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CSP (Coupa Supplier Portal)
Training for new suppliers
 Last update: March 9th 2021
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Introduction of Coupa Supplier Portal (CSP) 

The CSP is a free tool for suppliers to easily manage Procure-To-Pay transactions with VF Corporation. Supplier can manage content 
and settings, can also viewing purchase orders, setting up delivery methods, creating catalogues, sending invoices, checking the
status of invoice transactions and payments.
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A new form asking for a NEW SUPPLIER is inserted by VF users in Coupa.

Once is internally  approved, an automatic email will go to the supplier contact is indicated inviting you
to REGISTER, access the Coupa Supplier Portal and fill in legal and banking information. 
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Coupa Supplier Portal will ask you for very BASIC information before access.
You can click on X to skip this step that is NOT mandatory. 
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Coupa Supplier Portal home page will be loaded:

To improve/edit your PUBLIC profile click on Profile

To insert/update CUSTOMER profile (in this case VF), click on 
Notification and UPDATE INFORMATION REQUESTS
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If you don’t have VAT because you are a private person,  just flag “Natural person”  and insert 
your Local TAX ID in the Tax Number 2. Adding your Birth data and Sex is required only for Italy.
If you don’t have VAT because you are a non-EU supplier, just put your fiscal code of your 
country in Tax Number 2.

Coupa Supplier Portal home page: CUSTOMER profile _ you need to insert all mandatory data

Here you need to ADD REMIT TO and insert all 
shipping information and your bank details

1

2

3

Please insert here the e-mail you would 
like to receive Purchase orders to
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Then you need to insert all these 
information 
- Miscellaneous
- What address do you invoice from
- Where do you want to receive 

payment
- Where do you ship goods from
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You need to insert all your 
BANK DETAILS and add an 
attachment with these 
details saved as pdf in a 
letterhead, signed and with 
your company stamp.

Then you need 
to flag 
acceptance of 
T&C and 
SUBMIT

* If you have a 
contract with 
VF, this will 
prevail on T&C
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At the end of the process, you will receive an e-mail with the confirmation that the profile info 
submitted are approved by VF. All these information will be registered in SAP and Coupa. 

Once you are an active VF supplier, you can use CSP to manage content and settings, to view POs, setting up delivery 
methods, creating catalogues, sending invoices, checking the status of invoice transactions and payments.  
Please refer to CSP training for existing suppliers.
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