
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Coupa Account Administration and Navigation 

Suppliers – New and Existing  

Medline Industries, LP has chosen Coupa as their platform for Supplier Onboarding, Supplier Record Maintenance 
and Purchasing for Indirect Spend. For all suppliers, this guide will outline the onboarding process from the 
supplier perspective and highlight ways to navigate through Coupa to ensure the supplier has a complete profile to 
be paid correctly and eƯiciently. Additionally, for Indirect Spend (i.e. goods/services NOT used to produce Medline 
products or for distribution), the Coupa Portal can be used for direct access to Purchase Orders, Invoices and 
payments.  

New to Medline Suppliers 

A Medline Business partner must initiate a request to set up 
a new supplier in Coupa. The request must be approved by 
the necessary groups for an invitation to be sent to the 
supplier to start the onboarding process. 

- Sender: do_not_reply@medline.coupahost.com  
- Subject: Profile Information Request 
- Join and Respond 

o If someone else needs to complete the 
onboarding process, select “Forward this to 
someone” at the bottom of the form 

Create an Account 

- By creating an account, you can come back to the 
form to complete onboarding later as well as log in 
to make future updates to your supplier record 
(banking, contacts, address, etc). 
 



 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Create an Account (continued) 

Enter in Tax ID or Social Security # (if applicable) 

- Check the box if you do not have a Tax ID and you will be 
required to enter justification 

Accept the Privacy Policy and Terms of Use before clicking on Create 
an Account 

You will be required to enter a Verification Code that is sent to your 
email to proceed.  

Confirm/ Enter in your primary address 
before moving to Payment options. If 
you do not accept any of the payment 
options presented, check the box at 
the bottom of the screen and select 
NEXT: 

- Virtual Credit Card 
- Bank Transfer 
- Check 

 



 

 

**If you do not accept Virtual Card payments, check the box and select NEXT. The next option is Bank Transfer 

 

 

 

 

 

 

 

 

 

 

 

Bank Transfers require the supplier to validate the banking information through our partners, 
NSKnox. After the supplier fills the information on the Bank Transfer form, the information is sent to 
NSKnox. The primary contact is sent an email from Medline saying NSKnox is validating the banking 
information, and a link is provided to check the progress. If the supplier has not previously validated 
their account through NSKnox, they will be required to add additional information through the 
NSKnox link and potentially receive and return a micro-deposit for validating the account.  

NSKNOX Registration is required for ACH and Wire payments. If payment method bank transfer is 
chosen, there will be an email with the subject line “(PRD) Information required to complete the 
validation process”. Within the body of the message will be a link to register for NSKNOX. Once you 
go to the link hit “get started”. * Below is the email you will receive* 

 

Virtual Card Payments are sent to an Email Address of the supplier’s choice. The email will contain the Payment 
Method Name (Payee), the 16-digit virtual card number, expiration date and security code. The payment will need 
to be applied by the supplier to their payment system. Note: payments by virtual card are subject to fees charged 
by the supplier’s terminal provider 



 

 

 

 

 

 

 

After registering with NSKNOX you will 
receive an email confirming registration. 
If you do not have a NSKNOXID they will 
send you a micro deposit and you will be 
given instruction on returning the 
deposit to NSKNOX. The return payment 
must be from the same account you 
registered with to complete the account 
validation. 



 

 

 

 

 

 

Once NSKNOX receives the returned payment they will review all the account information and, if 
everything is matches the validation will be complete. For any issues or questions please refer to the 
FAQ page at the bottom of the registration link page or email accountvalidation@nsknox.net (be sure 
to include the name of the company and account validation in the subject line). 



 

 

 

 

**If you do not accept Bank Transfer payments, check the box and select NEXT. The next option is Check 

Check payments require the supplier to enter the physical address. This may be diƯerent than the 
address listed as the primary address. Additional remit to addresses can also be added later 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

At any point, the supplier may come back to their profile to finish their setup. The supplier can get 
back to the form by logging in, selecting Business Profile and clicking on Information Requests. 
Click on the form and all the applicable fields will appear. 

To ensure the appropriate Medline approval teams and conditional questions appear, select NEW: 

 

 

 

 

Ensure to include all supporting documentation (w9/w8, quality, COI, ETC…) where required. 

 

Once the form is completed, select Submit for approval 

 

 

 

If all sections are filled in correctly, you will get the message below and the status will change to 
PENDING APPROVAL. Otherwise, any errors will highlight in RED:  

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

  

 

 

 

 

Existing Medline Suppliers 

An Existing Medline supplier may be sent a request to Join 
the Coupa Supplier Portal AND Update their Supplier 
Information Profile in Coupa, also known as SIM. The 
requests will include the same profile fields as a New 
Supplier Request. 

In some cases, depending on the initial setup, a brand-
new supplier may receive the invitation via email like the 
example to the right (select NEW when asked *Are you 
setting up a new vendor record, or updating an existing 
record?) 

