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SUPPLIER 
PORTAL
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GOALS

In this section you will learn:

• What is the COUPA Supplier Portal

• How to manage purchase orders and invoices in the portal



5,000+ 
Customers

8M+
Suppliers

100+
Countries

Multi
Language

Multi
Currency

Rated #1 by top analysts

WHAT IS 

It is a cloud based solution that makes possible to manage the
whole procurement and contract processes in Cerrejon; managing
supplier and contractors information and also receiving and
validating invoices automatically in connection with Ellipse.



The Supplier Portal is a free tool for suppliers to easily interact and
collaborate with CERREJON.

The Portal facilitates transaction management. You can review
purchase orders, get reports, send your invoices, communicate with
the procurement team, etc...

BENEFITS OF

Interacting on the Portal is free of charge and is an opportunity for
other companies, Coupa customers, to find you.
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SUPPLIERS PORTAL



ACCESS TO THE SUPPLIER PORTAL

10

1 An invitation to register with Coupa will arrive to your 
email

2

1
2 At the bottom of the email you will find two options :

t

o

Select the Join Coupa option (Unirse a
Coupa) to continue with the registration
process

b Select the Forward this invitation option
(Reenviar esta invitación) to forward the
invitation to another company user

NOTE: The invitation will be sent to the
main contact that Cerrejon has , the
registration must be done by the
person who will manage the portal .
Later you can add more users

to b
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3

4

b

You must complete the requested information , name,
surname and add a password

4 You can change the language, you must go to the bottom
of the page and select the language . In this case English

5
In the drop-down list select the language of your
preference

t

o
Accept the terms of use of the platform
and click on Create an Account to register

b
Send again the invitation to another user
of the company

NOTE: The email field is already filled in , 
this field cannot be changed. If you want 
to change the email, you must contact 
Cerrejon to make the change

3

5

to
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Also, you must confirm basic information
about your company and click Next.

6 And you will be in the portal .7



NAVIGATION AND USE

13

1

2

1 At the top, there is the menu or the options
available to you

2 In the upper right part is where you can
manage the platform , change passwords ,
manage notifications and ask for support

NOTE: If you interact with more than one 
customer in Coupa , you will find them in 
the most recent customers section . To 
work with Cerrejon select the one that 
refers to Glencore



NOTIFICATION MANAGEMENT

1
Go to the notifications section at the top right

2 You will find all the notifications that you have as
supplier, you can configure it as you wish

2

1

3 Click on Notification preferences to manage
notifications. You can adjust them as you wish

3
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ADJUST NOTIFICATIONS
1

1

Click on your name

In this section you will learn how to adjust or configure the account according to your needs

to

to

b

Select Account Settings

b
Select notification preferences to adjust
notifications

2

In the drop-down list you can manage
notifications according to your interests

2

to b

to

online option. It is recommended that it is
always activated

b

email option if you want notifications to
your email



USE OF THE 
PORTAL
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Add users to the tool and
company configuration
related to the platform

SUPPLIER PORTAL FUNCTIONS

In this option you can
find the catalogs you
have with Cerrejon.

In this section you will find the
purchase orders you have with
Cerrejon. You will be able to create
invoices, change requests, delivery
notifications and other actions

Space where you will
have the information of
the company. It is
suggested to have the
updated information

They are add-ons
offered by Coupa.
They have additional
costs

This option will be
disabled

Function to create
invoices and follow up

This option allows you to
deliver notifications and
review the history of
these

This option is a summary
of the portal , you can find
announcements and
general information

You can find your next
client with a public
recruitment event from
the Coupa community.

Show relevant data about
your company's performance
with COUPA customers.
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1

2

HOME TAB

3

4

2
Announcements section where Cerrejon will be
reporting news

3
If you interact with more than one client on the
platform, you will find a list of them

4
Optional description that you can add to the
portal through the profile

1 Company

NOTE: The help option is directly with 
Coupa , at your disposal you will find 
support material. The functionality is 
available in English

In this section you will learn how to visualize the features of the home tab
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PROFILE TAB

This section is related to the company profile, you 
can update it with the company information

1

2

1 Company

2 To complete and edit the information , select
the Update profile option

NOTE: This information refers to your 
profile as a company, you have many 
options to update and complete your 
profile
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In this section you will find all the necessary information to update your profile

