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Overview 

 Coupa is an online P2P platform, which aim is to connect buyers with suppliers in order 
to improve communication and cash flow.  
 

  It is used by Aon to purchase goods and services, create and send purchase orders and 
to receive invoices from suppliers. 
 

 The Coupa Supplier Portal is a tool designed for suppliers in order to enable control 
over incoming purchase orders, facilitate invoicing and to guarantee visibility into 
invoices status. 
 

 The Coupa Supplier Portal is free of charge, there are no additional costs for suppliers. 
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Additional Resources 

Important sites and contacts: 
 
 General Information: www.aon.com > About Aon > Supplier Information 

 
For any issues and questions regarding Coupa Supplier Portal and invoices and 
payments: Global Spend Management Helpdesk gsmhelpdesk@aon.com  

 
 Coupa resources for suppliers: https://success.coupa.com/Suppliers 
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Invoicing Options 

 Vendors have to options to integrate with Coupa electronically and submit their 
invoices. 
 

 
• Supplier receives a message from 

Coupa about a new PO to their mailbox 
. 

• It is possible to create invoices directly 
from the e-mail. 

PO Flip 

• Supplier is linked to the online tool. 
• It is possible to create invoices, review 

orders history and track payment 
status. 

•CSP facilitates communication, as a 
vendors may check large number of 
details themselves. 

Coupa 
Supplier 

Portal 
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PO Flip 
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PO Flip 

 Using this option, you will receive a Purchase Order to the indicated e-mail address. 
 In the message there are buttons which allow you to take an action. 
 It is not possible to create a credit note using PO flip. 

 

 “Create Invoice” – allows to 
create an invoice directly from 
this message. 

 “Acknowledge PO” – lets a 
requester know that a supplier 
received this message – not 
obligatory. 

 “Add Comment” – if something 
is wrong or if supplier wants to 
notify a requestor about 
something. 



PO Flip – create an invoice 
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 After clicking a “Create Invoice” button, you are automatically transferred to Create Invoice view in Coupa. 

 You can add attachments (e.g. an excel file) or scan of an invoice.  If necessary,  please attach a scan in the  

“image scan” section in PDF. 
 

 Remit-To Address and Ship From 

Address have to be chosen by a 

supplier. 

 When creating an invoice for the first 

time, the system will ask you to create 

a Remit-To address. 

 If you have only one Remit-To, it will 

be set as a default. 



PO flip– create invoice 
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 Every PO line stands for different 
product ordered. 

 To invoice a PO partially: 
 Change quantity (for a quantity 

based PO) or price (for a service 
based PO). 

  Delete chosen line.  
 For taxation you can: 

 Enter a general Tax in “Tax 
Description” at the bottom of 
the page – it will be applicable 
to all the lines. 

 Select “Line Level Taxation” to 
choose different tax rate for 
each line. For some countries 
line level taxation is required 
and in such a case, a vendor 
does not see a general tax field. 

 For each country there are different 
rates available. For U.S. the only rate is 
0% and then a vendor has to enter the 
tax rate himself. 

 For suppliers from certain regions a 
word “Tax Description” is substituted 
with “VAT Rate”. 

 
Remember to always click “Calculate” 
after changing any value on an invoice. 
You can delete this invoice, save it as draft 
or submit it to your client. 
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How to connect to CSP? 
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How to get connected to CSP? 

 Each of the below steps must happen before a supplier can properly interact
with Aon:

Transact 
with Aon 

• Receive POs
• Invoice
• View payment

details

Update 
Account 

• Add users
• Update profile
• Merge accounts

Accept 
Invitation 

to CSP 

• Will come from
“Supplier Coupa
Enablement”

• Will be delivered
to the primary
contact

• May land in junk
mail

• Must be a unique
email address

Update 
Contact 
Details 

• Notify Help Desk 
team of key 
contacts*

• Primary contact,
PO email, invoice
email, banking
details
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Profile update 



Profile update 

 Information included in your profile is visible in the main page when you log in to CSP. 
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Profile update 

 You can set up your profile as public or adjust it to each client separately. 
 Address and contact information can be updated directly via CSP. Only bank details cannot be 

changed this way. 
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Profile update 

 Choosing “Edit profile” you can update general information about your company. 

 Here you can choose if you update your public profile or one visible for a specific client. 

 Obligatory fields are marked with a red asterisk (e.g. Name, Address, Primary Contact). 
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Receive & view orders 
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Receive & view orders 

 Click “Orders” in the menu bar - you can review Purchase Orders you received 

 You can choose to review orders from your different customers. 

 Here you can also Configure PO Delivery – if you are interested in this option please contact 

gsmhelpdesk@aon.com 
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Receive & view orders 

 Select a relative PO by clicking on its number in “PO Number” column. 

