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• The purpose of this guide is to provide you with an overview of what to expect 
during the onboarding process and what steps you need to take for onboarding 
to the Coupa Supplier Portal and completing the Supplier Questionnaire.

– Calpine utilizes the Coupa Supplier Portal (CSP) to collect and manage supplier information. 
The questionnaire you will receive is used to gather all required information Calpine needs to 
transact with your company.

– For additional onboarding support, contact the Supplier Enablement team 
(suppliersupport@calpine.com).
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• NOTE: If you already have a CSP account, please skip to 
slide 12. You may navigate to your existing profile and 
add Calpine to your customer base. 

• You will receive an email from Coupa 
(do_not_reply_@supplier.coupahost.com) asking you to 
register on the CSP and complete your questionnaire. 

• To get started, click “Join and Respond.”

• If you cannot find this email in your inbox, check your 
spam folder. If you still cannot find this email, contact 
the Supplier Enablement team. 

• This invitation request will expire 30 days from the date 
it was sent. If you are not the correct recipient for your 
organization, please forward to the correct contact. 

Coupa Supplier Portal (CSP) Registration 

Copyright © 2023 Calpine Corporation. All rights reserved. 

mailto:do_not_reply_@supplier.coupahost.com


5COMPANY CONFIDENTIAL

• Once you’ve clicked “Join and Respond” in the invite, 
you will be directed to the Coupa Supplier Portal (CSP) 
homepage, where you will set up a new account. 

• Create a password and accept Coupa’s Private Policy 
and the Terms of Use. 

• Click “Create an Account” to continue. 

• If you are not the correct person to fill out the profile 
and need to forward the invite to someone at your 
company, click “Forward this to someone.”

Coupa Supplier Portal (CSP) Registration 
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Supplier Contact Information 

• Once you have clicked the “Create an Account” button, 
you will be forwarded to the “Your Contact Information”
screen where you will enter your contact information. 

• Supplier Contact Information – Confirm the information 
entered is correct. This should be the primary contact 
with the Calpine team. 

• Address – Enter the address of your company 
Headquarters. 

Coupa Supplier Portal (CSP) Registration
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Coupa Supplier Portal (CSP) Registration
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Business Information

• The next screen that appears is the “Tell us about your 
business” screen where you will enter your company’s 
information. This information is for your public CSP 
profile. 

• Business Website – The URL for the website of your 
business. 

• Tax ID – Enter your company’s EIN or SSN (excluding 
dashes) as shown on your W9. You will be entering your 
Tax ID on the SIM form, so it is not required here.

• DUNS Number – D&B 9-digit number that identifies your 
business, if applicable. 

• Click “Next” once you’ve entered the required 
information. 



8COMPANY CONFIDENTIAL

Invoice-From Location 

Input your Invoice-From Location Address. 

• Tax ID – Please provide only tax identification information 
that is in public domain.

• Once you have filled in all the required information, click 
“Next.”

Coupa Supplier Portal (CSP) Registration
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Remit-to Location

Where your bank is located determines what information is 
required within the Remit-to-Address section. 

If you would like to use your Invoice-From address, you can 
select it from the dropdown menu. 

• Once you have filled in all the required information, click 
“Next.”  

Coupa Supplier Portal (CSP) Registration
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Ship-From Location

Enter the primary location where you are shipping goods 
from. If you need to add multiple locations, you can do so 
later. 

If you would like to use your Invoice-From address, you can 
select it from the dropdown menu. 

Coupa Supplier Portal (CSP) Registration
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• Once you’ve completed the initial profile set up, you now 
are ready to complete the Calpine Supplier 
Questionnaire.

• Click “Take Me There” to open the Supplier 
Questionnaire. 

Coupa Supplier Portal (CSP) Registration
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The Supplier Questionnaire is where you will provide your company’s information 
to onboard as a Calpine supplier. 

• Populate all required fields (with an asterisk * or noted as required in the help text) prior to submitting the form. 
– Some sections or fields may not be applicable to your company. These may be left blank.
– Some information has already been completed by Calpine or auto-filled from your CSP Public Profile. You may update the information 

if needed. 

• To save and come back to the questionnaire later, click “Save” at the bottom of the form.

• Upon submission, the questionnaire will be reviewed by the Procurement and Vendor Master Data team to ensure the 
form’s completion and the accuracy of the data provided.
- Errors or missing information in the form will result in the form being rejected and sent back to you for correction. 

Calpine Supplier Questionnaire 

Copyright © 2023 Calpine Corporation. All rights reserved. 

Hover over the icon 
next to the field to see 
help text.



13COMPANY CONFIDENTIAL

General information 

• Supplier Name – The name that your POs will be paid to.

• Supplier Legal Name – Your company’s full legal name as 
shown on your tax form.

