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Introduction 

We are excited to offer suppliers the ability to connect with VMware through Coupa Supplier Portal (CSP).   

Benefits of Coupa Supplier Portal  

• Manage your company information 

• View and manage purchase orders 

• Create and manage invoices (dependent on country regulations) 

• Receive real-time alerts and updates 

Resources 

If you do not have access to CSP or wish to update the invitation/access to an alternate contact, please reach out to 

vmwsuppliers@vmware.com. If you have any questions, please do not hesitate to contact us. We thank you in 

advance for your cooperation.  

o Coupa CSP Support 
o VMware's Procure to Pay Site  
o VMware Global Invoice Submission Guidelines 

 

  

mailto:vmwsuppliers@vmware.com
https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal
https://www.vmware.com/company/procure-to-pay.html
https://www.vmware.com/content/dam/digitalmarketing/vmware/en/pdf/company/vmw-vmware-global-invoice-submission-guidelines.pdf
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Supplier Registration and Access 

Supplier Registration 

1. Supplier contact receives automated email with specialized link to join and connect with VMware through 
CSP. Please click on link at the end of the email to access CSP – ‘Join Coupa’. 
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2. Suppliers contact update and complete account set up* 
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Supplier Access 

Access CSP through - https://supplier.coupahost.com/  

• Suppliers log in with credentials  

 
 

 

 

https://supplier.coupahost.com/
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Invite Additional Users for CSP Access 

VMware can only invite a single user to connect through CSP. Once connected the single user can invite additional 

users. 

Access ‘Setup’ from header bar  

1. Click ‘Invite User’  

 

2. Update  
a. First Name, Last Name, Email  
b. Permissions 
c. Customers  
d. Send invitation  
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3. CSP Notification  
a. Existing CSP Account  

i. Email confirmation of CSP connection to VMware 

 

 
b. New Account  

i. Email invitation to join CSP  
ii. Join and complete Coupa registration 
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Help Tour and Online Help 

In top right-hand corner supplier can hover over ‘HELP’ and select Help Tour and Online Help for training materials. 

Manage Notifications 

View Notifications 

1. Click on ‘Notifications’ to view all notifications  

 

Manage Notification Preferences 

 
1. Click ‘Notification Preferences’ to update preferences 

 

  

https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal
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Manage Supplier Information  

VMware’s supplier information details are not same as Coupa Profile.  

1. Click on ‘Profile’ on header bar 
2. Click ‘Information Requests’ to update customer profile  
3. Select ‘VMware’  
4. Update information and submit 
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Manage Legal Entity   

Legal entity is required to be set up for invoice submission.  

Access Legal Entity Set Up 

 

 

Create Legal Entity 

Click on ‘Add Legal Entity’ from ‘Admin’ setup or can add from the invoice creation prompt.  
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Manage Purchase Orders  

1. Click on ‘Orders’ on header bar 
2. Select Customer ‘VMware’  
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3. View Purchase Orders (PO) 

a. View list of all POs  
b. Click on PO to view details 

4. Actions – create invoices and create memo against open PO 

a. Click  to create Invoice  

b. Click  to create Credit Memo  

 

Note: CSP PO are for reference only. Official VMware PO are sent via email from procurement@vmware.com. If you 
have not received the official PO, please reach out to requester or procurement@vmware.com.  
 

View Purchase Order  

Click on PO from order screen 
 

mailto:procurement@vmware.com
mailto:procurement@vmware.com
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Invoice can be created/flip from PO screen. 
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Manage Invoices 

Create Invoice 

VMware only allows invoice creation against a valid PO.  

 

1. From the PO line screen - click  to create Invoice  

2. Select Legal Entity, Remit-To, and Ship From Address 
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3. Update invoice details 

a. Header Details:  

i. Invoice #* - Same as supplier issued invoice number  

ii. Invoice Date* - Previous or current date only, no future date  

iii. Payment Terms - Preset by VMware based on standard terms or approved terms 

iv. Currency* - Should be same as PO  

v. Status  

vi. Shipping Term  

vii. Supplier Note* - Invoice description  
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viii. Attachment* - Copy of invoice is required to be uploaded. Must still adhere to VMware Global 
Invoice Submission Guideline.  

Under the image scan, you need to attach a pdf copy of the invoice. The file types that are 
supported, which are: PNG, GIF, JPG, JPEG, JPEG, TIFF, or PDF.  