 Use the search menu to find the PO. 



Receive & view orders 
 You can check PO details and shipping 

address. 

 Click the “Acknowledged” checkbox to 

notify customer that you have received 

the PO. 

 The “Invoiced” section tells you if some 

part of the PO has already been invoiced 

or not (in case of multiple invoices). 

 Click on “Advanced” button to filter the 

order lines. 

 By using “Sort by” you can adjust the 

lines view by sorting them. 
 

 

19 

You can also: 

 Print the PO 

 Create invoice directly from this 

page 

 Add a comment for a requestor 
 



Receive & view orders – create invoice 

20 

 To create invoice, click a gold coin icon in the column on the right OR the “Create Invoice” button 

when viewing PO details. 

 “Create Invoice” form will appear and the system will ask to choose a Remit-to address. When 

attempting to create an invoice for the first time, you will be requested to  navigate to “E-invoicing 

set-up” to set up a Remit-to address. 

If there is only one Remit-To address, 
the system sets it as a default one and 
will not ask you for it every time. 



Receive & view orders – create invoice 
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 All fields marked with a red asteriisk have to be filled. 

 You can add attachments (e.g. an excel file) or scan of an invoice.  If necessary,  please attach a scan in 

the  “image scan” section in PDF. 
 

 Remit-To Address and Ship 

From Address have to be 

chosen by a supplier. 

 These addresses can be 

managed in the “E-

invoicing setup” tab in the 

“Admin” section. 



Receive & view orders – create invoice 
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 Every PO line stands for different 
product ordered. 

 To invoice a PO partially: 
 Change quantity (for a quantity 

based PO) or price (for a service 
based PO). 

  Delete chosen line.  
 For taxation you can: 

 Enter a general Tax in “Tax 
Description” at the bottom of 
the page – it will be applicable 
to all the lines. 

 Select “Line Level Taxation” to 
choose different tax rate for 
each line. For some countries 
line level taxation is required 
and in such  case, a vendor does 
not see a general tax field. 

 For each country there are different 
rates available. For U.S. the only rate is 
0% and then a vendor has to enter the 
tax rate himself. 

 For suppliers from certain regions a 
word “Tax Description” is substituted 
with “VAT Rate”. 

 
Remember to always click “Calculate” 
after changing any value on an invoice. 
You can delete this invoice, save it as draft 
or submit it to your client. 

 



Receive & view orders – create credit note 
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 To create invoice, click a red coin icon in the column on the right. 

 “Create Credit Note” form will appear and the system will ask to choose a Remit-to address 

(see: E-invoicing set-up), as for “Create Invoice”. 

 



Receive & view orders – create credit note 
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 All fields marked with a red asterisk have to be filled. The form looks similar to the one for 

creating an invoice. 

Enter a number and date 
of the original invoice. 



Receive & view orders – create credit note 
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 To enter negative value, add  
“-” in the “Quantity” field (for a 
quantity based PO) or “Price” 
field (for a service based PO).  
 It is also possible to modify 

quantity,  value or to delete 
line, as explained before in 
“Create Invoice” 

 
Remember to always click 
“Calculate” after changing any 
value on an invoice. 
 
You can delete this invoice, save 
it as draft or submit it to your 
client. 

 

 



Receive & view orders – Order Lines 
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 An “Order Lines” tab in the “Orders” section allows to you see a list of all lines from the orders 

received by your company.   

 Thanks to this option, a supplier can review which product categories are purchased and create 

a report for analysis purposes with “Export To” option. 
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Invoices 
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Invoices 

 Click “Invoices” in the menu bar - you can review Invoices submitted by you. 

 If you have multiple customer accounts linked to CSP you can select different customer 

invoices view. 

 A report can be created by clicking on “Export to” button. 
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 You can select different view of invoices or create your own and can see payment 

status of your invoices.  

 If you want to see invoices for particular status then you can export file. 

 Under View tab, you can view Payment Information, Paid invoices etc. 
 

Invoices 
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A supplier can view the following invoice statuses in the CSP: 

 

 Draft – Draft invoice that has not yet been submitted. 

 Processing – Invoice that is between invoice being submitted by the 

Supplier and the submission being recorded in Aon’s instance. 

 Pending Approval – Invoice undergoing any Aon-internal process to 

allow final approval.  This could be pending receipt or pending approval. 

 Disputed – Invoice that is currently being disputed by the business or AP. 

 Approved – Invoice that is approved and ready for payment as per the 

pay terms or immediately if overdue. 

 Voided - Invoice voided after being fully approved and processed. 

