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What is Coupa Supplier Portal (CSP)?

Coupa Supplier Portal (CSP) is a cloud based platform for buyers and suppliers to collaborate. 

Suppliers can use it to view and acknowledge their purchase orders (POs), create and submit invoices 
and even manage their catalogues with specific buyers, if desired. 

The portal also allows suppliers to check the status of all their transactions and payments, without 
having to contact an AP department.

View the status of 
invoices and 

payments in real 
time

Quickly flip POs 
to invoices; 
ability to do 

partial invoicing

Acknowledge 
purchase orders 

(POs) and view how 
much has already 

been invoiced

Decrease 
paperwork and 
manual effort 
through new 

automated steps

Send 
comments to 
Viasat in real 

time

Consolidated 
view of all 

purchase orders 
and invoices

SMS option to 
receive 

notifications

Streamline 
invoice 

processing 
through 

electronic 
workflows
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Working with Viasat now means working together via the Coupa Supplier Portal. 

Viasat wants to work with our suppliers to improve the way we do business with each other. Through Coupa, an industry-leading 
procure-to-pay system, we are able to optimize how we work with you from purchase to payment and everything in between. 

Via your Coupa Supplier Portal, you will: 

› Electronically receive Purchase Orders (POs) from Viasat

› Be able to acknowledge receipt of POs & communicate with Viasat through ‘comments’

› Create electronic invoices by ‘flipping’ the electronic PO

› View the status of your orders, invoices and payment online, in real time. 

For any Coupa purchase orders you receive from Viasat, you will need to submit an invoice electronically. The good 
news is, it is very quick and easy to invoice us electronically.

You can do so via Coupa Supplier Portal (CSP) or you can invoice directly from the emailed PO you receive.

› More about submitting invoices via CSP

What does this mean for you as a supplier?

https://supplier.coupa.com/help/create-an-invoice-credit-memo/
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Quick Start Guide



6Viasat Proprietary

Registration
You will be sent an invitation to register on the Coupa Supplier Portal (CSP). Registration takes 5-10 minutes.Step 1

Set up your Account
Once you are registered you are ready to start working with Viasat. You may choose to do additional setups such as 
inviting additional users or updating your company profile. 

Step 2

Receiving POs
You will receive electronic POs from Viasat in your CSPStep 3

Sending Invoices
You will invoice Viasat electronically from your CSP or by ‘flipping’ your electronic PO into an invoiceStep 4

Track the status of your Orders and Invoices
In CSP, you can track the status or your orders, invoices and payment, without having to contact Viasat. Step 5

How do I get started?
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Registration and Setup
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› If your company already has a Coupa Supplier Portal account: please send us your account information 
and we will link your account.

› If your company does not already have a Coupa Supplier Portal account: ask your Viasat contact to work
with Procurement and Viasat Coupa support and we will send you an invitation. Registration takes 5-10 
minutes. 

– Click “Join Coupa” or “Forward This” to pass along the registration link to another individual

– Once registered, you can manage your CSP account and add additional users at no cost

Registering with Coupa Supplier Portal
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Registration & Setup

After you confirm your email address, you will need to provide basic  
company information:

1. Enter the first and last name of the owner of the CSP account.

2. Enter the legal name of your company – this will appear in the 
invoices sent to Viasat or other customers.

3. Confirm the email address provided is correct.

4. Enter and confirm your password.

5. Tick the checkbox to accept Coupa Terms of Use and Privacy 
Policy (Click on Privacy Policy and Terms of Use to access the 
details).

6. If applicable, tick the checkbox to confirm you are not a robot.  
Depending on your internet browser, this may or may not be an 
option.

7. Click the Submit button to create your account.
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Registration & Setup

Once you create your account, you will be directed to the CSP homepage. Coupa offers an online tour.  

We recommend the tour to become familiar with the CSP.
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Improving Your Coupa Profile (optional)

At the portal’s home screen, you can edit your profile 
information and manage your company profiles:

1. This section displays your company’s general information.

2. Click on Improve Your Profile to add additional company 
information.

3. The About section will show a message about your company 
that you must include in step 2.

4. Click the link to see your Public Profile (public profile is what 
other Coupa customers can see about your company on the 
CSP).
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Coupa Profiles (continued)

Coupa allows companies to maintain multiple profiles in 
the Profile section.

