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1. Invitation message 

In order for SoftServe to assess the capabilities of cooperation with your company, 

you need to go through the registration and verification procedure. 

In your email you will receive the letter from Coupa Supplier Portal with details. 

Inside will be a brief description of what to do and a link to the e-questionnaire. 

Example of the letter 
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For your convenience, there are two options: 

The first is to fill in the application form without registration and creating a profile 

on the Coupa supplier portal. In this case, the system will open an electronic 

questionnaire, in which you need to enter the necessary information. 

The second is to join the Coupa Supplier Portal (CSP). This portal is completely free 

for suppliers. In this case, you will be able to: 

• Create your profile and use various options (for example, receive orders, 

maintain catalogs of your products, send invoices, track the payment for the orders, 

etc.). 

• After registration, you will have access to a database of customers who also use 

the Coupa worldwide. You will be able to send requests for cooperation, and all your 

products or services will be available for all users of the portal. 

 

2. Respond Without Joining 

After you press Respond Without Joining, the system automatically opens a 

window with an additional question. 

Choose your country from the dropdown. If you cannot find your country in the list, 

choose the International option. 

 

 

 

 

 

 

 

 

 

The system automatically opens the window with the appropriate questionnaire. 
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Example of the questionnaire 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After you press Submit: 

Field “Company name” is auto filled by default, but 

you are able to make changes if needed. 

Field “Primary address” here you need to 

provide the legal registration address of your 

company. 

Please, pay attention to the mandatory fields, 

they are marked with a red star. 

Field “Primary contact data” is auto filled by 

default, but you are able to make changes if 

needed. 

Follow the link and read our 

documents for the suppliers, to know 

better SoftServe's rules and 

expectations. 

After you filed in need information check it and press Submit. 

Field “Registration number” here you need to 

provide your company’s registration number. 
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- If everything is clear, system shows a warning message to confirm your 

answers. In this case press OK. 

Example of the warning message 

 

- If any mistake, the system highlights the place where you missed filling in the 

information. Please, add the needed information and press Submit. 

Example of the typical mistake 

 

 

 

 

 

 

 

 

 

In this case, you need to press Add Remit-To, and the system opens the table 

where you need to provide the required information.  
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3. Join and Respond via Coupa Supplier Portal 

If you choose this option, you need: 

- create an account on Coupa supplier portal. 

Example of the account creation  

 

 

 

 

 

 

 

 

 

 

 

 

- After you press Get Started, the system automatically opens window with 

additional questions. 

Example of the additional questions 

 

 

 

 

 

 

 

 

 

Field “Email” is auto filled by default, you 

cannot change it here. 

Create the Password, confirm it and accept 

the Privacy Policy. 

To continue press, Get Started. 

Field “Company name” is auto filled by default, but 

you are able to make changes if needed. 

In the part of address information here you need to 

provide the legal registration address of your 

company. 

Please, pay attention to the mandatory fields, they 

are marked with a red star. 

After you filed in need information check it and 

press Next. 
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- System opens your company profile. 

Press Notification to see all requests and messages. 

Example of the company profile  

 

The system shows all new requests or messages for you in the Notification tab. 

- To see information or action what you need to do press on needed message. 

Also, here you have possibility to manage notications: 

Use View - to sort all your notifications into different categories; 

Use Delete – to drop chosen notification; 

Use Mark as Read – to mark a chosen notification as read without opening. 
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- System automatically opens new questionnaire or message. 

- In the case of questionnaire, choose your country from the dropdown. If you 

cannot find your country in the list, choose the International option. 

-  

-  

-  

-  

-  

-  

-  

-  

-  

- The system automatically opens the window with the appropriate 

questionnaire. 
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Example of the questionnaire 

 

 

  
Field “Company name” is auto filled by default, but 

you are able to make changes if needed. 

Field “Primary address” is auto filled by default, 

but you are able to make changes if needed. 

Please, pay attention to the mandatory fields, 

they are marked with a red star. 

Field “Primary contact data” is auto filled by 

default, but you are able to make changes if 

needed. 

Follow the link and read our documents for 

the suppliers, to know better SoftServe's 

rules and expectations. 

Field “Registration number” here you need to 

provide your company’s registration number. 

To submit your answers press, Submit for Approval. 

Pay attention if you did not submit your answers requestor will not receive them. 
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4. Communication via onboarding process 

In the comments section you have possibility to communicate with requestor. 

Enter your message into the comment section and press Add Comment. 

Example of the communication 

 

 

- After you Submit answers system sends you notification that your company’s 

information was changed. 

- If cooperation approved, you receive message: 

 

 

 

 

 

 

 

- If cooperation rejected, you receive message: 

In the Attachments you have possibility to add 

document. 
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In case, you have any questions you can send them on an Email 

vendormgmt@softserveinc.com 

 

 

 

 

 

 

 

 

 

5. Video guides how to use Coupa Supplier Portal (CSP): 

• Coupa supplier portal (CSP) introduction 

• Your Coupa supplier portal (CSP) profile 

• Coupa supplier portal help messages 

• How to administrate your CSP profile? 

• How to view announcements on your CSP profile? 

• How to view received orders on your CSP profile? 

• How to create invoices on your CSP profile? 

• How to create catalogs on your CSP profile? 

• How to set payment preferences (static discounting) on your CSP profile? 

• How to create one-Click Savings on your CSP profile? 

 

mailto:vendormgmt@softserveinc.com
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Intro
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Profile
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Help
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Admin
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Announcements
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Orders
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Invoices
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Catalogs
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Set_payment_preferences_(static_discounting)
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#One-Click_Savings

