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What is COUPA?
It is the world-class solution selected to 
standardize the procurement process for 
Xignux and its businesses. Through this 
technological platform, we will gain visibility, 
control, and efficiency in decision-making.

What is SIM?
The Supplier Information Management (SIM) makes it easy to 
request, approve and maintain supplier information, while keeping 
everything in sync with your ERP. SIM helps all types of employees 
better manage supplier information. 

SIM streamlines the request, approval and maintenance of supplier 
information, such as financial information, quality or insurance 
certifications and contact information. Through the use of forms, 
approval workflows, notifications and integration with financial 
systems, SIM helps ensure:

▪ Unvetted providers or services go through the appropriate 
approval channels.

▪ Information for suppliers large and small is accurate and 
current.

▪ Visibility to certifications and contract information.

▪ Suppliers are paid on time, avoiding late fees and strained 
supplier relationships.

▪ Multiple information management channels (e.g., paper 
forms, emails, phone calls, spreadsheets) are eliminated.

▪ Supplier participation.

▪ Two-step integration with your ERP system.

▪ Accurate supplier data is maintained and maximum  
savings are realized.
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The supplier receives an invitation by mail to register for the Coupa Supplier Portal (CSP) and 
send the requested information.

The recommendation is that the provider 
clicks on “Join and Respond” to start your 
registration in the CSP, this will lead you to 
complete your CSP access credentials:

Register as a supplier on CSP
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Coupa will send a unique verification code to the same email to 
validate your access:

You must then confirm basic information about your company
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Complete the information until the last stage and click “Finish”:

After the supplier registers in Coupa Supplier Portal you will immediately be 
able to see the notification in the upper right and access the form with the 
information requested by XIGNUX.
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You will see the notification in the top right corner and can access the form with the 
information requested by Xignux. Alternatively, you can go to the Profile menu and select the 
"Request for Information" option.

Register as a supplier with XIGNUX
request for information (Form)
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The supplier will find fields for different information. Fields with a red asterisk * are 
mandatory, Also attached are the support manuals.
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Business unit and process type (Creation, Expansion, Update) must not be left empty.

In the supplier form there are fields referring to Supplier identification:

These fields are pre-filled with the information from the form (Creation, Expansion, Update) that 
originated the unified record. The supplier should review and only modify them if necessary.
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Fields referring to tax Registrations:

The tax registration/identifier field is pre-filled with the information from the form (Creation, Expansion, Update) that 
originated the unified record. The supplier should review it and only modify it if necessary.

In the Additional Description field, you can 
describe your company, but please avoid using 
special characters such as (!@#$%&-) etc.
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Supplier's contact information:

These fields are pre-filled with the information from the form (Creation, Expansion, Update) that 
originated the unified record. The supplier should review them and only modify them if necessary.

The supplier must add a secondary contact, 
which can be the same as the primary contact.
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Company Information:

Fields referring to Remit-To Address:

Fields referring to information about the Fiscal Address Information:

It is mandatory that you click on the “Add Remit-to” button to enter your banking 
information.The data required by the Xignux process will appear after you complete filling out 
the fields in the pop-up window or when you close this window.

If you do not see this Remit to section, please verify that you have answered the previous 
questions, as they are the ones that activate the appearance of the button.
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Then you will see this tab, must click on 
the blue button "+Add Payment Method"

You have 2 options to validate the 
multifactor authenticator: via the 
app or via text message. You must 
select one of the two.

Multifactor Authentication
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To perform multifactor authentication through 
the available apps for mobile authentication, 
the QR code should not be scanned directly 
with your phone's camera, but after opening 
the authentication app installed on your 
phone. The "More Information" link provides a 
list of available authenticator apps: Microsoft 
Authenticator, Google Authenticator, Twilio 
Authy Authenticator.

App option

If you select the option to receive the code via 
text message to your phone, you must enter 
the required country code and complete the 
digits. Additionally, you need to confirm the "I 
am not a robot" checkbox and finally click the 
gray button "Send Code." Once you receive 
the code, enter it in the blank field and click the 
blue button "Enable."

Coupa will generate backup codes to restore 
access in case you lose your mobile device. 
The recommendation is to download them and 
store them in a secure but easily accessible 
location. Download them and take a 
screenshot.

Text Message
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Once you complete the Authentication fields, you will see this tab again. 
must click on the blue button "+Add Payment Method"

Complete the information for each stage and click on "Continue." Legal 
entity name is the supplier’s name

Complete the information and click on "Continue".
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Use Address in Payment type then click on “Save and Continue”.

Click on “Next”.

Complete the information Until tax ID, Miscellaneous info no need to be 
filled, then click on "Continue".



 

 

 

 

xignux.com 16

Click on “Done”.

COUPA will then enable the bank 
information fields, which will have 
different configurations depending on 
the country of the bank where the 
account is held and the currency in which 
the account is maintained.

Click on Add now”.

Bank Information 
(relationship-country-
bank-currency):
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The supplier will find fields referring to different documents that must be sent to XIGNUX:
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At the end of the form, you will find fields that are not editable, these fields are 
for internal use of XIGNUX.

After completing all the fields intended for the supplier, the flow continues in 
XIGNUX after the supplier submits the form by clicking “Submit for approval”.
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When you see the green message "Your information has been submitted," 
the process is complete.



If necessary, the information can be updated through two initiatives:

Update Information
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XIGNUX may request that you update your information.

1. You will receive a notification email to enter the portal, click update profile.

XIGNUX

2. You will go directly to the page of the form that you need to complete and that 
was already described in this manual:
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The supplier can request updating of its information from the Supplier Portal.

1. Enter the CSP and click on the “Profile” menu.

2. Click on the “Information Requests” submenu.

3. Update your information.

4. At the bottom of the page click “Submit for approval”.

By the supplier itself


