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WHAT IS COUPA? 

 

 
 

Coupa Software is a holistic spend management solution that allows you to manage 

the entire purchasing process automatically, centrally, and in connection with the 

organization's systems. Some influential figures of the solution. 
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COUPA SUPPLIER PORTAL 

The Coupa Supplier Portal is a free tool for suppliers to easily interact and 

collaborate with XIGNUX. 

The Portal facilitates transaction management. You can review purchase orders, 

draw reports, send messages to the purchasing team, etc. 

Interacting on the Portal has no cost and is an opportunity for other companies, 

Coupa clients, to find them. 

These are the actions that will be enabled in the supplier portal: 

 

BENEFITS OF CSP FOR SUPPLIERS 

 

COUPA SUPPLIER PORTAL REGISTRATION - CSP 

1. The supplier will receive an email from the Coupa Supplier Portal, indicating that 

KTSA has invited them to register for the Coupa Supplier Portal: 
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2. Using the Join Coupa button you will be directed to the Coupa Supplier Portal 

to begin your registration. 

3. Forward this invitation button you can redirect this invitation to someone else 

in your organization by entering their email. 

 Once you click on the “join Coupa” option, the portal will ask you to register. 

4. 4. The next step will be to configure your password, country and tax identification, 

accept the privacy policies and terms of use of COUPA. After this click on Create 

an account.  
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5. Enter the code sent to your email: 

 

6. As a next step, it is necessary to complete the following form with the company's 

contact information. Then select Next. 
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7. You can skip some sections by clicking on the “Skip for now” button or to 

finish your registration you can click on the “X””: 

  

8. You can complete the information from the “Edit Profile” button: 

  

The supplier will always have the option to go to “edit profile” through the “profile” 

menu to complete their company information. 
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INVITATION TO USERS 

The supplier may invite users from its company to also be part of the portal, either 

by resending the initial invitation with the “Resend this invitation” option (see 

registration process) or from the configuration menu. 

1. Select Setup at the top of the page. 

2. Select Admin from the submenu. 

3. Select Users from the left menu. 

4. Select the Invite User button on the right side. 

 

 

By clicking “Invite User”, manage the permissions (assign them) and send the 

invitation. From this menu administrators will be able to assign visibility and access to 

information. 
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1. Permissions allow you to restrict the visibility that the user who is being invited will 

have. 

2. Here you can enter the information of the user you want to invite. 

3. You can also restrict which clients the new user will have visibility for. 

4. To finish, select Send Invitation 
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Upon receiving the invitation, the user must accept the T&C to Join Coupa. As well 

as verify your email using the automatically generated code. Once you complete 

these steps, you will not be asked to enter your company profile data. However, if 

the user has access to the Profile, they can update it at any time. 

ADD LEGAL ENTITY 

For the supplier to create invoices in the CSP, it is necessary to add its legal entity. The 

following process must be conducted only by the supplier's administrator user / main 

contact: 

 

1. Select Setup at the top of the page. 
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2. Select Admin from the submenu. 

3. Select Legal Entity Setup from the left menu. 

4. Select the Add Legal Entity button on the right side. 

You must complete the requested information: 

 

NOTE: Suppliers based in Mexico must also select their Tax Regime. 

During the configuration of the legal entity, if you select Mexico in the tax data (taxes) 

section, you will need to provide your VAT ID, that is, your RFC. 

 

As part of creating the legal entity, you will need to provide the invoice origin address 

details, as well as the Remit-to address and any other related addresses. When finished, 

click “Done”: 
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Once all the requested information has been completed, Coupa will show that the Legal 

entity was successfully added. 

 

If the supplier requires adding more than one legal entity, they must repeat the same 

steps for each legal entity they wish to add. 

