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Coupa Supplier Portal (CSP) Training
Calpine Suppliers
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This training introduces navigation of Coupa for Calpine Suppliers.

By the end of this session, you will be able to: 
• Log in and navigate the Coupa Supplier Portal.
• Receive and acknowledge POs.
• Request a PO change. 
• Submit invoices to Calpine. 
• Submit an invoice from email. 
• See invoice status.

Training Purpose
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• Getting Started

• Navigation

• Purchase Orders

• Bidding

• Shipping

• Invoicing

• Support

Agenda
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Getting Started: What’s Changing?

Copyright © 2023 Calpine Corporation. All rights reserved. 

Key Changes Not Changing

All changes in quantity and 
price of PO will need to go 
through Coupa.
Shipping, handling and 
miscellaneous charges will be on 
the header fields.
All Coupa-related invoices must 
be sent electronically.
You will be able to see status of 
POs and Invoices in the CSP.

X Your contract terms.

X Your key contacts with our team.

X Your relationships with our team.
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The Coupa Supplier Portal (CSP) is a free tool for you to easily do business with Calpine. 
It allows you to: 

• Manage your company information. 
• Configure your company PO transmission preferences.
• Create and manage online catalogs. 
• View, acknowledge and add shipment tracking to POs from Calpine.
• Flip POs and send invoices directly in Coupa to Calpine.
• Create credit notes.
• Monitor your payment status with full transparency.

Note: CSP can be accessed here

Getting Started: Coupa Supplier Portal
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https://supplier.coupahost.com/sessions/new
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CALPINE DOES NOT REQUIRE COUPA VERIFICATION ($549). You DO NOT need to be 
Coupa Verified to transact with Calpine. Creating a Coupa Supplier Portal Account is free 
of charge.

Getting Started: Coupa Verification 
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• You will receive an invitation to join the Coupa Supplier 
Portal.

• To join, click on Join and Respond. 

• If you have not received the invite, or have any questions 
please email suppliersupport@calpine.com. We are 
happy to walk you through any difficulties you may face 
during this process.

Getting Started: Coupa Supplier Portal Invite
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• 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 Privacy 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.”

• If you already have a Coupa account, click “Log in.”

Getting Started: Coupa Supplier Portal Invite
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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 is the primary contact/individual 
that owns the relationship with Calpine. 

• Address – Enter the address of your company 
headquarters. 

Getting Started: Coupa Supplier Portal Invite
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Getting Started: Coupa Supplier Portal Invite
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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. If your business does not have a business 
website, check the box indicating this. 

• 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. 
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Invoice-From Location 

Input your Invoice-From Location Address. This is the 
location from which you will bill Calpine.

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

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

Getting Started: Coupa Supplier Portal Invite
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Remit-to Location

Where your bank is located determines what information is 
required within the Remit-to-Address section. This is the 
location where Calpine will submit payments.

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.” 

Getting Started: Coupa Supplier Portal Invite
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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. 

Getting Started: Coupa Supplier Portal Invite
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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. 

Getting Started: Coupa Supplier Portal Invite
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Getting Started: Coupa Supplier Portal Invite

Copyright © 2023 Calpine Corporation. All rights reserved. 

Click on Profile > 
Information Requests to 

complete the Calpine 
Questionnaire.  

Click on Edit Profile to edit your 
company’s relevant information.
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Getting Started: Coupa Supplier Portal Additional Invitations

Copyright © 2023 Calpine Corporation. All rights reserved. 

Fill out the necessary 
details and enable the 

permissions. Then, click 
Send Invitation.

2

To add new users, go to 
Setup > click Invite User. 

1

• If you have multiple locations or have multiple individuals handling 
orders and payments, you can add additional users to your CSP 
account.
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Getting Started: Coupa Supplier Portal Linkage
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The supplier receives a 
notification to log in to the CSP.

1

Log in to use your 
existing account.

2

For Calpine Suppliers who already use Coupa. This is how you can link your current Coupa account to Calpine.
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Getting Started: Coupa Supplier Portal Linkage
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Click Set Up Now to setup Two-
Factor Authentication. This is 

optional.

