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To sign up for the Coupa Supplier Portal, you will receive an an email from Coupa Supplier Portal that will require action. 

do_not_reply@supplier.coupahost.com 
 

1.) Open email and click Join Coupa Supplier Portal 
a. Or you can forward the email to another person internal to your company. 

 
 

2.) Create your Coupa Supplier Account 
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3.) After clicking Create an Account, you will receive an email with a verification code. 

do_not_reply@supplier.coupahost.com 
 

 

 
 

4.) Enter the verification code and click Next. 

 
 

5.) Finish completing your account and click Next. 
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6.) You can skip this step as it is not necessary. 

 
 

 
7.) Click Continue under Registered. 
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8.) Click Setup tab > Legal Entity Setup > Add Legal Entity. 

 
 
 

 
9.) Fill in the information with the * and then click Continue. 
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10.) Fill in information with the * 
• Check the Remit to and Ship from addresses. 

(Do not enter tax ID information) 
• Check the Remit to and Ship from boxes. 
• Click Save and Continue 

 
 

11.) Choose Payment Type - (Do not add bank account information or virtual card information) 
Click Save and Continue 
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12.) Click Next if an additional remit-to address does not need to be added. 

 

 
 

13.) Click Done 

 
 

14.) Click Done 
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To add another user from our company to the Coupa Supplier Portal 

1.) Click Setup > Users > Invite User 

 
 

2.) Add new user’s name and email address. Select desired permissions and customers. 

 
 

3.)  Click Send Invitation. 
 
 


