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Introduction 
We are excited to offer suppliers ability to connect with VMware on Coupa Supplier Portal.   
 
Benefits of Coupa Supplier Portal  

 Manage your company information 
 View and manage purchase orders (PO) 
 Create and manage invoices  
 Receive notifications of PO and invoice status (pending approval, overdue, disputed, paid)  

 
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.  
 

 VMware Supplier Master Contact: vmwsuppliers@vmware.com  
 VMware Accounts Payable: AP@vmware.com  
 CSP FAQ 

Supplier Registration and Access: 
1. Supplier receives automated email with specialized link. Please click on link at the end of the email to 

access CSP – ‘Join and Respond’. 
 

2. Supplier finalize and setup password – Changes fields, difference details are requested 

Supplier Log-In to Coupa Supplier Portal 
 CSP homepage: https://supplier.coupahost.com/  
 Suppliers will log in with email and password credentials  
 Upon successful log in, supplier will access the CSP portal below 



 

 

 

  

 

  

 

 

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 
  Click on ‘Notifications’ to view all notification  

o Receive notification to 
o Update Customer Profile  
o New POs available  
o Invoice approval and payment updates  

o Manage Notification References 



 

 

 

  

 

  

 

 
 

Complete Onboarding Required Profile Update 
 To complete the onboarding process – complete your profile for VMware. You can access this via two 

methods  
o Notification – upon new invitation, you will receive a notification to update your VMware profile.  

o Click on the hyperlink of the message  
o Profile –  

o Click on Profile 
o Click ‘Customer Profiles’ 
o Select ‘VMware’ from the drop down menu of ‘Profile’ 

 
 Complete the required information and submit  
 Once this has been submitted, VMware will review and process  



 

 

 

  

 

  

 

 

Manage Purchase Orders 
 Click on ‘Orders’ to view all POs created for supplier.  

o All POs will be displayed 
o Click on ‘PO Number’ to view purchase order 

 
Note: CSP Coupa Purchase Order 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.  
 
All POs will be displayed with Purchase Order Number, Order Date, Status – Issued/Closed/Canceled, 
Acknowledged (Supplier Action), Items, Unanswered Comments, Total, Under ‘Actions’, two options 

available for Supplier & To create invoice – click    under ‘Actions’ Column   
 

 
Flip Invoice and Submission 
 Click on ‘Orders’ button from CSP – Menu to view all POs created for supplier.  
 Under ‘Actions’, two options available for Supplier  



 

 

 

  

 

  

 

o Click  to create Invoice  

o Click  to create Credit Memo  

To create an invoice - click  to ‘Create Invoice’ 
 Enter the details, attach required invoice attachment, then click on ‘Calculate’ button, to see and 

verify the total then click on ‘Submit’  
 Click on ‘Calculate’ to update with tax and shipping cost  
 Click on ‘Submit’  
 Confirm invoice submission – Click ‘Send Invoice’  
 

Manage Invoices 
 To view ‘Invoices’, click on ‘Invoices’ tab 
 All invoices will be displayed with the following details:  

o Invoice # 
o Created Date 
o Status  

 Draft – not submitted yet by the Supplier (can be edited and submitted) 
 Pending Approval – submitted, and pending payment approval  
 Approved – submitted and approved for payment  

o PO# 
o Total 
o Unanswered Comments  
o Actions 

 Click on ‘Invoice’ to view payment status 

  



 

 

 

  

 

  

 

Coupa Supplier Portal FAQs 
Access 
 
1. How much does it cost to join the CSP? Coupa doesn't 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. For more information, see Register for the CSP 
 

3. Why don't I receive the email invitation to join Coupa? 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't I register for the CSP? If you received the email invitation with the link and can't register, 

check the I'm not a robot field. If there are any other issues, write to supplier@coupa.com. 
 

5. How do I register if the admin/owner of the CSP account left the company? Contact your IT 
department or your customer. Your IT department can sometimes grant someone temporary access 
to email to log in as the Admin that left your company, and add you as a user with full access to all 
roles and permissions. You can also have your customer change the contact information for you as a 
supplier and then "unlink" from the old admin's account, then "relink" or invite using your email. All 
the transaction data remains. Some basic company information and payment locations/details may 
need to be updated in the new account, but most of the important information and transaction 
details are carried over automatically to the new account. For more information, see Create Your 
Account. 

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

 
7. How do I cancel my CSP account? If you're 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 don't 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 don't I 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. 
 

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 don't 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 can't log in or don't 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 (forexample, 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 can't 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. 

 
16. Who may I reach out to if I have questions about my details updates? Please reach out to VMware’s 

Supplier Master at vmwsuppliers@vmware.com if you have any questions regarding onboarding and 
maintenance.   



 

 

 

  

 

  

 

Supplier 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. ProfileCompany ProfileSelect VMware from 
the dropdown 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 an 
maintenance request to your CSP profile.  

 

Order  
19. Can I set it so I can only see purchase orders that haven't been invoiced yet? Currently, you are 

unable to filter purchase orders based on their invoiced status. 
 

20. 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'd like to appear 
on the invoice. The next time you want to invoice against the PO, just do the same thing. 

21. What is the purpose of a PO acknowledgement by the supplier? You can let your customers know 
that you've received the order. Some Coupa customers like their suppliers to use that field. Ask them 
if they want you to use it. 

22. How can I view historical (closed) purchase orders in my customer's instance? Your customer can 
provide you with information on closed purchase orders. 

 

Invoicing 

23. 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. 
For more information, see Coupa Supplier Portal. 

24. How do I create an invoice that isn't backed by a purchase order? VMware only allows 
creation/submission of PO backed invoice. Please ensure you received the official VMware PO PDF 
prior to submitting your invoice.  

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? You can find it on the invoice. 

28. If I use the CSP, who pays me? Your customer, who uses Coupa, is still responsible for paying you 
directly. Coupa does not pay suppliers on behalf of buyers. 

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.  


