
Coupa Supplier 
Information request
Supplier Manual - English

If you need a different language version, go to the link below.
https://www.akzonobel.com/en/about-us/for-suppliers/akzonobel-coupa-supplier-instruction

https://www.akzonobel.com/en/about-us/for-suppliers/akzonobel-coupa-supplier-instruction


You have received a system email from sender do_not_reply@supplier.coupahost.com, requesting for information through 

our Coupa system. The reason is that you have been identified as a potential supplier to AkzoNobel. To register you in our 

Akzo Nobel system for further order placement, we invite you to enter your company information using the link in the 

invitation email.

The request form contains questions that you can answer with free text entry fields or selection answers.

Some questions require completion with a document that you upload through this system.

Collect the following attachments before you start with filling out the request form.

Attachment to be included in the request are:

▪ A Copy of Business/Company Registration Certificate.

▪ A Copy of AkzoNobel’s/Your Own Business Partner Code of conduct.

▪ Tax Registration Certificate

▪ TWO DIFFERENT types of evidence related to the bank account
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Guidelines to complete the request
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mailto:do_not_reply@supplier.coupahost.com


Please click on the relevant icon to open the correct guide:
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Select correct guide

/ Coupa Supplier Information request

Closed book with solid fillRemote learning science with solid fill Hold Gesture with solid fill

Guide Existing CSP user

You already have a Coupa Supplier 

Portal (CSP) account and want to 

add Akzo Nobel to your network.

Guide One time link

You want to complete the one-time 

application form without creating a 

CSP account

Guide New CSP user

You are new to Coupa Supplier 

Portal and need to create an account



Existing CSP account
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Existing CSP account
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If you are already a CSP user, you will receive this 

invitation e-mail.

Click the ‘Update Profile' button.



Go to Business Profile ➔ ‘Information Requests’ ➔

Select ‘AkzoNobel’ in the profile section

➢ Click ‘External Supplier Info Request’ to open the 

AkzoNobel onboarding form.
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Existing CSP account



Go to Business Profile ➔ ‘Information Requests’ ➔

Select ‘AkzoNobel’ in the profile section

➢ Click ‘External Supplier Info Request’ to open the 

AkzoNobel onboarding form.
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Supplier Commercial Contact Person Details

➢ Please validate the pre-populated information.

Kindly update it if not applicable.
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Complete AkzoNobel’s Request Form
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If you are a Raw Material Supplier, you must 

complete some additional questions.

➢ Quality Contact E-mail address.

➢ Mode of transport 

➢ ISO 9001 Certificate

If 'Effective Date' does not apply, enter 

01/01/2025.

If ‘Expiration Date’ does not apply, enter 

31/12/2099.
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Complete AkzoNobel’s Request Form
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Primary Address

➢ Please validate the pre-populated information.

Kindly update it if not applicable.

➢ Provide email address where you would like to 

receive POs.
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Complete AkzoNobel’s Request Form
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Remit-To Address

➢ Click ‘Add Remit-To’

➢ The bank account details added by you at the 

time of CSP account creation, will be populated 

in this section. Please select the account.

➢ Click on 'Add Selected'
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Complete AkzoNobel’s Request Form
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Remit-To Address

➢ If you are a Brazilian supplier, select Yes. 

Additional mandatory tax fields will be 

populated.

➢ Select ‘Yes’ to add IBAN. 

If you do not have IBAN, please choose ‘No’ to 

validate/add bank account and bank key. 

➢ Add Remittance E-mail address to receive 

payment advice.
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Complete AkzoNobel’s Request Form
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Remit-To Address

In this section, you need to upload bank evidence 

from TWO DIFFERENT sources.

➢ Check two types of evidence that you will 

attach.

Bank receipts should be uploaded in PDF format 

and should not contain blank spaces in the file 

name

➢ Attach only 1 PDF file in each of the evidence 

section. 