Invoices 



Catalogs 
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Catalogs 
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 Click “Catalogs” in the menu bar - The catalogs page is where you work with 

catalogs for your customers such as Aon.  

 Within Coupa, a catalog is a collection of items. You can create as many 

catalog records as you like, but each catalog has to be approved by Aon before 

it can be included in Coupa search results.  



 If you are interested, please follow  the below attached detailed instruction for Catalogues. 
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Catalogs 

You can also Configure Punch-out –  a punch-out is a form of integration between a supplier’s 
website and Coupa.   
 
If you are interested in this option please contact gsmhelpdesk@aon.com 



Admin 
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Admin 
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 Click “Admin” in the menu bar – you can edit your user information, Invite users to 

your CSP, Add Remit-To address, merge requests, can setup E-Invoicing etc. 



 If you want to invite another users then click on “Invite User”. Fill “Email” tab and select the 

permissions and customers and then click “Send Invitation”. 

36 

Admin 



 If you want to merge your Aon CSP account with another company CSP account then enter 

the email address and click “Request Merge”. 
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Admin 
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CSP – how to merge accounts 

 To request a merge, type in the e-mail address of a person whose mailbox is linked to 

other Coupa profile. 

 Click “Request Merge”.  

 Here you have to choose who will 

be the owner of the merged 

account – you or the person you 

are inviting. 

 Add a note for an invited person. 
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CSP – how to merge accounts 

 The person, you sent a request to, will receive an e-mail from Coupa and notifications 

the CSP account. 

 Also, information about a new merge request, will be visible on the main page in the 

“Merge Accounts” section and in the “Merge Requests” tab in “Admin”. 
 
 
 

By clicking on “Respond” on “Accept Merge” button,  a further action can be taken. 
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CSP – how to merge accounts 

 Here the system informs about the consequences of accepting a merge requests – who the 

account owner will be. 

 A request can be either accepted, 
cancelled or rejected. 

 To accept it, a checkbox above has 
to be marked. 
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CSP – how to merge accounts 

 After the merge, any linked customers will be converted to the new account.  

 Users from both main and merged account are visible in the “Users” tab in the “Admin” section. 

 In the main menu sections, there is a “Select Customer” option. You can choose which 

company’s profile you want to work on e.g. create an invoice, view orders or change profile. 
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CSP – how to merge accounts 

 The “Merge Accounts” section is also available in the main page when an user logs into the 

portal. 

 The Coupa system automatically suggests a possible merge based on the e-mail domain. 
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Admin 

 Once you log into Coupa Supplier Portal, suppliers can start setting up their account for invoicing 

in our new setup area that will guide them through the process.  

 To setup a legal entity in order to create an Invoice, click “Add Legal Entity”. Follow the commands 

on the screen that will guide you to add a legal entity and information about your business. 
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Admin 

 Fill the red asterix fields (e.g. Legal Entity Name, Country, 

Co registered number, VAT ID etc.) and click on Continue.  

 The address which is being created will be by default used 

as Remit-to and Ship From address. If you uncheck these 

boxes, after choosing “Continue”, there will be an option 

to add other Remit-to and Ship From address. 

 Once all the fields are updated then click on “Save & 

Continue”. 

 



Admin 
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 If you unchecked box “Use this for Remit-to” at the earlier stage, you will see this view. 

 If you want to modify or to add another Remit-To address then click on Add Remit-To and fill 

all red asterix fields and click on Done. 



Admin 
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 If you unchecked box “Use this for Ship From address” at the earlier stage, you will see this view. 

 If you want to modify or to add another Ship from address then click on Add Ship From and fill all 

red asterix fields and click on Done. 
 



 You will receive below message which shows Legal entity can be used on new invoices. 

47 

Admin 



Admin 
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 Remit To – You can view your remit to address. In case you want to make 

changes in your remit to address then click on E-Invoicing Setup. 
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Account Settings 
& Notification Preferences 



50 

Account Settings & Notification Preferences 

 You can access “Account settings” by clicking on your account login in the upper right corner of 

the screen. 

 Here you can change your account settings. 
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Account Settings & Notification Preferences 

 In “Notification Preferences” section it is possible to manage your notifications. 

 If you want to be notified about a particular thing, just check a way you would like to receive messages. 

 Notifications are turned off by default. 
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 To receive SMS Notifications, validate your phone number in this section. 

 Enabling Two-Factor Authentication, will allow you to use another form of identification to 

access your account and improve security (For more information visit Coupa site). 

Account Settings & Notification Preferences 

https://success.coupa.com/Suppliers/For_Customers/Toolkit/Document_Exchange/The_Coupa_Supplier_Portal/Coupa_Supplier_Portal_Two-Factor_Authentication


Thank you! 
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