SUPPLIER PO

GETTING STARTED WITH THE COUPA SUPPLIER
PORTAL (CSP)

For existing G8 Suppliers

WHAT’S COVERED IN THIS GUIDE?

Registering on Coupa:

e Email Invitation to register from G8 Education

e Creating Your Account

Using Coupa:

e Creating your Coupa CSP Account and Profile
e logging In
e Receiving and Viewing Purchase Orders
e Creating an Invoice for payment
e Where do | go for help?
e Supporting Information for Admins
e Changing Account Settings and System Notification Preferences

e Receiving and Viewing Notifications
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CREATING YOUR COUPA ACCOUNT

From your email ie ‘G8 Education Registration
Instructions — Action Required’, click

1. Enter your Business Name, Email Address,
Name and Password.

2. Read Coupa’s Privacy Policy and Terms of Use.
Tick the box to accept the terms.

3. Select “Create an Account.”

£acoupa supplier portal @ Secure

Create an Account
68 Education ks using Coupa to transact electronically
and communicate with you. Well walk you through o
quick and easy setup of your account with G8 Education
50 you're ready to do business together.

° —

*first Name *Lantnome

* Password * Contirm Password

Q occept the Privacy Policy nd the Terms of Use
° ' :

Create on Account

CLOSING THE PUBLIC PROFILE SET-UP PAGES

1. Select the X" in the top right corner to close
this page.

Note: this is an option to complete a public profile
on the CSP to share your details with Coupa’s
other customers. You DO NOT need to complete
your public profile to supply goods or services
to G8 Education. Completing your public profile

with Coupa does not trigger any entitlement to
be paid faster by G8 Education. We will pay you
in accordance with our purchase order terms and
conditions irrespective of whether or not you
complete your public profile on the CSP.

lof6 X
Your Contact Information
|
e - -
’ * Phone Number * Country/Region I

* Business Address |

“city stato *Zip Code




HOME SCREEN

IMPORTANT NOTE:

Please do not action the ‘Verify Sompry e e e e

Your Account’ section B Dy Smart Cleaning Solutions
A3 Commess (V0000367)

This is an optional Coupa

i . . Verity, ‘o' account
subscription option that is

Coupe Verfler'
g o ® nd trr -

not required by G8 Education
Suppliers.

Please do not action Edit Profile

SETUP YOUR PROFILE

Go to Setup then Customer Setup

Click on m

g,coupa supplier portal TEST~ | NOTIFICATIONS @

Home Profile Orders Service/Time Sheets ASN Invoices Catalogues Business Performance Sourcing Add-ons Setup

Admin Customer Setup | Connection Requests

Customer Setup

O Ea e You are a few steps away from doing businegs-®ith G8 Education
Request Connection 0 m

Market,

PLACE

O O




Complete required fields (shown with an asterix (*).

Click CEEEIND

the X on top RHS (this is the public profile)

Note: if this screen shows up close it down using

Basics

Powered By ;"";gcoupa

Coupa Profile

Tell us about your business @

* Company Name

Website

* Country/Region
*Address Line 1
Address Line 2
*City

state

*Postcode

Also use this address as

Australia ~

19 Kavanagh Street

MOUNT BARKER
SA
5251

Invoice-from location

Pay to location (Remit-To)

Dispatch from location
zrcoupa . o
Advanced invoicing () We support integration for invoicing (cXML
Welcome to the Coupa community. You're all set with G8 Education! or SFTP) and plan to use it with G8&
Education
Make your company stand out in searches.
Find your next customers by updating your profile. Prefered Invoicing English (Australia
Language
Tax Country/Region | Australia -

*ABN

(O 1 don't have ABN Number

Add additional tax ID

YOU ARE NOW SETUP!

Customer Setup

We have all the basic info we need for you to begin transacting with
G8 Education.

Market
PLACE

G8 Education

Request Connection )

0 0

NOTE:

If you're the first user in your company to register on the CSP, you’ll automatically be assigned Admin/Set-Up privileges.

