
World Headquarters  2300 Harmon Road Auburn Hills, Michigan 48326-1714 o 248.340.1800 f 248.340.9988 guardian.com | | | | 

 

 

Coupa Suppliers Portal 

 

Frequently asked questions  
 

1) Registration: 

1: How much does it cost to join the Coupa Supplier Portal? 

The Coupa Supplier Portal is completely free for suppliers to Guardian Industries. Coupa does 

not charge providers to use the portal. 

 

  2: What is link where I can enter the Coupa Supplier Portal? 

To enter the system, use the following link http://supplier.coupahost.com 

 

3: “Who is going to provide the username and password?” 

The user is an email. The Guardian Supplier Adoption Team is going to send you a Coupa 
Supplier Portal invitation. When you receive the email invitation, click the “Join Coupa” button 

 
 
Then the registration screen appears, that is where you must enter your name, create the 
password, and accept the privacy policy and terms of use. The email and company name are 
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already filled in. Once you have filled in that information, click on “Activate your account”.

 
 

4: “If I already have a Coupa user, how should I register for Guardian? 

If you are already registered with Coupa, Guardian Industries will need the email you are 
already registered with. The Supplier Adoption Team will send you the invitation to that same 

email and the accounts will be automatically connected. 

5: “Is there a maximum number of people in our company that can register on the portal?” 

No, the number of users is not limited. New ones can be invited in the settings – Administrator – 
Users section. There you can also manage permissions and access for each of the users. 
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6:” If I manage 2 companies, should I have a portal access for each company name? 

If you manage more than one company name, you can make the request to combine the 
accounts. The option can be found in the “Settings” section, the “Administrator” tab: 

  
 

7: "Trying to create the legal entity, it asks me for VAT ID and invoice origin code, which I do 

not know what it refers to. Could you help me to solve this doubt? 

VAT ID is your tax ID number, if you don’t have any or are tax exempt, you can put N/A, the 
invoice source code is not a required field, you can leave it blank. 

 

2) The Purchase Orders: 

8"Is a purchase order generated by invoice or by the total service?" 

A purchase order can include different services separated by different lines; therefore, a 
purchase order can include several invoices. 

 

9: “How can I view my purchase orders from Guardian? 

In the Orders tab, select the Guardian name from the dropdown menu. The orders of the 
customer you have selected will be displayed. You can also use the filters to view only a group 
of purchase orders (for example view only unvoiced orders). 
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3) Invoices: 

 

 

10: “How do I create an invoice?” In the CSP, select Orders. From the drop-down menu select 

Guardian and choose the order for which you wish to upload an invoice. You can click on the 
gold coin icon to create the invoice. 

 
 
Choose the legal entity from the list or add a new one: 

 
 
Save your settings.  
 
• Billing and shipping addresses - Check if the data in the “FROM” and “TO” sections are correct  
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• The lines – this is where you must choose the correct purchase order line 

 
 
The line should be selected here, if you see “None” like in the screenshot 
below, you need to use the magnifying glass icon and then  select the 
correct line.  
 
 
 
 
 

 
 
 

• Totals and Taxes: You will need to put the corresponding tax rates, and click calculate 
button 



World Headquarters  2300 Harmon Road Auburn Hills, Michigan 48326-1714 o 248.340.1800 f 248.340.9988 guardian.com | | | | 

 

 

 
You need to check if the total amount balances and if it is correct, you can send the invoice. 

 

14: "Is the invoice uploaded to COUPA before or after the good or service is delivered?" 

“The invoice is uploaded to Coupa after delivering the good or service” 

 

15: “For the same purchase order, can more than one invoice be uploaded to the portal?” 

Yes, for the same purchase order you can upload more than one invoice to the portal. You can 
choose one or more lines of the order. 

 

17: “Will you no longer receive invoices other than through this portal?”, “Are invoices going to 

be created in the portal?” 

From the date of implementation, all invoices for which the order was created in Coupa must be 
sent through the Coupa Supplier Portal. 

 

18: How can I create (upload) a credit note? 

Login to the Coupa Supplier Portal and select Orders. Choose the PO you want to create a credit 
for and select the red coins. 
  

19: “What do I do if an invoice is rejected?” 

When the invoice is rejected, you can see a comment of the reason why the invoice has been 
rejected and information on the next steps to be taken. 
 

 

4) Payment information: 
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20: "How can I check the payment status?" There are two ways to check payment information. 

In the Invoices section, you can choose the view and select “payment information” 

 
 

 

If you are in the “invoices” tab, you can also check the payment status in the section below the 

page:  

 

 

4) Other questions: 

 

23: “are the payment conditions changed?” 

There are no changes with the payment terms. Suppliers will keep their payment conditions as 
they are now 

 

24: "Is the bank information that is requested when creating my entity in CSP the account to 

which we are going to be paid?" 

No, the payment is going to be made to the account that was previously provided at the 
beginning of the relationship with Guardian or SRG. 
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Most common mistakes 
 

Error 1: "To access this page, you must associate a client and assign the permission in the 

administration panel to access this page" 

 

In the Users section (inside Administrator tab) you can check if you have access to Guardian.  If 
you still can't see Guardian / SRG Global, please contact globalSE@guardian.com  Our team will 
check if we sent the invitation to the correct email. 

 

Error 2: The address must be present on the invoice 

 

The first step is to correctly create the legal entity in the administrator section  

 
 

 
 

mailto:globalSE@guardian.com

