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Introduction
AECOM is now using Coupa as our procurement tool, including the Coupa Supplier Portal (CSP), to be
used by you, our supplier, to receive Purchase Orders and submit invoices electronically.

The Coupa Supplier Portal is a 3rd party tool that allows suppliers to connect to multiple customers to help
manage their purchase orders and invoicing. If you are already using the Coupa Supplier Portal, you will
not need to register a new account but will link to AECOM via an email invitation we will send you. The
Coupa Supplier Portal is developed and maintained entirely by Coupa so you may receive paid
subscription requests, it is not required for you to sign up for these services to transact with AECOM.

The benefits of using this Coupa Supplier Portal are as follows:

 There is no cost to you to use the Coupa Supplier Portal.
 This will provide you with increased transparency and visibility to the status of your invoices. You will

be able to see if your invoice has been submitted, approved, ready for payment or paid.
 You will be able to personalize notifications to keep you informed regarding Purchase Orders, invoices,

etc. via email.

This document provides an overview of the Coupa Supplier Portal (CSP), including registration and login,
responding to AECOM information requests, receiving Purchase Orders (POs) and invoicing.



Registering for the Coupa
Supplier Portal
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1. Profile Information Request outlines what
AECOM needs you to do. Click on Join and
Respond to create an account for the CSP.

AECOM requires Third Parties to register for the Coupa Supplier Portal (CSP). You will use the CSP to transact with AECOM for
purchase orders and invoicing. You will receive an email to register from do_not_reply@aecom.coupahost.com (please check
Spam folder):

2. Create your account in CSP by entering the information
required below. Click “I accept the Privacy Policy and Terms of
Use”. Once you click ‘Create an Account’ you will be sent a
Verification code.

3. Enter the Email Verification Code that was sent
to your email address and click Next.

Setting up your account in the Coupa Supplier Portal



Setting up your profile
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Entering your profile information
1. When you log into Coupa, you will see this screen. Enter
your Primary address and Company Information and click
Next. This should be your main office company address, not
a personal address.

Select NextSelect Next

1 Enter how your company is legally registered
e.g. limited company

2
Enter the names of Directors on the Board of
your company

1 2

3
3

Link your CSP invoice address to your ERP
held address
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2. Enter your Payment Method Name and email address and click Next. The
payment method name is only for your reference

Entering your profile information continued…

Select NextSelect Next

3. Enter your Primary Banking information and click Next.

Select NextSelect Next
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Entering your profile information continued…
4. Leave the Address details blank, check the box which states “Do not accept check payments from this customer” and click Next.

Select NextSelect Next
Check the boxCheck the box
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Entering your profile information continued…

Select Continue to
complete your free
portal registration

Select Continue to
complete your free
portal registration

AECOM Does not require
you to pay for an account to
transact with us.
It is not required for you to
register for Coupa Verified or
Coupa Advanced.

AECOM Does not require
you to pay for an account to
transact with us.
It is not required for you to
register for Coupa Verified or
Coupa Advanced.

Please note: If you have signed up for Coupa Verified or Coupa Advanced, and would like to cancel, you will need to contact Coupa directly.
• You can email verified@coupa.com to ask to unsubscribe from Coupa Verified.
• Here is a guide on how to manage, or cancel, a subscription for Coupa Advanced.

https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/core-supplier-onboarding/get-started-with-the-csp/programs-for-you/coupa-advanced
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Your Business Profile

1. Click on Business Profile > Information Requests to access the “Supplier Profile” form.
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Entering the information required by AECOM
2. Your Primary Address information should
prepopulate from the information you already
provided.

3. Attach the relevant Supporting Documents before selecting
Add Remit-To and choose from your existing bank details
and click on Add Selected

4. Confirm your bank details and Submit for
Approval to complete setup of your profile

Please ensure you provide the required attachments to avoid any delays in setting up your profile.

When you click on “Add remit to” it takes you to the below screen

Supporting Documents: Copy of a redacted invoice OR your details
(e.g. legal name, postal address, contact number, web address) on
official Company Headed paper AND a Bank Certificate clearly
showing your registration with the bank.
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Entering the information required by AECOM continued…
5. Confirm your bank details and Submit for Approval to complete setup of your profile and you will receive a notification on screen stating Pending Approval



Bank transfer

Payment methods
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Adding your Payment Method – Bank Transfer

Select relevant
payment method
Select relevant

payment method

Click Add Payment
Method

Click Add Payment
Method
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Adding your Payment Method – Bank Transfer Continued…
1

Select
Continue

Select
Continue

Enter address
information and select

Save & Continue

Enter address
information and select

Save & Continue

2

Select Save &
Continue

Select Save &
Continue

3
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Adding your Payment Method – Bank Transfer Continued…
4

5

6

7

Enter payment
information and select

Save & Continue

Enter payment
information and select

Save & Continue

Confirm the details by
selecting Next

Confirm the details by
selecting Next

Confirm the shipping
details and click Done
Confirm the shipping
details and click Done