You can invite other users within your organisation to connect to the same account.

From the Home Screen select Setup/Admin [ aRAEEES

Home Profile ~ Orders Invoices  Catalogues  Sourcing  Add-ons = Setup

Admin Customer Setup Connection Requests

Admin users




LOGGING IN £acoupa supplier portal & Socrs

https://supplier.coupahost.com Login

1. Enter your email and password and select ‘Login’. °

* Poseword

2. You are now on the Coupa Home Screen

Forgot your posswosd?

New 1o Coupa?

P - coupa supplier portal P NoTCATONS @ | KL

Home Profle Orders ServiceMimeSheets ASN  Invoices  Catalogs  Business Performance

Sourdng  Addons  Sewp

Leam More. Announcements viewano

One-Click Savings

&9 start saving today!
Explore deals for your company, excusive to the
Coupa Community

l 4‘ Merge Accounts

1 ‘Additonal accounts have boen found fo your
reduce confusion

OBankngino SOty © Accelerate  © Brbery Pocy

Pips Pumpkins

Jimbob
Websit 3071392 Marine Parade
ety 3¢ Labeador QL4215
e Ausa
Estabished
Jodie tuckers4@gBeducation edu 2u
Cum DontMerge  RequestMerge
Pubiic Proe @ Frotie
Jodie Test 4

fodie uckers2@gBeducation edu au

Don'tMerge Request Merge

THREE (3) OF THE MOST °
COMMON LINKS YOU'LL BE

1. Viewing ‘Notifications’.

2. Viewing Purchase ‘Orders’:

£acoupa supplier por

3. Creating ‘Invoices”.

You’ll be learning more about each of these in Purchase Orders
S
this guide.

5t seeme
invoce 51282 wehn GE on he Imoice tab

Click the “s Action to Invoice from a Purchase Order

Invoices

Instructions From Customar

Youcans
afamation i mvoca (Payacts Sachsn
Create Invoices @

Create Invoice rom PO Creste Croat Note



https://supplier.coupahost.com 

RECEIVING AND VIEWING
PURCHASE ORDERS Qemrezi ‘ o m———

1. Select ‘Orders’. sccomn (o

2. Select the PO Number (blue ||nk) to Oper] and Click the “= Action to Invoice from a Purchase Order
1

view the Purchase Order. ST
PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Assigned To Actions

. . . ps/07/20 Issued Non testuk3 No 150.00 =‘s
e You can check PO details and shipping address. 1 Echltestua ceP )
GB0041000187427 05/07/20 Issued None 10 Each of testuk2 No 100.00 =1
GBP
° Select the IIACknowledgedll CheckbOX to notify GB0091000187426 05/07/20 Issued None testuk1 No ‘000:2 gia
customer that you have received the PO.
Purchase Order #P0O00000145
e The “Invoiced” section tells you if some part of General Info Shipping
the PO has already been invoiced or not (in case e e R e a0
of multiple invoices). Revislon Dete 91222 Locaton oo 14065
Requester Diane Powel Centre Name ﬁ"‘n P Pouet
Email diane powell@fourpl com au
Payment Term None Terme
Attachments None
Acknowledged O
Assigned to
Lines
1 Type  Item aty Unit Price Total Invoiced
- Fisher & Paykel 9kg Front Load Washing 3 Each 800.00 2,40000 000

Machine WH9060.3

Part Number
WHI0B0J3




CREATING AN INVOICE FOR PAYMENT

There are two (2) options available to generate an INVOICE against a Purchase Order.
1. Coupa Supplier Portal (CSP) - You can create invoices from your purchase orders in the CSP.

2. SAN (Supplier Actionable Notification) Email - Using this option, you will receive a Purchase Order via email which
allows you to create an invoice directly from the email.

Please refer to the separate QRG Invoice

upload guides on our website.