ADD DUAL AUTHENTICATION 

To further protect your information CSP has two-factor authentication, the following 

process must be performed only by the supplier's administrator user / primary 

contact: 
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1. Click on the arrow next to the contact’s name and then on “Account Settings” 

 

 

2. In the new window that opens, click on “Security and two-factor 

authentication” 
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3. From the authentication application (On your mobile device) of your choice (For 

example “Authenticator”) scan the QR code and enter the 6 verification digits 

Código 
QR 
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4. By clicking “Enable”, Coupa will generate backup codes to restore access in 

case you lose your mobile as an access device. The recommendation is to 

download them and leave them in an easily accessible but safe place. 
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5. When you finish configuring two-step authentication, the configuration screen will 

open in which you can choose in which cases to activate authentication (payment 

or login changes), if you want to change the authentication application, if you 

want enable SMS authentication (with additional SMS fees) or if you want to 

display or regenerate recovery codes. 

 

HOME PAGE COUPA SUPPLIER PORTAL 

Upon entering the portal, the supplier will have different options: go to the specific 

objects they want to consult such as orders, invoices, notifications or improve their 

profile. You will find the Recent Activity section, where you can view recent orders 

and invoices. And the Announcements section where you can view 

communications from clients: 
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Below is a description of the options for your navigation guide:  

 

 

NAVIGATE, GET HELP AND LANGUAGE  

The interface is quite easy to navigate. In the upper right part, you can find the 

notifications you receive about activities requested by your clients and news. 
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You will also find the online help menu; in case you have questions regarding portal 

management. 

In the upper right corner of the page, click the Help link to access online Help or 

view the help tour at any time. 

 

 

Coupa Supplier Portal is a platform available in multiple languages, so you can 

always change the language by going to the bottom of the page. For the Spanish 

language, it is recommended to choose the “Spanish (Mexico)” option. 

 

VIEW AND MANAGE NOTIFICATIONS 

Hover over the Notifications link to view unread system notifications. Only the three 

most recent notifications will be displayed, to view all notifications in detail and 

manage them, click the Notifications or View all notifications links: 
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To configure your notifications, select Notification Preferences. 

 

On the My Account Notification Preferences page, all notifications will appear that 

can be disabled or enabled as Platform (online), email or SMS notifications. 

 

When finished, select the Save button at the bottom of the page. 
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VIEW AND MANAGE PURCHASE ORDERS 

In the main menu, click the Orders tab. The Orders page appears with the Purchase 

Orders table. 

In this section, the supplier will have complete visibility over the purchase orders that 

their client has issued to them. 

 

The CSP supplier portal is a single portal where you will find the information of all 

your clients who have Coupa; This to facilitate your purchasing management with all 

your clients. 

1. To view the information of each business object with a specific client, simply 

go to “select client” and choose the one you want to consult in the “Select 

Client” drop-down list located in the upper right corner: 

 

 

These are the sections that you will find in the “orders” option menu:  
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1. Clicking on the Purchase Order number will take you to its details. 

2. ACTIONS” section, the supplier will be able to: 

a. Invoice directly on the yellow coins’ icon. 

b. Create Credit Notes on the purchase order in the brown coin icon 

(Do not perform this action from the CSP, if you want to apply a credit 

note to CMI, you must contact your Purchasing contact) 

 

3. While inside the Purchase Order, select the “Acknowledged” option to let 

your client know that you have seen the Purchase Order and are working on 

it. 

  

Within each purchase order the supplier will find different options:  
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If you have any comments on your orders, please write in the comments box and 

the purchasing user who submitted your order will be automatically notified.  

 

Purchase Order Design 

This will be the purchase order image that the supplier will receive from XIGNUX.  
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Purchase Order Statuses 

State Description 

Suspension of the buyer The purchase order is approved, but the buyer must review it. 

Canceled The purchase order has been canceled and does not need to be processed. 

Closed The purchase order issued was received and closed in Coupa, either manually or 
automatically. 

