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1. OBJETIVO  

 

Indroducing the Coupa Supplier Portal with the invoicing module, where you can view 
purchase orders, check order acceptances in the tool, and learn how to submint invoices to 
Terpel 
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WHAT IS COUPA? 

 
 
Coupa Software is a holistic expense management solution that allows you to manage the entire 
purchasing process automatically, centrally, and seamlessly with your organization's systems. Some key 
statistics about the solution: 
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SUPPLIER PORTAL ( Coupa) Supplier Portal) 

Coupa Supplier Portal – CSP 
Coupa Supplier Portal is where suppliers can manage their purchase orders, create and monitor invoices 
and credit notes, among other services. It's a free tool for suppliers to easily interact and collaborate with 
TERPEL . Interacting on the Portal is free and provides an opportunity for other companies, Coupa 
customers , to find them. 
 
These are the actions that will be enabled in the supplier portal: 

 

Registration at the Coupa Supplier Portal ( Csp ) 
1.  You will receive an email from Coupa Supplier Portal, informing you that TERPEL has invited you 
to register for the Coupa Supplier Portal: 

 
 
2.  Using the Join Coupa button Supplier Portal will direct you to the Coupa Supplier Portal to 
begin your registration. 
 
3.  Using the Resend Invitation button , you can redirect this invitation to someone else in your 
organization by entering their email address. 
 
4.  Once you click on the option “Join the Coupa Supplier Portal” you will need to complete your 
registration on the portal. To do so, you'll need to set a password and accept Coupa 's privacy policy 
and terms of use . 
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After this click on Create an account . 
 
5.  Enter the verification code sent to your email: 
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6.  As a next step, you can complete the following form with company information. When you select 
the country, additional fields will appear that you should select if required. Then select Next . 

 
You can then complete your payment information. 
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You can set up three different payment methods: virtual card, bank transfer, and check. After completing 
all the information, your initial profile registration will be complete. 
If you do not wish to register, you can check the box at the bottom of the form: Do not accept payments by 
bank transfer, virtual card, or check. 
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Please review the Public Profile section in Coupa for more details on the purpose and use of the information 
requested on these screens. 
 

Public Profile on Coupa 
Coupa supplier network , when you register on the portal, the platform asks you for a series of data to 
create your company profile. This information is publicly available to Coupa customers , and through this 
information, Coupa may suggest your company as a potential supplier based on what customers are 
searching for. For example, based on the goods or services you offer and/or the regions in which you 
operate. It is your choice whether you wish to complete any of this information, understanding that this is 
for Coupa 's use and not a request or requirement from TERPEL. 
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Multifactor Authentication 
To further protect your information, Coupa allows you to enable a second security check known as Two-
Factor Authentication (2FA). This security method is very common in banking and other applications, 
including email, and consists of a password and a code or token. To do this, you will need an application 
that you will configure to connect to your Portal account and generate the code. There is a long list of 
applications available for this purpose. When the Portal asks you to verify your authenticity to grant it 
access, you will need to enter the code currently valid in your application. 
 
The following process can only be performed by users with administrator permission. from the 
supplier/primary contact: 

  
 

1. Place the mouse pointer over your name in the upper right corner and click “Account Settings” 

Your company profile on the 
Coupa supplier network.  

Publicly available information. 

Edit your company's “Profile” on the 
Coupa supplier network. 
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2. In the menu on the left, click “Security and multi-factor authentication ” 

 
 

3. Download the authenticator app of your choice. 
a. On your mobile device 

i. You can download an authenticator app, such as Google Authenticator or Microsoft 
Authenticator , from the App Store or Google Play on your computer. 

ii. Enter the application, register (if necessary) and authorize the use of your camera 
iii. Using your mobile phone and using the app, point the QR code at the screen. This 

will complete your CSP login registration in the authentication app. 
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iv. Enter the 6-digit code, which you will find in the application you just downloaded, into 
your internet browser screen (Step 2 on the screen). 

b. On your computer (desktop application) 
i. You can download a desktop (computer) authenticator app, such as 2Fast . 
ii. Log in to the app and register if necessary. 
iii. Enter the on-screen code (from the CSP), which you'll find just below the QR code. 