➢ Do not add the same PDF document to the 

'Bank Evidence 1' and 'Bank Evidence 2’ fields.
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Complete AkzoNobel’s Request Form
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AkzoNobel’s Business Partner Code of Conduct

➢ AkzoNobel's Business Partner Code of Conduct 

is available at this link.

➢ Once you click the link, you will be directed to 

the page to download Code of Conduct.

➢ Click on your preferred language and download 

the CoC PDF. 

➢ You can manually or digitally sign on the PDF 

file and upload in the attachment section.

➢ Upload your Code of Conduct if you do not 

accept AkzoNobel’s Code of Conduct.
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Complete AkzoNobel’s Request Form
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Business/Company Registration Certificate and Tax 

Registration Certificate

➢ Attach your Business/Company Registration Certificate 

in PDF format.

➢ If you are Tax Registered, fill out this section and 

attached Tax Registration Certificate in PDF format.

➢ By clicking “Add Tax Registration” again you can add 

multiple tax registration numbers.

If 'Effective Date' does not apply, enter 01/01/2025.

If ‘Expiration Date’ does not apply, enter 31/12/2099.
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Complete AkzoNobel’s Request Form
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Submit with CSP account
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Submit your request

With a CSP account, you have the option of saving the 

information and submitting the application later.

Press ‘Submit for Approval’ after completion of the form.

➢ Questions can be directed by E-mail to one of the 

regional support P2I teams listed here.

➢ Or use the comment box at the bottom of the screen. 

Always start your question with “@P2I” and relevant 

region to ensure the recipient is notified.

➢ If you need to attach additional documents, you can 

upload it in Comment section

➢ Do not close the window until the status of the form 

changes to Pending Approval.



Once your application is successfully submitted, 
AkzoNobel will review it further. 
Our team will contact you if more information is 
required.

You will receive an email as soon as your account 
is activated in our system.

Thank you for your cooperation.



Create new CSP account



Suppliers who have not used Coupa before will receive the 

following invitation by email.

➢ All the instructions required to complete the registration 

process is available on the invite & this SIM Guide.

➢ In case you need additional support, please refer to the 

support instructions provided on the invite.

➢ This invite link is only valid for 30 days. Kindly complete the 

registration process before the link expires.

➢ The registration link is only accessible to the receiver of the 

invite. The link will become unusable in case this email is 

forwarded to any other E-mail address. In case you need to 

receive this invite on an alternative E-mail address, please 

contact AkzoNobel.
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Invite e-mail
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If you selected Join and Respond (recommended 

approach), you will be prompted to create an 

account in CSP. 

If you already have a CSP account, click the 

'LOG IN' link.

➢ Complete all the mandatory fields marked as ‘*’.

➢ If you do not have Tax registration, add reason 

after clicking ‘I do not have a Tax ID’

➢ Read the Privacy Policy and the Terms of use: 

Check this box to accept.
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After clicking “Create an Account” in the 

previous screen, you will receive a 6-digit 

verification code at the same e-mail address 

to which the original invitation was sent.

Fill in the code and click "Next".
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Join and Respond > Create CSP account
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Fill in the information requested in the Account Details 

tab.

➢ Depending on the country selected, some 

additional fields may appear. You need to fill the 

required fields. 

➢ Once you start entering your address in address 

line 1, the system will fill in some address 

suggestions. You can choose the correct address 

so that other required fields will be filled in 

automatically.

If not, enter the address details manually.

Click "Next“
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Join and Respond > Create CSP account
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Fill in the information requested in Payment 

Information tab.

➢ Please check on 'My company does not accept 

Virtual Card Payment'

Click "Next“
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Fill in the information requested in Payment 

Information tab.

➢ Type "Bank Transfer" in field ‘Payment Method 

Name’.

➢ Add all other required information in this section. 

(this information should be available on your bank 

statement/online banking portal)

Please contact your bank in case you do not have 

required details

Click "Next“
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Join and Respond > Create CSP account
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Bank transfer



Fill in the information requested in Payment 

Information tab.