Suspension of the currency The purchase order is on hold due to a currency exchange rate problem. 
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Error Something is wrong with the purchase order. Contact your customer to get the purchase order 
operational again. 

Issued The purchase order was approved and shipped. 

Temporarily closed The purchase order is closed but can be reopened. You cannot generate an invoice from a 
purchase order in this state. 

 

Purchase Order Change Notifications 

If the buyer makes any changes to the purchase order, the supplier will be 

immediately notified by email. The email will indicate that the purchase order has 

been reviewed.  

 

 

In the email received, the supplier will be able to see all the order information and 

will have some actions available:  
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The change that has been made will be highlighted from the graphical interface like this:  

  

Create Service / Time Sheets 

The Service/time sheet is the way we can record the execution of the service and 

can be done through two steps: 

1. 1. Through the icon in the order table: 
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2. On the button when entering the purchase order: 

 

Then, complete the following information: 

1. The amount of service delivered; 

2. The date on which the performance of the service was completed; 

3. The supports required to confirm the performance of the service; 

4. To finish, click submit.  

 

From the Service Sheets/Hours menu you can check the status of the sheets 

created: 
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CREATE AND MANAGE INVOICES 

Invoice Creation 

The CSP offers several options to start creating the invoice. These are: 

● In the Orders table you will find the yellow coins icon , which will allow 

you to create an invoice from said PO, also bringing the order data to the 

invoice you are going to create. 

● When entering a Purchase Order, after the detail and total of the order, you 

will find the Create invoice button. 

● In the Invoices table you will find the “Create invoices from PO” button, which 

will take you to the Orders table so you can start the creation with one of the 

options already mentioned. 

 

Mexican Suppliers 

It is necessary to create at least one legal entity with a Remit-To address in Mexico, 

with the corresponding tax regime and RFC. To see the step by step of how to create 

the legal entity, refer to the Add Legal Entity section. 
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When you start invoice creation, the portal will ask you to upload the CFDI XML file 

of the invoice you want to register. 

 

 

When uploading the XML, Coupa will validate it and take the data to create the 

corresponding invoice in the portal. To guarantee that the invoice remains in 

compliance based on Mexican regulations, the invoice data cannot be modified. 

 

 

You must validate the invoice record created and complete the corresponding 

data/files. 

⮚ Attach the PDF of the invoice in Attachments 

⮚ Associate the Purchase Order line(s) to the Invoice line(s) 
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Once you include the PDF and associate the Purchase Order with each line, you 

can send the invoice. 

Foreign Suppliers 

Once at least one legal entity has been created, you can proceed with the creation 

of the invoice. To see the step by step of how to create the legal entity, refer to the 

Add Legal Entity section. 

 

When you start creating the invoice, Coupa will bring the purchase order data to the 

invoice creation screen, to make it easier for you to create it. In this way you will only 

have to complete the invoice data, such as invoice number, creation date, among 

others. 
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If necessary, you can adjust data that comes from the purchase order, such as 

quantity, amount, etc. The invoice line(s) will already be related to the corresponding 

Purchase Order line(s). 

 

 

Please note that there is no need to enter tax-related data, this will be managed by 

the KTSA Accounts Payable team. Once you have entered all the relevant data and 

attached the PDF of the invoice, you can send the invoice. 

Sending Credit Notes 

The CSP allows you to create Credit Notes associated with an invoice (previously 

created in Coupa). To do this, in the Invoices section you will find the Create Credit 

Note button. Credit notes may be total or partial. 
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When creating a credit memo, the first thing is to define if it is being created to solve 

an invoice problem and, in that case, select the invoice or if it is being created for 

another reason, such as a rebate, for example. 

 

 

When choosing the invoice, you will have to indicate if the credit note is to cancel 

the entire invoice or if you want to adjust it. In that case you can adjust quantity, 

price, or both on each line. 

 

 

 

You must attach the corresponding supporting documentation and then you can 

send the credit note. 

