
Background & Project Overview

 Global approval in 2018 to implement Coupa as the chosen Global Purchasing and Invoice 
System (‘P2P’) system for Inchcape. The implementation has the Support of the Group Executive 
as well as local leaders

 It will support a number of measures to digitise and streamline our purchasing and invoicing 
processes, delivering improved efficiencies to both Inchcape and our Suppliers

 A Global design has been adopted to ensure consistency across Inchcape, with localisation  
where regulatory or cultural requirements dictate a tailored solution



Why Inchcape has chosen to implement Coupa 

Coupa will allow Inchcape to spend smarter, in a more efficient way
POs will be raised BEFORE goods/services are delivered

Intuitive, guided buying to preferred suppliers,
online experience similar to shopping online. 

Improved business practices and policies
Electronic invoicing and visibility for Inchcape and Suppliers 

Streamlined and automated way of working, with upfront 
approvals to control spend

Enriched quality data to inform procurement decisions

Enhanced staff and supplier experience

Bring Inchcape into line with similar FTSE 250 global business 



What does this mean for you?

 You will start to receive POs from our Coupa system.

 Any Coupa PO which you receive must be invoiced electronically 
through Coupa against a valid Coupa PO number 

 Any invoice relating to a Coupa PO which is not submitted on the 
portal will not be registered or reviewed – This will result in non-payment 
of that invoice



What’s in it for you?

 Streamlined and efficient process - Moving away from paper and manual 
activities.

 Faster access to Purchase Orders – Quick & easy invoice creation

 Create more transparent relationships with you, our Suppliers – Easy access to the 
status of invoice payments via CSP

 Improve the invoicing process with a seamless electronic system that will reduce 
errors,  resulting in faster invoice matching and approval of invoice for payment

Greater control over 
order processing 

Ability to create 
electronic invoices 

Better communication 
and visibility with 

Inchcape
Real-time invoice status 

information

No installation of hardware 
or software required  

…Best of all, it’s free of charge! There is no cost for the supplier to 
transact through Coupa



E-Mail: 
GlobalCoupa.Support@Inchcape.com

Coupa Website:
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal

Further Information

mailto:GlobalCoupa.Support@Inchcape.com


Registering with the CSP

 You will receive an automated invite to join the portal. The email is sent to the primary contact you’ve 
provided, if you would like this amending please send the alternative email address to
GlobalCoupa.Support@Inchcape.com 



Registering with the CSP



Registering with the CSP



Setting up your legal entity



Setting up your legal entity
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Setting up your legal entity



Setting up your legal entity



Important information



Signing into CSP



Not showing customer – help



Not showing customer – help



How to raise an invoice



How to raise an invoice



Adding additional users



Adding additional users



Types of invoices

1
2 43

1. Create Invoice from PO option you can use for creating invoices 
against POs received from the customer.

2. Create Invoice from Contract can be used against Invoice-to-
Contract type of Invoices.

3. Create Blank Invoice can be used for Non-PO-backed and Non-
contract backed invoices.

4. Create Credit Note option can be used for creating credit notes 
against dispute invoices, incorrect invoices etc.
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