Click Add Now to add your
details to your profile

Click Add Now to add your
details to your profile
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Adding your Payment Method – Bank Transfer Continued…

Carry out a final validation of
your details

Carry out a final validation of
your details
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Adding your Payment Method – Bank Transfer Complete

Select Yes, Save to Profile
to complete your updates
Select Yes, Save to Profile
to complete your updates



Navigating CSP once you
have created your account
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How to Login to your Coupa Supplier Portal*
Once your profile has been set up

 Suggested browser to use when logging
into Coupa is Google Chrome

 Once your account is created, you can
login to the portal Coupa Supplier Portal

 Note: Please bookmark or save the
above URL, as this will be used each
time to login to the Coupa Supplier Portal

https://supplier.coupahost.com/sessions/new
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Navigating the CSP: Overview of the Homepage
Your user profile

allows you to change
account settings
and notification

preferences

Your user profile
allows you to change

account settings
and notification

preferences

The ‘Summary’
section provides
high level CSP

connection
Metrics

The ‘Summary’
section provides
high level CSP

connection
Metrics

The navigation
ribbon on the top of

the CSP allows for
quick access to all

sections of the portal
(orders, invoices,

profile, etc.)

The navigation
ribbon on the top of

the CSP allows for
quick access to all

sections of the portal
(orders, invoices,

profile, etc.)

Any recent activity
including information

requests will be
displayed in this

section

Any recent activity
including information

requests will be
displayed in this

section

Any notifications
can be viewed by

clicking on the
Notifications icon

Any notifications
can be viewed by

clicking on the
Notifications icon
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Updating your CSP supplier profile

 To update your supplier profile, please
click on ‘Business Profile’ on the
Coupa homepage

 Basic company and contact
information can be updated in the
General Information, Address and
Primary Contact sections

NOTE: Completing a CSP supplier
profile does not automatically send
supplier information to AECOM.
Suppliers must complete and submit
AECOM Information Requests.
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Updating and completing AECOM’s supplier information requests

 Supplier Information Requests sent from AECOM can be completed and submitted by going to the
‘Information Requests’ tab under ‘Business Profile’

Remember to click
‘Submit’ to send

updates/responses to
AECOM

Remember to click
‘Submit’ to send

updates/responses to
AECOM

If your company works with
multiple customers on the
CSP, they can be selected

via the dropdown

If your company works with
multiple customers on the
CSP, they can be selected

via the dropdown

Access Information
Requests from AECOM

Access Information
Requests from AECOM



Managing purchase orders
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Managing Purchase Orders (POs)
 Purchase Orders (POs) sent from AECOM can be managed by going to the ‘Orders’ tab

Clicking on the PO #
allows users to see all
information about the

Purchase Order

Clicking on the PO #
allows users to see all
information about the

Purchase Order

Key information on
each Purchase Order
Key information on
each Purchase Order

Views can be set to see specific types of orders
(i.e. open orders, orders past due, etc.). Views can

also be used on all tabs in the CSP (Invoices)

Views can be set to see specific types of orders
(i.e. open orders, orders past due, etc.). Views can

also be used on all tabs in the CSP (Invoices)

If your company works
with multiple customers
on the CSP, they can be
selected via the dropdown

If your company works
with multiple customers
on the CSP, they can be
selected via the dropdown

Access Purchase
Orders from AECOM

Access Purchase
Orders from AECOM

Yellow Coin: Create
(flip the PO into) an

invoice
Red Coin: Create a

credit note.

Yellow Coin: Create
(flip the PO into) an

invoice
Red Coin: Create a

credit note.
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Purchase Orders

DescriptionStatus

The issued PO was received and then
closed, either manually or automatically
within Coupa.

Closed

The PO was approved and sent to
Supplier.

Issued

The PO is closed but can be reopened.
You cannot invoice against a PO in this
status.

Soft Closed

The PO is cancelled and does not need to
be fulfilled.

Cancelled

Requestor name and
email and telephone
number for enquiries.

Supplier can contact the
Requestor with any

queries.

Requestor name and
email and telephone
number for enquiries.

Supplier can contact the
Requestor with any

queries.

Reference to contract
terms and attached
contract document.

Reference to contract
terms and attached
contract document.

Note: If you have a PO in the Coupa Supplier
Portal that has a status of “soft closed” or
“Cancelled” and you expected the PO to be
open, please contact the requestor.

Ship-To Address – For
goods this is the delivery
address and for services
this is where the work is

performed.

Ship-To Address – For
goods this is the delivery
address and for services
this is where the work is

performed.



Invoicing
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Managing Invoices: PO Backed and Non-PO Backed

 Invoices can be sent via the CSP. Invoices can be created from a PO or you can create blank invoice if
you don’t have a PO.

