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What is Coupa?

Air Liquide has selected Coupa as the technology platform to streamline the procure-to-pay processes and enable electronic Purchase Order 

and  Invoice (Except Air Liquide China Suppliers) transmission.

• Coupa is a leading e-Procurement platform, connecting buyers with their suppliers.

• “Coupa is an internet-based solution capable of accommodating a variety of different systems.” (plug and play)
• The Coupa Supplier Portal (CSP) will be utilized by Air Liquide to request indirect materials and services, as well as create and 

communicate  Purchase Orders.

• The Coupa Supplier Portal (CSP) is free. There is no cost for suppliers.
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How Will You Benefit?

By working with Air Liquide electronically, you will increase your  

order-taking efficiency, reduce mistakes and delays fulfilling orders, be able  

to maintain a better presence with Air Liquide.

• Efficient Purchase Order receiving and acknowledgement

• Instant visibility to Purchase Order details

• Reduced manual paper transaction processing
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One System, Two Interaction Methods

As a supplier, you have two ways in which you can electronically interact with Air Liquide:

1. Through Supplier Actionable Notification (SAN)/Email 2. Through Coupa Supplier Portal (CSP)

Introduction to Coupa
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Transactions in Coupa Via CSP

• With the help of Coupa, Suppliers will be able to quickly receive and  

acknowledge POs, and create electronic invoices via online platform.

• As a Supplier, you will have the ability to :

1) Manage your company information

2) Configure your PO and invoice transmission preferences

3) Create an online catalog

4) View all of your purchase orders

Registration and Setup



Connection to Air Liquide via Coupa

It is imperative that all suppliers connect to the Coupa platform to transact with Air Liquide successfully. Each of the below steps must happen before 

a  supplier can properly interact with Air Liquide:

Transact  
with Air  
Liquide

•Receive POs
•Acknowledge POs
•View PO details
•Flip PO to invoice 
(Compliant 
Countries)

Update  
Account

•Add users
•Update profile
•Merge accounts

Accept  
Invitation  
from CSP

•Will come from  
“Coupa Supplier  
Portal”

•Will be delivered to  
the primary contact

•May land in junk  
mail

•Must be a unique  
email address not  
yet on file
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Contact  
Details

•Notify Supplier  
Enablement 
Team  of key 
contacts

•Primary contact,  
PO, banking  
details
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How to join Coupa Supplier Portal (CSP)? (1/2)

Below is a sample of the invitation letter that will come from Coupa Supplier Portal. Please alert your team to keep a look-out for this invitation and 

act  upon it when it is received. Be sure to click only on the direct link at the bottom of the email invitation for CSP account registration.

Registration and Setup



You will automatically be redirected to the Coupa Supplier Portal account-registration page upon clicking on the direct link in your email 

invitation:  Complete the required remaining information to register your linked CSP account.

How to join Coupa Supplier Portal (CSP)? (2/2)
Registration and Setup



Manage Account

▪ Once, you click the emailed link and sign up for the CSP, you can manage your account information.

▪ Click on your user and Account Settings.

▪ Edit your first name, last name, email* and password.
(*Email can't be changed. If you want to change it, you have to create a new CSP account and connect it to your company.)

Registration and Setup



View and Manage Notifications

▪ On the Notification Preferences page, you will be able to select notifications you want to receive as well as the channel where you want to receive  

the notification: online (to do list) - recommend, email - recommend, or SMS* (short text message).

(*You can choose to receive notifications in short text messages only if you have an SMS-capable device and you validate your phone number. SMS notifications are turned off by  

default. Your SMS notification selections are deleted if you disable mobile phone verification. You can verify your mobile phone for SMS notification receiving on Security and  

Two-Factor Authentication page.)

Registration and Setup



Updating Supplier Profile

▪ Once, you click the emailed link and sign up for the CSP, you can verify and complete your Profile information.

▪ Select Profile from the top menu bar.

Registration and Setup



Completing Public Profile

To start, complete your Public Profile*:
(*Public profile is what other Coupa customers, aside Air Liquide, can see about your  
company on the CSP.

You can also edit specific profile for one customer, but information in the profile will not  
be transferred to Air Liquide system.)

▪ Select Profile from the top menu bar
▪ Click Edit Profile
▪ Confirm existing company information and complete any  

missing fields in at least the General Information, 
Address,  Primary Contact sections (Required fields are 
marked  with an asterisk)

▪ Click Save when finished

Edit Company  
Info.
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Updating the Admin Settings

▪ Once, you click the emailed link and sign up for the CSP, you can manage and update your Admin information.
▪ Select Admin from the top menu bar.

Registration and Setup



Adding Users

If desired, you can allow additional users access to
your supplier account to perform all tasks*:

(*You can manage user permissions and customer access by assigning certain users to  
only certain customers and by limiting what types of documents they can access and what  
functions they can perform with their assigned customers.)

▪ From the top menu bar, select Admin, then click Invite User
▪ Enter at least the employee’s email address in the Invite  

User popup window and click Send Invitation
▪ You can restrict access to specific customers and  

permissions by checking/unchecking customer name boxes  
and permission boxes in the user table

Add Users
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You can edit and manage individual user access at any  
time:

▪ From the top menu bar, select Admin, then click Edit under  
the desired User’s name

▪ Modify the specific permissions and customer access by  
checking/unchecking respective boxes in the popup window  
user table

▪ Click Save when finished
▪ For auditing purposes, Coupa doesn't allow users to be  

deleted. You can deactivate a user when you no longer want  
that user to be able to access the account. You can also  
reactivate users later.

Edit Existing  
Users

Registration and Setup
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Email and CSP are Linked

▪ You will be notified of the status of your Purchase Order via email.