1

2

3

In this section you will find the details of the
company such as address and contacts

2

In this section you have the possibility to add
Financial Information. Complete with the supplier
ID you have today

3

In this section you will find general information
about the company that you must complete

1

NOTE: The fields marked with an asterisk are
mandatory, the rest is to have an updated
profile. The legal entity field is related to
your company



ORDERS TAB

This section is related to all the purchase orders you have with Cerrejon, from this tab you can generate invoices, credit notes, debit notes and
delivery notifications

1

23

Section to create invoices , credit notes, debit
notes and delivery notifications

2

To enter the order and see its detail, click on the
order ID3

In the orders tab you can see the history of
purchase orders, their status, date and a short
description

1

t

o

The icon refers to create an invoice or
debit note

b The icon refers to create a credit note

c
The icon refers to create notifications
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1

2

3

4

You are accesing the purchase order , in this
section you will find the reference number and a
description of this

1

Shipping Address associated to the purchase order
2

Lines or items that are part of the purchase order3

Options to process the purchase order4

NOTE: The Confirmed option allows
Cerrejon to accept the supply and/or
provision of the required service .

In this section you will find the information of a purchase order
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In this section we will review the additional options available in the orders tab

Order lines: in this section you will find the

history of order lines associated with the

purchase orders open . You can export them

to Excel

1
1

Order changes: in this section you will find the

history of changes made to purchase orders
2

2
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Order Line Changes: in this section you will find
the history of the changes that you have made to
the purchase orders. The detail is shown by lines

3

3

NOTE: These additional tabs serve to
keep track of what you have done, in
addition to view the status of the
orders and all the history you have
had with Cerrejon.
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REMEMBER:



PURCHASE ORDER DESIGN

Enter the PO and click on “Print view”:



REMEMBER:



CREATE A CHANGE REQUEST

28

1

Click on the purchase order number2

In the orders tab you can see the history of
purchase orders, identify the order to which you
want to make a change request

1

NOTE: You will find the history of
change requests in the other tabs that
are part of the order module

2
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3

Go to the bottom of the purchase order and click
Edit Change

3

4

In the lines section you can make adjustments to
your purchase order

4

Adjust quantity and price if applicable

Adjust the date related to the order

c

to

b

b

t

o

Select the reason for change and add
comments if applicable

c

t

o

To submit the request, click on submit change
request

5

5
NOTE: Fields marked with an asterisk
must be filled out, they are required
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In the orders tab and in the order changes option you
can see the history of requested changes , their status
and a short description

1

1

t

o
Approved: The request has been approved

c Draft: Refers to a notification that you are
managing but has not yet been sent

b Rejected: The request has been rejected

This section will display the status of the change request



CANCEL A PURCHASE ORDER

31

Click on the purchase order number2

In orders tab you can see the history of purchase
orders and identify the order you want to cancel

1

2

1
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Go to the bottom of the purchase order and click
change request

3

In the lines section you can make adjustments to
your purchase order

4

Adjust quantity and price if applicable

Adjust the date related to the order

to

b

Select the reason for change and add
comments if applicable

c

If none of the above reasons apply , you must
cancel the purchase order . Click purchase order
cancellation request

5

5NOTE: Fields marked with an asterisk
must be filled out , they are required

3

t

o
t

o

b

c



In the orders tab and in the order changes option
you can see the history of requested changes ,
their status and a short description

1
1

t
o

Approved: The request has been approved

c Draft: Refers to a notification that you are
managing but has not been sent yet

b Rejected: The request has been rejected

In this section the status of the canceled order will be displayed



CREATION AND MANAGEMENT OF CATALOGS

1

3

Entering the catalogs tab. You will be able to view
all the catalogs you have with Cerrejon.

1

You will be able to create new catalogs and you
have the option of downloading the information
to an Excel file to consult

2

General information of the catalogs that your
company has, you will be able to see their status
and some general information.

3

2



By clicking on 'Create' you will be able to edit
general information of the contract.

4

You will be able to view a dashboard with relevant
information from the catalog.

5

You can add the items to the catalog.6

4

5

6



SERVICE ORDERS

By selecting Orders you will be able to access all
purchase orders received by Coupa.

1

Select the customer of the orders you want to
consult.

Filter by the type of PO you want to query.

Select Export to and choose the
format in which you want to export
the report, if desired.

