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Introduction 
This User Guide describes how to register onto the Coupa Supplier Portal 
(CSP) and completing the Onboarding form to ensure we have up to date 
information from the supplier.  
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Register on Coupa Supplier Portal (CSP) 
1. You will receive an email 

from Coupa requesting you 
to join CSP and update 

your company information. 
2. Select Join Coupa Supplier 

Portal in the email. 
 

 

3. You will be taken to the 
CSP landing page to 

complete the form. 
4. Select Create an Account. 

 
The account for CSP is 
completely free.  

 

5. You will receive an email 
verification code to enter. 

6. Select Next.  
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7. Select No, continue 
creating a new account.  

8. Select Next.  

 

9. Complete the dialogue box 

requesting for information.  
10. Select Next. 

 

11. Once information has been 
completed, select 
Continue which to create 
your free account. 
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Completing the Supplier Onboarding Form 
1. Navigate to Profile > 

Information Request and 
you will be able to see the 

Onboarding form there. 
Once completed, select 
Submit for Approval. At 
this stage it will go via the 
internal approval process. 

 

 

 

 

 

 

 

 

 

 

 


