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Subject Page

Registration CSP 4 – 9 

CSP create profile – Netherlands 19 – 19 

CSP create profile – Belgium 20 – 27 

CSP manage profile 28 – 31 

The following pages explain, based on visual steps, how you can register as a supplier for the CSP and set 

up and manage your profile. The table below indicates on which page you can find which information.



Legend and information
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Orange outline: enter your details

Green outline: your details have already been entered based on previously entered data

Blue outline: click on this "button" to continue

* A text field with a red asterisk (*) is required to be filled in

Coupa CSP 

Manual

Go to https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal

Open the English or the French manual

https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal


Registration CSP



Registration CSP
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You will receive the registration link for the Coupa Supplier Portal at the email address known to us. Click on "Join Coupa". If the 

invitation needs to be forwarded to a colleague of yours, you can do this yourself by clicking on "Forward this invitation". Once you 

are logged in via the portal, you can invite multiple colleagues / users who have access to the CSP.



Registration CSP
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Your order e-mail address has already been entered. You can now create a password to log in to the CSP. Once you have accepted 

the Terms and Conditions, you can click on "Get started".



Registration CSP
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To complete the registration, you must fill in the address details of your company. The name of your company has already been

entered for you. If you want to change this (eg because it is incorrect), you can do so in the corresponding text field. All fields with a * 

are mandatory. Once you have completed the open fields, click "Next".



Registration CSP
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The next screen allows you to enter discount offers. This is not a required field, but optional. Do not deviate from what has been 

agreed with your contact person within Renewi. If you do not enter anything, you can click "Next".



Registration CSP
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You are now registered in the CSP. If you want to expand your Coupa profile immediately (eg indicate how diverse your company is), 

click on the orange button "Expand your Coupa profile". If you want to add this information later or if you do not want to add it and 

continue to the CSP main page, click on “Do it later” at the bottom right.



Profile set up



CSP profile set up – General information
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We would appreciate if you could further complete the details of your CSP profile. This will make our collaboration even more

efficient. Click on "Profile" at the top of the bar. Through this page you can make your profile as complete as possible.

(1) Public profile: On this 

page you can create a 

public profile. This means 

that this data applies to all 

the customers you work 

with through the CSP.

(2) Customer Profile: In 

addition, you can also 

create specific customer 

profiles via this page if 

desired.

(1) (2)



CSP Profile set up – Business and Financial information
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As soon as you scroll down on your profile page, you can fill in the text fields below. Once you have completed the text fields, do not 

click on "Save" yet, but click on "Add legal entity". By doing this you can enter important financial information.

If you do not have time at the 

moment to add your legal 

entity, this can also be done at 

a later time. Page 35 explains 

how to get to this screen from 

the main page.

If you are not going to add your 

legal entity at this moment, 

click "Save". You have now 

completed the general 

information of your profile.



CSP Profile set up – Add legal entity (Netherlands)
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By filling in the details of the legal entity of your company, you will have the certainty that you meet Renewi's billing and payment 

requirements. Enter the name of the legal entity and in which country the legal entity of your company is registered. Then click

"Continue".

Note: The required legal entity 

information differs per country. 

The following pages show 

examples for a legal entity 

registered in the Netherlands. 

From page 26 onwards 

examples are given of a legal 

entity registered in Belgium.



CSP Profile set up – Add legal entity (Netherlands)
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By filling in the details of the legal entity of your company, you will be certain that you meet Renewi's billing and payment

requirements. Enter the company registration number of your legal entity. Then click on "Save and continue".



CSP Profile set up – Add legal entity (Netherlands)
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Indicate for (3) which customer, with whom you work through the CSP, your legal entity information applies. Then fill in the details of 

the (4) address from where you will send your invoice to Renewi. You can also indicate whether this address is the same address (5) 

where you want to receive payment plus (6) from where you send the order. When you scroll down you can enter the VAT number, 

invoice address code and the desired language. Once you have done this, click on "Save and continue".

(3)

(4)

(5)

(6)



Via the drop-down under "Payment type" you can indicate where you want to receive the payment. This can be done at 

(8) Address, Bank account or via Virtual Card. We recommend that you choose "Bank account" and fill in the text fields 

with the correct information. Then click on "Save and continue".

CSP Profile set up – Add legal entity (Netherlands)
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(8)



CSP Profile set up – Add legal entity (Netherlands)
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If you have not checked on page 21 that the "Remittance address" is the same as the address from which the invoice is sent, you 

can add the details of the remittance address on this page. Click on "Add remittance address" to enter this information. Then click on 

"Next".