 

NOTE: Mexican suppliers will be able to upload the XML of the corresponding CFDI 

and the system will validate it and create the corresponding Credit Note. In this case 

the value of the credit note will be positive, and you will only have to attach the PDF 

of the credit note to proceed to send it. 

Invoice Statuses 

With the CSP you can manage and track all invoices and credit notes. In the Invoices 

table you can see the status of each one. 
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Below are the main statuses that you can find. 

 

Status Description 

Abandoned The “disputed” invoice has been abandoned. 

Approved The customer has accepted and will pay the invoice. 

Disputed The invoice was disputed, and a reason was provided. 

Draft The invoice was created but has not been sent to the 

customer. 

Pending Approval The customer is reviewing the invoice. 

Processing AP is processing the invoice. 

Voided The invoice was cancelled. 

 

 

Please note that you will only be able to edit invoices that are in “Draft” status. 

Inconsistency Management 

If an invoice is in the Disputed status, you will be able to see the reason it was 

disputed. 

 

 

In that case, you can take the following actions: 

● Void: For example, if the invoice is duplicate or has already been paid, you 

can void it. 

● Correct invoice: in case the invoice has any incorrect information, with this 

you can make the necessary corrections. 
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NOTE: Please note that if you are working with compliant invoices (Mexico 

suppliers), the only option will be to cancel the invoice and issue a new one with the 

corresponding corrections. 

 

Within the invoice you will be able to see the reason the invoice was disputed, as 

well as any additional comments provided by the customer. 

 

 

 

If you or AP have included any additional comments, it will be reflected in the 

Comments section at the bottom of the screen. 

 

 

Payments 

When the client pays the invoice, you can receive a notification by email and see the 

payment details in the portal. 
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By entering the invoice and going to the Payments section, you will find the payment 

details provided by the customer. For example, the amount and date on which the 

payment was made. 

 

 

To receive the notification by email, you must have this option enabled. You can 

review the step by step in the “View and Manage Notifications” section of this 

manual. 

Mexican Suppliers 

To send the payment receipt, you will need to attach the corresponding XML, in the 

Payment Receipts section. 

 

 

Just as for invoices and credit notes, Coupa will validate and read the XML bringing 

the data to the portal. In this case, the payment receipt will be created with the 

corresponding details, including the invoice to which the payment corresponds. 

 

 



 

35 
 

The payment receipt is immediately available to the customer, who can see it in 

Coupa. 

MANAGEMENT AND HANDLING OF REPORTS 

Remember that the portal seeks to give you visibility and facilitate your purchasing 

management with XIGNUX. In each business object, the supplier will be able to 

manage their reports, search for information and export the information in bulk if 

required very easily. 

1. By selecting Orders, you will be able to access all purchase orders received by 

Coupa. 

  

 

2. Select the customer of the orders you want to consult. 

  

3. Filter based on the type of PO you want to view. 
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4. Select Export to and choose the format in which you want to export the report, 

if desired. 

  

Create custom views  

You can create a Custom View with which you can consult both your purchase 

orders in the “Orders” section, and your invoices in the “Invoices” section, in addition 

to being able to export reports. 
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Follow these steps: 

1. In the View field select Create View. 

2. Choose a name for the view, select what type of visibility you want. You can also 

select a base view with which you can start building the new view. 

3. Select the conditions by which you want to filter the view. Example: 

Filter By: Invoice Date 

Filter Clause: This Month 

 

 

4. Select the columns you want to include in your report by dragging each data item 

to the right and delete the ones you do not want to include by dragging them to the 

left. 

5. Select how you want to order your view. 

6. Select Save to finish. 
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Supplier Information and Support Page 

You will be able to find different materials such as photos, videos and manuals with 

the necessary information about our negotiation processes, as well as supplier 

registration. 

Go to: xignux.com/proveedores 
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If you have any questions or comments, please contact your buyer. 

 

 