3
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Getting Started: Coupa Supplier Portal Linkage
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To validate you are connected 
with Calpine, you can click on 

Orders > view Select Customer 
dropdown at the top right.

4
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• Getting Started

• General Navigation

• Purchase Orders

• Bidding

• Shipping

• Invoicing

• Support

Agenda
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General Navigation: Edit Profile
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Type your email address and 
password to log in.

Click on Profile to complete 
your company’s relevant 

information.

• To edit your Company’s profile information or fill out the Calpine Supplier 
Questionnaire, log in to Coupa and click the Profile tab. The Calpine Supplier 
Questionnaire can be found under Profile > Information Requests. 
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General Navigation: Edit Profile

Copyright © 2023 Calpine Corporation. All rights reserved. 

To complete your profile, go to 
Setup tab and fill out the 
necessary information.
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General Navigation: Coupa Tabs

Copyright © 2023 Calpine Corporation. All rights reserved. 

Invoices can be created against 
the PO by clicking the gold coins.

Orders, Order line, Order Changes and 
Order Line Changes can be viewed. 

Go to Orders tab 
to see all POs.

• General Navigation section is to help you 
become more familiar with Coupa tabs. More 
detailed information on POs/invoices can be 
found further in the document. 
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General Navigation: Coupa Tabs
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Status of each invoice is 
displayed.

To view all invoices, click 
Invoices. 

Press Create Credit Note to 
create your Credit Note.
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General Navigation: Manage Notifications
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After logging in, click on 
Notifications. 

1

To manage notifications, 
click Notification 

Preferences.

2

Click the type of notifications 
that you want to enable or 

disable.

3
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General Navigation: Manage Notifications

Copyright © 2023 Calpine Corporation. All rights reserved. 

You may receive notifications on the status of your invoices. 
Check the box to indicate your notification preference. 

Note: Online notifications will come directly through the 
CSP. Email notifications will go to the email on file.

Enable or disable notifications on cancelled 
and new POs, those with new comments or 

with rejected PO change requests. 

Click Save.
4
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• Getting Started

• General Navigation

• Purchase Orders

• Bidding

• Shipping

• Invoicing

• Support

Agenda
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Purchase Orders: Reviewing Purchase Orders
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Once logged in to CSP, 
click on Orders tab.

POs are displayed here. A notification is also 
sent to your email.
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Purchase Orders: Acknowledging Purchase Orders

Copyright © 2023 Calpine Corporation. All rights reserved. 

Once logged in to CSP, click on 
Orders tab.

1

Search and click on the PO 
number.

2 Click the Acknowledged 
box.

3

Scroll to the bottom and 
press Save.

4
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Purchase Orders: Submitting a Purchase Order Change
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Once logged in to CSP, click on 
Orders tab. Then, click on the 

PO Number.

1

Scroll to the bottom and press 
Request Change.

2

Change the quantity, price or 
need by date on the line(s) you 

would like change.

3
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Purchase Orders: Submitting a Purchase Order Change
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Press Submit Change Request.
5

Scroll to the bottom and select 
your reason for change.

Note: if you select “other,” a 
comment is required.

4
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Purchase Orders: Viewing Calpine-Initiated Purchase Order Changes
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Navigate to the Orders tab and 
then the Order Changes subtab.

You can view Calpine-initiated 
changes by checking the 

Supplier Initiated column.

1

2

Click into the PO that changed 
and you will be able to view the 

most updated revision at the 
top of your PO.

3
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• Getting Started

• General Navigation

• Purchase Orders

• Bidding

• Shipping

• Invoicing

• Support

Agenda
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Bidding
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To view the event 
via CSP, click on 

the event number.

Buyer notifies the event owner to 
participate in the event. Follow the 
instructions in the email to log in.

To view the event 
via email, click 

View Event.

1

2

2
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Bidding
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To participate in the event, 
check the box “I intend to 
participate in this event.”

3

Click Enter Response to 
enter your response.

4
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Bidding
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Submit your quote. 
7

Click to edit the details.
5

Enter the details such as 
price, item name, lead 

time, part number, 
description, picture or 

attach a file. 