WHERE DO 1 GO IF | NEED HELP?

e Forall system content and operational/user enquiries, email:
themarketplace@g8education.edu.au

e For technical assistance with Coupa go to: supplier.coupa.com/help/- if you cannot find an answer there, use the
online Chat with Coupa Support



https://g8education.edu.au/wp-content/uploads/2023/03/QRG-How-to-Create-and-Upload-an-Invoice-via-the-Coupa-Supplier-Portal-CSP-v.01_MAR2023.pdf
https://g8education.edu.au/wp-content/uploads/2023/03/QRG-How-to-Create-and-Upload-an-Invoice-in-Coupa_Supplier-Actional-Notification-SAN-v3_MAR2023.pdf
mailto:themarketplace%40g8education.edu.au%20?subject=
http://supplier.coupa.com/help/

SUPPORTING INFORMATION FOR ADMINS

CHANGING ACCOUNT SETTINGS AND SYSTEM NOTIFICATION
PREFERENCES
1. Select your Name (top right-side of screen).
2. Your Account Setting page will be displayed.
All your User Details (except your email address) can be changed on this page.
From this page, you can also:
3. Change your ‘Notification Preferences’.

4. Set up ‘Security and Two-Factor Identification” (optional).

£wcoupa supplier portal PP | NOTIICATIONS

° My Account notcatio

s
© Nowe Exchsive dacouets o your usiness 10 Sk you for being & part of e Coups Communly X
Emait

Laam bee ANNOUNCEMENtS wew s sy =
Svotie o, Lot Ut i -
& st saving wodey! Announcements
le Summary e doas o you company, axcie o e
gt oo New Customer Amnouncement Ontine O Emat sus

s § 3 N

Business Performance

Business Peformance Role Granted onine 0 emas o s
. Catalogs
acoupa supplier portal o o] e @ e s
Acatsog s sgproved 0 Ontine ) Emot 0 sus
Home Profile Orders Service/Time Sheets  ASN Invoices Catalogs Business Pq Acatalogls refected s O Emat O sus
Acatalogis bout o expre 0 Ontne emas 0 sus
Communi
My Account settings o
Commurit Rola Givento Usac e P

Settings User Details -
JE— $mxcoupa supplier portal
Notification Preferences

Home  Profile Orders  Service/Time Sheets ASN  Invoices  Catalogs  Business Performan)
Security & Two-Factor

Authentication * First Name
My Account security & Two-Factor Authentication
* Last Name
* Email Settings Two-Factor Authentication

Department o Notification Preferences Authentication

y & Two-Factor

O Disabled
Role -
@ Enabie only for Payment Changes (Required for changing Legal Entity or Remit-To)

(O Enable for Both Account Access (Login) and Payment Changes
Via Authenticator App Dissblec

Change Password ) )
[ Enable Using an Authenticator App available from your mobile phone app
store

* Current Password
Via SMS Dizablec
* Password

* Password Confirmation




RECEIVING AND VIEWING NOTIFICATIONS

1. The notifications tab will be flagged by a red
circle with a number telling you how many e

#¥coupa supplier porta e "

notifications you must view.

2. Select ‘Notifications’ for a quick view. Only the
three most recent notifications will be displayed

in the drop-down box. Q
3. To see all notifications, select ‘See All o
SUPPLIERNAME v NOTIFICATIONS o HELP v
Notifications’.
An invoice is approved ®
‘ Ly s ’ H H Invoice 101814 for $36.00 h: n OV y
4. The ‘My Notifications’ page will be displayed. g, T
Select the blue links to open and view each of nol Anew orderis received ®
L . . , New PO 2827 for $36.00 issued by Coupa Customer
your notifications. You can also ‘Mark as Read N L
and ‘Delete’ notifications from this page. B ot iion e T
nsad P payy

using Coupa Accelerate. Update your preferences

3 See All Notifications

o My Notifications Nestsmon prawences

Upste your profie for G Educaton




