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A. Signing Up For Coupa Supplier Portal (CSP)
1. How much does it cost to join?
Coupa does not charge suppliers for the use of the Coupa Supplier Portal (CSP).

2. Where do I register?
To register for a Coupa account, visit https://supplier.coupahost.com. However, for DBS to be listed
as your customer, you would need an invitation by DBS through the Coupa system.

Once the invite has been received, complete the registration and DBS will be added as your customer.
Suppliers can put up a request for an email invitation from DBS to join the Coupa Supplier Portal. Refer
to the DBS Supplier Manual for more information on account registration.

3. Why do I need to register?
Please register on the Coupa Supplier Portal (CSP) if you have not already done so. This is to enable
you to receive POs from us.

B. Coupa Supplier Portal Basics
1. How do I know I'm connected to DBS?
Sign in to the CSP after registration has been completed. Once you are signed into the portal, at the
homepage, there you will be able to see your Latest Customers. DBS is listed as your customer.
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2. How do I view DBS purchase orders?
At the Orders page, there will be a table of summary of all purchase orders by your company.

Select the customer in the dropdown selector to “DBS”. Purchase orders by DBS will be displayed on
the page. Proceed to click on the PO# to see the details of the purchase order.

3. Am I required to change my password regularly? How long does it take for
password reset?
No, you are not required. You can change your password whenever you want by clicking Forgot Your
Password. Refer to Supplier Training Manual for more information on password reset. Password
reset is immediate.

4. What is the status of my open transactions that have been migrated from EPS
to Coupa?
For Open Transactions that were migrated from EPS into Coupa, the status will appear as “Closed
(Manual Handling)” under the (i) PO, (ii) GRN/SRN and (iii) Invoice. If you would like to close out this
transaction, please use Coupa to progress further.

C. Managing your CSP Account
1. How do I add an employee?
At the right hand side of the Admin page, click Invite User button.
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On the pop up window that opens, provide the required information and indicate the permissions
required for the invited user. You may refer to the DBS Supplier Manual for more information.

2. How do I update my banking information for direct deposits?
Your banking information is stored in DBS ERP system, and not stored in Coupa. Contact GPS team
directly at sgprocurement@dbs.com with the updated information.

3. What options are available for me to submit invoices to my customers?
DBS offers the following methods to submit invoices:
1. The Coupa Supplier Portal, where you sign in to flip a PO to create an invoice

2. cXML, where you can automate the process of sending an invoice file using Coupa's standard
cXML format
3. Supplier Actionable Notifications, where you create an invoice directly from PO email

4. How do I cancel my CSP account?
If you are no longer doing business with DBS on CSP, you may put up a request to deactivate your
account in the system. You may contact GPS team at sgprocurement@dbs.com for more information.

D. Managing Purchase Orders
1. What should I do if Suppliers do not agree with the PO?
Suppliers will not create an invoice if they do not agree with the PO. You should put in a change
request for the PO which they do not agree with.

2. How can I acknowledge/accept the PO once it is issued?
Suppliers will need to check the PO details and acknowledge PO if it is in order, as per DBS policy.
This will let DBS know that you have accepted the order. DBS will be able to view your
acknowledgement date on the PO.

Once a PO has been issued by DBS, “check” acknowledged.

3. How can I set a custom view so that I can only see purchase orders that have
not been invoiced?
Currently there are no custom views to filter purchase orders based on their invoiced status. To see
if a PO has been invoiced, you have to go the Lines section of a PO to see the amount that has
already been invoiced

4. How can I set a custom view so that I can only see purchase orders that have
not been acknowledged/accepted?
To create this particular custom view, proceed to Orders tab and click on Create View. Fill up the
name of this custom view, select Acknowledged At is blank under Conditions and click Save.

This will bring you to a custom view that shows purchase orders that have not been
acknowledged/accepted. Verify this by looking at the Acknowledged At column, where you should
see ‘None’.

5. Will Coupa try to resend a PO that was not able to be sent?
If a PO transmission results in a connection timeout because there was no response from the
Supplier, Coupa will try to resend the PO. Take note of the PO status and if there is an “error” in the
status, be sure to contact DBS on the issue.

6. Will Coupa send a reminder for PO that is not acknowledged?
No, there is no such option to set under Notification Preferences.

7. How can I differentiate POs created in Coupa from those migrated from EPS?
POs created in Coupa will always start with a prefix POSGP and POs migrated from EPS will not
contain this prefix.

8. How do I recognise migrated POs?
The POs will have the same PO Number as EPS without the prefix for easy reference. For example,
PO Number “PO-IT-SG-201201167” in EPS will be reflected as “201201167” in Coupa.

E. Managing Invoices
1. How do I find out the status of my invoice?
Click on invoice tab and search for your invoice in the search textbox. You can find out the status of
your invoice by looking at the respective status column.

2. How do I change my Remit to information?
To begin adding/editing Remit to information, at the Admin page select E-Invoicing Setup.

