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INTRODUCTION 

 

 

 

Dear partners, 

The Eneria group is gradually structuring its purchasing, with the ambition to professionalize 

our practices, gain in efficiency, and strengthen the quality of our collaboration with you, our 

suppliers. 

In this dynamic, we have launched M-Link, a project that aims to deploy a common purchasing 

solution for all the group’s entities. This project is based on a collaborative and secure platform, 

designed to harmonize our processes, streamline exchanges and frame our approaches. 

This guide is specifically dedicated to M-Link’s Supplier Portal, and more precisely to its SIM 

(Supplier Information Management) data module. 

He accompanies you to: 

• Create your supplier account, 
• Consult, enter or update the data on your Sheet at Eneria, 
• Manage Eneria purchase orders 

Other modules will be deployed later and will be the subject of separate guides. 

We thank you for your involvement in this new step, which marks an important transformation 

in the way we collaborate. 

Our teams remain at your disposal to assist you in getting started with the tool. 

 

Link you soon! 

Group Procurement Direction 

ENERIA GROUP 
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OBJECTIVE 

 

 

This user manual dedicated to Eneria’s suppliers explains the processes for integrating 

ENERIA’s suppliers into Coupa, which is Eneria’s new purchasing management 

platform. 

 

 

Key terms: 
 
 

 

• Coupa is a cloud-based Business Spend Management (BSM) 
platform that allows managing all the expenses of a legal entity: 
purchases, suppliers, sourcing, contracts, invoicing, budget, 
compliance and expense analysis. 
 

• SIM (Supplier Information Management) is an application from 
Coupa that supports the request, approval and management of 
supplier information, such as financial information, quality or 
assurance certifications and contact details, through the use of 
forms, approval workflows and notifications. 
 

• Coupa Supplier Portal (CSP) is a web portal that helps suppliers 
manage their transactions with ENERIA. 

 

• The supplier creation request form is a form that initiates the 
supplier integration process and is submitted by an applicant.  
 

• The supplier external update form is a form sent by Eneria to the 
supplier to update its existing information in the Coupa suppliers 
portal or to provide its information for the first time as part of the 
supplier onboarding process. 
 

 

 

 

Note: some ENERIA suppliers are already configured in the Coupa supplier portal to transact with 
their other customers. These suppliers must perform the configuration part of the setup process as 
an existing supplier profile. 

Suppliers who do not currently transact with their customers through the Coupa Supplier Portal must 

first go through the process of creating and setting up an account. 
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Start with the CSP 

Register for the CSP 
Here are the different options to register for the CSP: 

 

Method Benefits 

Invitation created by 

ENERIA 

ENERIA sends you a personalized invitation containing specific instructions 

and a proactive message. 

When you accept the invitation and create an account, you are 

automatically connected/linked to ENERIA and you can view, enter and 

update your data. 

Self-created invitation 

 

 

 

 

 

 

 

This method allows you to set up accounts in advance, add multiple users, 

set up login preferences and update your profile faster. 

 

 

Invitation forwarded by a 

colleague 

To invite colleagues to join the CSP, nothing simpler: send them an 

invitation from the account creation page. This allows you to connect with 

relevant supplier users and make electronic transactions on the CSP 

more easily. 

 

 

Whichever method you choose, you must have access to the email address used for the 
account. 

 

Your CSP account is based on a specific email address. If you use an email address 
different from the one provided to ENERIA, you will not be able to communicate with it 
before providing the email address in question or creating a CSP account with. 
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Invitation sent by ENERIA: 

 

1. You will receive an email invitation from ENERIA with the subject 
line: New CSP Supplier SIM Invitation. 

2. Click on the Join and Reply button in the invitation email to create 
your account in the CSP and fill in your data. 

 

 

 

 

 

 

Please note that the message you receive may be slightly different from the 

screenshot above 
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Self-created invitation 

Go to the supplier.coupahost.com page, enter the field Email Address [Email]mandatory 
(marked with an asterisk) in the Register pane located on the left side of the screen, 
then click the Register button to request an invitation. 