1. Click on File  

a. Browse and upload or 

b. Drop file  

b. Lines Details:  

i. Description* - Defaulted by PO  

ii. Price* - Must not exceed the funds available on PO. If additional funds are required, please 
partner with VMW business partner to add funds prior to submission of invoice  

iii. Supplier Part Number – If applicable 

c. Total & Taxes  

i. Update Tax if applicable  

1. Tax Code – leave blank  

2. % - leave blank 

3. Amount – Update as needed  

4. Click on ‘Calculate’ to update total invoice amount  

5. Click on ‘Submit’  

6. Confirm invoice submission – Click ‘Send Invoice’  

 
  

https://www.vmware.com/content/dam/digitalmarketing/vmware/en/pdf/company/vmw-vmware-global-invoice-submission-guidelines.pdf
https://www.vmware.com/content/dam/digitalmarketing/vmware/en/pdf/company/vmw-vmware-global-invoice-submission-guidelines.pdf
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Click on ‘Invoices’ from header  
VMware only allows invoice creation against a valid PO. Clicking on create invoice or credit note will route you to the 
orders screen. 

 
 

View Invoice  

Status  

a. Draft – Not submitted yet by the Supplier (can be edited and submitted) 

b. AP Hold – Pending VMware AP review and validation  

c. Pending Approval – Submitted and pending VMware stalkholder approval  

d. Approved – Approved and scheduled for payment   

 
Dispute Reason  

Invoice will be disputed if it is not in compliance with VMware’s Global Invoice Submission Guideline.  
Action required –  

a. Supplier to review reason and resubmit invoice with correct  

 
Scheduled Payment Date 

Upon approval, scheduled payment date will be updated.  

https://www.vmware.com/content/dam/digitalmarketing/vmware/en/pdf/company/vmw-vmware-global-invoice-submission-guidelines.pdf
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Create Custom Views 

Custom view of orders and invoices can be created by customers 
 

1. Click ‘View’ 

2. Select ‘Create View’ 

3. Create name of custom view  

4. Select visibility  

5. Drag and drop selectable fields 

6. Save – new view will be selectable from drop down list 
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FAQ 
Coupa Supplier Portal FAQs 

Access 

1. How much does it cost to join the CSP? Coupa does not charge suppliers to use the CSP. 
 

2. Where do I register for the CSP? You will receive an email invitation with information and link to registrar  for 
CSP or visit https://supplier.coupahost.com  to registrar with the same email address you provided to VMware.   
 

3. Why did I not receive the email invitation to join Coupa? Please check your spam/junk email folder. Emails 
sometimes get flagged as spam. If you still cannot find the email invitation, you can register instead. However, if 
you register, make sure to use the same email address to register that your customer used to invite you. 

 
4. Why can I not register for the CSP? Please write to supplier@coupa.com. 

 
5. How do I register if the admin/owner of the CSP account left the company? To update the connect with 

VMware, please reach out to vmwsuppliers@vmware.com. VMware will validate the new contact and unlink the 
previous connection(s). New invitation to connect with VMware on CSP will be sent.  

 
6. Where do I sign in to the CSP? http://supplier.coupahost.com  

 
7. How do I cancel my CSP account? If you are no longer doing business with the customer who set you up on the 

CSP, ask the customer to make you inactive in the system. 
 

8. What do I do if I am locked out of the CSP? Using two-factor authentication protects you against fraud. For 
more information, see Enable or Disable Two-Factor Authentication. If you do not have your six-digit backup 
validation code, contact your customer who will ask you to fill in a declaration form and provide either a copy of 
your photo ID or passport or your CSP login email to verify your identify.  

 
9. Why did I not get the password reset emails? Check your spam/junk email folder. Emails sometimes get flagged 

as spam. If you still cannot find the email, write to supplier@coupa.com. 
 

10. Why can't I log in to the CSP? Make sure you have followed the instructions in Log in to the CSP. If you still have 
issues, reset your password. If the problem persists, write to supplier@coupa.com. 

 
11. Why can't I log in after resetting my password? Check if you are using the correct URL: 

https://supplier.coupahost.com. Sometimes users bookmark the password reset URL (instead of the login URL) 
or bookmark a test site. If the problem persists, write to supplier@coupa.com. 

