Getting started with the Coupa Supplier Portal

What is the Coupa Supplier Portal?

The CSP is a portal which enables-suppliers to receive purchase orders and create

invoices electronically.

What are the key benefits to me joining the CSP?

Key benefits include:

- Centralized management of P2P on a single platform to enhance operation efficiency
- Invoice creation in no time with a single flip of the received PO via CSP

- Greater visibility and real time monitoring of your invoice statuses

Will we need additional software to use the CSP?

Coupa is a cloud based technology and therefore you will only need an e-mail account to
register to use the supplier portal and an internet connection to access the portal to

transact.

How much does it cost to transact with Mitsubishi Heavy Industries group

companies via the CSP?

There is no cost for suppliers.

How do | register for the Coupa Supplier Portal?

You will be sent an invitation to join the CSP.

If you do not receive an invitation and expect to, then please check your junk/spam folder. If

the invite is not within your junk folder, then please contact your customer.

| already use the CSP with another customer. How do | connect with Mitsubishi

Heavy Industries’ group companies?

If you have provided the same email address that you use to connect to your other Coupa
customer(s) via the CSP, when your new customer has that email address, they can send

you an e-mail invite to join.

Once you confirm the new connection request, you are automatically connected to your

new customer and your previous customers within the CSP.



If you provide a different e-mail address, you will be sent an e-mail invite to create a new
CSP login. If at a later date you wish to merge the separate CSP accounts you hold, then

you can do so via the CSP homepage- please watch the CSP training video to find out how.

Why can't | register for the CSP?

If you received the email invitation with the link and can't register, check the ‘I'm not a robot’

field. If there are any other issues, write to supplier@coupa.com

How long does it take to register for the Coupa Supplier Portal?

The registration process takes less than 5 minutes.

How do | register if the admin/owner of the CSP account left the company?

Contact your IT department or the customer company.

Your IT department may be able to grant you access to the leavers email so you can log-in
to Coupa and refresh the User roles. Alternatively, you can reach out to Mitsubishi Heavy
Industries’ dedicated supplier platform to change the contact information for you as a

supplier and then "unlink" from the leavers account, then "relink" or invite using your e-mail.

Where do | sign in to the CSP?

https://supplier.coupahost.com

What happens if | forget my login?

Forgotten passwords can be retrieved via the forgotten password link on the CSP.

Why don't | get the password reset emails?

Check your spam/junk email folder. E-mails sometimes get flagged as spam. If you still

cannot find the email, write to supplier@coupa.com

Can | use the same email address for both my CSP registration and for receiving the

POs?
Yes, however we recommend you use two different e-mails for security reasons.

What do | do if | am not the admin/owner of my CSP account but | can't log in or

don’t have full access?

Contact your admin to activate your account or set your permissions. If this doesn’t work,
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contact supplier@coupa.com using the Coupa Supplier Portal

Where can | find out more information on working with Mitsubishi Heavy Industries

group companies via Coupa?

Mitsubishi Heavy Industries has a dedicated supplier website, which hosts additional

resources, user guides and videos for your use.

If | use the Coupa Supplier Portal, who pays me?

Your customer will pay you- Coupa does not pay suppliers on behalf of its customers.

What do | do if the price on the purchase order | receive is wrong?

If the PO you receive is incorrect, please respond to the contact in the PO to cancel the PO

and ask your customer to raise another one