➢ Check ‘My company does not accept Check 

payments’.

Click "Next“
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Join and Respond > Create CSP account
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Go to Business Profile ➔ ‘Information Requests’ ➔

Select ‘AkzoNobel’ in the profile section

➢ Click ‘External Supplier Info Request’ to open the 

AkzoNobel onboarding form.
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Complete AkzoNobel’s Request Form
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Supplier Commercial Contact Person Details

➢ Please validate the pre-populated information.

Kindly update it if not applicable.

27

Complete AkzoNobel’s Request Form

/ Coupa Supplier Information request



If you are a Raw Material Supplier, you must 

complete some additional questions.

➢ Quality Contact E-mail address.

➢ Mode of transport 

➢ ISO 9001 Certificate

If 'Effective Date' does not apply, enter 

01/01/2025.

If ‘Expiration Date’ does not apply, enter 

31/12/2099.
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Complete AkzoNobel’s Request Form
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Primary Address

➢ Please validate the pre-populated information.

Kindly update it if not applicable.

➢ Provide email address where you would like to 

receive POs.
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Complete AkzoNobel’s Request Form
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Remit-To Address

➢ Click ‘Add Remit-To’

➢ The bank account details added by you at the 

time of CSP account creation, will be populated 

in this section. Please select the account.

➢ Click on 'Add Selected'

30

Complete AkzoNobel’s Request Form
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Remit-To Address

➢ If you are a Brazilian supplier, select Yes. 

Additional mandatory tax fields will be 

populated.

➢ Select ‘Yes’ to add IBAN. 

If you do not have IBAN, please choose ‘No’ to 

validate/add bank account and bank key. 

➢ Add Remittance E-mail address to receive 

payment advice.
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Complete AkzoNobel’s Request Form
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Remit-To Address

In this section, you need to upload bank evidence 

from TWO DIFFERENT sources.

➢ Check two types of evidence that you will 

attach.

Bank receipts should be uploaded in PDF format 

and should not contain blank spaces in the file 

name

➢ Attach only 1 PDF file in each of the evidence 

section. 

➢ Do not add the same PDF document to the 

'Bank Evidence 1' and 'Bank Evidence 2’ fields.
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AkzoNobel’s Business Partner Code of Conduct

➢ AkzoNobel's Business Partner Code of Conduct 

is available at this link.

➢ Once you click the link, you will be directed to 

the page to download Code of Conduct.

➢ Click on your preferred language and download 

the CoC PDF. 

➢ You can manually or digitally sign on the PDF 

file and upload in the attachment section.

➢ Upload your Code of Conduct if you do not 

accept AkzoNobel’s Code of Conduct.
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Complete AkzoNobel’s Request Form
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Business/Company Registration Certificate and Tax 

Registration Certificate

➢ Attach your Business/Company Registration Certificate 

in PDF format.

➢ If you are Tax Registered, fill out this section and 

attached Tax Registration Certificate in PDF format.

➢ By clicking “Add Tax Registration” again you can add 

multiple tax registration numbers.

If 'Effective Date' does not apply, enter 01/01/2025.

If ‘Expiration Date’ does not apply, enter 31/12/2099.
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Complete AkzoNobel’s Request Form
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Submit with CSP account
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Submit your request

With a CSP account, you have the option of saving the 

information and submitting the application later.

Press ‘Submit for Approval’ after completion of the form.

➢ Questions can be directed by E-mail to one of the 

regional support P2I teams listed here.

➢ Or use the comment box at the bottom of the screen. 

Always start your question with “@P2I” and relevant 

region to ensure the recipient is notified.

➢ If you need to attach additional documents, you can 

upload it in Comment section

➢ Do not close the window until the status of the form 

changes to Pending Approval.



Once your application is successfully submitted, 
AkzoNobel will review it further. 
Our team will contact you if more information is 
required.

