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Coupa SIM Processes and Forms (1)

2a_Full Onboarding       
(Supplier)

2b_Full Onboarding    
(Supplier)

2c_Full Onboarding           
(Supplier)

Below is the high-level flow of the types of Supplier Onboarding and Update and their respective forms.

Full Onboarding

1_Full Onboarding 
(Requester / 
Sourcing Specialist)
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Coupa SIM Processes and Forms (2)

6/3/2025

Supplier 
Updates

Below is the high-level flow of the types of Supplier Onboarding and Update and their respective forms.

4_Update Form (Supplier) All supplier master data requests must be processed through Coupa



Form 2a, 2b, 2c 
Supplier / Sourcing Specialist
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The Supplier receives an email invitation to join Coupa. 
The Join Coupa link does not expire, it’s one-time-only, regardless of the sending date.

The invitation can be forwarded to another person, who will be responsible for the company 
registration; just click the Forward this Invitation button and provide that person’s details. 

Full Onboarding
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Full Onboarding

The supplier person provides with 
the first name, last name, a 
password, accepts the Privacy 
Policy and Terms of Use. 
Then click the Get Started buƩon. 
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Full Onboarding

Supplier is then required to verify its email 
address. Coupa sends a six-digit code to 
the provided email. 

Click Next, the supplier is prompted to the  
Coupa Supplier Portal (CSP).
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Multi-Factor Authentication

Supplier must now enable the Multi-Factor 
Authentication for additional security. After 
clicking Enable, the supplier has to:
1. Scan the QR code by a cell phone app, (to 

download from Apple Store® or Google 
Play® - Google Authenticator® and Twilio 
Authy® are the recommended ones).

2. Enter the 6-digit validation code from the 
app.

3. Click Enable.

The Multi-Factor Authentication enablement is 
not an option, but a Coupa requirement.
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The portal shows a set of six backup codes, to be used  in case the supplier looses, deletes the app, or changes 
the cell phone. Those backup codes should be printed or saved anyhow prior to closing the window.

Multi-Factor Authentication

Note
Supplier can use each recovery code only once, 
so, should the supplier need a new set, this is 
the procedure:

Account Settings > Security & Multi-Factor 
Authentication and click Regenerate Recovery 
Codes to get a new list of codes (see next slide 
for its exact location).
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When the multi-factor authentication is enabled, 
supplier must choose to use it: 
1. For changing Legal Entity or Payment Method 

(aka, Payment Changes)
OR
2. For both Coupa account access (login) and 

Payment Changes.

Option 1 is less restrictive than option 2.

Multi-Factor Authentication

Do you remember this? It’s to regenerate a new list of 
recovery codes (see previous slide)
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Multi-Factor Authentication

Supplier must also select the authentication channel
to receive the verification codes and set it as default:
a) Via Authenticator App - just seen in previous slide
OR
b) Via Text Message - a code is sent via text to the cell 

phone.

Option A needs the authenticator app always available 
in supplier contact’s phone.
Option B is within everyone's reach.
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If the supplier changes the authentication from 
app to text, it’s required to verify it via app first:

Multi-Factor Authentication

Then, selects the Via Text Message option:

Finally, it provides with the phone number. Coupa 
sends a 6-digit code via SMS for validation.
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Full Onboarding

Form 2a  for direct material suppliers, so it contains questions referring to production 
item supply and undergoes the quality team review. 

Form 2b  for indirect material suppliers and misses the production-related questions 
and doesn’t need any quality team approval. 

Form 2c  for low critical suppliers, regardless of the provided product/service. 

______________________________________
The following slides detail the 2a form process, since it’s the largest and most complete 
supplier form.
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Full Onboarding

Create the Legal Entity

Go to Business Profile -> Legal Entities
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Full Onboarding
Provide Legal Entity Name, select Country, fill 
out tax ID information and bill-from address.

No need to provide additional Company 
Information (optional section ):
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Full Onboarding

Once is completed, the new Legal Entity is created. 
Next step is to add the payment information.

Click Continue and then Setup > Admin. Click Add Payment Method. Below, two examples



17 6/3/2025

Full Onboarding
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Full Onboarding

Bank account# may have up to 
26 digits and IBAN# up to 34.
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Full Onboarding

Add Payment Record Select Guardian

Click Save and then Close to return to the Supplier 
Portal landing page

CSP may offer suppliers the profile verification, with the payment of a subscription fee.
This is totally optional. CSP access and usage for Guardian purposes is completely free of charges.
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Full Onboarding

Business Profile > Information Requests the supplier goes to the Guardian’s form.



21 6/3/2025

Full Onboarding

Terms and Conditions (T&C’s):
US suppliers only must acknowledge (by a Y/N question) the T&C’s, no signed and attached document 
is needed. 

The US supplier might want to negotiate specific items of the Terms and Conditions with Guardian. In 
this case, the negotiated T&C’s document shall be provided at a later stage, anyway before the 
onboarding process finalization.
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Full Onboarding

Contract Clauses:
Clause #2 is intended to bind the 
supplier to performance even 
when an electronic signature is 
provided.

Clause #3 allows the SE team to 
use external tools for a quicker 
supplier banking validation (not 
available worldwide yet).
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Full Onboarding

ISO Certifications (if available)

Insurance details

Compliance information

Production related questions (form 2a only)

Contact details (sales, accounting, banking validation, safety, 
sourcing, etc.)