2

3

4

1

2

4

3



INVOICING



38

REMEMBER:
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INVOICES TAB

1

2

3

You are accesing the invoices tab. You will be

able to view all the history you have made. You

have the option of downloading the information

to an Excel file to consult

1

Functionalities that you can perform: create

invoices, credit notes and debit notes
2

General information of your invoices, you can

see their status and some general information
3

NOTE: The invoices that are

displayed are those that have been

created. To generate a new one you

can use the buttons or enter

through the orders tab.



40

Invoice status will be displayed once you have sent the invoice to Cerrejon

1

1 In the invoices tab , you will find the status of the
invoice. You can track its status. What states can
you see?

t

o

Pending approval: The invoice is pending
for approval by Cerrejon.

b

Approved: The invoice has been approved

c

Rejected: The invoice has been rejectedd

Draft: It refers to an invoice that you are
managing but has not yet been sent

a

n

d

Conflicting: The invoice has incorrect
information and needs to be changed



CREATE AN INVOICE FROM A PURCHASE ORDER

41

1

2

Go to the right section and click on the icon
2

In the purchase orders tab, identify the order
1

NOTE: In the orders tab you will find all
the history you have with Cerrejon. You
cannot consolidate purchase orders to
generate invoices. You must perform the
process for all orders
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In this section you will learn how to make a partial invoice of a purchase order

Select the purchase order that will turn into an invoice1

2 Verify the purchase order data and click create invoice

3
Complete the general information of the invoice , in the
lines section you will find the icon which will allow you
to delete lines from the original purchase order .

1

2

3
4 Fill out the tax information and click submit

4

NOTE: To invoice the other lines you must
search for the purchase order again and
invoice the rest. The ones that you have
already invoiced will appear as zero, you
must remove them from the invoice
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1

2

Complete the information in the general information
section. You must attach the XML file, the graphic
representation or PDF of your invoice and the remittance
office or delivery and/or certificate of services approved by
the administrator.

1

Section where you will find the lines or items associated
with the invoice. Fill in the information if necessary

2

NOTE: Remember to attach the
requested files in the Attachments
section. Foreign suppliers delivers
PDF of Invoice only

In this section the invoice will be created. You must complete the attachments section, you will not be able to send the invoice if you do not
have attachments. In the Currency option you can select the type of currency in which you want to invoice

t

o

You have the option to create i at the line or item
level

to
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3

4

Section where you can add sales taxes (VAT)
associated with the invoice

Options available to manage the invoice4

t

o

Delete: delete the invoice, you will have to
do all the management again

b Save as draft: You can save the invoice and
continue editing it at another time

c
Calculate: The invoice is updated and a
final version can be seen

d Send: The invoice is sent to Cerrejon

Click submit . The invoice has been sent to
Cerrejon

5 5

3

NOTE: The same invoice reception hours
will be maintained to start accounting for
the 3 days
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Notifications when sending an invoice

2

In the case of not attaching an XML file and
trying to send an invoice, a notification box will
appear referring to the lack of the document

2

NOTE: In the event that the information is
complete, the platform will not show you
this notification

Click continue editing to return to the invoice
and fill in the missing information

3

1

1
A notification box will appear each time you send
an invoice , it refers to the confirmation of the
information provided

3



CONSIDERATIONS FOR INVOICING:

All invoices created by the supplier and sent to Cerrejón will go through a validation process. The supplier
must ensure that the following information matches between the invoice in COUPA and the PDF file:

➢ Invoice Number

➢ NIT or ID of the Supplier

➢ Cerrejon NIT or ID

➢ Subtotal+VAT

➢ Invoice date



CHECK IF THE INVOICE HAS BEEN PAID

47

2

1 In the invoices section look for the invoice you want to
verify , it must be in the approved state . Click on the
ID

Go to the payment section and you will be able to
verify the amount that has been paid, the date and a
brief description

NOTE: The information you find
related to payments is the one with
which the invoice has been created

1

2



CREATE A CREDIT NOTE

1

2

Select the option to create the credit note
2

In the orders tab you can see the history of
purchase orders , identify the order for which you
want to make a credit note

1

NOTE: In the orders tab you will find
all the history you have with Cerrejon
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3

In the orders tab you can see the history of
purchase orders , identify the order to which you
want to make a credit or debit note.

