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Coupa, is an exciting and innovative platform that will streamline Monash University's current purchasing and payment 
processes, by providing greater efficiencies in payments, provide you with visibility of the status of invoices, and ensure 
purchase orders are accurate. 

As a valued supplier of Monash, you are invited to register for the Coupa Supplier Portal (CSP).  

These instructions detail the steps you must complete in the CSP in order to streamline your interactions with Monash. 
For more detailed instructions, Coupa has a range of instructions and support available on its Success Portal 

REGISTER FOR COUPA SUPPLIER PORTAL (CSP) 

An invitation notification will be emailed to you from Coupa to invite you to register for the CSP. Follow the instructions 
in the email to register for the CSP. 

Note: When completing the registration for the CSP, the Company name will display your Monash supplier 
reference number. You can change this field to display your company name. 

Take a tour 

The CSP has a Take a Tour function when you first logon. It is recommended that you complete the e-invoicing setup 
instructions below before taking the tour. 

ADMINISTRATION 

There are a number of administration functions available for you to maximise the CSP benefits. Monash recommends 
the following settings are updated as soon as possible, before the first purchase order is received. 

E-INVOICING 

To enable the submission of invoices from a Coupa purchase order, company details must be defined in the e-invoicing 
section 

1. From the Admin menu select E-invoicing setup 

2. Click Add Legal Entity  

3. Enter the Legal Entity Name and the Country, click on Continue 

4. Enter the Address details for sending Remittance Advices. Check both boxes.  

5. Enter your 11 digit ABN in the Tax ID field. Click Save & Continue. 

6. You may add additional Remit details or Shipping details. Press Return to Admin. 

Note.  Monash has your banking information on file. Do NOT enter banking details in CSP, as Monash does not 
have visibility of this information. Contact Monash directly to update banking details by emailing a copy of 
them to supplier.enquiries@monash.edu 

SET DEFAULT COUNTRY 

You may need to set the default language from English (US) to English 
(Australia). 

1. Scroll to the bottom of any screen. 

2. Click on the English (US) 

3. Select English (Australia) from the list 
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MANAGE USERS 

As CSP Administrator, you can manage the access to the CSP for your organisation. Those responsible for receiving 
purchase orders or submitting invoices should be given access to the CSP. 

 CSP Administrator will receive emails advice of purchase orders, will be able to view in the CSP, and flip to an 
invoice. 

 The PO recipient will receive an email advice of purchase orders, and will be able to flip to an invoice directly 
from the email, or from the CSP. 

IMPORTANT:  Prior to the Coupa Pilot, you were contacted to provide the appropriate contact to be the PO 
recipient. 

If you wish to change the PO recipient, you must contact Monash to update the email. Updating the 
PO recipient in the CSP portal does not flow back to Monash at this stage. 

Contact: supplier.enquiries@monash.edu 

 9905 6122 

FURTHER INFORMATION 

Information for Monash suppliers is available https://www.monash.edu/vpfinance/supplier-info/coupa/coupa-supplier-
support 

Refer to the Coupa Success Portal for instructions from Coupa how to use the CSP. 
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