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This supplier information pack is to be 
leveraged by suppliers that transact with 
Rituals indirect procurement via Coupa. This 
pack outlines how to register for the Coupa 
Supplier Portal, setup your account and 
transact with Rituals (Purchase Orders and 
Invoicing).

For additional information visit 
https://supplier.coupa.com/ 
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W H AT  I S  C O U PA ?

o Coupa is a cloud-based business spend management platform that helps 

companies manage procurement, invoicing, and supply chains.

o Coupa provides Rituals with one platform that integrates procurement and invoice 

workflows.

o Coupa provides a Coupa Supplier Portal (CSP) to suppliers for free. There are no 

costs for suppliers.

o The Coupa Supplier Portal enables sharing of purchase orders, creating and 

sharing invoices, resolving invoice disputes and maintenance of supplier data.

o For more information about the Coupa platform, please visit: 

https://www.coupa.com/ 
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https://www.coupa.com/


W H AT  I S  I N  I T  F O R  S U P P L I E R S ?
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• Free Access – No cost to join or use the portal.

• Faster Payments – Real-time invoice status and quicker processing.

• Improved Visibility – Track POs, invoices, and payment details in one place.

• Easy Collaboration – Direct communication with buyers for updates and changes.

• Global Reach – Connect with multiple customers through a single platform.



K E Y  T E R M I N O L O G Y
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Term Description

Coupa Supplier Portal (CSP) An online platform provided by Coupa that allows suppliers to manage their interactions with buyers. Through CSP, suppliers c an view and 

acknowledge purchase orders, submit invoices, track payment status, and update their company information.

Supplier Actionable Notifications (SAN) Email notifications sent to suppliers that contain direct links to perform specific actions (e.g., acknowledge a PO, create an invoice) without logging 

into the Coupa Supplier Portal. These notifications streamline supplier response and improve efficiency.

Purchase Order (PO) A formal document issued by Rituals to a supplier specifying the products or services to be provided, along with details such as quantity, price, 

delivery date, and terms. It serves as a contractual agreement between Rituals and supplier.

PO Acknowledgement A confirmation from the supplier that they have received and accepted the purchase order. This may include agreeing to the terms, confirming 

delivery dates, or proposing changes. 

Invoice A financial document issued by the supplier to Rituals requesting payment for goods or services delivered. It typically includes details such as PO 

number, item descriptions, quantities, prices, and payment terms. 

Disputed Invoice An invoice that Rituals does not fully accept due to discrepancies such as incorrect pricing, missing information, or non-compliance with agreed 

terms. The dispute must be resolved before payment can be processed.. 

Credit Note An invoice with negative value, to offer a credit or resolve the issue for an invoice. 

Remit-To Accounts Bank account details provided by the supplier where payments should be sent. These accounts must be correctly set up and veri fied to ensure 

timely and accurate payment. 

Ship-From The address whether the supplier delivers the items/service to Rituals, which is defaulted as the legal entity address. 

Payment Term The agreed-upon conditions between buyer and supplier that define when payment is due after the invoice date. 

Indirect Procurement Indirect procurement refers to the sourcing and procurement of goods and services that support daily business operations but are not part of the 

final product.



A C T I O N  B U T T O N S

The following icons are action buttons in Coupa 
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Add item

Delete

Edit

Print

Create invoice

Create Credit Note

View

Calendar

Mark as read

Resolve



R E G I S T E R  F O R  T H E  S U P P L I E R  P O RTA L

There are four ways to register to the CSP:
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Method Benefits Considerations

Customer-created 
invitation

You get a custom-invitation with specific instructions and a 
proactive message from your customer. When you accept the 
invitation and create your account, you are automatically 
connected/linked to the customer who invited you.

You have to wait for your customer to send the invitation 
email. This means that you might not get invited due to your 
customer forgetting or not having the time to send the 
invitations to all their suppliers.

Self-created 
invitation 

You can set up your accounts ahead of time, add multiple 
users, set up your login preferences, and update your profile 
more quickly.

You need to connect manually to your customers in Coupa. 
Let your customer know that you registered and you want to 
connect with them. Customers can connect with you through 
their Supplier Portal Directory, or by sending an invitation 
email to any of the CSP supplier users on the account. 
However, if you are invited using a different email, that email 
can log in but will have to merge with the account that was set 
up ahead of time in order for all the supplier users to be on 
the same account and linked to the customer.

