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What does the Coupa introduction mean for PERI suppliers?
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1.1 Introduction of Coupa at PERI

What is the Coupa Supplier Portal (CSP)?

◼ Single platform for suppliers: The Coupa Supplier Portal (CSP) 

serves as a one-stop shop for supplier master data management.

◼ Free & easy to use: Suppliers can do business with Coupa users 

for free through the CSP and easily manage their customers and 

transactions.

◼ Cloud-based & flexible: The CSP is accessible at any time and 

from any device thanks to cloud-based software.

What are the advantages for you as a supplier?

◼ Central data maintenance: After registering in the CSP, you can 

view and update your master data for PERI.

◼ Overview: Manage orders, invoices, catalogs, shipping 

information and more for all your customers who use Coupa.

The aim is to equip PERI with globally oriented, modern and future-proof procurement processes. To this end, the innovative 

purchasing platform Coupa is being introduced.
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Having “VERIFIED” status is NOT required to collaborate with PERI.
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1.1 Introduction of Coupa at PERI

Coupa offers suppliers the ability to manage their customers directly from the Supplier Portal. A 

“VERIFIED” status is advertised, which increases the visibility of suppliers within the portal.

Important:

The “VERIFIED” status is purely optional, has no influence on the supplier decision at PERI and is 

therefore not recommended. This status is not required for cooperation with PERI. Coupa is free for 

suppliers to use.

Not recommended!

•“Having ‘VERIFIED’ status is not required to collaborate with PERI.”
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How does this affect our cooperation?
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1.1 Introduction of Coupa at PERI

For you as a supplier, this opens up a new form of cooperation with PERI.

Supplier Management• Receive invitations to new 

sourcing events

• Submit offers and answers 

electronically – including 

questionnaires and attachments

• Participation in electronic auctions

• Use the chat function to clarify 

questions directly in the event

➢ Maintain and enter your supplier 

data via the Coupa Supplier 

Portal (alternatively via the mail 

form)

• Submit questionnaires and 

certificates directly via the portal

• Update address and contact 

details yourself in the portal

Sourcing
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Overview of data transfer options
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1.2 Introducing Supplier Management with Coupa

As a supplier, you will be invited to share your supplier information 

with PERI. You will receive the invitation email shown on the left with 

two options for action:

A) Use the free Coupa Supplier Portal (CSP) to submit and 

permanently manage your supplier information. 

 → Start with Chapter 2.1.

B) Submit your supplier information once via email using the form, 

without using the Coupa Supplier Portal (CSP). 

 → Start with Chapter 3.0.

Option BOption A

Option A (CSP) Option B (E-Mail)

Form can be cached and resumed 

later .

The form must be completed in 

one go. NO caching possible!

Multiple people can edit the 

form in separate sessions.

Long-term management of your

Supplier information possible.

Form can be used after submission

can no longer be changed.

Form can be withdrawn after 

submission.

No registration required in the 

Coupa Supplier Portal.

https://www.peri.com/en © PERI SE, Supplier Management - Supplier Training

https://www.peri.com/en


What portal does Coupa use for supplier management?
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1.2 Introducing Supplier Management with Coupa

In the future, the Coupa Supplier Portal (CSP) will be used for supplier 

management.

Features: (Only possible with a CSP account) 

➢ Provision of delivery schedules and purchase orders

➢ Exchange of documents

➢ Communication on open points 

➢ Maintenance of supplier data

https://supplier.coupahost.com/sessions/new

Login-Link
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Option A: Share supplier 

information via the Coupa

Supplier Portal

2.0
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Step 1: Registration in the Coupa Supplier Portal (CSP) 
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2.1 Initial registration in CSP

Option A: Share supplier information via CSP

Once you have received the invitation email from PERI, please 

proceed as follows for your initial registration:

1. Click on the “Join and Respond” button in the invitation 

email to access the Coupa Supplier Portal and connect with 

PERI.

Note: Please check your spam folder for this email.

Please go to the next page to read the ongoing 

process description.

