
Coupa Supplier Portal 
Getting Started



CSP Registration



CSP Registration: Registering Your Organization on CSP for the First Time

You can register for the Coupa Supplier Portal in three easy ways:

1. From a Purchase Order
    

2. By Invitation

3. Self-Registration



Register From a Purchase Order

Click the Create Invoice or Create Account button found on your purchase order email to login/register for the CSP. 
Complete the registration. Your account will be automatically linked to Vacasa. 



Register by Invitation

Your organization will receive a Coupa Supplier Portal (CSP) invitation from Vacasa similar to the following 
example.  Select Join Coupa to complete the registration process.



Self-Registration

Go to https://supplier.coupahost.com and complete the registration process. Your account will not be linked 
automatically to Vacasa. You will need to speak to your Vacasa contact to ask for this to happen. 

https://supplier.coupahost.com/


CSP Set Up



Your organization must set up a “Remit To Address” to enable transactions with Vacasa within Coupa. The 
address and payment details when you first registered for CSP will be your default Remit To Address. Follow the 
below direction to set up additional Remit To Addresses. 

CSP Set Up: Setting Up Remit-To Address (1 of 4)

Navigate to the Setup tab

Go to Admin

Select Remit-To

Select Add Remit-To



CSP Set Up: Setting Up Remit-To Address (2 of 4)

Select Next Fill in details for the new 
Remit-To Address information



CSP Set Up: Setting Up Remit-To Address (3 of 4)

For ACH vendors, select Bank Account 
from the Payment Type Drop-Down menu, 

and fill out Banking Details (i.e. Bank Name, 
Account Number, ACH Routing Number)

For Manual Check & Digital Check vendors, 
select Address from the Payment Type 
Drop-Down menu, and select Save & 

Continue



CSP Set Up: Setting Up Remit-To Address (4 of 4)

Select Add Remit-To to add additional 
Remit-To addresses, otherwise select Next 

Select “Add Ship From” to add additional 
“Ship From” locations, otherwise select “Done”

Select any option as per your preference.  Your organization is now enabled for transacting with Vacasa!



CSP General Navigation



CSP General Navigation: Overview & Account Settings (1 of 2)

The main menu bar at the top of the CSP main page outlines the key operating functions within the portal. Your organization 
can update its settings within “Profile”, “Setup” and “Account Settings”, view or manage activity within “Orders” and 
“Invoices”, and if necessary, maintain catalog information within the “Catalog” selection.  

To access “Account Settings”, hover over your name in the upper right corner; a drop-down menu will appear as seen below.



CSP General Navigation: Overview & Account Settings (2 of 2)

Account Settings: Change personal information including passwords, setting or modifying your notification preferences and 
enable or disable two-factor authentication by requiring login verification codes for security purposes.



CSP General Navigation: Manage Settings (1 of 2)
Reference the “Profile” and “Setup” sections to ensure your organization is set up properly to interact with Vacasa.

Profile: Create and update Public or Customer-Specific profiles, which contain general information about your organization.



CSP General Navigation: Manage Settings (2 of 2)
Reference the “Profile” and “Setup” sections to ensure your organization is set up properly to interact with Vacasa.

Setup: Manage users, merge requests, set up legal entity, add fiscal representatives, remit-to addresses for your customers, 
view the terms of use and set up your early payment discount terms, if applicable.



CSP New Customer Setup



Setting Up a New Customer 

To set up a new customer within 
the CSP, navigate “Setup” and 
select “Connection Requests”. 
Click on “Search”. 

Enter the “Customer Name” and 
select the corresponding company 
that appears in the drop-down 
menu. Then, proceed to enter the 
“Customer Contact”, verify your 
request, and select “Request”. 

If you are not already connected with Vacasa, you can request a connection by submitting a Connection Request in Setup.



CSP Help



CSP Support: Chat with Support (1 of 3) 
For further clarification and guidance on how to properly transact with Vacasa. There are several support options available: 
“Chat with Support”,  “Online Help”, and “Help Tour”. 

1. Click “Chat with Coupa Support” 
in the bottom right corner of the page 
to launch the chat.

2. Provide your contact information: 
first name, last name, email address, 
and phone number (optional). 

3. Start chatting with the support 
agent.

Note: If all the support agents are 
offline or busy, you can “Send a 
support request” through an offline 
form in the same chat window. 



CSP Support: CSP Online Help (2 of 3) 
For further clarification and guidance on how to properly transact with Vacasa. There are several support options available: 
“Chat with Support”,  “Online Help”, and “Help Tour”. 

1. Click on the “Help” link in the top 
right corner of the page to access to 
“Online Help”.

2. The Online Help Center will open in 
a new tab. Type your question in the 
“Search” tab or send an email to 
Coupa if a solution cannot be found.



CSP Support: CSP Help Tour (3 of 3) 
For further clarification and guidance on how to properly transact with Vacasa. There are several support options available: 
“Chat with Support”,  “Online Help”, and “Help Tour”. 

1. Click on the “Help” link in the top right 
corner of the page to access to “Help Tour”.

2. The Help Tour pop-up will open on screen. 
Click “Next” to walk through the basic tools 
within the Coupa Supplier Portal.


