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• The Coupa Supplier Portal (CSP) is a 
free tool that allows users to conduct 
business with UPS. 

• Suppliers can manage various content 
and settings such as:

• Managing/updating company profile 
information. 

• Viewing purchase orders.

• Sending invoices.

• For the best user experience, Google 
Chrome is the recommended web 
browser.
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• New and existing suppliers will receive an 
e-mail from our Coupa system with a 
unique link to join the Coupa Supplier 
Portal. Click Join and Respond to be 
redirected to the account creation page.

 Note: If an invitation is not received, 
suppliers can send an e-mail to 
supplyline@ups.com, using the subject 
line: Coupa Supplier Enablement, to 
request an invitation to Coupa. 

• Bookmark 
https://supplier.coupahost.com/ as a 
favorite link for quick access, to return to 
the site. 

• Suppliers who are new to UPS must go 
through the supplier onboarding process 
with Global Business Services (GBS).
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Note: New CSP users click Create An 
Account and complete the registration 
process. Already have a CSP account? 
Log in using your current credentials.
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1. On the account creation page, 
complete the required fields, check the 
box to accept the privacy policy and 
terms and conditions, and then click 
Create an Account.

2. Coupa will send a verification code via 
email. Enter the verification code then 
click Next.

Note: If the domain needs to be updated for 
your company, please email 
supplyline@ups.com. 
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• Once the new account has been created, 
Coupa will present suppliers with a series of 
business-related, general information pages.

Note: The information on these pages will not be 
used for UPS transactions and completing these 
forms is optional  

• Complete all required fields (if elected), then 
click Next.

• If not, click Skip for Now to continue.
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• Finally, Coupa will present you with an offer 
to be “Coupa Verified” for a monthly fee.

• UPS DOES NOT recommend paying for 
Coupa verification.

• Suppliers can create and update their 
profiles using Coupa’s free services.

• Click the “X” in the upper right corner of the 
dialogue box to exit the screen and return to 
the profile setup.
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• Suppliers must complete the Two-factor 
authentication process by using an 
authenticator app or verifying a code 
received via text to a mobile number.

• Hover the cursor over your name in the 
upper right corner then select Account 
Settings and Security & Multi Factor 
Authentication.

• In the Multi Factor Authentication App pop-
up window, click Cancel to receive a code 
via text message or download an 
authenticator app, click Enable, and follow 
the additional steps.
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• To complete two-factor authentication with a 
code sent to your phone number, select the 
Via Text Message option.

• Supplier can refer the below PDF to review 
the Two-factor authentication process in 
detail.
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• On the Profile page > Information Requests 
tab, enter the required information in the 
fields AND sections marked with an asterisk. 

Note: The Supplier Information name is how UPS 
identifies a supplier. The Tax Reporting Name is 
the official name of the company as it appears on 
tax documents. The two may be different. 

Note: Suppliers who save their profile creation 
progress can return to this tab to complete later. 
Also, some fields in the Head Quarter Address 
section will be auto populated with information 
previously provided.

Note: Be sure to select the correct UPS-associated 
vendor profile from the Profile dropdown.
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• If “Yes” is selected in the Supplier working 
in a UPS facility field, a certificate of 
insurance must be attached to the profile

Note to Canadian suppliers: Depending on the 
region/country of operation, attachment of up to 
three (3) certificates of insurance may be required 
and the attachment fields will appear in sequential 
order (i.e. Certificate of Insurance – 1, Certificate 
of Insurance -2, Certificate of Insurance – 3)
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• In the Primary Address section, complete 
the required fields.

Note: Although they are not marked with an 
asterisk, the Country/Region and State Region 
fields are mandatory

Note: If the primary address and remit-to are the 
same, please be sure to enter the address the 
same way in BOTH the Primary Address and 
Remit-To Address (page 19) sections
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• In the Primary Contact section, enter the 
contact information of the person who will be 
responsible for all communications  from UPS.

• Complete the remaining asterisk-marked fields 
as well as any applicable optional fields.

