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Introduction to Coupa
Cabot CSP Supplier Training 



What is Coupa?

Coupa is a user-friendly e-Procurement and supplier collaboration cloud-based software. As our partner, you 
stand to benefit by gaining access to a zero-costsupplier portal that provides enhanced visibility, better control, 
fewer mistakes and faster payments via an intuitive user interface.

The Coupa Supplier Portal enables you to:
- View and acknowledge Purchase Orders/Change Orders

- Submit invoices and monitor payment status

- Create catalogs

- Participate in sourcing events

- Manage your contact/remittance information



How will you benefit?
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By working with Cabot electronically, you will increase your order-taking efficiency, invoice creation, reduce 
mistakes and delays fulfilling orders and maintain a better presence with Cabot users.

Benefits include, but are not limited to:
- Efficient Purchase Order receiving and acknowledgement

- Efficient invoice processing 

- Direct PO-backed invoice creation

- Automated accurate routing of invoices to proper branches

- Instant visibility to Purchase Order, Timesheet, Invoice, Payment Information and catalog processing status 
as well as Cabot user contact details 

- Reduced or even eliminated manual paper transaction processing

- Strong reporting capabilities
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SAN vs CSP
Cabot CSP Supplier Training



Supplier Actionable Notifications
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Supplier Actionable Notifications (SAN) will allow you to create an invoice, acknowledge, or comment on a PO directly from a PO email. To have 
SAN enabled, your default PO method must be set to email and Cabot must enable SAN on your supplier record. 

When creating an invoice from SAN, you will be brought to a landing page that looks similar to the landing page in the Coupa Supplier Portal, 
however the access is very limited and will not carry any invoice or PO history and not allow for any reporting. 
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CSP Supplier Profile and Account 
Setup

Cabot CSP Supplier Training



Connecting to Cabot via Coupa
It is vital that all suppliers connect to the Coupa platform to transact with Cabot successfully.

Below is the initial e-mail invite (from Cabot) to set up your Coupa Supplier Portal account to transact with Cabot on Coupa. (email sent from)

After Cabot sends you an invitation to join the Coupa Supplier Portal (CSP), check the email address inbox which the invite was sent to and click on the link to confirm 
their request to interact with you as a supplier on Coupa. 

.ȅ ŎƻƴŦƛǊƳƛƴƎ ǘƘƛǎ ƭƛƴƪ ŀƴŘ ǎŜƭŜŎǘƛƴƎ άJoin and Respondέ ȅƻǳ ǿƛƭƭ ōŜ ŎǊŜŀǘƛƴƎ ŀ ƴŜǿ ƭƻƎƛƴ ƻƴ ǘƘŜ /ƻǳǇŀ {ǳǇǇƭƛŜǊ tƻǊǘŀƭ ǘƻ ǊŜŎŜƛǾŜ tǳǊŎƘŀǎŜ hǊŘŜǊǎ όthǎύ ŀƴŘ ǎŜƴŘ 
Invoices to Cabot. 

If the invite was sent to the incorrect person at your company, inform your Cabot contact or contact Cabot at supplier.communication@cabotcorp.com.

NOTE: Ensure Cabot has the correct email contact for your company



Connecting to Cabot via Coupa
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- Fill out your information on the Coupa Supplier Portal to create a new account

- Review and accept the Privacy Policy and Terms of Use

- /ƭƛŎƪ Ψ{ǳōƳƛǘΩ

At this step, you will also have the option to forward the invitation to another employee at your 
company



Enabling E-Invoicing
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You will need to add Legal Entity information as well as Remit-To Addresses to enable E-Invoicing
- /ƭƛŎƪ Ψ{ŜǘǳǇΩ ǘŀō ŦǊƻƳ ǘƘŜ ǘƻǇ ƳŜƴǳ ōŀǊ ǘƘŜƴ ǎŜƭŜŎǘ Ψ[ŜƎŀƭ 9ƴǘƛǘȅ {ŜǘǳǇΩ ŦǊƻƳ ǘƘŜ ƳŜƴǳ ƻƴ ǘƘŜ ƭŜŦǘ
- /ƭƛŎƪ Ψ!ŘŘ [ŜƎŀƭ 9ƴǘƛǘȅΨ
- Enter your Legal Entity information
- /ƭƛŎƪ Ψ/ƻƴǘƛƴǳŜΩ



Enabling E-Invoicing ςAdding Remit-To Address
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- /ƭƛŎƪ Ψ{ŜǘǳǇΩ ǘŀō ŦǊƻƳ ǘƘŜ ǘƻǇ ƳŜƴǳ ōŀǊ ǘƘŜƴ ǎŜƭŜŎǘ ΨwŜƳƛǘ-ǘƻΩ ŦǊƻƳ ǘƘŜ ƳŜƴǳ ƻƴ ǘƘŜ ƭŜŦǘ
- /ƭƛŎƪ Ψ!ŘŘ wŜƳƛǘ-¢ƻΩ
- Complete the invoice address details
- Enter any bank information or payment details if they have not already been provided to Cabot

