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Meliá’s CSP invitation

1. You will receive an invitation email from Meliá to join Coupa Supplier

Portal
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I

Click Forward This invitation to forward the invitation to
the right person if you’re not the right person to
create/maintain your company’s CSP account

Click Join Coupa
button to join CSP
and create an account



Meliá’s CSP invitation

2. Once the invite is accepted, you will be redirected to Coupa and the

system will ask you to create a business account
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I

Enter email address and click on 
submit to forward the invitation

Fill in the required information 
and click on submit to create a 
CSP account

You can forward the invitation to the right person if you are not the
right person to create/maintain your company’s CSP account.
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CSP overview

1. The Coupa Supplier Portal (CSP) is the way for you to manage Meliá’s

transactions on the Coupa Platform
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II

Enter your email 
address and password 
in order to log in to 
CSP

If you have trouble logging into Coupa, you 
can contact Coupa support via this box



CSP overview

2. In the Coupa Supplier Portal Home page, you will find information

related to:
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II

To View 
Notifications

Here is the 
main menu

To Merge Account 
if your company 
has more than one 
Coupa account

To set your account

Profile 
information

Announcements 
from your 
customers



CSP overview

3. You can update either your public profile or Meliá’s specific profile by

accessing your profile
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II

Coupa allows you to maintain
your public and Meliá’s specific
profile



CSP overview

4. You can invite a new user to manage your account on the tab Setup
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II

To invite a new user, the system will require 
complete name and e-mail address. Type in the 
data of the new account, review and select all the 
permissions and customer profiles to be granted 
to the new user
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CSP overview

5. You can also deactivate an existing user on the same tab
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To edit existing user, click
on edit button

To deactivate user, click on Deactivate
User button

II
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CSP overview

6. If you already activated a CSP account for another client, you will be

able to merge all client accounts under the same CSP account
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You can manually request the merge by the Admin tab in
the menu. Also, Coupa will identify automatically when you
accept the invitation if your company has an account and
will display it

II
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You can also merge the account from the
homepage of their CSP



CSP overview

7. You can set your account settings and notifications preferences in CSP
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Hover the curser over your
account, the menu will
show up

II



CSP overview

v1.0_English

7. You can set your account setting and notification preferences in CSP

In Account Settings, you
can change user details
and account password

Please note that in CSP, there’s no setting about 
length of time user need to change their 

password.

II



CSP overview
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7. You can set your account setting and notification preferences in CSP

II

In Notification Preferences, you can
set if you want to receive the
notification or not and which method

Check Online box if you want to receive
notification in CSP. Check Email box if you
want to receive notification in your email



CSP overview
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7. You can set your account setting and notification preferences in CSP

You can verify mobile and
set two-factor authentication

II



CSP overview
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8. You can see your notifications on the right top corner

To view all notifications, click 
here

The number in red circle indicate number of unread notification.
You can hover your mouse to see the pending notifications

II
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Manage Meliá’s specific profile in CSP
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1. You will receive an email invitation to join Coupa and update your

profile. You must create a CSP account to update your profile

Click on Join and Respond. It
will link to creating CSP account
page and then updating profile
page in CSP

III



Manage Meliá’s specific profile in CSP

v1.0_English

2. Once the invite is accepted, you will be redirected to Coupa and the

system will ask to create a business account

Enter email address and click
in submit to forward the
invitation

Fill in the required information
and click in submit to create a
CSP account

You can forward the invitation to the right person if you are not
the right person to create/maintain your company’s CSP account.

III



Manage Meliá’s specific profile in CSP
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3. Once all the information is provided, your account is created and linked

to Meliá. In the CSP Home page, you will find information related to:

III

To View 
Notification

Here is the 
main tab

To Merge Account 
if your company 
has more than one 
Coupa account

To set your account

Profile 
information

Announcements 
from your clients



Manage Meliá’s specific profile in CSP
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4. You can update either your public profile or Meliá’s specific profile by

accessing your profile

You can access their profile
selecting both buttons

III



Manage Meliá’s specific profile in CSP
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4. You can update either your public profile or Meliá’s specific profile by

accessing your profile

If you are connected to more
than one client, you can
choose from the profile
dropdown

Meliá’s Specific Profile

III
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Your Public Profile



Manage Meliá’s specific profile in CSP
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5. Respond Meliá’s information request by accessing Meliá’s specific profile

and completing the form

Meliá’s Specific Profile

III
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3

There are 5 sections: 
• Meliá’s Terms & Conditions
• Primary Contact details
• General information
• Fiscal information
• Certificates

You need to complete the form 
and fill all the required fields 
(*)



Manage Meliá’s specific profile in CSP
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5. Respond Meliá’s information request by accessing Meliá’s specific profile

and completing the form

III

Meliá’s Specific Profile

If it’s the first time you complete the
form, indicate “New form”.

You must download Meliá’s Terms &
Conditions document and upload it
signed. This is a required field (*).



