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Step 1 – Register in Oracle Cloud

Step 2 – Register in Coupa Supplier Portal
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Profile

Oracle Registration 
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Update Profile

- Legal Entity

- Remittance

Receive PO's 

Submit Invoices

Submit 

Registration

Registration Process:  What you need to know

• Supplier Registration is a two step process:  Register in Oracle Cloud and on the Coupa Supplier Portal 

• You will not receive Purchase Orders or be able to submit invoices until registration in both is complete

• Your remittance information must remain in sync between the two systems
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Oracle Registration
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IQVIA Finance ERP Supplier Portal

The Supplier Portal is an online portal for suppliers to view and manage information. The portal is used to:

• Manage supplier contact information and user accounts for

supplier portal access

• Onboard suppliers through self-service registration with approval

workflow

• Required information includes:

▪ VAT/Tax registration information

▪ Primary contact information

▪ Company address

▪ Banking with remittance information

https://elcj.fa.us2.oraclecloud.com/fscmUI/faces/PrcPosRegisterSupplier?prcBuId=300000001992547
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The Register Supplier screen is displayed with different sections.

Enter Company Details

External Supplier Registration (Cont.)

2. The first section that is displayed is

Company Details. The supplier

must enter the mandatory fields for

Company Details and Contact

Information.

Enter Company, Tax Organization 

Type, DUNS Number, Tax 

Country, Tax Payer ID and 

Registration Number under 

Company Details. You should also 

select Supplier Type as COUPA.

Under Contact Information, enter 

First Name, Last Name, Email and

Confirm Email. Then, click Next to 

open the Contacts section.

a. Enter Company, Tax Organization Type,

DUNS Number, Tax Country, Tax Payer ID

and Registration Number.

b. Enter First Name, Last Name,

Email and Confirm Email.

c. Click Next.

Coupa
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3. In the second section for Contacts, click the Create icon to enter the relevant fields and create Supplier Contact(s).

External Supplier Registration (Cont.)
Enter Contacts Details

a. Click the Create icon.

b. Enter Name and Email ID.

c. Click Next.
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4. Now we come to the third section to enter supplier address details. Click the Create icon in the Addresses section. The

Create Address window opens. Enter the mandatory fields and then click OK. Ordering address is the legal address.

Enter email address where PO’s should be submitted.

External Supplier Registration (Cont.)
Enter Addresses Details

a. Click the Create icon.

c. Click OK.

b. Enter Address Name, Address,

and Country.
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5. Next section that displays is Business Classifications. Specify Supplier Classification by clicking the Add (+) icon or

click the checkbox ‘None of the classifications are applicable’ if required. Then, click Next.

External Supplier Registration (Cont.)
Enter Business Classifications Details

c. Click Next.a. Click the Add (+) icon.

b. Select the Classification.

Click the checkbox ‘None of the 

classifications are applicable’ if required.
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6. The fifth section is for creating Bank Accounts. Click the Create icon to create the bank account. In the Create Bank

Account pop-up, enter the mandatory fields, click OK, and then Next.

External Supplier Registration (Cont.)
Enter Bank Accounts Details

a. Click the Create icon.

d. Click Next.

b. Enter Country, Bank,

Branch, Account Number, 

IBAN, and Currency.

c. Click OK. 

It is important to add a note if the 

Bank is not listed. Please add a 

Note to Approver: My Bank is 

not available in the list of values.

ABC

ABC123

USD
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7. We will now see how a supplier can add products and services. Click the Create icon in the Products and Services

section. The Select and Add: Product and Services pop-up opens. Select the relevant Category Name, click OK, and

then click Next.

External Supplier Registration (Cont.)
Enter Products and Services Details

a. Click Select and Add.

d. Click Next.

b. Select Category Name.

c. Click OK.
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Enter Products and Services Details

External Supplier Registration (Cont.)

The Products and Services Categories 

are shown here. 

If no Products and Services are 

displayed, please select “Default”
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External Supplier Registration (Cont.)

8. Review registration components and click Register.

Review Details

b. Click Register.

a. Review registration components

c. Click OK.
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Approval Process

External Supplier Registration (Cont.)

9. Once the Registration is submitted,

the Approver receives an email.

Select the Action you 

wish to perform.
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External Supplier Registration (Cont.)

10. Once the request is approved, the supplier gets a notification in an email and a separate email for resetting their

password.

Approval Process