NOTE: Ensure Cabot has your current remit-to address on file to avoid processing delays in Coupa



Adding Users
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If desired, you can allow additional users to access your supplier account to perform all tasks

- CǊƻƳ ǘƘŜ ǘƻǇ ƳŜƴǳ ōŀǊΣ ǎŜƭŜŎǘ Ψ{ŜǘǳǇΩΣ ǘƘŜƴ ŎƭƛŎƪ Ψ¦ǎŜǊǎΩ ǘŀō ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ΨLƴǾƛǘŜ ¦ǎŜǊΩ

- 9ƴǘŜǊ ŀǘ ƭŜŀǎǘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛƴ ǘƘŜ ΨLƴǾƛǘŜ ¦ǎŜǊΩ ǇƻǇǳǇ ǿƛƴŘƻǿ ŀƴŘ ŎƭƛŎƪ Ψ{ŜƴŘ LƴǾƛǘŀǘƛƻƴΩ 

- ¸ƻǳ Ŏŀƴ ǊŜǎǘǊƛŎǘ ŀŎŎŜǎǎ ǘƻ ǎǇŜŎƛŦƛŎ ŎǳǎǘƻƳŜǊǎ ōȅ ŎƘŜŎƪƛƴƎκǳƴŎƘŜŎƪƛƴƎ ŎǳǎǘƻƳŜǊ ƴŀƳŜ ōƻȄŜǎ ǳƴŘŜǊ Ψ/ǳǎǘƻƳŜǊǎΩ ǎŜŎǘƛƻƴ



Editing Users
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If desired, you can edit existing users

- CǊƻƳ ǘƘŜ ǘƻǇ ƳŜƴǳ ōŀǊΣ ǎŜƭŜŎǘ Ψ!ŘƳƛƴΩ ǘƘŜƴ ŎƭƛŎƪ Ψ¦ǎŜǊǎΩ ǘŀō 

- /ƭƛŎƪ Ψ9ŘƛǘΩ

- Review and edit User Info

- Enable or disable permissions under Permissions section

- ¸ƻǳ Ŏŀƴ ǊŜǎǘǊƛŎǘ ŀŎŎŜǎǎ ǘƻ ǎǇŜŎƛŦƛŎ ŎǳǎǘƻƳŜǊǎ ōȅ ŎƘŜŎƪƛƴƎκǳƴŎƘŜŎƪƛƴƎ ŎǳǎǘƻƳŜǊ ƴŀƳŜ ōƻȄŜǎ ǳƴŘŜǊ Ψ/ǳǎǘƻƳŜǊǎΩ ǎŜŎǘƛƻƴ

- /ƭƛŎƪ Ψ{ŀǾŜΩ



Employee Terminations
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LŦ ŀƴ ŜƳǇƭƻȅŜŜ ǿƛǘƘ ŀŎŎŜǎǎ ǘƻ /{t ƛǎ ǘŜǊƳƛƴŀǘŜŘ ŦǊƻƳ ȅƻǳǊ ŎƻƳǇŀƴȅΣ ƛǘ ƛǎ ǘƘŜ /{t !ŘƳƛƴΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ 
ǊŜǾƻƪŜ ǘƘŀǘ ŜƳǇƭƻȅŜŜΩǎ ŀŎŎŜǎǎΦ 

-CǊƻƳ ǘƘŜ ǘƻǇ ƳŜƴǳ ōŀǊΣ ǎŜƭŜŎǘ Ψ{ŜǘǳǇΩ ǘƘŜƴ ŎƭƛŎƪ Ψ¦ǎŜǊǎΩ ǘŀō 

-/ƭƛŎƪ Ψ9ŘƛǘΩ

-{ŜƭŜŎǘ Ψ5ŜŀŎǘƛǾŀǘŜ ¦ǎŜǊΩ
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CSP Supplier Activities
Cabot CSP Supplier Training



Receiving/Viewing a Purchase Order
Regardless of the PO delivery preference (email, cXML, etc.), you will have access to all open POs within the CSP 

- Select Orders from the top menu bar

- When the page refreshes, select the applicable PO number from the list of Purchase Orders. You can also use the Search 
bar to locate the PO

- Click PO Number hyperlink to view the complete PO details



Acknowledging a Purchase Order
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hƴ ǘƘŜ ǎǇŜŎƛŦƛŎ th ŘŜǘŀƛƭǎ ǇŀƎŜΣ ǎŜƭŜŎǘ Ψ!ŎƪƴƻǿƭŜŘƎŜŘΩ ŎƘŜŎƪ ōƻȄ ǘƻ ŀŎƪƴƻǿƭŜŘƎŜ ǘƘŜ ǊŜŎŜƛǇǘ ƻŦ th