Purchase order (PO) 
email

Your customer does not have to proactively manage 
invitations and reminders for you to get connected through 
the CSP. You can create a CSP account without requiring an 
invitation if you use Supplier Actionable Notifications (SAN), 
InvoiceSmash, or other PO methods. As PO emails are a 
frequent communication channel between you and your 
customers, you have more opportunities to create a CSP 
account and enjoy its benefits.

None

Forwarded invitation 
from a coworker

You can easily invite others within your organization to the 
CSP by forwarding them your PO email notification or by 
sending them an invitation from the create account page. You 
end up with the right supplier user(s) linked to and 
transacting electronically through the CSP with less work.

You can forward the invitation only to email addresses with 
the same domain. However, this ensures more built-in 
security.

Link to access Coupa Supplier Portal:

https://supplier.coupahost.com/ 

https://supplier.coupahost.com/


F I R S T  R E G I S T R AT I O N

Suppliers can register on CSP when receiving the Coupa registration invitation email or from the PO email.
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1 Validate your business name, personal name and set your password.

2 Set your Tax registration. 

3 Read and accept the Privacy Policy and Terms of Use. Click create an account

4 Merge existing accounts if your company already uses CSP for other customers. 

Otherwise click continue creating a new account

1

2

3

4 5
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F I R S T  R E G I S T R AT I O N
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1 Select your data privacy preference and 

click save.

2 Set your Primary Address and click Save 

and Next. 

3 Set your accepted Payment Methods and 

click Save and Next.

Note: check the tick box, Do not accept 

virtual card from Rituals, if the supplier 

would like to opt for bank transfer.

Suppliers can bypass this and add their 

preferred payment method later  via 

your Business Profile -> Payment 

Methods

2

4 5

4

1

3



C S P  S E T T I N G S

Overview of the CSP UI Homepage.
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1 2 3 4 5

1 Home page. Return to the home page. 

View your recent activity.

2 Invoices. Create and manage invoices

3 Orders. View, access and manage the 

purchase orders received.

4 Business Profile. Create and manage your 

profile including addresses and contacts.

5 ASN. Create Advance Ship Notices to 

instantly notify Rituals in advance of a 

shipment.

6 Setup. Manage users, remit-to addresses, 

merge requests, etc.

Note that the other tabs e.g. Service 

Sheets etc. are not (frequently) used by 

Rituals at this time.
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C S P  S E T T I N G S

Notifications and language settings.
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1

2

4 5

1 Click on your first name and notification 

preferences.

2 Select your notification preferences

3 Scroll down to the bottom of the page to change the 

language settings if preferred

6

3



A D D I N G  A D D I T I O N A L  U S E R S

Invite additional users via the setup menu.
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3 4 5

1

2

1 Go to the setup tab and click Invite User

2 Fill in contact information of the invited user. Email is a 

mandatory field. Click Send Invitation.



S E T T I N G  U P T H E  L E G A L  E N T I T Y  I N F O R M AT I O N

Suppliers should create their legal entity information in Coupa in order to be able to create invoices on the CSP.
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1 2

3 4

5

1 Go to Business Profile and to Legal Entities.

2 Validate or fill in the required details.

3 Validate or fill in the Invoice From Address.

4 Validate or fill in the Ship From Address. If this is the same as the Invoice From Address, click the box

5 Validate or fill in the Remit-To Address. If this is the same as the Invoice From Address, click the box

6 Click Save
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S E T T I N G  U P T H E  PAY M E N T  I N F O R M AT I O N

Additional payment methods can be setup in CSP.
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1

2

3

1 Go to Business Profile and to Payment Methods.

2 Select add Payment Method and select the desired method.

3 Fill in the required fields.

4 Click Save

4



P U R C H A S E  O R D E R S  I N  C S P

Viewing your purchase orders on CSP.

15

1

2

3

1 Click Orders on the top menu. You can view all the 

purchase orders here.

2 Ensure you have selected RITUALS as customer, in case 

you have more customers on Coupa.

3 Here you see all Rituals Purchase Orders.

4 You can select different views enabled by default. You 

can also create your own views.