Calpine Supplier Questionnaire 
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Primary Address

• Enter your company’s primary address in this section.
– This includes the Country, Address Name, Street 

Address, City, State, Region and Postal Code.

• Some of the address details may have auto-populated 
from your CSP profile. Verify details are correct and 
all required fields are populated.

• Address Purpose – This is used to indicate what the 
address will be used for.

• NOTE: Make sure the State Region is selected (if 
applicable) as this does not auto-populate from your 
CSP profile.

• If you don’t want to add an additional address to be 
associated with your supplier account, click the red X 
as shown to the right.

Calpine Supplier Questionnaire 
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Supplier Contact Information 

• Supplier Contact Information – Confirm the information 
entered is correct. This should be the primary contact 
with Calpine Corporation.

• Contact Purpose - Adding the contact purpose can tag 
the contact to help Calpine quickly identify the contact 
person’s role. 

• Email Address – The email address should be for the 
primary point of contact for all Supplier Information-
related questions.  

Calpine Supplier Questionnaire 
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Supplier Contact Information 

• Additional Contact Information – Add additional 
contacts. If you do not have additional contact 
information to add, click the red X. 

• DUNS Number – D&B 9-digit number that identifies your 
business, if applicable.

• PO Email – Enter the email where you would like to 
receive purchase orders from Calpine. Please be sure this 
is an inbox that is monitored regularly.

• Read and acknowledge the Supplier Code of Conduct.

Calpine Supplier Questionnaire 
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Additional Questions

Calpine is capturing additional information to better 
understand the goods or services you'll be providing and 
will potentially use this information further down the road 
when drafting a contract.

Calpine Supplier Questionnaire 
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Tax Compliance

• Provide your tax information based on the country where 
your company is located.

If located IN the United States: 
• Are you located in the US or Other Countries – Select 

“US.” 

• Federal Tax Form – Select “W9” and attach your W9.

• Federal Tax ID - Must be exactly 9 digits.

• Federal Tax Classification – Complete if you are a 1099 
reportable vendor.

Calpine Supplier Questionnaire 
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Tax Compliance

• LLC Tax Classification – Select your company’s tax 
classification if you selected “Limited Liability Company” 
on the previous question.

• 1099 Form – If you are a 1099 reportable vendor, please 
select your 1099 form type.

• If applicable, select your 1099N Vendor Class.

• TIN – Enter your company’s EIN or SSN (excluding dashes) 
as shown on your W9.

• Is this EIN or SSN? – Select the tax identification type. 
Note: this is a required field.
– EIN: Employee Identification Number 
– SSN: Social Security Number 

Calpine Supplier Questionnaire 
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Tax Compliance

• Provide your tax information based on the country where 
your company is located.

If located OUTSIDE of the United States: 
• Are you located in the US or Other Countries – Select 

“Other Countries.”

• International Tax ID – Enter your company’s tax ID for 
your respective country as shown on your tax form. 

• TIN Number – Provide your TIN as shown on your W8.

• W-8 Form – Select the W-8 Form that you will be 
providing. 

Calpine Supplier Questionnaire 

Copyright © 2023 Calpine Corporation. All rights reserved. 



21COMPANY CONFIDENTIAL

Supplier Diversity 
For US suppliers who are certified as diverse or as a Small 
Business Enterprise (SBE), provide your certification details 
in this section. 

• Country – Enter the country where your certification is 
held.

• Diversity Category – Enter your certificate 
category/classification.

• Agency – Enter the agency that you are certified by. If 
the agency is not available to select, enter it as free 
text.

• Effective Date – Select the date the certificate became 
effective.

• Expiration Date – Select the date the certificate 
expires.

• Attachments – Attach a copy of the certificate (you can 
attach multiple if applicable).

• Description – Include additional information here.
• If you are a subscriber to  ISNetworld, check “yes” 

and provide your Company ISNetworld ID here.

Calpine Supplier Questionnaire 
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Remit-To Address 

Calpine Corporation requires accurate banking information 
to transact with your company. Provide your banking and 
remit-to address within this section. 

• Calpine’s standard payment method is electronic payment 
(ACH or Wire).

• Click “Add Remit-To” to enter your company’s remit-to 
address information. 

Calpine Supplier Questionnaire 
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Remit-To Address 

• Once you click the “Add Remit-To” button, a pop-up 
page will appear for you to select an existing remit-to 
address. 

• If you have already set up your remit-to address details in 
your CSP profile (Setup > Admin > Remit-To), it will be 
shown here. To use an existing address, click “Choose” 
and skip to page 27 in this document to continue 
through the guide. 

• If you have not created a remit-to address, click “Create 
New Remit-To Address.”

Calpine Supplier Questionnaire 
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Remit-To Address 

• Once you click the “Create New Remit-To Address” 
button, you will be forwarded to the “Where’s your 
business located?” screen. 