4

In the lines section, select the type of adjustment
you want to perform

4

t

o
Quantity: Only allows changes related to
the quantity of the purchase order

b
Price: Only allows changes related to price
adjustments. Must be negative ( - )

c
Other: This change allows price and
quantity changes to be made

3
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5

6

Options available to manage the credit note6

t
o

Delete: delete the invoice, you will have to
do all the process again

b Save as draft: You can save the invoice and
continue editing it at another time

c
Calculate: The invoice is updated and a
final version can be seen

d
Send: The invoice is sent to Cerrejon

Section where you can add sales taxes (VAT)5

NOTE: The same invoice reception hours
will be maintained to start accounting for
the 3 days
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Notifications when sending credit notes

In the case of not attaching an XML file and
trying to send a credit note, a notification box
will appear referring to the lack of the document

2

NOTE: In the event that the information is
complete, the platform will not show you
this notification.

Click continue editing to return to the invoice
and fill in the missing information

3

1 A notification box will appear each time you send
a credit note, it refers to the confirmation of the
information provided

2

1

3



CREATE A CREDIT NOTE FROM THE INVOICES TAB

1In create invoices section , select Create credit
note

2

Go to the invoices tab1

1

2 Create credit note

3

4

Select the order to which you want to apply the
credit note

3

Click on continue to select the type of credit note
you want to apply

4

Select the type of credit note you want to make.
Cancel complete the invoice or make an
adjustment to the prices or quantities

5

Continue performing the same steps indicated in
the previous section

6

5



CREATE VIEWS 
(Reports)



OC REPORTING

By selecting Orders you will be able to access all
purchase orders received by Coupa.

1

Select the customer of the orders you want to
consult.

Filter by the type of PO you want to query.

Select Export to and choose the
format in which you want to export
the report, if desired.

2

3

4

1

2

3

4



CREATE CUSTOM VIEWS

1 In the View field select Create View.

2 Choose a name for the view, select what kind
of visibility you want. You can also select a
base view with which you can start building
the new view.

You can create a Custom View with which you can consult both your purchase orders in the "Orders" session, and your
invoices in the "Invoices" session, in addition to being able to export reports.

Select the conditions with which you want to
filter the view. Example:
Filter By: Invoice Date
Filter Clause: This Month

3

1

2

3



5Select the columns you want to include in
your report by dragging each piece of data to
the right, and remove the ones you don't
want to include by dragging them to the left.

Select how you want to order your view.

Select Save to finish.

4

6

4

5

6



REPORTING INVOICES

By selecting Invoices you will be able to access

all the invoices registered in Coupa.
1

Select the customer of the invoices you want to

consult.

Filter according to the type of invoice

you want to consult.

Select Export to and choose the

format in which you want to export

the report, if desired.

2

3

4

1

2

3

4



PORTAL 
ADMINISTRATION
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ADMIN TAB

1

2

You are entering the Settings tab.
From here you can configure some
features of the account

1

Features available to you2



SETTINGS TAB

60

1
1

Go to the Settings tab located on the left side of
the portal

2 Click invite user 2

Complete the indicated data and select the
permissions will be enabled for the user you are
adding

3
3

Click on send the invitation and the user will be
notified

4

4
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ADMINISTRATOR FUNCTIONS

Set up your account to create electronic invoices by
adding legal entities / shipping addresses.

Merge accounts and manage merge requests.
Platform user management . You can invite new users
of the company

Add tax representatives in countries where you are
not registered with a local address but need to be
registered for tax purposes.Provide shipping address and information associated,

also tax office to meet compliance standards when
invoicing. View and sign the terms of use to work with Coupa

portal
Set your early payment discount terms and apply
them to invoices and/or purchase orders to get paid
faster.

