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Coupa Supplier Portal (CSP)

Sign-Up to the CSP

You will be notified via email that Schaeffler would like to 
onboard you as a supplier or if you need to update your 
information, such as legal entity, address and contact 
details. Please click “Join and Respond“ to sign-up to the 
Coupa Supplier Portal (CSP).
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Note:
Please check your spam folder for this email and note that this invitation will expire in 48 hours. This means that you won’t be able 
to use this link anymore.
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Coupa Supplier Portal (CSP)

Getting started

You will be asked to create a business account. Please 
create and confirm your password. Click “Get Started“ to 
continue.
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Note:
If you already have an account with Coupa please log in with your details.
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Coupa Supplier Portal (CSP)

Getting started

The given data has been provided by Schaeffler. Please 
check and if needed change all relevant information. Fill in 
missing information.

All fields marked * are mandatory.

To continue click “Next”.
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Coupa Supplier Portal (CSP)

Getting started

Here you have the option to enter payment discounts. 
However, this information is not relevant for Schaeffler 
and can be skipped.

To continue click “Next”.
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Note:
You can select that all payment discount preferences will be used for all clients.
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Coupa Supplier Portal (CSP)

Filling in additional information for Schaeffler

Schaeffler requires additional information from you.

To continue and fill out the information click “Take Me 
There”.
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Coupa Supplier Portal (CSP)

Language settings

To change the language, please scroll to the bottom of the 
page and click on the region to select your desired 
language.

Coupa Quick Reference Guide for Suppliers | Supplier Information Management (SIM)



All rights reserved to Schaeffler AG, in particular in case of grant of an IP right.

Coupa Supplier Portal (CSP)

Filling in additional information for Schaeffler

Please insert all required information.

All fields marked * are mandatory.
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Coupa Supplier Portal (CSP)

Financial Data

Please insert all required information.

All fields marked * are mandatory.
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Coupa Supplier Portal (CSP)

Code of Conduct

Please download the Code of Conduct by 
clicking on the Link, sign it and 
upload it back to CSP by clicking on “File”.

All fields marked * are mandatory.
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Coupa Supplier Portal (CSP)

Certificates and form submission

Before you can submit your information to Schaeffler you 
will be asked some questions regarding regions where you 
will be providing Schaeffler with your item/services.

Please provide additional information if you have selected 
“Yes”.

All fields marked * are mandatory.
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Note:
Questions and mandatory field may vary depending on the region or category in which you are doing business with or they may be 
asked differently. 
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Coupa Supplier Portal (CSP)

Certificates and form submission

Please upload all certifications and information that is 
relevant for doing business with Schaeffler.

Once you filled in all information continue by clicking 
“Submit for Approval”.
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Note:
If you have questions for Schaeffler, please use the Comment function. 
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Coupa Supplier Portal (CSP)

Form submission & approval

Once you have submitted your form it must be approved 
by a Schaeffler employee.

The status of your form will appear at the top of your 
Customer Profile.
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Coupa Supplier Portal (CSP)

Update your information

If your information, certificates, contact details, etc. 
change, please let Schaeffler know as soon as possible.

This can be done through the CSP.

Please click on 
“Profile”.
You can update general information such as Name, 
Address & Contact Details under 
“Your Public Profile”.

Click “Edit”.
Once you have updated the information, this will 
automatically be updated in your customer profiles.
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Coupa Supplier Portal (CSP)

Update your information

Your Schaeffler specific information, certificates, etc. 
changes, need to be updated under “Your Customer 
Profiles”.

Please click on 
“Profile”
“Your Customer Profiles”
to update your information.

Once you have updated the information, please click
“Submit for Approval” to transmit the new information to 
Schaeffler.
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