Note: The primary contact email address and the PO 
Email address may be different. Example: 
jsmith@supplier.com may be the primary contact 
and orders@supplier.com may be where purchase 
orders are received
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• In the Preferred Currency section update the currency of 
invoices issued to UPS. 
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• In the Tax Information section, enter all applicable tax 
information and attach supporting documentation.

• Use the dropdown menus to select Tax Classification.

• Enter the appropriate number in the Enter VAT ID 
field. (Make sure to enter country code as prefix)

• In Supporting Documents section click File then 
Browse or drag and drop a file into the Drop files here 
to attach the necessary documents like company 
letterhead, invoice, bank letterhead etc.
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• Enter the email address where payment 
information should be received in the 
Remittance Email field.



Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
© 2020 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color dark brown tone are trademarks of United Parcel Service of America, Inc. All rights reserved.

• In the Remit-To Addresses section, 
click the Add Remit-To button then 
Choose to select the existing remit-
to address. 

Note: New suppliers will not have a 
remit-to address to choose from and will 
have to create a new remit-to address.

• To create a new remit-to address 
click the Create New Remit-To 
Address button OR, if profile 
creation is complete, click Submit 
for Approval.
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• On the Where’s your business located pop 
up window, enter the Legal Entity Name 
and select the Country/Region from the 
dropdown menu. 

• Click Continue.
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• On the Miscellaneous Information popup 
window enter the required details marked 
with asterisk*.

• Click Continue.
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• On the Tell your customers about your 
organization screen, select the customers 
that should see your information and 
enter an invoicing address.

• In the What address do you invoice from 
section, complete the required fields

• If the same address will be used as the 
remit-to and ship-from address leave the 
boxes beneath the address fields checked.

• Note: If the primary address and remit-to 
are the same, please be sure to enter the 
address the same way in BOTH the 
Primary Address (page 10) and Remit-To 
Address sections

• Note: Although not marked with an 
asterisk the State field is a mandatory 
field.
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• Enter Tax ID, if applicable.

• The Invoice From Code is for use only 
by suppliers transacting business with 
UPS via cXML. The code must be 
obtained from UPS and must be entered 
correctly. It is not required to set up the 
remit-to address.

• Click Save & Continue to continue the 
setup process.
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Remit-To Address Setup
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• On the Where do you want to receive payment? 
page, in the Payment Type field, select Bank 
Account if payment to a bank is preferred. 
Select Address if payment by check is preferred.

• Update valid IBAN and SWIFT/BIC Code if 
available.

Note: Banking information is not stored in Coupa.

• Click Save & Continue.
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• Verify the account and address 
information is correct.

• Click Next.

• Then click Done.
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Remit-To Address Setup
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• Supplier setup is now complete, and 
invoice processing can begin.

• To add the remit-to address to the 
customer profile, click the Add Now 
button and see the next slides, if 
applicable.
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• Ensure to Review Remit-To Address 
section and complete all fields with 
asterisk mark.*

• Refer below excel to enter banking 
details.

• Note: If the Remit-To address is 
incorrect, click the red “X” in the 
upper right corner to delete it. Follow 
the steps beginning on page 16 to 
create a new one.

• Scroll to the bottom of the page
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Banking Extraction - EMEA

		Europe - COUPA Countries

		Countries		IBAN Length		IBAN Extraction		UPS Requiremnt with Examples		Notes

		Albania		28		ALkk BBBBBBBB CCCCCCCCCCCCCCCC		If your IBAN is - AL39902113640191230022572155
Bank number - 90211364
Branch Number - 90211364
Bank Account number - 0191230022572155

		Andorra		24		ADkk BBBB SSSS CCCCCCCCCCCC		If your IBAN is - AD4488310000308825200100
Bank number - 8831
Branch Number - 0000
Bank Account number - 308825200100

		Austria		20		ATkk BBBBB CCCCCCCCCCC		If your IBAN is - AT492011140332668700
Bank Number - 20111
Branch Number - 20111
Bank Account Number - 40332668700

		Belgium		16		BEkk CCCCCCCCCCCC		If your IBAN is - BE14123456789012
Bank Number - 123456789012
Branch Number - 123456789012
Bank Account Number - 123456789012

		Bosnia and Herzegovina		20		BAkk BBB SSS CCCCCCC OKK		If your IBAN is - BA993389104802697858
Bank number - 338
Branch Number - 910
Bank Account number - 4802697

		Bulgaria		22		BGkk BBBB SSSS CCCCCCCCCC		If your IBAN is - BG46CITI92501000110200
Bank number - 9250
Branch Number - 9250
Bank Account number - 1000110200		BBBB is a first four characters of BIC code.