Create and manage SFTP accounts to quickly upload
invoices. option not available

Receive notifications and view CXML submission errors .
option not available

Coupa contains many features in the portal that may not be enabled for use . Below is a small description of the admin tab



SECTION II:
RESPONSE A 
SOURCING 

EVENT



INDEX
Reply to a Sourcing event

1. Event invitation

2. Event information

3. Change the tender language

4. Event response

5. Attachments management

6. Management of Forms, Items ans Services

7. Changes to bidding events

8. Submit tender or quote



GOALS

• How to respond a Sourcing event

In this section you will learn:



REPLY TO A 
SOURCING 

EVENT



INVITATION TO BIDDING OR LISTING EVENT

66

NOTE: The invitation will always come
from the name of Cerrejón's parent
company: Glencore Dev

2

An invitation to a tender or quote will arrive to
your inbox

1

To enter the event, select the View Event
option

2 1

a Select I intend to participate . Cerrejón will
be notified about it

a



EVENT INFORMATION

2

4

3

1

If you intend to participate, you must check the box in the I
intend to participate section. If you do not check the box
the system will not let you continue

2

In Buyer attachments section you can find information files
of the event or the invitation letter

3

In the Terms and conditions section you will find the related
information. You must check the box to continue

4

in Event information and bidding rules section you can find
basic information and details of the event

1

NOTE: The remaining time of the
event can be seen in the upper right
side in a blue box
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5

7

Messages section is available to communicate with
Cerrejon . It is the authorized channel for concerns or
doubts

7
To continue with the process and see the details of the
event , select the option Enter response

In Timeline section you will find the time of the event5

NOTE: The message option will be
enabled during the time the event is
active

6

6



CHANGE THE LANGUAGE OF THE TENDER

1

2

3

4

In the list of languages, select your language2

To continue , in the region select the country3

To finish the configuration , click Save Language and region
4

In the general information tab go to the bottom and click on
English

1

In this section we will see how to change the language of the platform so that it remains in Spanish - Colombia



EVENT RESPONSE

70

1

In Attachments section you will find the files sent by
Cerrejón and you must respond. In some cases they
will be mandatory and will be identified with a red
asterisk

2

In the section Your Response is where you can attach
the related files

3

3

NOTE: The attached files can be
multiple , it does not apply to all
processes. the request depends on
the type of event

2

The orange color in My Response tab refers to the
field of work as supplier

1



1

You must complete the requirements and save them on
the computer

2

To upload your files, in the section Your answer , select
Add files

3

In the information section provided by the buyer , select
the attached files to download them

1

3

ATTACHMENTS MANAGEMENT
In this section we will see how to download and upload attachments

NOTE: It is recommended to save the
file with the same name as it was sent

Attach the files that are part of the response. Verify that
they were uploaded correctly

4

4



Copyright © 2019 Accenture. All rights reserved

1

2

In the section of Items and Services you will find the
fields to add the prices, descriptions and related
information

2

In the Forms section you will find questions associated
with the event (in some cases they will be mandatory). It
is optional for Cerrejón to add them. You will find:

1

a

b

MANAGEMENT OF FORMS, ITEMS AND SERVICES

In this section we will see how to answer the questionnaires and articles and lots section

a True and false questions

b Annex additional documents

c Open-ended and multiple-choice questions

d You can complete directly on the platform

e
You can export the information to Excel to complete
it and later import the file
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In this section we will see the details of the items requested

In this section you will find all the details of the
articles or lots . Those marked with an asterisk are
required. You will find:

4

In the shaded area click to see the detail of the
items

3

3

4

f Unit price and currency

g Item name

h Term

i Part ID/Number and Description

j Option to add images and attachments
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In this section we will see how to complete the Excel with the detail of the items and services

Once the file is complete, you must save it on the
computer with the same name with which it was
downloaded

2

Complete the required information in the cells
indicated in white . You can only add information in
this space

1

NOTE: The space for your answer are
the blank cells.
Remember that the file must be saved
with the name with which it was
downloaded

1

2
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Click Start upload

4

To upload your files, in the section Your response, click
on Import from Excel

3A notification box will appear with information related
to the file. Click choose file to upload the file

NOTE: The template you are
uploading only works for this event

4

5

5

6

A green box will appear with a notification indicating
that the file upload was successful. Verify the data in
the section of items and lots

6

3
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1

2

CHANGES IN BIDDING AND LISTING EVENTS

The change will be indicated2

An email will arrive to your inbox announcing that
something changed in the event

1

To enter the event, click view event3

NOTE: You will receive notifications when the
event has adjustments and also when the time
is over. If the event changes you will need to
change your answer

3
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When you enter the event, in the information
section you will find a yellow notification showing
the change . Select the option Changes to go to the
change

4

In the general section you can find again the
description of the change that has been made

5

6

4

5

Click on “Changes” to view the changes.

