
COUPA SIM TRAINING 
SUPPLIER TRAINING



OVERVIEW

This document provides OC Suppliers with helpful information on Coupa, the system OC uses to efficiently do 
business with its suppliers.

• SUPPLIER COUPA INVITATION
• Receive email invitation
• Create/Log In to FREE Coupa account
• Forward to alternative supplier contact
• Verify email
• Finish account creation
• Enable Multi Factor Authentication

• SUPPLIER FORM RESPONSE
• APPENDIX

• Form Hints
• Supplier Troubleshooting
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SUPPLIER COUPA INVITATION

RECEIVE EMAIL INVITATION
A new supplier being onboarded with Owens Corning will:

1. Receive an email from Coupa requesting they provide company information

2. Click “Join and Respond” to start the onboarding process

NOTE:  If the wrong individual received this invitation, it can be transferred.  Click “Join and 
Respond” to do this in the next step 
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IF THE SUPPLIER DOESN’T TAKE ACTION:

• Several email reminders will be sent.

• After 30 days the request is 
cancelled. 

• The supplier will be advised to 
contact their OC contact if they want 
to continue doing business with OC.
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The individual receiving the email should execute one of the following steps:

BRAND NEW TO COUPA: 
3. Fill in information & click “Create an Account”

EXISTING COUPA USER:
4. Click “Log In”

NEEDS TO FORWARD THE INVITATION TO AN ALTERNATE CONTACT:
5. Click “Forward this to Someone”

• DO NOT forward the email – this will not allow the new person to log in

6. Add the new contact’s email – it must be the same email domain

7. Click Forward - Supplier will see a message “Invitation successfully sent”

SUPPLIER COUPA INVITATION
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SUPPLIER COUPA INVITATION

VERIFY EMAIL: 
1. The first time logging in, email verification is required.  
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FINISH ACCOUNT CREATION:
2. Coupa will prompt to join an existing account.  Enter details 

to search for a coupa account for the supplier OR

3. Click “No, Continue Creating a New Account” to proceed with 
brand new creation.
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SUPPLIER COUPA INVITATION

ENABLE MULTIFACTOR AUTHENTICATION: 
• Owens Corning requires suppliers to use 

Multifactor Authentication (MFA) on Coupa
o This best protects sensitive information like 

banking details

• Mobile Phone & Desktop versions are available. 

• Detailed instructions on setting up MFA are 
located here: MFA Instructions
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SUPPLIER FORM RESPONSE 

PROFILE SET UP
• Several screens will appear requesting Coupa profile information.  

1. These can be completed now or skipped and completed later

• The last screen will request additional information from Owens  Corning
2. Click “Take me There”

• This will open the Information Request from Owens Corning
3. If Coupa is used for other customers, the supplier should confirm the Owens Corning profile is selected
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SUPPLIER FORM RESPONSE 
COMPLETE THE INFORMATION REQUEST

4. Complete all required fields.  These are marked with red asterisk (*)

5. Click “Submit for Approval” at the bottom of the form
• Any fields left blank or entered incorrectly will flag in red

6. If the form was accepted, Pending Approval will show at the top of form 
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SUPPLIER FORM RESPONSE 
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FORM APPROVED BY OWENS CORNING
1. The supplier will receive a confirmation email

2. No further action required

FORM NOT APPROVED BY OWENS CORNING
3. The supplier will receive a rejection email 

4. Click “Update Info” in the email to view form

5. At the bottom of the form Owens Corning will provide 
comments on the rejection

6. Provide missing/updated information and resubmit
• See Supplier Troubleshooting for common rejection reasons
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APPENDIX
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SUPPLIER FORM RESPONSE 
FORM HINTS
TAX INFORMATION SECTION
1. The Tax Instructions document provides details on required information.

TAX REGISTRATIONS SECTION
2. Click “Add Tax Registration”. A new Tax Registration section will appear

3. Add necessary tax information and continue with the form

FEDERAL TAX FORM SECTION
4. Suppliers doing business in the US are required to attach a W8/W9 form

• The W8/W9 must be 2018 version or newer
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SUPPLIER FORM RESPONSE 
FORM HINTS
REMIT-TO ADDRESSES SECTION
1. This section will not appear until the Remit-To 

Information section is complete. Select the appropriate 
bank country.

2. Click “Add Remit To” 

3. Click “Cancel” OR “Choose” in pop-up window
o Both “Cancel” and “Choose” close the pop-up window and 

direct the Supplier back to the form to complete the 
Accounts Receivable & Bank Information sections

o Do Not click “Create New Remit-To Address”.  This will 
initiate a separate workstream with Coupa and DOES NOT 
provide the required information to Owens Corning.

4. Complete all required fields in Accounts Receivable 
Information and Bank Information sections
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SUPPLIER FORM RESPONSE 
FORM HINTS
BANK INFORMATION SECTION
1. Complete all required fields, marked with red asterisk (*)

2. At the bottom of the section attach a valid bank document
1. Must be a PDF
2. Must be on Supplier or Bank letterhead
3. Must include all bank details

1. Bank name
2. Bank country
3. Account holder name

4. Bank account and routing number
5. SWIFT/BIC code (as applicable)

NOTE: If the bank document does not match the entries on the form 
the form will be REJECTED
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SUPPLIER FORM RESPONSE
FORM HINTS
• Dun and Bradstreet Screening:

o Owens Corning has partnered with Dun & Bradstreet to ensure data integrity and accuracy
o This screening reviews supplier information and matches their global system with a Dun & Bradstreet match

• The screening checks Legal Name, address, phone numbers
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FORM NOT APPROVED BY D&B SCREENING
3. The supplier will receive a rejection email

4. Click “Update Info” in the email to view form

5. At the bottom of the form are comments on the rejection

6. The supplier may

• Provide updated/corrected information and resubmit

• If the supplier confirms all information is most current,
they should contact their OC representative.

• OC representative to contact Vendor Master Data PES
for further instructions.
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