Option A

1
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Step 2: Registration in the Coupa Supplier Portal (CSP)
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2.1 Initial registration in CSP

Option A: Share supplier information via CSP

2. Fill in the mandatory fields (*) and choose a password.

3. Accept the privacy policy and terms of use by clicking 

the checkbox.

4. Click on "Create an Account".

5. Enter the verification code from the email in the field 

provided and click “Next".

6. Enter your address information and click "Save and 

Next".

Please go to the next page to read the ongoing

process description.

2

3

5

1 2 3 4 5 6

Sample-Code

4

6
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Step 3: Registration in the Coupa Supplier Portal (CSP)
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2.1 Initial registration in CSP

Option A: Share supplier information via CSP

7. Enter your other company details in the marked fields of 

the form. Select your preferred language from the drop-

down menu and click "Save and Next".

8. Enter your bank details, select country and currency.

Please go to the next page to read the ongoing

process description.

7

8

https://www.peri.com/en © PERI SE, Supplier Management - Supplier Training

https://www.peri.com/en


Step 4: Registration in the Coupa Supplier Portal (CSP)
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2.1 Initial registration in CSP

Option A: Share supplier information via CSP

9. Enter your other company details in the form 

and click "Save and Next".

10. Now fill out the PERI form completely and 

ensure that all required information is 

entered according to the specifications.

11. After that, select the free version in the 

registration process to submit your details 

and manage your profile. Then click on 

“Continue".

Congratulations! You have successfully 

completed your registration and are now in the 

Coupa Supplier Portal (CSP).

9

11

10
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Step 1: Log in to the Coupa Supplier Portal 
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2.2 Using an existing CSP account

Option A: Share supplier information via CSP

Once you have received the invitation e-mail from PERI, 

proceed as follows for registration:

1. Please click on the "Log In" button in the invitation email to 

access the Coupa Supplier Portal.

2. Please enter your login details to continue.

3. Click on the "Login" button.

Note: Please check your spam folder for this email.

Please go to the next page to read the ongoing

process description.

1

3

2
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Step 2: Submit supplier information to PERI.
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2.2 Using an existing CSP account

Option A: Share supplier information via CSP

4. You are in a simplified setup process. Please click 

"Continue".

5. Basic data from your existing CSP account will be 

automatically transferred to the form. Please check that this 

information is up to date and add any further details if 

 Note: The images shown are examples and show excerpts from the 

questionnaire.

6. Click on "Submit" at the end, the button will only be active 

when all mandatory fields have been filled in.

7. After submitting your data, you will receive an email 

confirming the update. After successful verification, a 

second email will follow with the note that your information 

has been approved. 

Congratulations! No further action is required.

5

4

6

7

https://www.peri.com/en © PERI SE, Supplier Management - Supplier Training

https://www.peri.com/en


Option B: Submit supplier 

information via mail form

3.0
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Option B



Schritt 1: „Respond Without Joining“ 
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3.0 Submit supplier information via e-mail form

Option B: Share supplier information via mail form

Option B:

If you do not wish to use the Coupa Supplier Portal, you can 

send your supplier information to PERI once via a form. After 

receiving the invitation email, please follow the steps indicated.

1. Click on "Respond Without Joining" in the invitation email 

to directly access the form for entering your supplier 

information.

Note: Please check your spam folder for this email.

Please go to the next page to read the ongoing

process description.

Option B

1
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Option B: Share supplier information via mail form

2. Fill in all the mandatory fields (*) in the 

questionnaire and upload the required documents. 

Note: The images shown are examples and show excerpts from the 

questionnaire.

3. Click on "Submit" at the end – the button will only 

be active when all mandatory fields have been filled 

in.

4. After submitting your data, you will receive an email 

confirming the update. After successful 

verification, a second email will follow with the note 

that your information has been approved. 

Congratulations! No further action is required.

1

2

3

Step 2: Fill out the questionnaire

3.0 Submit supplier information via e-mail form

4
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Change Supplier 

Data

4.0
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You don't have a CSP account?

 You cannot change your supplier data!

 Every change requires manual coordination!