		Croatia		21		HRkk BBBBBBB CCCCCCCCCC		If your IBAN is - HR6023600001102359381
Bank number - 2360000
Branch Number - 2360000
Bank Account number - 1102359381

		Cyprus		28		CYkk BBB SSSSS CCCCCCCCCCCCCCCC		If your IBAN is - CY47892001950000357003393998
Bank number - 892
Branch Number - 00195
Bank Account number - 0000357003393998

		Czech Republic		24		CZkk BBBB CCCCCCCCCCCCCCCC		If your IBAN is - CZ4027000000002052340102
Bank Number - 2700
Branch Number - 2700
Bank Account Number - 0000002052340102

		Denmark		18		DKkk BBBB CCCCCCCCCC		If your IBAN is - DK1230003361551729
Bank Number - 3000
Branch Number - 3000
Bank Account Number - 3361551729

		Estonia		20		EEkk BB SS CCCCCCCCCCCC		If your IBAN is - EE597798771006139233
Bank number - 77
Branch Number - 98
Bank Account number - 771006139233

		Faroe Islands		18		FOkk BBBB CCCCCCCCCC		If your IBAN is - FO1230003361551729
Bank Number - 3000
Branch Number - 3000
Bank Account Number - 3361551729

		Finland		18		FIkk BBBBBB CCCCCCCC		If your IBAN is - FI8452974540013938
Bank Number - 529745
Branch Number - 529745
Bank Account Number - 52974540013938

		France		27		FRkk BBBBB SSSSS CCCCCCCCCCCCC		If your IBAN is - FR8930003023670005002627118
Bank Number - 30003
Branch Number - 02367
Bank Account Number - 0005002627118

		Germany		22		DEkk BBBBBBBB CCCCCCCCCC		If your IBAN is - DE98790690010000132454
Bank Number - 79069001
Branch Number - 79069001
Bank Account Number - 0000132454

		Gibraltar		23		GIkk BBBB CCCCCCCCCCCCCCC		If your IBAN is - GI22TNOV000003267850004
Bank number - 405178
Branch Number - 405178
Bank Account number - 000003267850004

		Greece		27		GRkk SSS BBBB CCCCCCCCCCCCCCCC		If your IBAN is - GR5901401550143002310041435 
Bank number - 0155
Branch Number - 014
Bank Account number - GR5901401550143002310041435

		Greenland		18		GLkk BBBB CCCCCCCCCC		If your IBAN is - GL8964718801000206
Bank number - 6471
Branch Number - 6471
Bank Account number - 8801000206

		Hungary		28		HUkk BBBBBBBB CCCCCCCCCCCCCCCC		If your IBAN is - HU90163000000401401590006404	 
Bank number - 16300000
Branch Number - 16300000
Bank Account number - 0401401590006404

		Iceland		26		ISkk BBBB SS CCCCCC XXXXXXXXXX		If your IBAN is - IS140159260076545510730339
Bank number - 0159
Branch Number - 26
Bank Account number - 007654		X = holder's national identification number.

