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Why choose Coupa ?

• Coupa is a cloud-based online procurement and supplier collaboration software.

• Coupa provides Institut Pasteur with a leading electronic exchange platform that connects various departments of Institut Pasteur 
with its suppliers.

• The Coupa Supplier Portal (CSP) is designed to view purchase orders, create and track invoice statuses, expedite dispute 
resolution, and provide visibility into the status of documents.

• The Coupa Supplier Portal (CSP) is FREE: its use is completely cost-free for all suppliers.

Catalogs, Flows

Receipt, Document Matching

Purchase Orders, Modification of POs

Invoices

Institut Pasteur Suppliers



What is changing…
If you choose to use the Coupa Supplier Portal, you will have access to the following new methods of 
collaboration.

Transmission of 
purchase orders

Emails with the purchase order
Transmission of purchase orders 
directly through the supplier portal

Receipt of purchase order confirmed by 
email/phone or possibly no 
confirmation

Purchase order
confirmations

Confirmation of receipt of the purchase 
order in the interface – status in the 
platform

No follow-up, no communication with 
the supplier

Transaction status
Tracking through the interface with the 
option to communicate with the client

The supplier sends a paper or PDF 
invoice to the generic billing address

Invoicing
The supplier will also be able to convert 
the purchase order into an invoice



Advantages and Benefits for Suppliers of Using the CSP

✓ Free to use

✓ View and update all relevant profile information with multiple clients simultaneously in one go

✓ Receive and respond to requests for proposals or quotations

✓Modify, endorse, and sign electronic contracts

✓ View Institut Pasteur's purchase orders (and those from other clients) in real-time, in one place, at any time. 
Purchase orders are sent by email and are also available on the CSP

✓ Create compliant invoices directly from the purchase order on the CSP

✓ Track the status of invoice processing

✓ Conduct transactions with multiple clients connected to Coupa through a single portal



Main Uses of the Supplier Account

Orders
Receive purchase orders, view them, track any potential changes and 
convert them into invoices

Invoices Create invoices/credit notes and track their processing

Setup Manage your account information on the supplier portal



Supplier Account Management on the CSP

• If you do not have an account on the portal, you will receive an email inviting you, from the Institut Pasteur, to register on the CSP. 
Follow the instructions provided in the user guide to set up your account.

• Once registered, you must log in to the portal with your credentials.

Login page Home page



Profile Management on the Coupa Supplier Portal

• The supplier portal will allow you to configure 
and manage your information.

• You will be able to keep your company profile up 
to date.

• This information will be directly provided to the 
Institut Pasteur, which will validate it to ensure it 
complies with the terms of your collaboration.

• The records of your respective clients will all be 
updated according to the nature of the changes 
made to your profile and as per your 
preferences.



Profile Management on the Coupa Supplier Portal

• You will also have the option to manage 
notifications on your profile.

• This will allow you to update how you want to 
communicate with the Institut Pasteur through 
your account on the supplier portal.

• The platform is very flexible in this regard, so you 
can choose the settings that best suit your needs 
on the platform.



Profile Management on the Coupa Supplier Portal

• From the "Configuration" tab, you 
can also manage your profile and 
invite other users from your 
company to access the portal.

• This way, you can use the portal 
under the same profile, and no 
documents will be blocked for 
processing if one of you is on leave 
or loses their credentials.



Multi-Client Usage on the Coupa Supplier Portal

• You can also manage multiple clients on the portal 
if they use the Coupa platform.

• In the example hereafter, if the supplier has several 
clients linked to their Coupa supplier account, they 
can view the orders from each client by selecting 
them from the list.



Viewing Orders and Tracking Invoice Payments

• In the "Orders" tab, you can view all Coupa purchase orders created by your client.

• You can click on the "Order Number" link to access the full purchase order.

• You can also search for a specific purchase order number.



Viewing Orders and Tracking Invoice Payments

• Using the icons on the right side of each purchase order or on the order page, you can create invoices.

• You just need to fill in all the required fields and provide the information related to what you want to invoice.



Viewing Orders and Tracking Invoice Payments

There are several key advantages to invoicing through the Coupa Supplier Portal, including:

• You can monitor the status of your invoice up to payment in the "Invoices" tab.

• Invoices are processed and approved quickly.



Contact Support

• The COUPA support team at the Pasteur Institute is available to answer your questions at the following address:

supportfournisseursCOUPA@pasteur.fr

• If you encounter any technical difficulties, please contact COUPA technical support directly at the following address:

supplier@coupa.com

mailto:supportfournisseursCOUPA@pasteur.fr
mailto:supplier@coupa.com


APPENDICES



Invoice Statuses in the Supplier Portal

Status Description

Draft
The invoice is being processed by the Pasteur Institute when the invoice is submitted outside the CSP or it is a 
situation where the supplier creates an invoice on the CSP before submitting it.

Processing Temporary technical status that will only appear when the system takes into account the creation of an invoice.

Pending Approval
The invoice is currently being approved by the Institut Pasteur. Whether you created the invoice on the CSP or sent 
it via another channel, the document may be subject to different validations according to certain criteria on the 
Institut Pasteur side.

Rejected or Disputed
Invoices that end up with these statuses have been rejected by the Pasteur Institute because they are considered
disputed. You will receive a notification email with the invoice number indicating the reason for the dispute as well
as comments to understand the dispute detected.

Approved The invoice has been approved for payment by the Pasteur Institute.

Voided
An invoice with the status "Voided" means that the Accounting department of the Pasteur Institute has noted a 
compliance problem with a legal item on the document. You will need to contact your client to remedy the 
situation.

N.B: The invoice payment information is visible directly on the CSP invoice – in the “Payments” section 



Invoice Statuses in the Supplier Portal

Statuts Description

Abandoned
The disputed invoice has been voided. Your client has the option to notify you of this status change and provide further 
instructions. On your end, you can set notification preferences for voided invoices.

Approved The invoice has been accepted for payment by your client.

Disputed

Invoices marked as "Disputed" contain information that your client considers inadequate, inaccurate, or incorrect. 
When the status of an invoice changes to "Disputed," you will receive an email notification with the invoice number, 
date, reason for the dispute, and any additional comments. When an invoice is marked as "Disputed," your client 
may also leave comments on the invoice.

Draft The invoice has been created but has not yet been sent to your client.

Invalid
This status is specific to compliant electronic invoices for customs clearance countries (e.g., Mexico). It indicates a 
failure in the validation of a CFDI (Mexican legal invoice form) that was sent. Only you can view invoices with this 
status, not your client.

Pending Approval The invoice is under review by your client.

Processing The invoice is being processed by the Accounts Payable department and is expected to be paid soon.

Voided The invoice has an issue, please contact your client to resolve the situation.



Thank you
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