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Obj ect ive

Update your Company profile on a new 
Spend Management Platform and improve 
communication with GCC.
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I nt roduct ion

I n t his plat form you can ret r ieve, 
organize, and manage all your 
informat ion w hile maximizing the 
engagement  w it h GCC w it h improved 
data qualit y, ensur ing minimum r isk 
and high ef f iciency.
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I nvit at ion f rom GCC

Supplier  Creat ion- Supplier

• You’ll receive a request to update your

Information on the Coupa platform. Please

follow the link and complete the next steps.

WELCOME!!
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Join Coupa Supplier Portal (CSP)

Supplier  Creat ion- Supplier

• Please write and validate your information and 

create your own personal password for your 

account.

• Accept the Privacy Policy and Terms of Use of the 

portal.

• Click on “Submit” button to Access to the portal.

• After the format loads, please fill the required 

blanks.

On the guide section, you can check on the 

instructions for updating your information
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Join Coupa Supplier Portal (CSP)

Supplier  Creat ion- Supplier

• Please write and validate your information and 

create your own personal password for your 

account.

• Accept the Privacy Policy and Terms of Use of the 

portal.

• Click on “Submit” button to Access to the portal.
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• To forward the invitation to someone else in your 

organization, you can do it from here:



Vendor Regist rat ion Form

Supplier  Creat ion- Supplier

VENDOR REGISTRATION FORM

• Name.- Write/Confirm your Company Name 

registered in GCC.

• Business Name (DBA).- Write the Business Name 

or the “Doing Business As” name.

• Contractor.- Select Yes or No.

• Commodity.- Choose the commodity of your 

company.

• Tax Classification.- Select from dropdowns the tax 

classification of your company.

• Tax ID (SSN/ EIN).- Enter your Tax ID (Tax Payer

Identification Number).

• W9 / W8 Attachment.- Attach the file that verifies 

your Tax ID. 
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Address and Contact  I nformat ion

Supplier  Creat ion- Supplier

Address and Contact Information

Primary Address

Read the small grey letters below to see 

which spaces to fill.

• Fill the Address Information that you 

want to register on GCC system.
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Sales Contact  I nformat ion

Supplier  Creat ion- Supplier

Sales Contact Information

• First Name Sales Contact.- Write your Sales 

Contact First Name.

• Last Name Sales Contact.- Write your Sales 

Contact Last Name.

• Email Sales Contact.- Write your Sales Contact 

Registered Email.

• Work Phone.- Write your Sales Contact Work 

Phone.

• Purchase Order Email.- Write the email where 

you want to receive your Purchase Orders.
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Accounts Receivables Contact  I nformat ion

Supplier  Creat ion- Supplier

Accounts Receivables Contact Information

• Name Accounts Receivable.- Write the Full 

Name of the Accounts Receivables Contact.

• Email Accounts Receivable.- Write the 

Accounts Receivables Contact Email.

• Work Phone Accounts Receivable.- Write the 

Accounts Receivables Contact Phone.
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Payment  I nformat ion /  Remit -To-Addresses

Supplier  Creat ion-Supplier

1. Click on the Add Button.

2. An emergent window will appear with the 

legend on the title: “Choose Remit-To 

Address”.  Click on “+ Create New”.

A Bank Information Section will appear.

Continue to the next page for the instructions.
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Payment I nformat ion

Supplier  Creat ion- Supplier

1. Legal entity Name.- Give a name to the payment entity you 

are creating.

2. Country.- Select the country of your fiscal address.
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Payment I nformat ion

Supplier  Creat ion- Supplier

14

1

2

1. Customers to share information with.- By joining the 

CSP (Coupa Supplier Portal) you will be able to interact 

with more customers and your information can be 

shared within your accounts.  Select all if you have only 

one payment method for all your customers.

2. Address.- Enter the address details of your legal entity.

3. Tax ID.- Same Tax ID information you entered in the 

previous section (for legal entity record).
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Payment I nformat ion

Supplier  Creat ion- Supplier

Payment Type – In GCC the preferred payment method is ACH.  

Please select the option “Bank Account” to submit you bank 

account details to receive payments from GCC.
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Payment I nformat ion

Supplier  Creat ion- Supplier

Payment Type – When selecting the payment type “Bank 

Account”, fields for bank account details will appear.

Please fill your bank account details.

**For Foreign suppliers with bank accounts outside the US, 

IBAN and SWIFT codes are mandatory.
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Payment I nformat ion

Supplier  Creat ion- Supplier

Review your payment information just created and click

“Next”
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Payment I nformat ion

Supplier  Creat ion- Supplier

If you ship goods from a different location and want to 

include that information in your invoices you can manage 

from here, otherwise, click “done”.
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Click the blue button “Add Now” to register the information 

in GCC profile.
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Cont ractor Documents

Supplier  Creat ion- Supplier

To all our Contractors.

Read and fill all the required Contractor 

forms and upload the files to the 

attachments section.

Select File
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Code of  Ethics, Pr ivacy Policy & Environmental, Qualit y and Healt h  & Safet y 
requirements

Supplier  Creat ion- Supplier

Please read all the guidelines and if agree, 

accept by checking the boxes.

“Submit for approval”.

**If there are any errors in the form, you’ll 

not be able to continue and the fields that 

need to be attended will be highlighted in 

red.



Pending approval

Supplier  Creat ion- Supplier

• At the top of the page you will 

see the message “pending 

Approval”.  That indicates the 

form has been successfully sent 

to GCC.

• You’ll receive an email when the 

final approval has been 

completed in GCC.
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