This will complete your CSP login registration in the authenticator app. 
iv. Enter the 6-digit code, which you will find in the application you just downloaded, into 

your internet browser screen (Step 2 on the screen). 

 
 

c. From your internet browser (Chrome, Edge, Safari, etc.) 
i. Download/add an authentication extension for your internet browser: 

1. Google Chrome – Google Authenticator or Authenticator 
2. Mozilla Firefox - Authenticator 
3. Microsoft Edge – 2FA 

ii. Enter the extension and register if necessary. 
iii. Scan the QR code from the extension or copy/paste the on-screen code (from the 

CSP), which you'll find just below the QR code. This will complete your CSP login 
registration in the authenticator app. 

iv. Enter the 6-digit code, which you will find in the application you just downloaded, into 
your internet browser screen (Step 2 on the screen). 

 
 

https://apps.microsoft.com/detail/9p9d81glh89q?hl=es-es&gl=ES
https://support.google.com/accounts/answer/1066447
https://chromewebstore.google.com/detail/authenticator/bhghoamapcdpbohphigoooaddinpkbai?pli=1
https://addons.mozilla.org/en-US/firefox/addon/auth-helper/
https://microsoftedge.microsoft.com/addons/detail/authenticator-2fa-client/ocglkepbibnalbgmbachknglpdipeoio
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4. By clicking " Enable , " Coupa will generate backup codes to restore access if you lose your mobile 
device. It's recommended to download them and keep them in an easily accessible but secure 
location. 

 
 

 
5. multi-factor authentication , the settings screen will open, where you can choose which cases to 

enable authentication for (Payment or Login Changes), whether you want to change the 
authenticator app, whether you want to enable SMS authentication (with additional SMS fees), or 
whether you want to display or regenerate recovery codes. 
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Invitation to Users 
You can invite other users in your company to join the portal, either by resending the initial invitation using 
the "Resend this invitation" option (see the CSP Registration section ) or from the settings menu. 

1. Select Settings at the top of the page. 
2. Click the Invite User button on the left side. 

 
 

After completing the contact information for the person you'll be inviting to the portal, you can assign 
permissions to the user, including viewing the different tabs and corresponding data, and sending the invitation. 
From this menu, administrators can assign visibility and access to the information and the client(s) the user will 
have access to. 
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Upon receiving the invitation, the user must accept the Terms and Conditions to join Coupa . They must 
also verify their email address using the automatically generated code. Once these steps are completed, 
they will not be asked to enter any company profile information. However, if the user has access to their 
profile, they can update it at any time. 
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Add Legal Entity 

To create invoices in the CSP, you must add your "legal entity." Legal entity is a generic term used by Coupa 
and basically refers to the address from which you will be invoicing. This information is independent of whether 
you are a company or an individual. This information is required by the CSP to register invoices. It will not be 
sent to TERPEL's systems, nor will it impact on the records maintained by TERPEL. 

As you'll see below, the portal will ask you for address information for each applicable client(s). This way, the 
address can be automatically assigned to invoices you record in the future. This configuration can only be 
performed by the administrator user of the primary supplier/contact: 

 
 

1. Select Business Profile at the top of the page. 
 

2. Select Legal Entity from the bottom submenu. 
 

3. Click the Create button. 
 

 

You must complete the requested information: 
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When you select the country from which you operate and from which you will be billing, the portal may ask 
you to complete additional information on this screen. 
 
You'll see that the box to use the same address as the Return Address and the invoice's From address is 
selected by default. If they are different addresses, uncheck the box and you can enter the corresponding 
address in the following fields. Then click Save. 

 
 
 
 
 

Then click continue”: 
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Add return address 

1. Select Settings at the top of the page. 
2. Select Manager in the bar and Payment Methods 
3. Click the Add Return Address button 

 
Select the Payment Type field. Depending on what you choose a form will open when you need to complete 
the information shown (fields marked with * are mandatory) then click the Save and Continue button. 
 

Once all the requested information has been completed, Coupa will display that the legal entity has been 
successfully added. Click the Add Now button. 