6
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• Getting Started

• General Navigation

• Purchase Orders

• Bidding

• Shipping

• Invoicing

• Support

Agenda
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Shipping
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Once logged in to the CSP, click 
on Orders tab.

1

Search and click on the PO 
number.

2

Click on Add.
3

Complete the 
tracking details. 
Then, click on 

Save.

4

Scroll to the bottom and 
press Save.

5
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• Getting Started

• General Navigation

• Purchase Orders

• Bidding

• Shipping

• Invoicing

• Support

Agenda
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Invoicing: Invoice via the Portal
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Click on Orders tab to view POs.
Click on the PO number to view 

the PO. 

1
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Invoicing: Invoice via the Portal
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Click on the gold coins to flip the 
PO into an invoice. OR click on the 

PO number and click  “Create 
Invoice” at the bottom. 

2
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Invoicing: Invoice via the Portal
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Type the necessary information 
such as invoice # and invoice date 
or attach a file. A comment may 

also be added.

3

Make sure to populate the 
Invoice-From, Ship-From and 
Remit-To Address information 

if it is not defaulted. 
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Invoicing: Invoice via the Portal
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Update any necessary 
changes to item, 

description or quantity.

4

Add any additional 
charges (shipping, 

handling) and press 
calculate. Then, click on 

Submit.

5



44COMPANY CONFIDENTIAL

Invoicing: Invoice via the Portal

Copyright © 2023 Calpine Corporation. All rights reserved. 

Invoice is created and 
sent to Calpine.

Click Send Invoice to 
submit the invoice.

66
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Invoicing: Invoice via Supplier Actionable Notification (SAN)
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On your emailed PO email, 
press Create Invoice.

1
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Invoicing: Invoice via Supplier Actionable Notification (SAN)

Copyright © 2023 Calpine Corporation. All rights reserved. 

Type the necessary information 
such as Invoice # and Invoice 

Date or attach a file. A comment 
may be added.

2
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Invoicing: Invoice via Supplier Actionable Notification (SAN)
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Update any necessary 
changes to item, 

description or quantity.

3

Add any additional 
charges (shipping, 

handling) and press 
calculate. Then, click on 

Submit.

4
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Invoicing: Invoice via Supplier Actionable Notification (SAN)
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Click Send Invoice to 
submit the invoice.

5
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Invoicing: Checking Invoice Paid Status

Copyright © 2023 Calpine Corporation. All rights reserved. 

To view all invoices, click 
Invoices. 

Click Create View 
on the View 
dropdown.

2

1
Enter the name of the 

view.

Add condition: 
Paid=Yes.

Drag the information that 
you need in your report. 

Then, click Save.

3

4

5
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Invoicing: Checking Invoice Approval Status

Copyright © 2023 Calpine Corporation. All rights reserved. 

To view all invoices, click 
Invoices. 

Status of each invoice is 
displayed.

1
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• Getting Started

• General Navigation

• Purchase Orders

• Bidding

• Shipping

• Invoicing

• Support

Agenda
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• Coupa Supplier Portal (CSP) 
Videos

• Create or Edit an Invoice
• View and Manage Invoices
• Invoices FAQ
• Create an Invoice or Credit 

Note in the CSP (Video)
• Coupa Compass
• Coupa Supplier Launch Page

• Calpine Website
• For additional questions, 

email 
suppliersupport@calpine
.com.

Support

Coupa Resources Calpine Resources

https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal/csp-videos/csp-videos
https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal/set-up-the-csp/invoices/create-or-edit-an-invoice
https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal/set-up-the-csp/invoices/view-and-manage-invoices
https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal/set-up-the-csp/invoices/invoices-faq
https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal/set-up-the-csp/invoices
https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal
https://urldefense.com/v3/__http:/supplier.coupa.com__;!!N8Xdb1VRTUMlZeI!nF5Uz1GPsOOYANVKZezZIjIEiJxV8vf23RY9D8YHMnCG_aF-19nljQYgeeSbt2mHxFTtAhQ6y7n9s4gY_HgRMeY$
https://www.calpine.com/Operations/Supplier-Information
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