You will receive an email as soon as your account 
is activated in our system.

Thank you for your cooperation.



Respond without joining CSP
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Respond without Joining CSP
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If you choose Respond Without Joining, you will be 

directed to one time application form. 

Please note that if you choose this option, you would not 

be able to request any change to your profile information 

after you submit this form. 

After you hit ‘Respond without Joining’,

click ‘Generate One Time Password’
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Respond without Joining CSP
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You will receive a 6 digits verification code 

via your E-mail.

1. Enter this verification code in this One-

Time Password box.

2. Select ‘I’m not a robot’ and complete the 

quiz.

3. Click ‘Verify One Time Password’



You will be directed to the application form after 

you Click ‘Verify One-Time password’

Complete the data and add requested 

attachments.
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Complete One Time Application form
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Supplier Commercial Contact Person Details

➢ Please validate the pre-populated information.

Kindly update it if not applicable.

➢ Complete all mandatory fields marked as ‘*’
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Complete One Time Application form
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If you are a Raw Material Supplier, you need to fill in 

some additional questions.

➢ Quality Contact E-mail address.

➢ Select applicable Mode of transport 

➢ Upload ISO 9001 Certificate

If 'Effective Date' does not apply, enter 01/01/2025.

If ‘Expiration Date’ does not apply, enter 31/12/2099.
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Complete AkzoNobel’s Request Form
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Primary Address

➢ Please validate the pre-populated information.

Kindly update it if not applicable.

➢ Provide email address where you would like to 

receive POs.
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Remit-To Address

➢ Click ‘Add Remit-To’

➢ Complete the requested bank data in next slide
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Complete One Time Application form
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Remit-To Address

➢ If you are a Brazilian supplier, select Yes. 

Additional mandatory tax fields will be populated.

➢ Select ‘Yes’ to add IBAN. 

If you do not have IBAN, please choose ‘No’ to 

validate/add bank account and bank key. 

➢ Add Remittance E-mail address to receive payment advice.
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Complete One Time Application form
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Remit-To Address

In this section, you need to upload bank evidence 

from TWO DIFFERENT sources.

➢ Check two types of evidence that you will 

attach.

Bank receipts should be uploaded in PDF format 

and should not contain blank spaces in the file 

name

➢ Attach only 1 PDF file in each of the evidence 

section. 

➢ Do not add the same PDF document to the 

'Bank Evidence 1' and 'Bank Evidence 2’ fields.
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Complete One Time Application form
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AkzoNobel’s Business Partner Code of Conduct

➢ AkzoNobel's Business Partner Code of Conduct 

is available at this link.

➢ Once you click the link, you will be directed to 

the page to download Code of Conduct.

➢ Click on your preferred language and download 

the CoC PDF. 

➢ You can manually or digitally sign on the PDF 

file and upload in the attachment section.

➢ Upload your Code of Conduct if you do not 

accept AkzoNobel’s Code of Conduct.
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Complete One Time Application form
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Business/Company Registration Certificate and Tax 

Registration Certificate

➢ Attach your Business/Company Registration Certificate 

in PDF format.

➢ If you are Tax Registered, fill out this section and 

attached Tax Registration Certificate in PDF format.

➢ By clicking “Add Tax Registration” again you can add 

multiple tax registration numbers.

If 'Effective Date' does not apply, enter 01/01/2025.

If ‘Expiration Date’ does not apply, enter 31/12/2099.
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Complete One Time Application form
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Submit without CSP
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Submit your request

Click ‘Submit’ after completion of the form.

➢ Questions can be directed by E-mail to one 

of the regional P2I teams listed here.

➢ Do not close the window until the status of 

the form changes to Pending Approval.



Once your application is successfully submitted, 
AkzoNobel will review it further. 
Our team will contact you if more information is 
required.

You will receive an email as soon as your account 
is activated in our system.

Thank you for your cooperation.
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