 

You must have at least one legal entity registered on the portal to register and send invoices. However, if 
you have multiple entities/companies and invoices from different addresses, you can register multiple 
entities. Then, for each invoice, you must indicate which entity/address applies. 
 
Note: The addresses used in this manual are fictitious examples. 

Home Page 
On the portal's home page, you'll find a summary of your activity with TERPEL. For example, you can see 
the latest Purchase Orders received, as well as the latest status changes on your invoices. Here you can 
also see any important announcements shared by TERPEL, such as information about an upcoming 
invoice cutoff. 
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Notifications 

You can receive notifications in your email, as well as directly in the portal. Once inside the portal, hover 
over the Notifications link to see the most recent notifications you've received. Only the three most recent 
notifications will be displayed. To view all notifications in detail and manage them, click the Notifications 
or View all notifications links : 

 
 

To configure your notifications, select Notification Preferences. 
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On the My Account Notification Preferences page, you will see all notifications that you can disable or 
enable as notifications about the Platform (online) and/or by email. 

 
 

Save button at the bottom of the page. 

 
 

Purchase Order Management 
In the main menu, click the Orders tab. The Orders page will appear, along with the Purchase Orders 
table. In this section, you'll have complete visibility of the purchase orders your customer has issued to 
you. 
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On this screen, you'll find a summary of the orders you've received from TERPEL. If you're connected to 
multiple clients, you can select the client whose orders you want to review from the portal. 

 
In this summary, you can see the order status, the goods/services ordered, and the order total. To view 
order details, click on the order number (blue link). 

 
Within each purchase order you will find different options: 
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Within each purchase order, you'll find different options. Print Preview will show you the purchase order 
in the format it arrived in your email. 

 
 

Confirmation of Receipt  
When the TERPEL user has confirmed successful receipt of the order or part of it (partial delivery), you 
can be notified and view the acceptance details from the Purchase Order. When you access the purchase 
order, you will see the “ERP Reception Code” field with a code. Remember that you can receive a 
notification on the portal and in your email when a new comment is registered on the order. 
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Purchase Order Statuses 
 

 

Sending and Managing Invoices at ERPEL 

Billing Entry Gates 
Each supplier must generate their invoice with their country's tax conditions in their billing system. The 
invoicing gateways in COUPA will be used to receive their invoices and validate them automatically, or with 
minimal interaction from TERPEL, so they can be approved for payment. 
 

 
 
There are 2 different ways to register an invoice in Coupa: 
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1. Email: When the supplier works with electronic invoicing, they will send an email with the 

corresponding XML and PDF. PIF (PARAMETA's technological component) automatically registers 
the invoice in COUPA. 

2. Coupa Supplier Portal (CSP): The supplier portal where the supplier can register invoices and 
track them. 
 

Electronic Invoices (Mail) 
If you have electronic invoicing, you can send your invoices to TERPEL as follows: 

1. Confirm that the Purchase Order you intend to invoice already has an entry from TERPEL. Refer 
to the Receipt Confirmation section for details on how to confirm that the entry has been created. 

2. XML and PDF invoice files to recepcion@felectronica.terpel.com 

• the purchase order number or the voucher or acceptance certificate number in the subject 
of the email. 

Note: Reference the purchase order only if all materials and/or services in the PO have been delivered. 

By following these steps, your invoice will be registered in Coupa and you can track it from the Portal (CSP). 

If the quantity, value, and tax information are accurate, the invoice continues the approval process 
with little or no human intervention and can be approved within minutes. 

Reference to the Purchase Order 
Including the reference to the Purchase Order you are invoicing is essential; otherwise, your invoice will 
not be processed, and you will need to resubmit it, this time meeting all requirements. 
 
The reference to the OC must follow the format “OCXXX” and you can include this reference by following 
one of the following options: 

● Option #1 
Place the reference to the Purchase Order in the “Subject” of the email. 
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● Option #2 
The internal validation team at TERPEL must find the value of the purchase order, merchandise 
voucher, entry sheet and/or delivery note in the electronic invoice created in Coupa. To do this, 
either the purchase order or the receipt must be related in the XML field ( OrderReference, note 
(Header), Note (Line), Description (Line), Email Subject). This reference must be included in the 
electronic invoice. Keep in mind that this option may involve adjustments to your billing system, but 
it will facilitate validation in our system; you will enter the PO information only once, regardless of 
how many items you are invoicing. 