      To do this, contact your contact person from Purchasing.

You have a CSP account?

 With a CSP account, you stay in control.

Register now and save effort. (Chapter 2.2)



Step 1: Access supplier profile in CSP

20

4.0 Change Supplier Data in the Coupa Supplier Portal

After logging in, you have the option of keeping your company 

data up-to-date in the CSP.

1. Go to the CSP-Home and click on the “Business Profile“.

2. You will be redirected to your Business Profile. Please click 

on the "blue pen" here.

Please go to the next page to read the ongoing

process description.

2

1
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Step 2: Edit supplier data
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4.0 Change Supplier Data in the Coupa Supplier Portal

3. A new window will then open in which you can edit the 

stored company data.

 Note: The illustration is an example and shows only a snippet of the data you 

can keep up to date in the Coupa Supplier Portal.

4. Finally, click on the "Save" button.

4

3
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Important: PERI submits a request to update or supplement data
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4.0 Supplier data is requested by PERI

1. Navigate to the “Business Profile" tab and then select 

"Information Requests".

2. Under the "Form" section, you will find the requested form. 

Click on the correct form to open it.

3. Next, select the "Update Info" option.

1

3

2
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Important: PERI submits a request to update or supplement data
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4.0 Supplier data is requested by PERI

4. The form template for editing will now open. The data 

entered so far will be displayed there and can be adjusted or 

supplemented as required.

5. Once all the necessary information has been entered, 

please click on the “Submit for approval” button to 

complete the process.

Congratulations! No further action is required.

4

5
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Quick start:

Coupa Supplier Portal 

(CSP)

5.0
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For more information, check out Coupa's CSP User 

Guide:

https://compass.coupa.com/Import/Suppliers/For

_Suppliers/Coupa_Supplier_Portal/CSP_Admin_

and_User_Guide.pdf

https://compass.coupa.com/Import/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Admin_and_User_Guide.pdf
https://compass.coupa.com/Import/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Admin_and_User_Guide.pdf
https://compass.coupa.com/Import/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Admin_and_User_Guide.pdf


Contents of the CSP menu bar

25

5.0 Getting Started with the Coupa Supplier Portal

Orientation Description

Home
Return to Home

Invoices
Create, manage, and track the 

status of invoices

Orders Overview of all orders

Business Profile
Management of company data, 

banking information, users and 

customer connections
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You can receive notifications from PERI
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5.0 Getting Started with the Coupa Supplier Portal

PERI can show you important information directly in the portal 

– on orders, profile updates or other topics.

1. The notifications appear in the top right corner of the portal.

2. Via “See All Notifications" you can see all previous 

messages and go directly to the corresponding actions.

With the help of this communication channel, PERI will:

◼ Provide necessary information for transactions

◼ Inform you about upcoming orders

◼ Place reminders regarding supplier information updates

1

2
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Invite more users to the CSP
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5.0 Getting Started with the Coupa Supplier Portal

If multiple people in your organization need access to the 

Coupa Supplier Portal (CSP), you can easily add additional 

users.

1. Click on the “Setup" button. 

2. Click on the "Invite User" button. 

3. Enter the necessary contact information for the person you 

want to invite, then assign the appropriate permissions and 

customers.

4. Finally, click on the button "Send invitation".

Note: The new user will receive an email invitation to the Coupa 

Supplier Portal (CSP).

1

3

2

4
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Coupa Live-Support
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5.0 Getting Started with the Coupa Supplier Portal

If you encounter technical issues while using the Coupa 

Supplier Portal (CSP), you can take advantage of live support. 

1. On the bottom right side of the CSP, you'll find the "Chat 

with Coupa Support" button. Click on it.

2. A chat window will open. Enter your contact details, fill in the 

required fields (*) and click on "Start Chat".

Note: For PERI specific questions, please contact your buyer.

1
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5.0 Getting Started with the Coupa Supplier Portal

The Coupa Compass

➢ Bookmark the CSP login page

Helpful CSP tools for suppliers

The Online Help Center

➢ Online chat and help tour available in the 

CSP
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