Manage Meliá’s specific profile in CSP
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5. Respond Meliá’s information request by accessing Meliá’s specific profile

and completing the form

III

Meliá’s Specific Profile

Complete the Primary contact details

And the Primary address details



Manage Meliá’s specific profile in CSP
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5. Respond Meliá’s information request by accessing Meliá’s specific profile

and completing the form

III

Meliá’s Specific Profile

Complete the General information details

Complete the Public Liability Insurance
details



Manage Meliá’s specific profile in CSP
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5. Respond Meliá’s information request by accessing Meliá’s specific profile

and completing the form

Complete the fields and upload the 
different files requested, if applicable

III

Meliá’s Specific Profile



Manage Meliá’s specific profile in CSP
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5. Respond Meliá’s information request by accessing Meliá’s specific profile

and completing the form

Complete the fields and upload the 
different files requested, if applicable

III

Meliá’s Specific Profile



Manage Meliá’s specific profile in CSP
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5. Respond Meliá’s information request by accessing Meliá’s specific profile

and completing the form

Complete Special Employment Center 
Certificate if applicable

Complete the fields and upload the 
different files requested, if applicable

Fill all the required fields (*)

III

Meliá’s Specific Profile



Manage Meliá’s specific profile in CSP
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5. Respond Meliá’s information request by accessing Meliá’s specific profile

and completing the form

Complete the Fiscal information

III

Meliá’s Specific Profile



Manage Meliá’s specific profile in CSP
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5. Respond Meliá’s information request by accessing Meliá’s specific profile

and completing the form

Complete the fields and upload 
ISO certification files if 
applicable

III

Meliá’s Specific Profile



Manage Meliá’s specific profile in CSP
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5. Respond Meliá’s information request by accessing Meliá’s specific profile

and completing the form

III

Upload ISO and other 
certification files if applicable

Meliá’s Specific Profile



Manage Meliá’s specific profile in CSP
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6. Last step before completing the form is to add a Remit-To location and

provide banking information

Add a Remit-To 
address

Supplier can choose an 
existing one defined or create 
a new one

You can choose an existing one 
defined or create a new one

III
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2
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A series of pop-up windows request you to
provide the Remit-To address details. The
accuracy of these details will ensure the
payment of your company invoices to the
correct bank account.

Meliá’s Specific Profile



Manage Meliá’s specific profile in CSP
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6. Last step before completing the form is to add a Remit-To location and

provide banking information

Legal Entity Name – the official name of 
the company
Country – where the company is located

III

3

4

Meliá’s Specific Profile



Manage Meliá’s specific profile in CSP
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6. Last step before completing the form is to add a Remit-To location and

provide banking information

Note: Depending on the country of 
registration of the legal entity, the system 
will request you to provide some company 
information before you are able to 
continue 

III

3

4

Meliá’s Specific Profile



Manage Meliá’s specific profile in CSP
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6. Last step before completing the form is to add a Remit-To location and

provide banking information

Select whether all or which customers can see the 
legal entity and be used on the compliant invoice

Registered address of your legal entity. It might 
differ from the physical address

Checkbox selected by default. Deselect it if your 
Remit-To or Ship-from addresses are different 
from your legal entity, or you have more than one 
location

III

5

6

7

Meliá’s Specific Profile



Manage Meliá’s specific profile in CSP
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6. Last step before completing the form is to add a Remit-To location and

provide banking information

Complete Tax ID information:

• Country

• VAT ID (including the prefix to the number)

• Local Tax ID if you are not registered for VAT or
GST in some countries

Used for cXML invoicing purposes (will be
explained in cXML future training, not needed for the
time being)

III

5

6

7

Once completed click on Save & Continue

Meliá’s Specific Profile



Manage Meliá’s specific profile in CSP
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6. Last step before completing the form is to add a Remit-To location and

provide banking information

Complete Bank Information requested

After filling up the fields, click on Submit
for Approval to submit the information to
Meliá

III

8

9

Your responsibility is necessary to
provide Meliá with a complete, coherent
and accurate bank details, in order to
avoid form rejection due to missing
data and the subsequent onboarding
process delay.

Meliá’s Specific Profile



Manage Meliá’s specific profile in CSP
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7. Your information is sent to Meliá and Meliá’s approval is needed

When the information is submitted 
for approval, the status is “Pending 
Approval”. When the form is 
approved, the status changes from 
“Pending Approval” to “Applied”.

III

When the information is submitted for 
approval, the status is “Pending Approval”. 
When the form is approved, the status 
changes from “Pending Approval” to 
“Applied”

If you don’t see the green-highlighted message as below, it means the form wasn’t
submitted, due to a mistake or lack of required information, and it remains stored as
draft, but it’s not sent.

Meliá’s Specific Profile



Manage Meliá’s specific profile in CSP
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7. Your information is sent to Meliá and Meliá’s approval is needed

You’ll receive notification via email
when information is approved or
rejected

III

Meliá’s Specific Profile



Manage Meliá’s specific profile in CSP
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This will link to update Meliá’s
specific profile in CSP

III

NOTE: In case Meliá wants to update supplier information, will request a

supplier update form

Meliá’s Specific Profile



Manage Meliá’s specific profile in CSP
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If fields are grayed out, this means form has
been submitted previously. Scroll down the
form and click on Update Info at the bottom
of the page

III

NOTE: In case Meliá wants to update supplier information, will request a

supplier update form

Meliá’s Specific Profile
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IV Manage your public profile in CSP
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1. You can update either your public profile or Meliá’s specific profile by

access your profile

You can access your profile
selecting both buttons



Manage your public profile in CSP
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2. You can access your public profile and update general information

IV

To update general information,
business details, address, primary
contract, financial and legal
information, click on Update Profile

1

2

3

Your Public Profile



Manage your public profile in CSP
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2. You can access your public profile and update general information

IV

And click on Edit Section

4

Your Public Profile



Manage your public profile in CSP
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2. You can access your public profile and update general information

IV

5

After completing all the 
information, click on Save 
changes

Your Public Profile



Manage your public profile in CSP
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NOTE: You can also add more information about your company to get

discovered by other clients

IV

You can fill up information on the 
products and services you supply 
by clicking Edit Section.

1

2

3

4

Your Public Profile



Manage your public profile in CSP
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NOTE: You can also add more information about your company to get

discovered by other clients

IV

You can fill up information on 
your certifications and awards by 
clicking Edit Section.

Your Public Profile1

2

3

4