 
 

Considerations 
It is important that you consider the following considerations so that your electronic invoice can be 
registered and processed: 
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● Make sure the Order has the entry for the units you will be billing. 

● Use the recipient’s email address according to the country you are billing to. 

● Include the reference to the Purchase Order you are invoicing. 

● Please include the appropriate documentation in the email (PDF, XML, etc.) 

● Send each invoice (email) associated with a single purchase order, you cannot send an invoice 
for items on different purchase orders. 

● You can send as many invoices as necessary for a purchase order – partial invoicing of the order. 

● Partial Billing - You can send multiple invoices for the same PO, but each one in a separate email. 

● You must include the reference to the Purchase Order to which the invoice applies, apply the 
following regular expressions: 

- Purchase order: Start with 48 or 47 or 53 or 45 followed by 8 numbers Example: 480031885 

- Entry Sheet (HES): Starts with 1 followed by 9 numbers Example: 1004441917 (Coupa Entry) 

- Merchandise voucher: Starts with 5 followed by 9 numbers Example: 5010920829 (Coupa 
Entry) 

- Delivery note (Transportation): Starts with 6 followed by 9 numbers. Examples: 6006882730 

- Heading: Starts with LST followed by 9 numbers LST123456789. 

 

Invoices from the CSP (Physical Invoice) 
 
For invoice registration, CSP offers several options from which to start: 

1. Orders menu, locate the order you will invoice and under the Actions heading select the yellow 

coins icon:  
2. Entering the purchase order you are going to invoice, at the bottom, find the “Create Invoice” 

button:  
3. Directly from the Invoices menu , from there click on “Create invoices from purchase orders”: 
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Each of the fields displayed in an invoice record plays an important role and is data that can be migrated 
from a purchase order or entered manually based on information from the invoice issued by the supplier. 

• An invoice is made up of different sections: 

 - General Information    
 - Lines      
 - Totals and taxes 

- Comments 
    
In General Information you will find the fields that make up the header: 

 
 

● Invoice No.: Invoice number, invoices with the same number cannot be created. 
● Invoice Date: Date the invoice was created in Coupa. 
● Payment Terms: Payment terms defined in the Purchase Order (field not editable by the supplier). 
● Currency: Invoice currency. 
● Status: Status of the invoice. 
● Supplier Notes: Field for you to add any important comments/notes. 
● Attachments: The invoice PDF and any supporting documentation related to the invoice must 

be attached. 

The information regarding the supplier (From) and customer (To) must be reviewed and completed by the 
supplier. Remember to register with your legal entity to register and send an invoice. The data in the "From" 
section of the invoice comes from the legal entity you previously defined. If you have more than one entity, 
when registering the invoice, you can select the entity that applies to the invoice, and the corresponding 
data will be assigned. To review the details of how to register with the entity, refer to the " Legal Entity " 
section. 
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Lines section contains the details of the invoice you are invoicing. Keep in mind that the invoice entry 
screen will be assigned by default with the Purchase Order data from which you are creating the invoice. 
You must validate/adjust the quantities and prices for each line so that they match the invoice data. 

 
If the invoice has multiple lines and different tax codes/rates apply, you can select the Line-level tax code 
checkbox. This will allow you to select the corresponding code (tax code) for each line. If, on the other 
hand, the same tax rate applies to the entire invoice, you can assign it at the end of the invoice. 
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Totals and Taxes box, you'll find information about the net total, additional costs, total taxes, and more. 
Here, you can select a tax code to apply to the invoice total. 

 
 
Once you've finished entering your data and attaching the corresponding documentation, click the 
Calculate button or proceed with sending the invoice directly. When you click Send, the portal will perform 
the corresponding calculations, update the Total Tax and Invoice Total, and verifying whether the invoice 
includes the necessary information and documentation. 
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If you pass the initial validations, the portal will display a message asking you to confirm that you indeed 
want to invoice that customer for that amount. 