Clicking on the
Invoice # allows users
to see all information

about the Invoice

Clicking on the
Invoice # allows users
to see all information

about the Invoice

To create a Non-PO
backed Invoice, select
‘Create Blank Invoice’

To create a Non-PO
backed Invoice, select
‘Create Blank Invoice’

To create a Credit
Note, select ‘Create

Credit Note’

To create a Credit
Note, select ‘Create

Credit Note’

Access Invoices
to send to AECOM
Access Invoices
to send to AECOM

If your company works with
multiple customers on the

CSP, they can be selected via
the dropdown

If your company works with
multiple customers on the

CSP, they can be selected via
the dropdown

To create a PO backed
Invoice, select ‘Create

Invoice from PO’

To create a PO backed
Invoice, select ‘Create

Invoice from PO’
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Invoice Statuses

DescriptionStatus

The disputed invoice has been abandoned. AECOM
can choose to notify you of this invoice status
change and provide instructions. You can set
notification preferences for abandoned invoices.

Abandoned

The invoice has been accepted for payment by
AECOM and will be paid in line with payment terms

Approved

The invoice has been disputed and needs to be
reconciled through a credit note or cancellation

Disputed

The invoice has been created, but it has not been
submitted to AECOM yet.

Draft

The invoice is currently under review by AECOMPending
Approval

The invoice is being processed by the Accounts
Payable Team.

Processing
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Managing Invoices: Invoice Attachments

What invoice requirements should you be
aware of on the Coupa Supplier Portal?

The nature of AECOM’s business requires us to
provide invoice backup from our suppliers to our
clients for audit purposes.

When submitting an invoice, supporting
documentation contractually required must be
provided in the attachment section.

If any documentation is omitted, this may result in
the invoice being disputed.
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Guidance for invoicing and removing zero values
When invoicing against a PO, every line should include a value.  Invoiced PO lines that do not require a charge
need to be removed before submitting an invoice by clicking on the red cross on the associated line.

To delete zero line/s, click
on the red cross

To delete zero line/s, click
on the red cross



Credit notes and disputes
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Credit Notes & Disputes

To create a Credit
Note, select ‘Create

Credit Note’

To create a Credit
Note, select ‘Create

Credit Note’

 The system will automatically dispute an invoice that has been submitted if the invoice violates any of the
invoice tolerances defined by AECOM or if it was rejected by an AECOM user

 Credit notes can be issued to resolve a dispute on an invoice, correct an invoice or cancel a duplicate
invoice.



35

Credit Notes & Disputes continued…
 Users will be able to see on their Invoice page the reason for Dispute in the Invoice tab. Dispute reasons can

also be noted in the comments section of the Invoice.

Clicking on the
“Resolve” icon
will present 2

options

Clicking on the
“Resolve” icon
will present 2

options

UK version
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Credit Notes & Disputes continued…
If the invoice is disputed, there are 2 options available for the supplier in CSP:

Cancel Invoice - If this invoice was issued in
duplicate, or if you require to amend non price or
quantity information on this invoice, please cancel the
invoice by choosing this option. We will guide you
through a cancelation credit note and a replacement
invoice creation.

Adjust - If you need to fix the price and/or quantity on
this invoice choose this option. You would be required
to choose the credit line adjustment type to denote if
you are attempting to issue credit to reduce quantity,
reduce price or issue an amount based credit.

UK version
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 Clicking on Cancel or Adjust will direct the user to the Credit Note page

Credit Notes & Disputes continued…

The user will be able to either:
1. Fill in the create the credit note

and click Submit
2. Cancel the Invoice

The user will be able to either:
1. Fill in the create the credit note

and click Submit
2. Cancel the Invoice

12

*Highlights required fields*Highlights required fields

UK version



Inviting others to join CSP,
notifications and language
and settings

UK version
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Inviting Other Users at your Company
 Suppliers can add multiple users to the Coupa Supplier Portal. To do this, please navigate to the

‘Setup’ tab and click ‘Invite User’.

 Users invited will receive an email invitation to join. User permissions can be setup on this tab as well.

Additional CSP
settings can be found

in the ‘Setup’ tab.
Note: these settings
can only be changed
by users with ‘admin’

permissions

Additional CSP
settings can be found

in the ‘Setup’ tab.
Note: these settings
can only be changed
by users with ‘admin’

permissions

Click ‘Invite User’ to
send someone at
your company an

email to join the CSP

Click ‘Invite User’ to
send someone at
your company an

email to join the CSP

Click ‘Edit’ to adjust
user permissions in

the CSP

Click ‘Edit’ to adjust
user permissions in

the CSP

Review your
CSP settings
Review your
CSP settings

UK version



40

Updating User Notifications

 You can update your account settings and notification preferences by hovering over your username
on the top right corner of the CSP home screen

 User will need to update their account settings and notification preferences upon initially logging into
the Coupa Supplier Portal. Note: the ‘Online’ notification checkbox stands for notifications that occur within
the CSP itself.

UK version
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Updating Language Settings
 You can change your language settings by scrolling to the bottom of the screen on any page and

selecting from the language’s dropdown

Select Language
icon to adjust

settings

Select Language
icon to adjust

settings

UK version



If you need help with
registering or using the
Coupa Supplier Portal, email
us at supplier@aecom.com

mailto:supplier@aecom.com