		Ireland		22		IEkk AAAA BBBBBB CCCCCCCC		If your IBAN is - IE92BOFS98765612345678	 
Bank number - 987656
Branch Number - 987656
Bank Account number - 12345678

		Israel		23		ILkk BBB SSS CCCCCCCCCCCCC		If your IBAN is - IL620108000000099999999
Bank number - 010
Branch Number - 800
Bank Account number - 0000099999999

		Italy		27		ITkk K BBBBB SSSSS CCCCCCCCCCCC		If your IBAN is - IT68T0623023802000030123842
Bank number - 06230
Branch Number - 23802
Bank Account number - 000030123842

		Jordan		30		JOkk BBBB SSSS CCCCCCCCCCCCCCCCCC		If your IBAN is - JO32JKBA2010003984300012000000
Bank number - 2010
Branch Number - 2010
Bank Account number - 003984300012000000		BBBB is a first four characters of BIC code

		Kuwait		30		KWkk BBBB CCCCCCCCCCCCCCCCCCCCCC		Update banking details as per the country standards		BBBB is a first four characters of BIC code

		Latvia		21		LVkk BBBB CCCCCCCCCCCCC		If your IBAN is - LV80HABA0001408036269
Bank number - HABA
Branch Number - HABA
Bank Account number - 0001408036269		BBBB is a first four characters of BIC code.

		Liechtenstein		21		LIkk BBBBB CCCCCCCCCCCC		If your IBAN is - LI2108810000232401389
Bank number - 08810
Branch Number - 08810
Bank Account number - 000232401389

		Lithuania		20		LTkk BBBBB CCCCCCCCCCC		If your IBAN is - LT899878967895456711
Bank number - 98789
Branch Number - 98789
Bank Account number - 67895456711

		Luxembourg		20		LUkk BBB CCCCCCCCCCCCC		If your IBAN is - LU300066406903224567
Bank number - 006
Branch Number - 006
Bank Account number - 6406903224567

		Macedonia		19		MKkk BBB CCCCCCCCCC KK		If your IBAN is - MK07250120000058984
Bank number - 250
Branch Number - 250
Bank Account number - 1200000589

		Malta		31		MTkk BBBB SSSSS CCCCCCCCCCCCCCCCCC		If your IBAN is - MT49LBMA05000000000002440204479
Bank number - 05000
Branch Number - 05000
Bank Account number - 000000002440204479		BBBB is a first four characters of BIC code

		Mauritius		30		MUkk BBBBBB SS CCCCCCCCCCCCCCCCCC		If your IBAN is - MU71MCBL0901000001713313000789
Bank number - MCBL09
Branch Number - 01
Bank Account number - 000001713313000789

		Monaco		27		MCkk BBBBB SSSSS CCCCCCCCCCCCC		If your IBAN is - MC5811222300010123456789030
Bank number - 11222
Branch Number - 30001
Bank Account number - 0123456789030

		Montenegro		22		MEkk BBB CCCCCCCCCCCCC KK		If your IBAN is - ME26505000012345678951
Bank number - 505
Branch Number - 505
Bank Account number - 0000123456789

		Netherlands		18		NLkk AAAA ACCCCCCCCC		If your IBAN is - NL78ABNA0489247322
Bank number - 489247322
Branch Number - 489247322
Bank Account number - 489247322

		Norway		15		NOkk CCCCCCCCCCC		If your IBAN is - NO7053370731655
Bank number - 5337
Branch Number - 5337
Bank Account number - 53370731655

		Pakistan		24		PKkk BBBB CCCCCCCCCCCCCCCC		Update banking details as per the country standards		BBBB is a first four characters of BIC code

		Poland		28		PLkk BBBBBBBB CCCCCCCCCCCCCCCC		If your IBAN is - PL56146011812025535827640200
Bank number - 14601181
Branch Number - 14601181
Bank Account number - 2025535827640200

		Portugal		25		PTkk BBBB SSSS CCCCCCCCCCCCC		If your IBAN is - PT50800795130000070000626
Bank number - 8007
Branch Number - 9513
Bank Account number - 0000070000626

		Romania		24		ROkk BBBB CCCCCCCCCCCCCCCC		Update banking details as per the country standards

		San Marino		27		SMkk A BBBBB SSSSS CCCCCCCCCCCC		If your IBAN is - SM70A0606709802000020150056
Bank number - 06067
Branch Number - 09802
Bank Account number - 000020150056

		Saudi Arabia		24		SAkk BB CCCCCCCCCCCCCCCCCC		If your IBAN is - SA0380000000608010167519
Bank number - 80
Branch Number - 80
Bank Account number - 000000608010167519