E-Invoicing Setup is done by Suppliers. From there you can add new Remit to your CSP profile. Remit
to information would be used for the creation of invoices for your customers. CSP does not send your
updated data on remit to information back to DBS. Contact sgprocurement@dbs.com if you wish to
communicate any changes to Remit To information

3. How do I create an invoice that is not backed by a purchase order?
At the bottom of Invoice page there is a radio button, select “No Contract” and click the Create
button and proceed to create an invoice as normal.

Contact GPS team at sgprocurement@dbs.com and ask to be able to create invoices without a
backing document.

4. Can I reuse an invoice number if the invoice have been voided by DBS?
No. Invoice numbers that have been used previously cannot be reused even if the Invoice is voided
by DBS. Supplier would receive an error message if they attempted to reuse an old invoice number.

5. Why can't I void or delete an invoice?
Once an invoice has been submitted to customer, it cannot be deleted from CSP. If there is a need
however, you may put in a request to DBS to reject and dispute the existing invoice. You can then
make edits and Resolve the disputed Invoice.

6. Why is there a need to change the item description at the Invoice?
At the point where the PO is issued, the customer might not be able to specify the exact detail of the
service. E.g. IT Professional Services. Once the details are firmed up you should be able to edit and add
in details of the Job at the Line item level at the Invoice.

7. How do I create multiple invoices against a single PO (part invoice)?
Create an invoice as per normal and fill in the amount that you wish to invoice. You can invoice
multiple times against a single PO. At the PO Lines section, you would be able to see the amount that
has been invoiced.

8. What does the Export button do?
At the Orders, Invoices, and Catalogues page, you may export the rows to an Excel format or CSV file
format.

9. How/why does an invoice become voided?
Only customers (e.g. DBS users) can void invoices. Customers can only void invoices after approval of
invoices. However, they will usually dispute invoices instead of voiding them if they require the
suppliers to make changes to the invoices.

10. Can Customers reject my invoice?
Yes, customer (e.g. DBS users) can reject your invoices by disputing invoice and adding comments
accordingly for your review.

11. How/when can I edit an invoice that’s already been sent to the customer?
You cannot edit an invoice that has already been sent to customers. You can only contact the
customer directly and request them to edit/dispute the invoice according to your requirements.

12. Am I able to create a credit note without a PO?
Yes, you can create a credit note without a Purchase Order. Click on Orders tab and create credit
note by clicking the credit note button.

13. Are we able to raise multiple invoices at once?
No, you are only able to create each invoice once at a time.

14. What is the status of unconfirmed invoices?
Any unconfirmed ad-hoc invoices in EPS will have to be re-submitted by you in the Coupa Supplier
Portal (CSP). You will be able to process the migrated transactions in Coupa and process the nonmigrated transactions of the remaining users in EPS.

F. Getting Paid
1. Where can I find payment information?
At the Invoice page, there will be a table of summary of all invoices by your company.

Select the customer in the dropdown selector to “DBS”. Proceed to click on the Invoice #.

Payment details will be displayed on the invoice header.

2. When can we expect payment?
Once the invoice have been approved, you will be paid based on the agreed payment terms with DBS.
Generally, payment would be made within 5 working days after the export date of invoice, assuming
that there are no incomplete/inaccurate information in the invoice.

3. What do I do if an invoice is disputed by DBS?
If you receive a disputed invoice from DBS, you should refer to the comments which accompanies the
rejected invoice and take appropriate action.

4. What if I have an invoice that have not been paid?
If your invoice is within terms, you will need to wait until those term requirements are met before
receiving payment. If your invoice is past due, contact the DBS Helpdesk at
sgprocurement@dbs.com directly to investigate.

5. Am I required to input the exchange rate for transactions in foreign currencies?
Yes, it is an Inland Revenue Authority of Singapore (IRAS) requirement for suppliers to input their
exchange rate accordingly.

G. Catalogues
1. As a new Supplier how do I learn about hosting my catalogue within Coupa?
It is mandatory that you have a pricing document in place with DBS before you set up a catalogue.
Reach out to GPS team at sgprocurement@dbs.com and express your interest in setting up a
catalogue.

2. Are there any image format and/or requirements?
Image formats allowed: PNG, GIF, JPG, JPEG,
Image formats not allowed: EXE, BAT, COM, ZIP, SH, DEB, SO, ELF, BIN, RPM, TAR, GZ, TAR.GZ, KO,
PY, PHP, MSI, AXF, PRF, PUFF, PJPEG, TIFF or PDF
Image size should have a minimum pixel resolution of 300 x 450.

H. Self-Help Materials
1. Where can I obtain self-help materials for additional learning?
Coupa also provides FAQs for Suppliers on the public website. You can find them at:
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Supplier_FAQ
Please note these are available to public and thus, certain information may not be relevant to DBS
Suppliers.
Alternatively, you may refer to the DBS Supplier Manual available to you.

