
Account Creation in Coupa Supplier 
Portal – Training Guide
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1. Request an Invitation: Request an invitation from QNB to join their Coupa supplier network. This invitation is 

sent through email, It contains instructions and a link to the supplier portal.

2. Access the Supplier Portal: Follow the link provided in the invitation to access the Coupa supplier portal. This 

portal is where you will manage your account, submit invoices, and communicate with QNB.

3. Account Verification: Enter the Verification code received in email to complete the authentication process 

4. Filling the required Information : Fill out the External Registration form with accurate and up-to-date 

information about your company. This may include business details, contact information, tax identification 

numbers, and other relevant data. Also, you would be required to attach relevant company documents such as 

CR Copy, Computer card and Tax Certificate.

5. Verification and Approval: QNB will review the information and documents you submitted. This process may 

involve compliance checks and validation of business details.

6. Receive Confirmation: Once your supplier account is approved, you will receive confirmation through Coupa. 

This confirmation may include details about your account, such as your supplier ID and any additional 

instructions.

Introduction

Creating a Coupa supplier account typically involves the following steps. 
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Email Invitation – Profile Information Request 

1. A Supplier will receive an email notification titled Profile Information Request. Supplier will click the “Join and Respond” button which 

will redirect to the Account creation Page
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Access the Supplier Portal

2. Supplier will click “Create an account” after entering the password
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Access the Supplier Portal

3. An email verification link will be received by the supplier 
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Account Verification

4.Supplier will enter the Verification Code (from step 3) and click “Next” 
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Account Verification(Contd..)

4.1 Supplier will Choose “No, Continue creating a new account” and then click “Next”
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Account Verification (Contd..)

4.2 Supplier to Ignore the pop up by clicking “x”  and then Click “Exit” 
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Information Requests

5. Supplier will Click the “Information Requests” Tab to view Instructions from QNB.

You will be re-directed to 

access Coupa Supplier 

Portal ( CSP)
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Instruction to Supplier

6. Supplier will complete the form as per the instructions.
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Fill the Supplier Form Details

7.Supplier will provide the Supplier Name and Registration Details.

Note:International Suppliers should provide all registration documents with the relevant authority in their country of registration.
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Fill the Supplier Form Details(Contd..)

7.1 Supplier will provide the Contact details 

Note:International Suppliers should provide all registration documents with the relevant authority in their country of registration.
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Fill the Supplier Form Details(Contd..)

7.2 Supplier will provide the Contact details 

Note:International Suppliers should provide all registration documents with the relevant authority in their country of registration.
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Fill the Supplier Form Details(Contd..)

7.3 Supplier will provide the Contact details 

Note:International Suppliers should provide all registration documents with the relevant authority in their country of registration.
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Fill the Supplier Form Details(Contd..)

7.4 Supplier will provide the Contact details 

Note:International Suppliers should provide all registration documents with the relevant authority in their country of registration.
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Fill the Supplier Form Details

8. Supplier will provide the Registration Details.

Note:International Suppliers should provide all registration documents with the relevant authority in their country of registration.
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Fill the Supplier Form Details (Contd..)

8.1 Supplier will provide the Registration details

Note: This field is mandatory for Qatar-Based suppliers.
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Fill the Supplier Form Details (Contd..)

8.2 Supplier will provide the Trade License Details.

Note: This field is mandatory for Qatar-Based suppliers.
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Fill the Supplier Form Details (Contd..)

8.3 Supplier will enter the Tax card details and attach the Tax Certificate
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Fill the Supplier Form Details

9. Supplier will read the Bank Instructions carefully before entering the Banking Information and will then, click Add Remit -To
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Fill the Supplier Form Details (Contd..)

10. Supplier will add one or more Remit-To Addresses by either filling out a new Compliant Invoicing Form or choosing an Existing Remit-To 

Address.

10.1 To add New Remit to address – Supplier will click Create New Remit –To-Address
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Fill the Supplier Form Details (Contd..)

10.2. Supplier will provide the Legal entity name and the location of the registered business

10.3. Then, Supplier will click Continue



23

Fill the Supplier Form Details (Contd..)

10.4. Supplier will enter the Address details, Tax Details and Miscellaneous (Optional)

10.5. Supplier will click Save & Continue 
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Fill the Supplier Form Details (Contd..)

10.6. The supplier will select Address as the payment type from the drop-down option

10.7. Supplier will click Save & Continue 
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Fill the Supplier Form Details (Contd..)

10.8. The supplier will verify the Remit to details and then click Next
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Fill the Supplier Form Details (Contd..)

10.9. The supplier will click Done to confirm the details
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Fill the Supplier Form Details (Contd..)

10.10. The supplier will click Add now to add the remit to address to the supplier form 
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Fill the Supplier Form Details

10.11 Supplier will fill the Banking Information appropriately
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Fill the Supplier Form Details( Contd..)

10.12 Supplier will fill the Banking Information appropriately
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Fill the Supplier Form Details

11. Supplier will provide the Company Profile and Management information 
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Fill the Supplier Form Details(Contd..)

11.1. Supplier will provide the Company Profile and Management information 
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Fill the Supplier Form Details (Contd..)

11.2. Supplier will provide the Company Profile and Management information 
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Submit for Approval

12.Supplier will Click “Submit For Approval”.

13. Supplier will use the comment section to communicate with QNB by clicking the “Add Comment”.

You may add attachments if required.
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Submit for Approval – Notification 

14. Notification message for successful submission will be displayed 



Thank you