		Serbia		22		RSkk BBB CCCCCCCCCCCCCCC		If your IBAN is - RS53155000000005408924
Bank number - 155
Branch Number - 155
Bank Account number - 000000005408924

		Slovakia		24		SKkk BBBB SSSSSS CCCCCCCCCC		If your IBAN is - SK9183300000002802215256
Bank number - 8330
Branch Number - 000000
Bank Account number - 2802215256

		Slovenia		19		SIkk BB SSS CCCCCCCC KK		If your IBAN is - SI56610000022703973
Bank number - 61
Branch Number - 000
Bank Account number - 00227039

		Spain		24		ESkk BBBB SSSS CCCCCCCCCCCC		If your IBAN is - ES6301520348900060000228
Bank number - 0152
Branch Number - 0348
Bank Account number - 900060000228

		Sweden		24		SEkk BBBB CCCCCCCCCCCCCCCC		Update banking details as per the country standards

		Switzerland		21		CHkk BBBBB CCCCCCCCCCCC		If your IBAN is - CH9488279279C41279430
Bank number - 88279
Branch Number - 88279
Bank Account number - 279C41279430

		Tunisia		24		TNkk BBBBB CCCCCCCCCCCCCCC		If your IBAN is - TN5912102000005800146987
Bank number - 12102
Branch Number - 000005800146987
Bank Account number - 000005800146987

		Turkey		26		TRkk BBBBB RCCCCCCCCCCCCCCCC		Update banking details as per the country standards

		United Arab Emirates		23		AEkk BBB CCCCCCCCCCCCCCCC		If your IBAN is -AEkk 033 0003707679744901
Bank number - 033
Branch Number - 033
Bank Account number - 0003707679744901

		United Kingdom		22		GBkk AAAA BBBBBB CCCCCCCC		If your IBAN is - GB89MYMB23058043962698
Bank number - 230580
Branch Number - 230580
Bank Account number - 43962698
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• Review the GIC/PO Terms and 
Conditions

• If agreeable, check the box next to 
GIC/PO Terms & Conditions Flag and 
click Submit for Approval
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• Once submitted, a green banner will 
appear and the new or updated 
remit-to address will be pending 
approval by UPS

• Need assistance? Got questions? 
Email supplyline@ups.com.

8/26/2024 25

Coupa Supplier Portal – Getting Started

Remit-To Address Setup

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
© 2021 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are trademarks of United Parcel Service of America, Inc. All rights reserved. COUPA is a registered trademark owned 

by Coupa Software Incorporated.  Used with permission.



Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
© 2020 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color dark brown tone are trademarks of United Parcel Service of America, Inc. All rights reserved.

• To access administrative functions, 
click Setup in menu bar to be 
redirected to the Admin tab. 

• Need assistance? Got questions? 
Email supplyline@ups.com.
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• Click the Invite User button.

• On the Invite User pop up type the first 
name, last name and email of the user 
being invited, in the appropriate fields. 

• In the Permissions section, select access 
options for the user being invited.

Note: UPS does not use the Service/Time Sheets, 
Order Changes, or Pay Me Now functions in the 
CSP. 

• In the Customers section, select the 
customers the invited user will have access 
to. 

• When complete, click Send Invitation and 
the user will receive an email inviting 
him/her to access the CSP.
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• Select Notifications in the top right 
corner to be redirected to the My 
Notifications screen. 

• Click Notification Preferences to 
customize supplier notifications.

• Choose how notifications of functions in 
the CSP are received – Online, Email, 
or SMS (text).

Note: Suppliers will be prompted to set up a 
phone number in My Account settings. 
Mobile phone verification will be needed; 
follow prompts to verify number. 
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• If suppliers are already using the CSP, 
accounts can be merged to eliminate 
duplication.

• Click the link in the task menu, to the 
right of the profile summary to access 
step-by-step instructions for completing 
the merge process. 

• Please have additional customer account 
information ready to complete the merge. 
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Thank you for being a valued partner.
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