 
 
The portal applies this validation to every invoice you register before sending it to the client. Once it's sent, 
you can only track it. After clicking "Submit," TERPEL will begin the validation and approval process in 
COUPA. In the case of physical invoicing, part of the validation process is to ensure that the required 
physical documentation has been submitted. Otherwise, your invoice will remain in the "Pending Approval" 
status until it is received at the counter. 
 
TERPEL's accounts payable team will perform the analysis and, if there are no inconsistencies, 
approve the invoice. 

Credit Note Registry 

Electronic Credit Notes (Mail) 
If you have electronic invoice, you can send your credit notes to TERPEL by email: 

1. Send an email attaching the XML credit note and PDF files. 

▪ You must include the reference to the invoice you are adjusting with the credit note. See 
Invoice Reference 

▪ Do not include other types of files 

▪ An individual email will be sent for each credit note. 

By following these steps, your credit note will be registered in Coupa and you can track it from the Portal 
(CSP). 

Reference to the Invoice 

You can include the reference to the invoice you are adjusting by following one of the following options: 
● Option #1 

Place the reference to the Invoice in the “Subject” of the email. 
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● Option #2 
Enter the invoice reference in your credit note format so that it is included in the invoice XML. 

Physical Credit Notes (CSP) 
For Credit Notes, you can register a Credit Note on the Portal if the invoice you are adjusting has already 
been processed. The Credit Note is registered on the Portal, from the Invoices tab. 

 
 
You will need to choose the invoice you wish to adjust. 
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And then indicate whether the Credit Note is to cancel the entire invoice or to partially adjust it. 

 
At the line level of the Note, you'll need to indicate the type of adjustment you want to make. That is, 
whether you'll adjust based on the quantity on the invoice line or based on the amount (price). 

 
 
Once you complete the information and attach the corresponding supporting document, you can send the 
Credit Note. As with invoices, the portal will ask you to confirm that the credit note is for that TERPEL client 
and for that amount. 

View and Manage Invoices 

Invoice Status 

The supplier can check the status of their invoices in the "Invoices" menu of the CSP and in the invoice 
table under the "Status" heading: 
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Inconsistency Management 

The customer may identify any inconsistencies or discrepancies in the invoice sent by the supplier and file 
a dispute. You will be notified when an invoice is disputed and can identify the disputed invoices in the 
"Status" column. You can view the reason for the dispute in the "Reason for Dispute" column: 
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Please note that invoices also have a comments section, just like purchase orders. For conflicting invoices, 
the TERPEL Accounting team may have left you a comment with additional information about why the 
invoice was conflicted. 
 

 
Additionally, you will be able to comment on internal validations and readings in Coupa.  

 
 
Alternatively, if you're not sure why or how to proceed, you can use the "Comments" feature to contact the 
A/C team from the invoice. 
 

Invoice reporting 

Remember that the portal aims to give you visibility and facilitate your purchase management with 
TERPEL. Just like with Orders, you can easily manage your reports, search for information, and export 
information about your invoices. 
 
For invoices, the portal provides a series of pre-built views that allow you to filter invoices with a particular 
status (Approved, In Dispute, etc.). 
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Just like the purchase orders table, the invoices table also has a "Create View" option, which you'll always 
find at the end of the list. For step-by-step instructions on how to create a custom view, see the " Custom 
Views " section. For invoices, you can create a view that shows the estimated payment date for invoices 
that have already been approved. To do this, you can filter by invoices with an "Approved" status: 
 

 
 
Be sure to include the Estimated Payment Date field in your view so you can see the data for each 
invoice. 
 
 
 
 

Proof of Payment 
When the customer uploads the payment information to the invoice, you'll receive an email notification and 
view the payment details on the portal. 
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When you access the invoice and go to the Payments section, you'll find the payment details provided by 
TERPEL. For example, the amount and date the payment was made. 

 
 
To receive email notifications, you must have this option enabled. You can review the step-by-step 
instructions in the " Notifications " section of this manual. 
 
 
3. CONTROL DE CAMBIOS 
 
 

Versión 
Inicial 

Identificación del Cambio 
Versión 
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0 Initial document 1 3/sep/2025 
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