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1. OBJETIVO  

 

This guide is designed for Terpel’s suppliers. Here you’ll learn how to properly use the purchasing 
management tool with the new invoicing module 
 
2. DESARROLLO DE ACTIVIDADES 
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Coupa Software is a holistic spend management solution that allows you to manage the entire purchasing 
process automatically, centrally, and in connection with your organization's systems.  Some important 
figures about the solution: 
 

 

SUPPLIER PORTAL (Coupa Supplier Portal) 

Coupa Supplier Portal – CSP 
The Coupa Supplier Portal is where suppliers can manage, create, and monitor their invoices and credit 
notes, among other things. It is a free tool that allows suppliers to easily interact and collaborate with 
TERPEL. Interacting on the Portal is free of charge and provides an opportunity for other companies, 
Coupa customers, to find them. 
 
These are the actions that will be enabled on the supplier portal: 
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Coupa Supplier Portal Register (CSP) 
1. You will receive an email from Coupa Supplier Portal, informing you that TERPEL has invited you 
to register with Coupa Supplier Portal: 

 
 
2. By clicking on the Join Coupa Supplier Portal button, you will be directed to the Coupa Supplier 
Portal to begin your registration. 
 
3. Using the Resend Invitation button, you can forward this invitation to someone else in your 
organization by entering their email address. 
 
4. Once you click on the “Join the Coupa Supplier Portal” option, you will need to complete your 
registration on the portal.  To do so, you will need to set up a password and accept Coupa's privacy policies 
and terms of use. 
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 After this, click on Create an account. 
 

3. Enter the verification code sent to your email address: 
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4. The next step is to fill out the form with information about your company. When you select your 
country, additional fields will appear that you must fill out if required. Then select Next. 

 
 

5.  A continuación, podrá completar información de pago. 
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You can set up three different payment methods: virtual card, bank transfer, and check. Once you have 
completed all the information, the initial registration of your profile will be complete. 
 
If you do not wish to register, you can check the box at the bottom of the form that says: 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 

 
As part of Coupa's supplier network, when you register on the portal, the platform asks you for a series of 
details to build your company profile.  This information is publicly available to Coupa customers, and Coupa 
can use it to suggest your company as a potential supplier based on what customers are looking for. For 
example, based on the goods or services you offer and/or the areas in which you operate. It is your decision 
whether you want to fill in some of this information, understanding that it is for Coupa's use and not a 
request or requirement from TERPEL. 
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Home Page 
On the portal's home page, you will find a summary of your activity with TERPEL. For example, the latest 
status changes on your invoices.  Here you can also see any important announcements shared by 
TERPEL.  For example, information about an upcoming interruption in invoice reception. 

 

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

 
To configure your notifications, select Notification Preferences. 

 
 
On the My Account Notification Preferences page, you will see all notifications that can be disabled or 
enabled as notifications on the Platform (online) and/or by email. 
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When finished, select the Save button at the bottom of the page. 

 
 

Sending and Managing Invoices to TERPEL 

Invoicing Entrance 
Each supplier must generate their invoice with the tax conditions of their country in their invoice system. 
The invoicing gateway in COUPA will be used to receive your invoices and validate them automatically or 
with little interaction from TERPEL, so that they can be approved for payment. 

 
 
There is one way to record an invoice in Coupa: 
 

1. Email: When the supplier works with electronic invoicing, they will send an email with the 
corresponding XML and PDF files. PIF (a technological component of PARAMETA) automatically 
registers the invoice in COUPA. 
 

Electronic Invoicing (Email) 
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If you use electronic invoicing, you can send your invoices to TERPEL as follows:  

1. Send an email attaching the XML and PDF invoice files to recepcion@felectronica.terpel.com 

2. The invoice is automatically created in COUPA and can be viewed on the CSP (Coupa  

Supplier Portal). 

 

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

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

Considerations 
It is important that you take the following considerations into account so that your electronic invoice can be 
registered and processed: 

● Use the email address provided by Terpel: recepcion@felectronica.terpel.com. 

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

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

- Merchandise voucher: Starts with 5 followed by 9 digits Example: 5010920829 (Coupa entry) 

- Delivery note (Transport): Starts with 6 followed by 9 digits Examples: 6006882730 

mailto:recepcion@felectronica.terpel.com
mailto:recepcion@felectronica.terpel.com
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- Route: Starts with LST followed by 9 digits LST123456789. 

Credit Note Register 

Electronic Credit Notes (Email) 

1. If you have electronic billing, you can send your credit notes to TERPEL by email: 

▪ Send an email attaching the XML and PDF credit note files to 
recepcion@felectronica.terpel.com. 

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

▪ Do not include other types of files 

▪ It will send an individual email for each credit note. 

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

Reference to the Invoice 

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

Option #1 
Put the invoice reference in the subject line of the email. 

 
 

● Option #2 
Put the invoice reference on your credit note so it's included in the invoice XML. 

mailto:recepcion@felectronica.terpel.com
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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 an inconsistency or discrepancy in the invoice sent by the supplier and place it 
in dispute. You will be notified when an invoice is placed in dispute and will be able to identify disputed 
invoices through the “Status” column and view the reason for the dispute in the “Reason for dispute”  
column: 
 

 
 
Please note that there is a comments section on invoices. In the case of disputed invoices, TERPEL's CxP 
team may have left you a comment with additional information on why the invoice was disputed. 
 

 
In addition, you will be able to see comments corresponding to validations and internal readings in Coupa. 

 
 
On the other hand, if you are unsure of the reason or how to proceed, you can use the “Comments” feature 
to communicate with the CxP team from the invoice. 

Invoice Reporting 

Remember that the portal aims to give you visibility and facilitate your purchasing management with 
TERPEL. You will be able to easily manage your reports, search for information, and export information 
related to your invoices. 
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In the case of invoices, the portal provides a series of pre-created views that allow you to filter by invoices 
in a particular status (Approved, In Conflict, etc.). 
 

 
 
The invoice table has a “create View” option, which you will always find at the end of the list.  For step-by-
step instructions on how to create a custom view, please refer to the “Custom Views” section. In the case 
of invoices, you can create a view that shows you the estimated payment date for invoices that have already 
been approved. To do this, you can filter by invoices with the status “Approved”: 

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

 
 

Payment Receipt 
When the customer enters the payment details on the invoice, you will receive a notification by email and 
can view the payment details on the portal. 
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When you access the invoice and go to the Payments section, you will find the payment details provided 
by TERPEL. For example, the amount and date on which the payment was made. 
 

 
 
To receive notifications by email, you must have this option enabled.  You can review the step-by-step 
instructions in the “Notifications” section of this manual. 
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