 
12. How can I log in if I forgot my two-factor authentication code, the code is not working, or I lost my device? If you 

do not have them, contact your customer. For more information, see Log in with two factor authentication. If 
you cannot log in because of missing two-factor authentication codes, try to find and recover them first by using 
Google Authenticator or your device for text messages (SMS) to get new codes, or by using backup codes that 
you were told to copy or write down. If you lost your codes, contact your customer or supplier@coupa.com. You 
need to provide proof of identification to ensure security of spend-related transactions for you and your 
customer. For more information, see Log in to the CSP. 

 
13. What do I do if I am not the admin/owner of my CSP account but I cannot log in or do not have full access? 

Contact your admin to activate your account or set your permissions. Some users in the CSP have more power 
to activate and deactivate users, and decide which customers and types of information they can access (for 
example, invoices but not orders or catalogs). Contact those admins to see why your access is not correct and 
have them fix it. If this is not possible, contact supplier@coupa.com. 

 
14. Why do I get the "unauthorized or expired account" error? Your customer has probably deactivated a setting on 

their end. Contact your customer to find out if this was intentional. ask them to check your supplier record or 
your supplier user in the system. If they cannot solve the problem, they can contact Coupa support. 

 
15. What do I do if I receive the "We're sorry, but something went wrong" error? Contact your customer and ask 

them to open a support ticket because something is wrong on their end with a configuration or an update that 
they need to resolve with Coupa support. 

 

https://supplier.coupahost.com/
mailto:supplier@coupa.com
mailto:vmwsuppliers@vmware.com
http://supplier.coupahost.com/
mailto:supplier@coupa.com
mailto:supplier@coupa.com
mailto:supplier@coupa.com
mailto:supplier@coupa.com
mailto:supplier@coupa.com
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16. Who may I reach out to if I have questions about my details updates? Please reach out to VMware’s Supplier 
Data Management team at vmwsuppliers@vmware.com if you have any questions regarding onboarding and 
maintenance. 

Supplier Onboarding/Maintenance 

17. How do I complete the onboarding process? Once you receive the invitation and have registered for CSP, you 
will need to update your VMware profile. Profile>Information Request>Select Customer – VMware> Complete 
‘Supplier Onboarding and Maintenance Form” and submit.  
 

18. How do I update my banking information? You may update bank details in your VMware profile. If the option is 
not available, please reach out to vmwsuppliers@vmware.com and request they initiate a maintenance request 
to your CSP profile. 

Orders 

19. What is the purpose of a PO acknowledgement by the supplier? You can let your customers know that you have 
received the order. VMware does not leverage this field.  
 

20. What do I do if my purchase order is closed and cannot be invoiced against? If the PO is valid, please reach out 
to your VMware stalkholder or procurement@vmware.com. 

 

Invoicing 

21. How do I submit/create an invoice? On the main menu, click on the Orders tab. If you are connected to more 
than one Coupa customer, select VMware from the dropdown menu. In the PO table that appears, choose the 
PO you want to invoice, and then click on the gold coin icon to create an invoice.  
 

22. How do I create an invoice that is not backed by a purchase order? VMware only allows creation/submission of 
PO backed invoice. Please ensure you received the official VMware Purchase order from 
procurement@vmware.com prior to submitting your invoice. 

 
23. How do I invoice a blanket purchase order? You can invoice multiple times against a single PO. Just click the 

gold coin icon for the PO as you normally would, and enter the amount you would like to appear on the invoice. 
The next time you want to invoice against the PO, just do the same thing. 
 

24. Why was my invoice ‘disputed’? An invoice is disputed by VMware due to non-compliance with VMware’s 
Global Invoice Submission Guideline. Please review the reason and correct the invoice prior to resubmission.  

 
25. What is VMware standard payment term? VMware standard term is NET65 from receipt of a valid. 

 
26. How do I check when my payment is scheduled? Scheduled payment dates will be updated and available on the 

invoice once the invoice is approved. 
 

27. Where can I find payment information? Once paid, you can find payment details on the invoice.  
 

28. If I use the CSP, who pays me? VMware will continue to be the payee.  
 

29. Who may I reach out to if I have any questions about my invoice? Please reach out to VMware’s Accounts 
Payable at ap@vmware.com. 

  

mailto:vmwsuppliers@vmware.com
mailto:procurement@vmware.com
mailto:procurement@vmware.com
https://www.vmware.com/content/dam/digitalmarketing/vmware/en/pdf/company/vmw-vmware-global-invoice-submission-guidelines.pdf
https://www.vmware.com/content/dam/digitalmarketing/vmware/en/pdf/company/vmw-vmware-global-invoice-submission-guidelines.pdf
mailto:ap@vmware.com
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