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NOTE: The invitation will be sent from the email address do_not_reply@bankofireland.coupahost.com to the primary contact email (existing in BOI 

records). Once registered, you may add more users to your company’s account (see section 03 of this Training Pack).

You should receive the email below with 
the subject line ‘New CSP Supplier SIM 
Invitation’, asking you to provide your 
supplier information in Coupa. Please 
note below is the standard Coupa text 
for the invitation, you might be receiving 
a customised version. 
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NOTE: If you are already using Coupa Supplier Portal with other clients, instead of creating a new account click on 
the Log in option at the bottom of the page to log in to your existing account and link it to BOI

Fill in the mandatory information marked with *, as 
shown below. Some of the fields are pre-populated 
based on the information already stored by BOI. Feel 
free to update these fields if necessary.

If you are not the 
appropriate contact to 
receive this invitation and 
manage your company’s 
CSP account, you may use 
the ‘Forward this to 
someone’ to send to an 
appropriate contact in BOI.
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Enter code when prompted, then 
click ‘Next’: 

6-digit code

Enter Code

“Next”

After clicking on Create an account, you will 
be sent a 6-digit code on your email address, 
to verify its correctness. 

4
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Create new account option

“Next”

Next a new page will be displayed prompting you to 
join an existing account. We recommend you DO 
NOT use this option as your company might have 
several accounts and you might not select the 
appropriate one. Instead, if you know which account 
your company is currently using, we recommend 
you use the Log in option mentioned above.

If not, please select the option No, continue 
creating a new account as shown below and click 
on Next:
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You will then be asked if you want to make the 
account public or not. You should select the 
option of your choice.
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Mandatory

1

3

2 4

5
1 - 5

6

Click to continue6

The next step is to fill out your Business 
Profile information. Only the fields marked 
with * are mandatory:
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Mandatory

3

4

5

1 - 7

8

Click to continue8

2

1

6

7

Fill in the mandatory bank details and click 
on Save and Next to proceed:9

The Bank Transfer section comes up next.
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NOTE: The link to use for subsequent logins to your CSP 

account is: https://supplier.coupahost.com/sessions/new 

Your registration to Coupa Supplier Portal is now complete! 

Pending Forms

The only pending task is to fill out 
some additional details that BOI 
needs to ensure your prompt 
payment in the new system. 
Click on Pending Forms to open the 
supplier onboarding form and make 
sure you are all set up to work with 
BOI in Coupa P2P (for instructions on 
how to complete the supplier 
onboarding form, see section 02 of 
this Training Pack).
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If you are already using the Coupa Supplier Portal with other clients, the procedure of adding 
Bank of Ireland Group among your list of clients in your existing account is as follows.

11

Make sure you provide to BOI the email 
address of your existing CSP account as 
primary contact, so that the invitation to 
connect is sent on that email.
When the invitation to register to Coupa 
Supplier Portal is sent out by BOI, you will 
receive an email like the example screenshot. 
Click on the Log In button to connect your 
existing CSP account to Bank of Ireland Group 
and make it visible as a customer:

Log In
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The Coupa Supplier Portal login page will open, 
make sure your email address is correct and 
click on Continue:

Enter your password and click on Login:
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Your existing CSP account is now linked to Bank of Ireland Group
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Continue

However, you still need to fill in some 
additional details to be able to transact 
with BOI. To fill in this information, click 
on Continue in the pop-up window that 
opens upon login:
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Save and Next

BOI Group does not use virtual card payments, so you can simply tick ‘Do not accept Virtual 
Card payments from this customer’ and proceed to Save and Next:

The next pop-up window will prompt you to fill in Virtual Card details.
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Add New

Save and Next

You can either select one of the already existing accounts to be used for payments from BOI or, 
if not applicable, you can click on Add New and register an additional bank account to be used 
for your transactions with BOI. Once you are done, click on Save and Next:

Next, a pop-up window will be displayed with the list of the bank accounts 
you previously registered in your CSP account.
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Orders or Invoices

Select customer 
drop-down

To view your orders or create invoices for BOI, go to Orders or Invoices tab and select Bank of 
Ireland from the drop-down menu Select customer:

You have now completed the process of linking your existing Coupa Supplier 
Portal account with Bank of Ireland.
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