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Coupa

Overview & Getting Started
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Understanding Coupa

• HAH utilizes Coupa as their AP Procurement/Procure-to-Pay tool 
• This means HAH employees use Coupa to place orders for product and 

services, then pay those suppliers with an automated process

• High Level Process Map of Coupa:
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Partner with HAH

Becoming an Active Supplier
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Becoming an Active Supplier

Internal Process (Help At Home’s responsibility):

• The HAH Employee that you have worked with for purchasing will initiate 
the onboarding process internally

• Once this internal request has been reviewed and approved, an invite to 
join Coupa will be emailed to the Supplier’s primary contact provided by 
the HAH Employee 

External Process (Supplier’s responsibility):

• Complete the emailed invite (utilizing the steps in this guide)

• If requested, answer any additional questions from HAH

• Await confirmation email with subject, “Requested Supplier: 
CompanyName is now Active”

Note: 
❖ Coupa is free 

to you as the 
supplier



Preparation

Documents Required for Onboarding
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What is required prior to joining Coupa? 

Before you set up your Coupa Supplier Portal account, have the below documents ready 
to attach, when prompted. 

1. Signed Master Service Agreement (MSA) or Contract
• If not, upload a blank document stating “No MSA”

2. Completed Form W-9 
• Form Name: Request for Taxpayer Identification Number and Certification

• Go to www.irs.gov/FormW9 for instructions and the latest information

3. Bank Verification document
• Document types accepted

• Voided Check

      OR

• Official Letter from Bank confirming:

• Account Holder Name

• Account Number

• Routing Number

Note: 
❖ Utilizing a Desktop/Laptop is preferred
❖ Supported web browsers (latest version): 

❖ Google Chrome
❖ Mozilla Firefox
❖ Microsoft Edge

http://www.irs.gov/FormW9


Joining Coupa

Supplier Onboarding
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Supplier Onboarding

Step 1:

     The Supplier’s primary contact will 
receive an invite from:

Coupa Supplier Portal 
do_not_reply@supplier.coupahost.com

Step 2:

      Select “Join and Respond”

      

Note: 
❖ This may arrive in 

your Junk/Spam 
folder

mailto:do_not_reply@supplier.coupahost.com


Step 3:

     Edit and complete any required fields below

Step 4:

     Review and confirm Coupa’s

Privacy Policy and Terms of Use

Step 5:

     Once complete,

Select “Create an Account”
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Supplier Onboarding cont.

Note: 
❖ Coupa is no charge to you as the supplier



Step 6:

     If possible, you may fill out the 
“Join an Existing Account”. If not, 
Select “No, continue creating a new 
account”

Step 7:

     Select, “Next”
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Supplier Onboarding cont.

Note: 
❖ Most Suppliers 

will need to 
create a new 
account



Step 8:

     Complete all required fields below

Step 9:

     Select, “Next”
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Supplier Onboarding cont.



Step 10:

     Continue to follow and complete the required fields below

Step 11:

     Select, “Next”
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Supplier Onboarding cont.

Note: 
❖ Tax ID should 

match your 
Form W9



Step 12:

     The address you entered from 
Step 8 will auto populate here. If 
necessary, correct anything to align 
with your companies Invoice–From 
Location

Step 13:

     Select, “Next”
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Supplier Onboarding cont.



Step 14:

     Enter in your Pay–To Location 
(Remit–To) in all required fields 
below

OR

     Select the drop down to 
populate the “Same as Invoice-
From Location” (determined in 
Step 12)
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Note: 
❖ Only do this if addresses 

are the same

Cont.



Step 15:

     Once complete, Select, “Next”

Step 16:

     Input your Ship–From Location in 
all required fields

           

     Select the drop down to populate 
a previous address type and select 
accordingly
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Supplier Onboarding cont.

Note: 
❖ Only do this if a 

previous address is 
the same

OR



Step 17:

     Once complete, Select, “Next”

Step 18:

     Complete all fields 

Step 19:

     Attach your Bank Verification 
document by selecting “Choose Files” 
and browse your device and select the 
appropriate file

Step 20:

     Once complete, Select, “Next”
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Supplier Onboarding cont.

Note: 
❖ Wire Routing Number and SWIFT/BIC 

Code are not required
❖ If no SWIFT/BIC Code, you must 

select the box underneath that field 

PDF format 
required



Step 21:

     Select, “Take Me There”
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Supplier Onboarding cont.



Step 22:

     From this page, complete all 
applicable fields

Step 23:

     Attach signed MSA/Contract 
by selecting “Choose Files”, then 
browse your device to select the 
appropriate file
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Cont.