6

6
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8

9

At the bottom of the event you must check the
box: I`ve checked the changes of this event

8

NOTE: For changes to events, you must
accept the changes and submit the
response again, even if nothing has
changed in your event

Once you have checked the box, you must submit
the response again even if you have not made any
changes

9



SUBMIT TENDER OR QUOTE

With Coupa, once the event time is over, you will
not be able to send any more responses.

1

To send your response , at the bottom you will find
the option to Send response to the owner. Click to
submit your answer

2

NOTE: Cerrejón will only be able to view the
responses once the time has expired , this
means you can send your response several
times if the aevent is active. The last response
you send within the event period is the one
that Cerrejón will be able to view

1

2



SECTION III:
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INDEX

Reply to a Contracts event

1. Reception of the contract

2. Comments to the contract

3. Download and upload the contract

4. Invite more participants

5. Send messages to participants

6. Contract history management

7. Compare versions

8. Notifications and comments

9. Approve and sign  the contract

10. Completed status of the contract 

and documentation



GOALS

In this section you will learn:

• How to respond a Contract event



REPLY TO A 
CONTRACTS 

EVENT



RECEPTION OF THE CONTRACT

84

1 In your inbox you will receive a notification
from Glencore (Cerrejon) indicating the
invitation to work on a contract 1

2

2 General information of the contract.
Comments made by Cerrejon.

3
To enter the contract, select the Open
Contract button

NOTE: It is important that you
recognize the terms. The e-mails will
come always from Glencore,
Cerrejon's parent company. 3



COMMENTS TO THE CONTRACT

You are accesing the draft of the contract, on the right side of the screen you can find the menu or the options that are available in this module

1
Select the words or phrases in the contract where
you wish to add comments

3 Write your comment in the pop-up window

4 To save the comment , select the Post button. These
comments will be reflected in Cerrejon’s platform

2
Select the Comment button to add the comment

NOTE: Remember that all the changes
made will be saved under a version
that you can compare with the others

1

2

3

4
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IN THIS SECTION YOU WILL SEE HOW TO DOWNLOAD THE CONTRACT

1 In the lower section, you will find the actions to
download the file and view it in PDF

NOTE: This option will only allow you to download 
the file. If you wish to add comments to the 
contract, you must do so directly on the platform

1



INVITE MORE PARTICIPANTS

1
In the main section, select the Invite Other Party
button

2
Fill in the information of the person you want to
invite (Name and email)

NOTE : If you can't find anyone you can send 
messages it's because the contract hasn't been 
shared with all parties.

1

2

3

3 To send the invitation, select the Send button .



SEND MESSAGES TO PARTICIPANTS

88

1 In the main section, select the Messages button

2 You have the option to send messages to all the
participants that are part of the event or you can
select someone specific

to Send to Everyone

b Send to a specific user
2

to

b

3
Complete the field with the message you wish to
send

3

3

4
Select the option Post to send the message

b

NOTE: If you send a message , the 
recipient will receive an email notification 
with the message

4

4

1



CONTRACT HISTORY MANAGEMENT

1
In the right section, select the Full History option

1

2

2 In the history tab you will find the list of changes
that have been made to the contract with the
person who made the changes

NOTE: Changes made will have a brief 
description that will allow you to identify 
the changes that have been made



FILL IN DEFAULT FIELDS

1 In the right section, select the Fields in Contract button

1

2

2 A tab will open where you will find the list of fields
that must be completed with the related
information



IN THIS SECTION YOU WILL SEE HOW TO COMPARE THE VERSIONS OF THE 
CONTRACT

1

1
In the right section, select the Compare versions
button

2 You will be able to select the contract versions you
want to compare

• If text was added, the change will be
highlighted in blue.

• If text was deleted, the change will be
highlighted in red.

2

NOTE : You should check the number 
of versions of the contracts to ensure 
that you are comparing the correct 
ones
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VERIFY THE COMMENTS / NOTIFICATIONS MADE TO THE CONTRACT

1 An email will arrive in your inbox with the
notification. At the bottom of the event invitation,
you will find a link to open the contract, click on it

1

2

2 The comments made on the contract will be found
with a red notification on the right side

NOTE: Remember that the message 
option is important to maintain constant 
communication and be aware of changes



APPROVE AND SIGN THE CONTRACT

93

1 After the contract is approved by Cerrejon, the supplier
will receive an email to access to the signature
platform and sign the document.