Join the Coupa Supplier Portal 

- Sender: do_not_reply@medline.coupahost.com  
- Subject: Action Required - Medline Registration 

Instructions 
- Click on: Join Coupa Supplier Portal 

o If someone else needs to complete the 
onboarding process, select “Forward 
Invitation” 

- Create an Account 
Same as the above: Enter Account Details and 
Payment Information    

Update the profile 

- Sender: do_not_reply@medline.coupahost.com 
- Subject: Update your profile for Medline 

Industries, LP 
- Click on: Log In 
- Information Requests Form will open immediately 
- The supplier can get back to the form by logging 

in, selecting Business Profile and clicking on 
Information Requests. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Homepage Navigation 

 
1) Home Page Icon – Navigates to Home Page from any page in Coupa 
2) Invoices – Displays insights (reports) per the Supplier and any linked Suppliers as well as allows the supplier 

to create invoices to send directly to Medline Industries, LP 
3) Orders – Displays insights (reports) per the Supplier and any linked Suppliers as well as allows the supplier to 

create invoices from the POs to send directly to Medline Industries, LP 
4) Business Profile – Supplier direct access to updating their company information, contacts, addresses, etc. 

Any form requests from Medline to the supplier to complete their profile will be under the Information 
Requests tab. 

5) Payments – Displays payments related directly to Coupa Invoices and Purchase Orders 
6) Setup – Supplier direct access to their administrative settings: Users, Merge requests, Payment Methods, etc. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7) Recent Activity – The Supplier Dashboard is great for an overview but use the tabs along the top for any action  
8) Notifications – Notification alerts (recent activity) 
9) Supplier Name/Initials – Another shortcut to Supplier Business Profile. Supplier uses the pencil icons to make 

changes where necessary. 
 PO EMAIL – Ensures supplier receives Coupa generated Purchase Orders immediately. The wrong contact 

can cause delays 

 
 PRIMARY CONTACT – A supplier can only have one primary contact. This contact will receive all 

information requests. User access can be edited from the pencil icon. Additional users can also be 
added.  

 

Receiving Purchase Orders 

Suppliers can choose how to receive purchase orders: 

- PO Email 
o Sender: do_not_reply@medline.coupahost.com 
o Subject: New Purchase Order ### has been issued 
o Ability to click to View Order in the Coupa Supplier Portal 
o Supplier can manually reference the PO # on the invoice if not flipping invoices from the CSP 

- CSP (Coupa Supplier Portal) 
- cXML : Supplier must work with the Medline Procurement team by creating a Coupa Question/ Issues Ticket 

o https://medlineaccountspayable.zendesk.com/ 
o Coupa Question/ Issues – General Supplier Enablement Help 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Example: Purchase Order sent via PO EMAIL 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Example: Purchase Order via Coupa Supplier Portal (CSP) 

 

 Gold Coins: Create an invoice directly in Coupa for the corresponding PO 

  Red Coins: Create a credit directly in Coupa for the corresponding PO 

Click on the PO Number to Acknowledge the PO, add Shipment Tracking, comments and more. From here, the supplier 
can also create an invoice and print the PO.

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Creating Invoices 

Suppliers can choose how to send/create invoices: 

VIA EMAIL 

- Non-PO backed invoices: send to NPOInvoices@medline.com 
o Include an INVOICE OWNER to ensure the invoice is routed appropriately. Failure to include an 

invoice owner on the invoice will cause delays in processing and payment. 
- PO back invoices: send to SupplyInvoices@medline.com  

o Include the Coupa PO # on the invoice copy to ensure the invoice is applied to the correct PO. 
Failure to include the PO # on the invoice will cause delays in processing and payment. 

VIA COUPA SUPPLIER PORTAL 

- Non-PO backed invoices: Supplier goes to the Invoices Tab  
o From the Invoice page, click on Create Blank Invoice 

- PO backed invoices: Supplier goes to the Orders Tab 
o From the Purchase Order page, click on the Gold Coins or click on the PO # and click on Create 

Invoice 



 

 

 

 

 

 

 

 

 

Example: Invoice via Coupa Supplier 
Portal (CSP) 

Non-PO Backed 

- The TO and LINES will be 
blank since there is not 
information to pull in from an 
existing PO 

- If the supplier is unable to 
Create Blank Invoices, they 
can request access to allow 
“Created Invoices Without 
Backing Document”  

PO Backed 

- All pertinent information from 
the PO will be pulled in 

- The General Info for the 
Invoice will need to be 
manually populated. 

After submitting 

- The supplier will be notified if 
the invoice was approved or 
placed on hold 

- On Hold- if there are any 
discrepancies between the 
PO and the Invoice and 
Medline needs to review 

- Approved- 3-way match (PO 
backed) or Approval workflow 
complete (Non-PO backed) 
and payment is staged.  

- If Supplier is linked to the CSP, 
they can see corresponding 
payment information  