• Enter your company’s Legal Entity Name. 

• Select the Country/Region where your company is 
located. 
– The country selected drives what information is 

displayed and required on the next screens. Populate 
all required fields on these screens. 

• Click “Continue” after entering all the required 
information. 

Calpine Supplier Questionnaire 
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Remit-To Address 

• The next screen displayed is the “Tell your customers 
about your organization” where you will enter your 
company’s information. 
– If you use the CSP with other customers, select which 

customers should see this remit-to address.
– Enter the address you invoice from.
– Indicate if this address should be used for the Remit-To 

and Ship From.
• If you have a different address for the remit-to and 

ship from, uncheck the boxes.
– Enter your Tax ID – this is optional and will not carry 

over on the supplier questionnaire.

• Invoice From Code – if applicable, use this field to tie 
your CSP Invoice From Address with the corresponding 
address in your ERP. 

• Click “Save & Continue” after entering all the required 
information. 

Calpine Supplier Questionnaire 
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Remit-To Address 

• The next screen is “Where do you want to receive 
payment?” Select from the following payment types: 
– If you select Address (default option), click “Save & 

Continue” as you’ve already provided the address on 
the previous page.

– If you select Bank Account, enter the required banking 
information to continue.
• This is Calpine’s recommended option – follow the 

steps on the next  page of this guide.
• Note, the information required depends on the 

country selected.
– Virtual Card is not an option for Calpine as Coupa Pay 

is not enabled.

Calpine Supplier Questionnaire 
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Remit-To Address 

• If you select Bank Account, enter the required banking 
information to continue. 

– Bank Account Country, Currency and Beneficiary 
Name are defaulted from your CSP profile.

– For the ACH Routing Number, ABA Number can be 
used as well.

• Note, some banking information provided in this setup 
may not be transferred over to Calpine’s Supplier 
Questionnaire and will require you to re-enter the 
information.  

• Click “Save & Continue” after entering all the required 
information.

Calpine Supplier Questionnaire 
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Remit-To Address 

• The remit-to location (account and/or address) on the 
previous screen is displayed unless the field “Use this 
address for remit-to” was unchecked. Verify the 
information is correct. 

• To make edits, click “Manage.”

• If the information is correct, click “Next.”

• Where do you ship goods from? If the information is 
correct, click “Done.”

• Click “Add Now” on the next screen to add the remit to 
information to the Supplier Questionnaire. 

Calpine Supplier Questionnaire 
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Remit-To Address 

• If you provided banking details in the previous steps, the 
banking information will be auto-populated. Confirm all 
information is correct. 

• Refer to page 27 of this guide for the banking details 
required for each payment type/country. 

• There are some fields that are not auto-populated from 
the CSP remit to setup. 

– Account Type – Checking or Savings (required)

Calpine Supplier Questionnaire 
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Submit Supplier Questionnaire 

• Review the form to confirm all required fields are 
populated and the information provided is accurate. 

• You can add comments to this form by utilizing the 
comments section. Calpine will see these comments when 
reviewing the form. 

• Click “Save” if you aren’t ready to submit the form and 
would like to come back later to submit.

• Click “Submit for Approval.”

• The form will be validated by the system. If errors are 
found, correct and re-submit for approval. 

Calpine Supplier Questionnaire 
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Submit Supplier Questionnaire 

• Once the form is submitted, you will then see a pop-up 
message that says, “Your information has been 
submitted.” 

• The status of the form will be “Pending Approval.” 

• To make edits to the form while in “Pending Approval” 
status, click “Withdraw” at the bottom of the form. 
Make the updates, and then click “Submit for Approval.” 

Calpine Supplier Questionnaire 
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Form Submitted for Approval 

• Our Procurement and Supplier Master Data team will 
review your form to ensure everything is filled out 
correctly and we have the information we need to 
transact with your company. 

• Your Supplier Questionnaire will be approved if all 
required information is provided accurately.
– Depending on your notification setting, you will receive 

a notification via email, CSP or both informing you that 
the form has been approved. You are now ready to 
transact with Calpine! 

• Your Supplier Questionnaire will be rejected if 
information is missing or incomplete.
– Depending on your notification setting, you will receive 

a notification via email, CSP or both with details of 
what needs to be updated for the form to be approved. 

– Correct your form by logging into the CSP. Go to the 
Profile tab > Information Requests > select “Calpine 
Corporation” as the Profile. Update the form and re-
submit for approval. 

Calpine Supplier Questionnaire 
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THANK YOU!
For questions about the Coupa Supplier Portal and Supplier Onboarding, 
contact the Supplier Enablement Team (suppliersupport@calpine.com).

Copyright © 2023 Calpine Corporation. All rights reserved. 
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