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❑SAN stands for Supplier Actionable Notifications and serves as a more limitative alternative to Coupa Supply Portal (CSP)
❑SAN allows suppliers to act on purchase orders and other notifications directly via email.
❑Note that suppliers still need to complete an OTP verification of their email the first time they use SAN. Once set up, suppliers have the ability to 
create invoices against Purchase Orders and to update their supplier information from their inbox.
❑Note that in terms of supplier information form completion, SAN cannot be used to handle corrections of rejected forms. Instead, a CSP account will 
need to be created to correct the erroneous information in the form.

❑The CSP is best practice for e-invoicing when interacting with Bank of Ireland Group as a PO supplier, with benefits including faster processing and 
real-time status tracking.
❑SAN may be used 

o by PO suppliers for e-invoicing and supplier information management when the CSP is not an option for the supplier
o by non-PO suppliers for supplier information management (non-PO invoices are out of scope for Coupa)

❑Once the supplier submits the invoice via SAN, they will receive notifications letting them know when BOI performs an action on the invoice.
❑This improves transparency and further reduces the need for suppliers to track down the status of their invoices through phone calls or emails

❑How to onboard as a Bank of Ireland Group supplier for Supplier Actionable Notifications (SAN).
❑ How to handle Purchase Orders (POs) & Invoices via Supplier Actionable Notifications (SAN).

What is SAN?

Why is SAN used?

What you will find in this Guide
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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). Please note below is the standard Coupa text for the invitation, you might be receiving a customised version. 

When you receive the invitation with the 
subject line ‘New CSP Supplier SIM 
Invitation’ in your mailbox, click on the 
“Respond Without Joining” button, and 
you will be redirected to the page with 
the supplier information form. 

Respond Without Joining1
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Mandatory (*)

Fill in at least the mandatory information highlighted below:

2
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The box Local should be left unticked.

6

For suppliers whose country of incorporation is 
Ireland, the Tax Registrations section will have 
two additional mandatory fields that are absent 
for other countries:

3
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Bank account type

Add Remit-To Address

In the Bank Details section, select the first option if your bank account 
is in ROI or UK or if you operate in a region where IBAN is mandatory 
(SEPA region) or the second option for all other countries, and click on 
Add Remit-To to add your bank account information.

4

5
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NOTE: For the Unique Branch Identifier please select the 
appropriate value from the dropdown field. If you cannot find 
your branch code there, kindly write to 
suppliers@boi.com, do not select a value that does not 
match your branch code. 

Populate the Remit-To Address fields that are displayed:

6

mailto:vmd@boi.com
mailto:vmd@boi.com
mailto:vmd@boi.com


BOI

ACN 
/ BOI

06.b. SAN for Supplier Information Management (6/9)

9

Add Remit-To

You can add these additional bank accounts by clicking 
again on Add Remit-To and populating the fields that 
are displayed: 

If you are using more than one bank account in your relationship with Bank of Ireland Group

7

8
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Finally, if you require an Intermediary Bank for your 
payments from BOI, you have the option to fill out the 
details by selecting Yes to the question below:

9



BOI

ACN 
/ BOI

06.b. SAN for Supplier Information Management (8/9)

11

Submit

Form Page Notification

Once you have completed all the details, click on Submit for Approval to send the form to BOI team for 
validation.

If there are no errors in your form, you will receive confirmation (both in 
the form page and by email) that it has been successfully submitted. 

Email Notification

11

10
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NOTE: When completing Supplier Information forms via SAN, without joining the Coupa Supplier Portal, you won’t be able to access any old forms, once they have been 
submitted. Should any of your supplier information change, you will need to reach out to your Bank of Ireland Group contact and ask them to submit a new form request via SAN.

NOTE: If the form you submit is rejected by BOI due to errors in the information, you cannot handle rejections via SAN. Instead, you will need to create a CSP account to 
correct your form.

Once the form has been approved by Bank of Ireland Group, you will receive email confirmation 
regarding the approval:

12
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❑ Manage Order: Clicking this takes you to the Coupa Supplier Portal 
(CSP), where you can view and manage all order details. You’ll need 
to log in to make changes, but you can access everything related to 
the PO here.

❑ Create Invoice: This button allows you to directly create an invoice 
for the PO without logging into CSP. Clicking it will take you to the 
invoice creation page, pre-populated with the PO details (see 
detailed steps in next slides)

❑ Acknowledge PO: By clicking this, you can quickly confirm that 
you’ve received and are accepting the PO, without needing to log in. 
This action updates the PO status to "Acknowledged" in the system.

❑ Add Comment: This option lets you add comments to the PO 
directly from the SAN email. If you have any notes or need to clarify 
something, you can submit them right away without logging into 
your account.

13

You will be notified via a Supplier Actionable Notification 
(SAN) email. This contains a PDF copy of the order, as well as 
several buttons allowing you to take actions without logging 
into your CSP account:

PDF copy

Manage Order

Acknowledge PO

Add Comment

Create Invoice

When BOI issues a PO
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Verify email address by generating OTP

‘Create Invoice’ button in SAN email 1

2
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In the From section click on the Search icon to add the Remit-To Address, which is empty:

15

Search Icon

NOTE: Creating the Remit-To Address is only 

required the 1st time when submitting an invoice 

via SAN without a CSP account. 

When the invoice page opens:

3

4
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Complete the mandatory fields marked with *, which 
may vary based on the country-specific Coupa 
requirements:

Mandatory (*)

Create and Use

5

6
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Fill in the remaining mandatory fields:

o Invoice #
o Invoice Date

The rest of the fields are optional. You 
may add attachments such as a 
delivery note or other supporting 
documents, but we do not require you 
to add your internal invoice. Coupa 
uses compliant invoicing, ensuring 
that the system automatically checks 
and processes the invoice data for 
accuracy according to Ireland or UK 
requirements (depending on country 
of incorporation) and automatically 
generates a legal invoice PDF.

06.d. SAN for Invoice Creation (4/7)

17NOTE: You cannot backdate your invoice by more than 1 day, otherwise your submission will be blocked, as payment terms are calculated from the invoice date.

Invoice #

Invoice Date

7
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VAT Rate

The Description and Price are taken 
directly from the PO upon flipping, so 
you only need to select the VAT rate 
for each line from the dropdown 
menu, if you are invoicing the full 
price of the PO line.

For partial invoices, the Price can be 
edited to reflect only the price you 
need to invoice.

Unnecessary invoice lines may also 
be completely removed from the 
current invoice (e.g. for PO month 
lines not yet due for invoicing) by 
clicking the ‘x’ next to the 
unnecessary invoice line.

May be edited – for 
partial invoicing

At the line level of the invoice

8

Unnecessary invoice 
lines may be removed
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Scroll down and click on Calculate for the VAT 
Rate to be added to your total and then click on 
Submit:

You will be prompted to confirm that you are 
ready to send the invoice: 

After selecting the VAT rate and making sure all 
the other information on the invoice is correct:

9

11

10
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If all details are correct, you will receive confirmation that the invoice has been submitted:

20

NOTE: While you may flip a PO into an invoice using the relevant button in the SAN email, you can only create credit notes in relation to a PO by setting up a 
Coupa Supplier Portal (CSP) account. 

After clicking on Send Invoice

12
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