▪ You can click View Order in the acknowledgement email to check the order in the Coupa Supplier Portal.

Purchase Orders



Receive & View Orders (1/2)

▪ Regardless of the PO delivery preference set, you will have access to POs within 
CSP.

▪ Select Orders from the top menu bar.

Purchase 
Orders



▪ A Purchase Orders screen will display and show all purchase orders sent by Air Liquide.
▪ To find purchase orders, you can use the Search functionality. You can also sort by column headers by clicking on any of the column headers (PO  

Number, Status, Acknowledged At, Items, Unanswered Comments, Total, and Actions).
▪ In addition, as you start to receive multiple purchase orders, you can use the View functionality to filter the purchase orders.
▪ All purchase orders on this screen are hyperlinked, and you can view additional information about the purchase order by clicking on that 

blue  hyperlink, i.e. PO Number.

Purchase 
Orders
Receive & View Orders (2/2)

I AIR LIQUIDE, THE WORLD LEADER IN GASES, TECHNOLOGIES AND SERVICES FOR INDUSTRY AND 
HEALTH

THIS DOCUMENT IS 
••CONFIDENTIAL-RESTRICTED

2019
Procurement Performance Team • APAC Hub 
Procurement

EPI
C



Acknowledge Orders

▪ The page refreshes to display the PO details and shipping address.
▪ Click the Acknowledged checkbox to notify the customer whose PO you have received. Air Liquide can also see the statue update.

(*If you do not agree with any aspect of the order, please send your concerns or requests to the requester’s email address)

▪ You can also attach supporting document in Supplier Attachment field, and click on Save. Air Liquide can also see documents you attached.
▪ You can print the PO in PDF version by clicking Print View.

PO view screen continued

Purchase Orders



I

Setup E-Invoicing

To set up your account to create electronic invoices, click on the E-Invoicing Setup link on the left of the 
Admin page. The Legal Entity page appears. You can add new legal entities, or manage or deactivate 
existing ones.







*If your remit-to and ship-from addresses are different from your invoice-from address, you need to provide also that information.

To manage your legal entities, click on the Actions button on the Legal Entity page, select Manage and click Continue. In the appearing Where do  
you want to receive payment window, you can add a new remit-to address or manage/edit existing ones.



To add a new remit-to address, click on the Add Remit-To button and fill in at least the mandatory fields (marked with a red asterisk) and click 
Continue.

Note: If you merge accounts, your remit-to addresses are not merged unless you make them available for all customers. Once the merge is 
complete, you can assign the remit-to address to the specific customer(s) again.



Click Next to add the address where you want to ship goods from, if it is different from the remit-to address. Fill in at least the mandatory fields 
and click Continue. 

After completing the e-invoicing setup by clicking Done, that is, after adding a legal entity, you can use it on new invoices. From the Setup 
Complete page you can choose to Go to Orders, Go to Invoices, or Return to Admin page.

The Info icon with the tooltip provides more details on how the legal 
entity information is used and updated.



From the drop-down list in the top right corner of the Invoices page, select the customer for whom you want to create or edit an invoice or a 
credit note.

The Info icon with the tooltip next to the Create Invoices header advises you 
what to do if you cannot create an invoice as expected, for example, contact 
your customer to enable more invoicing options for you.

Invoice Creation (PO Flip)



Create an invoice from a PO

1. Go to the Orders page or, on the Invoices page, click on the Create Invoice from PO button above the table to go to the Orders 
page.

2. On the Orders page, do one of the following:

● Click on the Create Invoice (Gold coin) icon for the PO in the Actions column of the Purchase Orders table.
● Click on the PO Number link to open the purchase order and click on the Create Invoice button.



Create a new or choose an existing invoice-from address. The most recently used address is at the top of the list.

When you create a new invoice-from address, you are guided through creating your legal entity. The selected or newly created legal 
entity is added to your invoice.On the Create Invoice page, fill in at least the mandatory fields (marked with a red asterisk) in your 
invoice. Some of the fields are pre-populated with information from the PO



Create a credit note

You can issue a credit note to:

● Resolve a dispute on an invoice, correct an invoice, or cancel a duplicate invoice. For more information, see Disputed invoices. 
● Record miscellaneous credit, for example, return/cancellation of goods, price adjustments, rebates and refunds.

To create a credit note: 

1) Click on the Create Credit Note button above the Invoices table on the Invoices page or, on the Orders page, click on the Create Credit Note 
(Red Coins icon for the PO in the Actions column of the Purchase Orders table.

2) In the appearing Credit Note popup, select the reason for your credit note.



● Resolve a dispute

If the credit note is related to a problem with an invoice or the goods shipped, select the Resolve issue for invoice number radio button and, 
from the drop-down list, select the invoice number. Click Continue to select how you want to resolve the issue.

Note: You can choose to issue a credit note to cancel and optionally correct the invoice or to adjust it. Only quantity or price can 
be reduced through partial credit notes.



● Record a credit

Select Other and click Continue. If a contract is available, you can also select it from the drop-down list.

● Create the credit note similarly to creating an invoice. 

● If you completely cancel the invoice, you can edit the following fields: Credit Note Number, Credit Note Date, Supplier Note, and 
Discount Amount. You can also add attachments (file, URL, or text) and an Image Scan, and modify PO lines, the UNSPSC, and 
tax reason descriptions. The other fields are pre-populated and not editable so that all the information is carried over from the 
original invoice.

● If you adjust the invoice, you can also edit the price or quantity. Line level taxes are carried over from the invoice and are prorated 
based on the credit amount. If you selected Other, you are asked to create a new or choose an existing invoice-from address 
before editing the invoice.



Quick Start for Coupa Compliant Countries