5 Use the search bar to find specific purchase orders.

Note that Purchase Order status can be:

• Issued: Purchase Order has been created in Coupa 

and issued to supplier

• Cancelled: An issued PO that has been cancelled. 

There is no need to deliver goods/service against 

this PO

• Soft Closed: A PO is closed but still can be reopened. 

Supplier cannot create invoice against a PO in this 

status because this transaction has been marked as 

completed

• Closed: A closed PO can't be reopened. Supplier 

cannot create invoice against a PO in this status 

because this transaction has been completed.

4 5



P U R C H A S E  O R D E R S  I N  C S P

Acknowledging the Purchase Order in CSP.
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1

2

3

4 5

1 Go to Orders and click the Purchase Order Number you would like to see.

2 Here you can review the general information and shipping details

3 Click the box to acknowledge the PO

4 An order acknowledge bar will appear on the top of the page.

4



P U R C H A S E  O R D E R S  I N  C S P

Commenting on Purchase Orders.
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1

2

3

4 5

1 Scroll to the bottom of the purchase order.

2 Here you can enter a comment. You can tag people by typing ‘@name’. 

Attachments can also be added if required.

3 Click add comment



R I T U A L S  I N V O I C E  R E Q U I R E M E N T S
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INVOICE REQUIREMENTS

• Correct Rituals entity according to PO

• All invoices must include the Coupa PO Number 
• Note, Rituals has a NO PO – NO PAY – Policy

• Supplier details: Your full name and address, VAT identification 
number, and (if applicable) Chamber of Commerce number.

• Invoice number: A unique and sequential number.

• Invoice date: The date the invoice was created.
• Delivery date: The date the goods or services were delivered.
• Description of goods/services: A clear description of what was 

delivered.
• Quantity: The quantity of products or hours delivered.

• Amounts: The amount excluding VAT, the VAT rate, the VAT 
amount, and the total amount including VAT.

• Additional, non-mandatory but important details:
• Payment terms: Clear instructions and a payment deadline.
• Bank account number: So the client can pay the invoice 

directly.

• Upload invoices via Coupa Supplier Portal or Supplier 

Actionable Notification. The presence of a Purchase Order is a 
hard requirement for this.

• Alternatively the supplier can email the invoices directly 
to invoices@rituals.com. The invoice must be attached as per 
underneath requirements:

• File must be in PDF format
• Hard copy as attachment, not provided via a link
• Each file should contain 1 invoice, not allowed to have multiple 

invoices in 1 file
Other

• Provide invoices via Peppol
• (c)XML. Please contact your Rituals contact person for details on how 

to enable this

SUBMITTING INVOICES



C R E AT I N G  I N V O I C E S  I N  C S P

Flipping a PO into an invoice.
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1

2

4 5

1 From your purchase order overview click the gold coin stack to create an invoice. 

Note, the red coin stack creates an Credit Note.

2 Alternatively, you can create an invoice from the invoices tab, by clicking Create 

Invoice from PO.

Depending on the configuration and our agreements, some buttons might be 

unavailable for you as supplier (Create blank invoice for example).



C R E AT I N G  I N V O I C E S  I N  C S P

Create an invoice directly against the PO in CSP.
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2

3

5

1 The first time, the system might request you to select the legal entity for this 

invoice. Select the correct legal entity and click save.

2 You are now in the Create Invoice page.

3 Fill in the invoice details, such as the invoice number, Invoice Date, Currency et 

cetera.

4 The image scan can be upload if the current invoice has a printed version.

5 Attachments that are supporting the invoice can be uploaded here

6 The From fields will be auto populated if there is only one legal entity created. 

Select the correct addresses for Invoice from, Remit-to and Ship-from if required 

by clicking on the magnifying glass.

7 The To section is defaulted from the Purchase Order

1

4

5

6

7



C R E AT I N G  I N V O I C E S  I N  C S P

Create an invoice directly against the PO in CSP.
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2 3 5

1 Edit any data like quantities or amounts as needed. For example if the actuals 

differ, or to create a partial invoice

2 Important: By default, all PO lines are copied to your invoice! To create partial 

invoices for multiple line purchase orders, remove the lines that are not being 

invoiced by clicking on the red circle with the white cross. Only keep the 

applicable lines for the particular invoice.

3 If different taxation is applicable to different lines, click the Line Level Taxation 

box to enable tax fields per line.

