
How to Register as a New Supplier on Coupa Supplier Portal

Email Invitation
If you are new to the CSP, you will receive an email from our Coupa system with a
unique link to join the Coupa Supplier Portal. Once you click on the Join or Login to
Coupa button, you will be directed to the CSP to register your account.

Account Creation
Once you click on “Join Coupa” from your email you will begin the CSP registration
process. Fill out required fields, create a password, confirm password. Read and review
the Privacy Policy and Terms of Use. If you agree, click on the I accept the Privacy
Policy and the Terms of Use. Click “Create an Account”

NOTE: In order to register as a Compass supplier, we require that you provide your
company’s information, including your tax and banking information. If you are not the
correct person to complete this for your company, click the “forward this invitation”
link on the bottom of the page. Type in the appropriate person's email address and click
“Forward”. Please see screenshots below to find the forward link and forward window
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Email Verification
If you are the correct person,who completed the required fields and clicked “Create an
Account”. Then the next item you need to complete is the Email Verification screen
below. Log into your email that you used to register and type in the code emailed to
you.

Customer Setup - Your Contact Information
Please complete the contact information listed below. All fields with a Red Asterisk are
required. Then click “Next”.

3



Tax Information
In order to transact electronically with Compass please complete all of the steps
outlined below – this is required so that you can receive Purchase Orders, Create
e-invoices.

Invoice-From Location
Fill out your company’s invoice-from location. This is the main address of your
registered business you will be invoicing your customer from.
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Add Remit-To
On this screen you will tell us about your Organization / Company as well as set visibility
for your general profile within the Coupa Community. This is the address your customer
will use to send you payment.
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Next, validate your Ship-From address. If you need to add additional Ship From
addresses, select the Add Ship From button and add the address. When you are
finished, click “Next”

Customize Your Profile
In this section you may provide information about the year your company was
established, company size, preferred currency, etc.
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Diversity Information
In this section select the Diversity categories and upload diversity certifications. Then
click “Next”.

You can provide the information about your product categories by filling out the industry
and product / service categories fields. This will allow buyers to search you within these
parameters.
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Get Verification
Verify your profile by selecting the Coupa Verified or Free option. Please note that in
order to transact with Compass you can select the “Continue with Free”option.

Congrats! You have successfully completed your Coupa Supplier Portal (CSP) setup. If
you have any issues with your CSP setup, please contact your Coupa Administrator.
Compass will not be able to access your CSP page or provision access as this is your
company's CSP page.
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