Note: 
❖ Primary Address: must 

match the address on 
Form W9

If not applicable, attach a 
blank document titled 
“No MSA”



Step 24:

     Continue to fill in all required fields or make any changes to the contact if necessary
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Supplier Onboarding cont.

Note: 
❖ Located in 

Box 3 on 
Form W9

When a PO is 
created, this email 
address receives 
the order



Step 25:

     Select the drop down to chose W9 (or W8 for Foreign entities)

Step 26:

     Then Select, “File” to browse your device for your tax document and attach

Step 27:

     Select, “Add Remit-To”
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Supplier Onboarding cont.



Step 28:

    Select “Choose”, to populate details 
previously entered in Step 14

    If previously entered details are not 
correct, select “Create New Remit-To 
Address” and complete all required 
guided steps and fields 
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Supplier Onboarding cont.

OR

Note: 
❖ The Remit-To Address is 

where electronic payments 
will be received



Step 29:

    Continue to fill in all required fields

Step 30:

    Attach your Bank Verification document by 
selecting “Choose Files” and browse your device and 
select the appropriate file
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Supplier Onboarding cont.



Step 31:

    Select the Supplier Code of Conduct document to download to your device for review

Step 32:

    Once reviewed, Select “Yes” to agree and confirm 
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Supplier Onboarding cont.

Note: 
❖ If you are unable to download and review, 

contact Coupa@helpathome.com for a copy

mailto:Coupa@helpathome.com


Step 33:

    Review the Payment Notice to Suppliers, Select “Check Box” to agree and confirm

Step 34:

    Select, “Submit for Approval” 
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Supplier Onboarding cont.

Before selection, ensure all 
details entered are correct 
along with attached documents

Action
Complete



Invoicing

Submitting an Invoice
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Step 1:

    Go to https://supplier.coupahost.com/

Step 2:

    Enter your Login information

Step 3:

     Select “Login” 
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Submitting an Invoice

https://supplier.coupahost.com/


Step 4:

    Select, “Orders” located in the blue header

Step 5:

    Ensure Help at Home is your selected customer; if it is not, select the drop down and choose Help at Home
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Submitting an Invoice cont.



Step 6:

    Locate the PO that needs invoice submission, then select the gold coins for that line
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Submitting an Invoice cont.

Note: 
❖ If there are multiple invoices for one PO, each invoice 

needs to be submitted individually. You can do this by 
repeating the processes, starting at Step 4.



Step 7:

     In the From Section, ensure all Addresses are populated and all information is correct. If not, select the 
magnifying glass icon        to edit and update accordingly

Step 8:

     In the General Info section, complete all required fields
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Submitting an Invoice cont.

Must match 
invoice date on 
attachment for 
timely 
payment

PDF or Image format 
required

Note: 
❖ PO # required on 

attached invoices



Step 9:

    Ensure all details within the Line section are accurate for item/service pricing, per the invoice
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Submitting an Invoice cont.

Additional lines 
can be added here, 
if item/service is 
missing

Note: 
❖ Full amount of PO populates in the 

Price field, adjust if invoice amount 
is less or multiple invoices required



Step 10:

    Enter any applicable Shipping, Handling, and 
Tax amounts in the corresponding field(s). Select, 
“Calculate” to refresh totals

Step 11:

    Once reviewed and all details are correct, 
Select “Submit”
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Submitting an Invoice cont.

Note: 
❖ Total should match 

attached invoice



Step 12:

    Select, “Send Invoice” to complete submission

Step 13:

    Once any errors are corrected and the invoice was submitted correctly, the below message will appear
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Submitting an Invoice cont.

Action
Complete



Payment

Invoice Status
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Step 1:

    Go to https://supplier.coupahost.com/

Step 2:

    Enter your Login information

Step 3:

     Select “Login” 
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Invoice Status

https://supplier.coupahost.com/sessions/new


Step 4:

    Select, “Orders” located in the blue header

Step 5:

    Ensure Help at Home is your selected customer; if it is not, select the drop down and click on Help at Home
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Invoice Status cont.



Step 6:

    Locate View, ensure “Payment Information” is selected 

Help at Home LLC. All rights reserved. 38

Invoice Status cont.

Look here to see if an invoice has 
been paid and consult the Payment 

Information column for details

Status Definitions
Draft Remains editable, not yet submitted

Pending Approval Processing with HAH

Approved To be Paid or Paid

Disputed Incorrect, supplier action required

Voided Incorrect, resubmission required
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