Remit-To address - Banking information

Tax ID information

Types of information the supplier shall provide when filling in the Form:
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Full Onboarding

A production-related supplier will get the below section displayed:
The supplier shall acknowledge 
the Guardian Quality Manual.
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Full Onboarding

The supplier indicates the currency, 
the preferred payment method 
and the effective date. 

The selected banking region 
defines the type of bank statement 
or document that shall be attached 
for bank validation purposes.
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Full Onboarding
The supplier clicks the Add Remit-To button and adds the address for payment. It can match with the 
physical address. 

A pop-up window opens, and the supplier 
selects the payment method that added 
earlier to the Supplier Portal.
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Full Onboarding

Form fields are auto-filled with the data proceeding 
from the Supplier Portal. Others (ABA, CLABE, SORT 
etc.), depend on country specific requirements and 
are added here. 

Supplier collaboration is necessary to provide 
Guardian with a complete, coherent and accurate 
bank details.
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Full Onboarding

For suppliers which have additional tax IDs, 
some fields are displayed in the form to 
make the supplier provide this information.
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Full Onboarding
After clicking the Submit for Approval button, the form is 
saved and is sent to the SE Team for the data validation 
and approval.

If the green-highlighted message is not visible, it means the form is not submitted, due to a 
mistake or lack of required information. It remains stored as draft, but it’s not sent.
If it is so, Coupa advises with a bold-red message at the top of the form. 
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Full Onboarding

The Supplier receives the Coupa 
Confirmation that its profile was 
approved.

It’s important to know that the profile approval doesn’t mean that supplier is ready to go. 
Other internal steps are needed before the supplier can begin to transact with Guardian.
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Full Onboarding

The website which the supplier logs on 
is different from the one to which 
Guardian has access. 

Due to this, Guardian has no access to 
the pages which the supplier is 
working on.

Coupa offers a Help Center, accessible 
at top-right of the screen (Online Help).

An email address for non-urgent support is also available for suppliers:
supplier@coupa.com
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Full Onboarding
Moreover, an online chat with 
a Coupa expert is possible 
through the button the 
supplier can find at bottom-
right of the screen (“Chat with 
Coupa Support”).

By clicking the “Chat” 
button a window pops up 
to request the supplier 
contact for a call.



Forms 4a, 4b - Bank Data Update
Supplier
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2. Or Click the 4_Bank Data Change button

Form 4 shall be sent to the supplier by Guardian. However, 
requestors can opt for an internal form, #4, which automatically 
triggers the request the supplier receives. 
1. Click the Forms dropdown and select the name of the form.

Bank Data Update - Supplier

2

1

The internal form #4 is nothing but 
the supplier's name selection and is 
auto-approved. Its aim is to trigger the 
form 4a’s delivery to the supplier.



Bank Data Update - Supplier

3

4. User selects the supplier and sends the request. 
After this step, the external form is delivered the 
supplier. 
The requestor must review if the displayed primary 
contact is correct. If not, the supplier will not 
receive the form.

4

3. After selecting the appropriate language, the form pops up. 



5. Supplier receives an email invitation to update its 
information.

6. By clicking Update Profile button, it is redirected to the 
Update Form.

6

7. After filling out the form and clicking Submit button, Form is sent for approval to the SE 
team. By clicking Save, the form is saved as a draft, whereas clicking Decline means to 
reject answering the form.

Bank Data Update - Supplier

5

7



A contact person at supplier’s is 
needed for banking validation 
purposes.

Bank Data Update - Supplier

Currency type must be selected. 

If the currency type is going to change vs. the 
existing one (e.g., old account is in PLN and 
new account is in EUR), then the supplier 
should specify it.
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The selected banking region defines the type 
of bank statement or document that shall be 
attached for bank validation purposes.

Bank Data Update - Supplier

The supplier creates a Remit-To Address for payment.

The bank account update process is the same as for supplier Full Onboarding process 
(Payment Method creation):
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Bank Data Update - Supplier

Enter Coupa Supplier Portal (CSP) and click Add Payment Method. Below, two examples:
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Bank Data Update - Supplier
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Bank account# may have up to 
26 digits and IBAN# up to 34.

Bank Data Update - Supplier
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Full Onboarding

Add Payment Record Select Guardian

Click Save and then Close to return to the Supplier 
Portal landing page

CSP may offer suppliers the profile verification, with the payment of a subscription fee.
This is totally optional. CSP access and usage for Guardian purposes is completely free of charges.
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Business Profile > Information Requests the supplier is prompted back to the Guardian’s 
form.

Bank Data Update - Supplier
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The supplier clicks now the Add Remit-To button in the form and adds the new payment address.

A pop-up window opens, and the supplier 
selects the payment method that added 
earlier to the Supplier Portal.

Bank Data Update - Supplier
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Form fields are auto-filled with the data proceeding from 
the Supplier Portal. Others (ABA, CLABE, SORT etc.), 
depend on country specific requirements and are added 
here. 

Supplier collaboration is necessary to provide Guardian 
with a complete, coherent and accurate bank details.

This group of fields must be placed in Active status.

Below this section, the supplier finds its current bank 
account details, under the Current Remit To Address. The 
old account needs to be switched to Inactive status.

Bank Data Update - Supplier
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After clicking the Submit for Approval button, the form is 
saved and is sent to the SE Team for the data validation 
and approval.

If the green-highlighted message is not visible, it means the form is not submitted, due to a 
mistake or lack of required information. It remains stored as draft, but it’s not sent.
If it is so, Coupa advises with a bold-red message at the top of the form. 

Bank Data Update - Supplier
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Coupa SIM - Useful Links

Guardian
Supplier 

Portal

Coupa 
Supplier