 

In the two previous cases, you receive an email whose subject depends on the origin of the 
invitation: ENERIA or yourself. If the email is from ENERIA, it will contain its logo instead of 
Coupa’s. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Tip: if you do not receive an invitation email, check your Spam folder. 
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Create your account 

Join the CSP 

After clicking on the invitation email link, you must fill in the mandatory fields (with 

Asterix red) in order to provide basic information for your account and the public 

profile of your company: 

 

 

 

 

You will need to go through 2-factor authentication, you will receive an email with a 

6-digit code that needs to be copied and pasted into the Coupa supplier portal: 
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1. Enter the following information about your company for the following 
fields (mandatory fields are indicated by a red Asterix *): 
Country/Region, Address, City, State, Postal code. 
 

2. Depending on your country/region, enter additional information fields 
(mandatory fields are indicated by a red Asterix *): Company type, 
capital, registration number, place of incorporation, preferred 
language 

3. Click on the Save and next button 
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4. Check the box Do not accept payments by virtual card 

5. Click on the Save and next button 
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6. Enter the bank account data that will be used for the payment of the invoices 

7. Click on the Save and next button 
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8. Check the box Do not accept payments by cheque 

9. Click on the Save and next button 
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Then, you are redirected to the page of the external form that Eneria sent you to enrich your 

file in the Coupa platform of Eneria. 

10. Click on the form name: SU2 – Supplier Update External  
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11. Fill in all the mandatory fields and attach the mandatory documents and 

certificates (with a red Asterix). You will have some pre-populated fields. 
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NB: The last two parts of the form with the titles 'For Commoditi Referents' and 'For 

Account Payable/ Service comptabilité' are not to be filled in. 

 

12. Click on Submit for approval to resend the form to Eneria. 
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Connect to the CSP 

Login page 

Go to supplier.coupahost.com, enter your email address and password in the Log 

In pane on the right side of the screen, then click Log In. The password being the 

one you chose when creating your CSP account (page 7). 

 

 

Manage your CSP account 

The My Account Settings page allows you to change your personal data (name, 

department, role and password), set/modify your notification preferences or 

enable/disable two-factor authentication. 

 

 

To change your account settings, click on the link in your name and then on the 

Account Settings link: 

 

Note: the Profile [Profile] page allows you to view and edit your company information. 



 

 

17 

Main menu 

To access one of the CSP’s functionalities, click on the corresponding tab of the 
main menu at the top of the portal’s main page (tabs in red): 
 

 

View and manage notifications 

Hover over the Notifications [Notifications] link to see unread system notifications. 
Only the last three notifications are displayed (screen below): 
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To view all notifications in detail and manage them, click on the Notifications link or See 
All Notifications link (example below): 

 

 
 

The My Notifications page allows you to view all your notifications (read and unread) 
or filter them by category ( For Information [FYI], Tasks to Do [Todo], Not Read 
[Unread] or Announcements [Annonces]). You can also select them and delete them 
one by one or in bulk. 

 

The link in each notification takes you to the corresponding page. 
 

To change your notification preferences, click the Notification Preferences button in the 

upper right:  

 

 

You can also click on your name link and then on the Notification Preferences link: 
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Use the CSP  

Acknowledgment of receipt of a purchase order 
When Eneria places a purchase order in Coupa, you will receive a notification email 
(example below) with the following data: 

 

• The attached PDF purchase order 

• The total amount of the order 

• The contact at Eneria 

 

To acknowledge receipt and go to the order in the CSP, use the "Acknowledge PO" button. 

 

NB: if you use the "Manage Order" button, you will access the order in the CSP but 
without acknowledging receipt 
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Enter/change the delivery date 
When You access the purchase order (example below) from Eneria you will have the 
following data: 

 

✓ At the head: 

• The order number at Eneria 

 

✓ In the 'general info' block: 

• The status of the order 

• The order date 

• The creator of the order and his email 

 

✓ In the 'Shipping' block: 

• The delivery address 

• The incoterm applied 

 

✓ The lines of the order  

 

✓ The amount of the order 
 

NB: You must go modify/enter the "estimated delivery date" 
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THANK YOU 