Cabot will receive this acknowledgement in their Coupa system



Creating a PO-Backed Invoice
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- /ƭƛŎƪ ΨhǊŘŜǊǎΩ ŦǊƻƳ ǘƘŜ ǘƻǇ ƳŜƴǳ ōŀǊ
- ¦ƴŘŜǊ ǘƘŜ Ψ!ŎǘƛƻƴǎΩ ŎƻƭǳƳƴ ƻŦ ǘƘŜ ǎǇŜŎƛŦƛŎ th ǊƻǿΣ ǎŜƭŜŎǘ ǘƘŜ ȅŜƭƭƻǿ Ŏƻƛƴ ǎǘŀŎƪ ƛŎƻƴ ǘƻ ŦƭƛǇ ǘƘŜ th ƛƴǘƻ ŀƴ ƛƴǾƻƛŎŜΦ ¢Ƙƛǎ ǿƛƭl 

take you to the invoice creation screen
- Select a remit-to and ship from address

Å If the correct Remit-¢ƻ !ŘŘǊŜǎǎ ŘƻŜǎ ƴƻǘ ŀǇǇŜŀǊΣ ŎƭƛŎƪ ƳŀƎƴƛŦȅƛƴƎ Ǝƭŀǎǎ ƛŎƻƴ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ Ψ/ǊŜŀǘŜΩ 



Creating a PO-Backed Invoice

20

On the invoice creation screen, complete all the necessary information (all required fields are indicated with an asterisk)
- Use your own invoice numbering convention for the Invoice # field
- !ǘǘŀŎƘ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƛƴǾƻƛŎŜ ŦƛƭŜ
- Details from the PO are automatically populated to the invoice draft
- Verify auto populated invoice information at the header and line level and adjust as necessary

NOTE: You can add multiple invoice attachments or only partially invoice a PO as needed



Creating a PO-Backed Invoice
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-¦ǇŘŀǘŜ ǘƘŜ ǇǊƛŎŜ ƛƴ ǘƘŜ ΨtǊƛŎŜΩ ŦƛŜƭŘΣ ƛŦ ƴŜŜŘŜŘ

-¦ǇŘŀǘŜ ǘƘŜ ǉǳŀƴǘƛǘȅ ƛƴ ǘƘŜ ΨQtyΩ ŦƛŜƭŘΣ ƛŦ ƴŜŜŘŜŘ



Creating a PO-Backed Invoice
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- If applicable, add any shipping, handling and tax information 
Å You can add applicable tax in the proper section by one of the following methods: 

Å Manually enter a tax percentage
Å Manually enter a tax amount ($)

Å /ƭƛŎƪ Ψ/ŀƭŎǳƭŀǘŜΩ ǘƻ ǳǇŘŀǘŜ ǘƘŜ ƛƴǾƻƛŎŜ ǘƻǘŀƭ ŀŦǘŜǊ ŀƭƭ ŀŘŘƛǘƛƻƴŀƭ ŎƘŀǊƎŜǎ ŀǊŜ ŀŘŘŜŘ



Creating a PO-Backed Invoice

-9ƴǘŜǊ ŀƴȅ ƴŜŎŜǎǎŀǊȅ ŎƻƳƳŜƴǘǎ ŦƻǊ /ŀōƻǘΣ ǘƘŜƴ ŎƭƛŎƪ Ψ!ŘŘ /ƻƳƳŜƴǘΩ
- Add additional attachments if necessary



Creating a PO-Backed Invoice

24

-Whenyouhavecompletedall informationon the invoice,clickΨ{ǳōƳƛǘΩ
- After you click Ψ{ǳōƳƛǘΩΣa popup will appear to confirm if you are ready to send the invoice. Once

submitted,an invoicecannotbe edited via CSPunlessdisputedby Cabot
- If youwishto gobackto edit, clickΨ/ƻƴǘƛƴǳŜ9ŘƛǘƛƴƎΩ
- ClickΨ{ŜƴŘLƴǾƻƛŎŜΩto sendthe confirmedcompleteinvoiceto Cabot



Creating a Non-PO Backed Invoice
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-/ƭƛŎƪ ΨLƴǾƻƛŎŜǎΩ ŦǊƻƳ ǘƘŜ ǘƻǇ ƳŜƴǳ ōŀǊ
- ClickΨ/ǊŜŀǘŜBlankLƴǾƻƛŎŜΩ
- Fillout invoiceheaderdetails

NOTE: Correct requester name and email will be mandatory to submit a non-PO backed invoice 