1. Click on the drop-down menu to navigate through your  
company’s active profiles, such as client-specific or public.  
Choose the one you want to edit.

2. The CSP will display the information for the selected profile 

3. Click on the Edit Background to change your background 
colors.

4. Click on the Edit Profile to add additional company information 
(next page).

5. At the bottom, your Primary Contact information is displayed.
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Navigating your Account
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Navigating your Account

The CSP is a user-friendly web solution. All 
commands can be found under the main menu at 
the top of the screen:

1. Click the Profile button to access profile settings.

2. Click the Orders button to access the orders 
section and see all POs received.

3. Click the Invoices button to access the invoices 
section and see all invoices created and sent.

4. Click the Catalogs button to access the catalog 
section and manage customer catalogs.

5. Click the Admin button to manage your CSP 
account and add CSP users
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Administrating your Account
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Admin Page

On the Admin page you can manage users & their respective permissions, merge requests, and 
the remit-to addresses for your customers; you can set up legal entities and fiscal 
representatives and more. 

More about the Admin Page

https://supplier.coupa.com/help/setting-up-a-new-customer-account/
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Managing your Orders and Invoices
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Managing Orders and Invoices

More about managing POs in CSP

From CSP:

1. Click on the Orders tab on the main menu

2. Click on the PO number to view additional 
details

3. Click on the gold coins to create an 
invoice

4. Click on the red coins to create a credit 
memo

https://supplier.coupa.com/help/orders-purchase-orders/
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Managing Orders and Invoices

From Email (Supplier Actionable Notifications (SAN)):

1. Open the email notification from your company 
email inbox e.g. the email you provided Viasat

2. Click on the acknowledge PO button, Add 
Comment button, or Login button to log in to 
Coupa

3. Click on the Create Invoice button to ‘flip’ the 
emailed PO into an invoice
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Additional Resources
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To help you get up and running, we’ve put together several helpful resources that address some frequently 
asked questions. 

› FAQs about CSP

› Coupa Compass Portal – Hover over Help in the top right to access Supplier Compass without a login

Note: Please contact Coupa directly for login issues or technical issues submitting an invoice:

– Email: supplier@coupa.com or use the Supplier Support Chat window at the bottom right

Log in to your CSP account here: http://supplier.coupahost.com

Helpful Resources

https://supplier.coupa.com/help/faqs/
https://supplier.coupa.com/help/
mailto:supplier@coupa.com
https://supplier.coupahost.com/sessions/new
http://supplier.coupahost.com/
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Viasat Supplier Portals
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Coupa will be used for all indirect products and services. This is in addition to Oracle iSupplier, the 
existing portal for direct materials.

If you provide Viasat indirect products and services only:
You will receive all POs via Coupa, and should invoice through Coupa electronic invoicing exclusively

If you provide Viasat direct products:
You will continue to receive POs via Oracle iSupplier, and should invoice as you always have, following 
the instructions on the PO.

A small subset of Viasat’s supply base will provide a combination of direct and indirect products and 
services. In that case, kindly follow the instructions on your PO to invoice through the appropriate 
channels.

Supplier Portals



Supplier Portals

Coupa is an electronic purchase order and 
invoice management platform for all indirect 
products and services. Suppliers can view, 
manage & acknowledge purchase orders, create 
invoices, and view payment status & details

Oracle iSupplier is a central portal for our 
suppliers to acknowledge purchase orders, 
request changes to purchase orders, and/or 
submit Advanced Shipment Notices for all direct 
material purchase orders.



Purchase Orders from Viasat

Oracle Purchase Order Example

Coupa Purchase Order Example
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Contact Info



Who to contact for what

Nature of your question Who to contact

Onboarding on to the CSP The person making the request

Login issues or other technical issues with CSP
supplier@coupa.com

or
use the Supplier Support Chat window

General information about Coupa and the CSP https://success.coupa.com/Suppliers/For_Suppliers

Questions regarding your PO The person making the request

Regarding your contract Your Viasat Procurement POC

mailto:supplier@coupa.com
https://supplier.coupahost.com/sessions/new
https://success.coupa.com/Suppliers/For_Suppliers
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