissions & customer connections

£;3coupa supplier portal 00| NOTIFICATIONS @ | HEL - Edit user access for Jo Bloggsx4

1' Set up - ClICk the SetUp Home Profile Forecasts Orders Service/Time Sheets ASN Involces Catalogs Business Performance  Sourdng -
button which takes you into el /ase- nfo
Admin section. e —

2. Users - select Users from Admin veers _-E
the left nav. b 2 ;

3 Ed i l. k h Ed i b Cpimm=s User Name Email Status Pemmissions Customer Access Artions Permissions o Customers
. It - click the Edit button
. V=rgE suggssions JoBlogosed oSN Tomsicom  amwe | ASNs NSV Rural Firs Sanvice 3
next to the user you which R o i . o S NSW Rural Fie Servis
urrent users will be listed here, Carmloge Orders
H 1 Legal Entity Setup Click the edit button next to th Early Payments )
to modify/change. The Edit S hich o make ranges 0 | O Restrited Acees to
NVOICES
o 3 All
User access for [name] Foca Represenaes Elaliiat S e

Ordars

window will appear- enable e o & Caioss

FTP Accaunt Profiles
FALLIET ZanicaTims Sheats ASNs

or disable the permissions or || ...-.. B e e
customers setting by click Treeme | TS  Reied s
on the box with a tick. R
4, Save - once done click the o -
S

Save button Sourcing

Order Line Confirmation

Forecast Planner
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Coupa Support

At any time while completing the onboarding process you need to speak with someone
you can click the Chat with Coupa Support located at the bottom right-hand side of your

screen.

For any general CSP technical or functional question you can try searching in the
Supplier Help Centre otherwise if you can’t find the answer there, then you can
contact the Couper Supplier Support Team at supplier@coupa.com

For more information about Coupa, Supplier can visit the Coupa Supplier Page

While logged into the CSP - you can also click the Help tab for Help Tour, Blog and
Online Help this will navigate to the Coupa Success Portal

ROTIFICATIONS §) | HELP E
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