CSP Profile set up – Add legal entity (Netherlands)
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If you have not checked on page 21 that the "Shipping address" is the same as the address from which the invoice is sent, you can 

add the details of the shipping address on this page. Click on "Add shipping address" to enter this information. Then click on "Next".



The information about your legal entity is now complete. Click on "Done" to finish. Note: a legal entity can never be adjusted. 

However, a new legal entity can be created. The old legal entity can then be deactivated. Go to page 35 to learn how this is possible.

CSP Profile set up – Add legal entity (Netherlands)
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CSP Profile set up – Add legal entity (Belgium)
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By filling in the details of the legal entity of your company, you will have the certainty that you meet Renewi's billing and payment 

requirements. Enter the name of the legal entity and in which country the legal entity of your company is registered. Then click

"Continue".

Note: The required legal entity 

information differs per country. 

The following pages show 

examples for a legal entity 

registered in Belgium. From 

page 17 onwards, examples are 

given of a legal entity registered 

in the Netherlands.



CSP Profile set up – Add legal entity (Belgium)
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By filling in the details of the legal entity of your company, you will ensure that you meet Renewi's billing and payment requirements. 

Enter the company registration number of your legal entity. Then click on "Save and continue".

Pay attention: "Company Type" means the legal form 

of the company. For example, an N.V., B.V., etc. 

"Place of registration" means the place where your 

registered office is registered. By "Register of legal 

entities" is meant the legal entity register. In other 

words, the place of the competent commercial court 

(RPR).



CSP Profile set up – Add legal entity (Belgium)
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Indicate for (3) which customer, with whom you work through the CSP, your legal entity information applies. Then fill in the details of 

the (4) address from where you will send your invoice to Renewi. You can also indicate whether this address is the same address (5) 

where you want to receive payment and (6) from where you send the order. When you scroll down you can enter the VAT number, 

invoice address code and the desired language. Once you have done this, click on "Save and continue".

(3)

(4)

(5)

(6)



For a Belgian legal entity it is only possible to receive payment through a bank account. Fill in the text fields with the correct 

information. Then click on "Save and continue".

CSP Profile set up – Add legal entity (Belgium)

23



CSP Profile set up – Add legal entity (Belgium)
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If you have not checked on page 28 that the "Remittance address" is the same as the address from which the invoice is sent, you 

can add the details of the remittance address on this page. Click on "Add remittance address" to enter this information. Then click on 

"Next".



CSP Profile set up – Add legal entity (Belgium)
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If you have not checked on page 28 that the "Shipping address" is the same as the address from which the invoice is sent, you can 

add the details of the shipping address on this page. Click on "Add shipping address" to enter this. Click then on ‘Next’  information.



The information about your legal entity is now complete. Click on "Done" to finish. Note: a legal entity can never be modified. 

However, a new legal entity can be created. The old legal entity can then be deactivated. Go to page 35 to learn how this is possible.

CSP Profile set up – Add legal entity (Belgium)
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Setting up and managing a CSP profile - Important!
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Important: changes that you make to your CSP profile are not immediately passed on to Renewi. Once you have set up 

your entire profile, and when you make changes later, always notify Renewi. Especially with regards to your "remittance 

data". Otherwise it will not be possible for Renewi to pay your invoices.



Profile management



CSP profile management
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If you want to edit your profile, you can do so via the blue bar at the top by clicking on "Profile". The page below will become visible. 

By clicking on "Edit profile" you can make changes to your profile. You can adjust all information via the following screen, but you can 

also add or deactivate a legal entity if necessary (scroll down for this). For example, if your remittance address changes, you can 

only change this by creating a new legal entity.

When you have deactivated 

your legal entity and want to 

create a new one (or you want 

to add an extra legal entity to 

your profile), click on "Add legal 

entity".

If you want to deactivate 

your legal entity, click on the 

blue "Actions" button. You 

can then select "Deactivate 

legal entity" via a drop-down



CSP profile management
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If you want to add several colleagues (users) to the same CSP account, so that they can make use of this as well, click on 

"Installation" at the top of the blue bar. You will immediately see the blue button "Invite user". Click to enter the information of the 

user you want to invite. This data concerns First name and Last name, E-mail (mandatory), Permissions (rights that the user has in 

the account), for which customer the user is added to the account (if you work with multiple customers via the CSP). Once you have 

completed the fields, click "Send invitation".

Once you clicked 

"Send invitation", all 

current users will 

receive a notification 

in their email that a 

new user has been 

invited.

The newly invited 

user will also receive 

an email with a link to 

the CSP. By clicking 

on this link ("Join 

Coupa") he / she can 

enter account 

information (e.g. 

Password) and 

complete the 

registration.