2

3

To sign the contract, click on Review document.
1

You must access the signature environment and sign
the document.

3

2
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1 Once Cerrejon has signed the contract, a
notification will be sent to your email indicating
that the contract has been signed and you will find
the related PDF

2 If you enter to the contract (mail link) the status
has changed to Complete and you will find the
final version of the document with their signatures

COMPLETED STATUS OF THE CONTRACT AND DOCUMENTATION

NOTE: The message option is available to 
continue in communication with Cerrejon

1

2



SECTION IV:

SUPPLIER 
INFORMATION 
MANAGEMENT 
& RISK ASSESS



INDEX

SIM (Supplier Information Management)

1. Registration in the Coupa Supplier Portal

RISK ASSESS (Risk Assessment)

1. Registration in RISK ASSESS

2. KYC form

3. Goods and Services form

4. Invite more users

Information Update



GOAL
With this manual you will learn:

• In this section you will learn

• How to be supplier of Cerrejon



The Supplier Information Management (SIM) makes easier to request, approve,
and maintain supplier`s information, while keeping everything in sync with the
ERP. Through the use of forms, approval workflows, notifications and
integration with financial systems, SIM helps to ensure:

WHAT IS SIM - SUPPLIER INFORMATION MANAGEMENT?

• Not evaluated suppliers or services go through the proper approval
channels.

• Large and small supplier`s information is accurate and updated.

• Visibility to certifications and contracts information.

• Vendors are paid on time, avoiding late fees and strained vendor
relationships.

• Multiple information management channels (paper forms, e-mails, phone
calls, spreadsheets) will be eliminated..

• Two-step integration with the ERP system.

• Accurate supplier`s data is kept and maximum savings are realized.



SIM



SUPPLIERS FORM

The supplier receives an invitation by
mail to register in the Coupa Supplier
Portal (CSP) and send the requested
information.

1

2

The supplier must click on “ Join and
Respond ” button to start their
registration in the CSP.

2

1



SUPPLIERS FORM

This action will take you to fill in your
CSP login credentials and click on
Create an Account .

3 Then, you must confirm basic information
about your company and click Next.

4



SUPPLIERS FORM
When you registers in the Coupa Supplier Portal, you will immediately see a notification that will take you to the form with the
information requested by Cerrejon :

3

3



You must fill in the mandatory fields
(marked with *) in the basic
information section.

4

SUPPLIERS FORM



You must fill in the mandatory fields
(marked with*) in the Bank Certificate
section.

5

a The supplier must download the
eletronic Funds form, fill it out and
attached it to the form.

a

After completing all the fields, the
process goes on at Cerrejon after the
supplier submits the form by clicking
on “Send for approval”.

6

6

SUPPLIERS FORM



RISK 
ASSESSMENT



RISK ASSESS - SUPPLIER

1

RISK ASSESS REGISTRATION

The supplier will receive two emails:
1. Invitation to register in Risk Assess.
2. Authentication code.

1



3

RISK ASSESS REGISTRATION

The supplier must click on the Link to start
their registration in the Risk Assess module
and then, enter the authentication code.

2

Create a new password.3

Then enter with your data to
access Risk Assess .

4

4

2

RISK ASSESS - SUPPLIER



KYC FORM

Click on “Show all” in the Evaluations dashboard to display the forms pending to be completed in the table.1

To start the process, locate the name of the KYC form.2

Click the “view” button in the Action column.3

1

2

3

RISK ASSESS - SUPPLIER



KYC FORM

Answer the questions that will be displayed on the KYC form by clicking on the “+” icon in each of the available sections.4

4

RISK ASSESS - SUPPLIER



KYC FORM

Information section :

NOTE: “Date of Registration ” corresponds 
to the company creation date .

t

o

RISK ASSESS - SUPPLIER



KYC FORM

NOTE: You will be able to add comments 
and attachments as long as you are 
available, the feedback icon you will find in 
the column “ Actions ”.