1

6

7

2

3



C R E AT I N G  I N V O I C E S  I N  C S P

Create an invoice directly against the PO in CSP.
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1 If required, add additional lines (if allowed).

2 Select all correct and applicable tax rates from the drop down.

3 Click the calculate button to update the total value being invoiced based on the 

amount and any additional charges entered.

4 Click on submit. 

5 A pop-up will appear that Coupa will create an invoice in your behalf. Confirm by 

clicking Send Invoice.

1

2

3 4

5



C R E AT I N G  C R E D I T  N O T E S  I N  C S P
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1 2 3 4 5

1

1 From your purchase order overview click the red coin stack to create a credit 

note. 

2 Alternatively, you can create an credit note from the invoices tab, by clicking 

Create Invoice from PO.

Depending on the configuration and our agreements, some buttons might be 

unavailable for you as supplier (Create blank invoice for example).



C R E AT I N G  C R E D I T  N O T E S  I N  C S P
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1 2 3 4 5

1 Fill in the credit note details, such as the number, Date, Currency et cetera, just 

like a regular invoice.

2 Modify the corresponding line details to create the credit note. Select the 

adjustment type drop down to select the correct type to edit. Quantity, Amount 

or other. 

Note that the total amount of the credit note must always be negative

Follow the remaining steps just as a regular invoice to submit the Credit Note to 

Rituals.

1

2



M A N A G I N G  D I S P U T E D  I N V O I C E S
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1 2 3 4 5

1 You will receive an email notification with the invoice number and the 

dispute reason 

2 Any disputed invoices will also show in your To Do and Notifications tab 

on the Coupa Supplier Portal and in your invoice overview.

3 If you use the Coupa Supplier Portal, please correct and resubmit the 

invoice directly there.

For suppliers in the EU, it is mandatory to issue a credit note before 

submitting the corrected invoice. This credit note needs to be uploaded 

to the Coupa Supplier Portal.

Similarly, if your credit note has been disputed, you need also cancel the 

disputed credit note with an invoice for correction. Then, you can create 

a new credit note if needed.

There are several reason an invoice can be disputed: 

• The invoice does not match what is on the PO. This could be a data issue, a quantity issue or 
a price issue. 

• A manual dispute done by the PO Requestor. 
• Any disputed invoices will also show in your To Do and Notifications tab on the Coupa 

Supplier Portal.

2

1

Type of invoice Possible solution actions

Standard e-invoice

Void - If an invoice was issued in duplicate or has already been paid for through an 

earlier invoice, void it.

Correct Invoice - If an invoice has some incorrect information, correct it. When 

submitting a corrected invoice, you can use the same invoice number.

Country Compliant e-

Invoice

Cancel Invoice - If an invoice was issued in duplicate, create a credit note to cancel 

it. If an invoice has some incorrect information (other than price or quantity), for 

example, incorrect tax rate or item description, create a credit note to cancel it and 

issue a new corrected invoice. The original invoice remains in disputed status and the 

corrected invoice is submitted for approval.

Adjust - If the price and/or the quantity for invoice lines(s) is incorrect on an 

invoice, issue an adjustment credit note (partial credit) to correct it. You can adjust 

credit line quantity also in case of returned goods or if an invoice has already been 

paid for.



Text style levels

Use the text levels to make use of the 
different text styles. Click the list level 
increase and decrease button to switch 
between the different  text styles.

Text styles:

L EV EL  1: S UB T I TL E

L EV EL 2:  T ITL E

Level 3: text

o Level 4: bullet

DON’T USE MORE THAN 

2 SENTENCES OF TEXT 
BEFORE THE BULLETSN OT E

DON'T ADD MORE THAN 

4 BULLETS TO A SLIDE
N OT E

S U P P O RT
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Note: Rituals is not responsible and able to manage configurations on the 

Coupa Supplier Portal. 

For any issues related to CSP functionality, please contact Coupa. We advise 
these channels:
• https://compass.coupa.com/en-us/products/product-

documentation/supplier-resources/for-suppliers/coupa-supplier-portal 
• https://supplier.coupa.com/help/ 
• supplier@coupa.com 

Coupa Supplier Portal Log In: https://supplier.coupahost.com

If you have any questions to be directed to Rituals please contact our Indirect 

Procurement Team: indirect.procurement@rituals.com 
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