RISK ASSESS - SUPPLIER



KYC FORM

Declaration section :b

RISK ASSESS - SUPPLIER



KYC FORM

Bank Transfer section:c

Corporate section 
Governance and 
Administration :

d

RISK ASSESS - SUPPLIER



KYC FORM

Relationships Section with Public officers :
a

n

d

RISK ASSESS - SUPPLIER



KYC FORM

To finish, click on “Send ”.5

RISK ASSESS - SUPPLIER



GOODS AND SERVICES FORM

Click on “Show all” in the Evaluations dashboard to display the forms pending to be completed in the table.1

To start the process, locate the form name: External goods and services Questionnaire .2

Click the “view” button in the Action column.3

RISK ASSESS - SUPPLIER

1

2

3



GOODS AND SERVICES FORM

External form goods and services Questionnaire by clicking on the “+” icon in each of the available sections.4

4

RISK ASSESS - SUPPLIER



Compliance Section with laws :
t

o

GOODS AND SERVICES FORM

RISK ASSESS - SUPPLIER



Modern Slavery and child section labour :b

GOODS AND SERVICES FORM

RISK ASSESS - SUPPLIER



Fairness and respect section :c

GOODS AND SERVICES FORM

Health and safetyd

RISK ASSESS - SUPPLIER



RISK ASSESS - SUPPLIER

Environment section :
a

n

d

GOODS AND SERVICES FORM

Community
section :

F



Rights section :g

GOODS AND SERVICES FORM

Acting with 
integrity 
section:

h

RISK ASSESS - SUPPLIER



Raising Concerns section :
Y

o

GOODS AND SERVICES FORM

Supply section 
chain due diligence 
:

j

RISK ASSESS - SUPPLIER



NOTE: For some questions the comment is 
mandatory. You will be able to add 
comments and attachments as long as the 
comments icon is available in the 
"Actions" column.

GOODS AND SERVICES FORM

RISK ASSESS - SUPPLIER



INFORMATION

UPDATE



SUPPLIER UPDATE
You can request updates to your information in the Supplier Portal .

1

2

Update your information.3

Enter to the CSP and click on
the “Profile” menu .

Click on the “Information
Requests” submenu.

At the bottom of the page click
“Submit”.

4

1

2

3
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• Article: Refers to the individual article or good.

• Items in a lot : Group of items/services that need to be purchased together from the same supplier

• ASN: The delivery notifications that you can make on the different purchase orders are available on the portal

• Compare versions : Option that is available in the module where you can compare the differences of the contract versions and

see the changes or the transformation that it has had

• Coupa Contract Collaborations (CCC): Allows customers to create contracts, collaborate with internal and vendor users, and

sign contracts electronically from within Coupa.

• Coupa Contracts: a contract repository to store and operationalize contracts

• Coupa: Global technological platform for business expense management. Cerrejon chose to leverage the entire purchasing

process from start to finish. You will be able to observe and manage purchase orders to make invoices

GLOSSARY
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• Questionnaires: Option available to ask questions associated with the event. Sometimes they can be mandatory, it depends on the type

of event or tender that is being carried out

• Quotation team: Cerrejon team that is part of the quotation or tender

• Contract status approved or approved: This status is when a contract has been approved by all members of the approval chain and the

contract signing process is activated

• Draft or draft contract status: This status is when a contract is being edited by both parties (Cerrejón and Supplier).

• Quotation or bidding event: Event to which you will be invited by Cerrejon to provide information about prices of materials or services

• Invoice: Make an invoice from the purchase order, through Coupa you will have the possibility of generate it and monitor it

• Full history or history: Option available to view the history that the contract has had. You can see the name of the person who made the

adjustment and the date

• Messages or messages: Option that is available in the module and you must use to be in contact with Cerrejon. Channel to ask

questions and leave doubts about the contract and the platform
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• Credit note: Document which you can cancel previously invoices

• Debit note: Document which an adjustment is made to a previous electronic invoice

• Term of the event: Time or term that the event lasts, once the term is over you will not be able to send more responses to Cerrejon

• PO: Purchase Order

• Supplier portal: Coupa Supplier Portal . Suppliers will be able to make inquiries and upload information related to their invoices. The CSP

also allows monitoring the status of invoice payments, including payment problems. Also, all related notifications will be sent to the

registered email account

• Service: Refers to a service provided by the supplier and is an action that must be executed

• Change request: Make change requests on a purchase order, it can be, for example, price or quantity. This is due to some novelty in the

purchase order

• Change request: Make change requests on a purchase order, it can be, for example, price or quantity. This is due to some novelty in the

purchase order
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