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WHAT IS COUPA ?

It is the world -class solution selected to standardize GRUPO MÉXICO's 

purchasing process. Through this technological platform, we will gain 

visibility, control, and efficiency for decision -making:   



Página 4 de 13 

WHAT IS  SIM?

Supplier Information Management (SIM) facilitates the request, 

approval, and maintenance of supplier information , ensuring 

everything remains synchronized with your ERP.

SIM helps all types of employees better manage supplier information. 

SIM streamlines the request, approval, and maintenance of supplier 

information, such as financial information, quality certifications , or 

insurance, and contact information. Using  forms, approval workflows, 

notifications, and integration with financial systems, SIM helps ensure:

● Untested suppliers or services go through the appropriate approval

channels. 

● Information for large and small suppliers is accurate and up to date.
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● Visibility into certifications and contract information.

● Suppliers are paid on time, avoiding late fees and strained supplier

relationships.

● Multiple information management channels (e.g., paper forms,

emails, phone calls, spreadsheets) are eliminated.

● Supplier engagement.

● Two -step integration with your ERP system.

● Accurate supplier data is maintained , and maximum savings are 

achieved.

You  will receive an email message to access the COUPA Supplier Portal 

and complete their registration:

You  must click on the “Join and Respond” option and complete the 

registration on the portal.  To do so, you  will need to set up a password 

and accept Coupa's privacy policies and terms of use.
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After this, click on Create an account.

The next step is to complete your company's address information. Then 

select Next.  



Página 7 de 13 

Next, COUPA will ask you  to complete the information to receive 

payment by Virtual Card, Transfer, or  Check. However, this information 

is to supplement your company's profile in Coupa.  It is not information 

that GRUPO MÉXICO is requesting. Therefore, “WE CAN ALWAYS 

CHECK THE BOX ‘DO NOT ACCEPT PAYMENTS... ETC.’”  and then click 

Save and next:
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It is not necessary to pay  to use the Coupa Supplier Portal; to manage 

your transactions with GRUPO MÉXICO , you can use the Free version . 

When the registration process is complete, COUPA will take you to the 

Response Form table, where you will find the form with the status 

“new.” To access the form, click on the form name:
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Fill in all the fields on the form:

Note: Fields marked with * are mandatory.

In some fields, you will need to click on the document to download it:

Then upload it again, completed and signed:
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After filling in all the fields and attaching all the documents, you must 

click on " Submit  for Approval : 
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After submitting the form, please wait for approval. Any additional 

information may be requested through the Comments section. 

INFORMATION UPDATE

You  will receive an email message to access the COUPA Supplier Portal 

and update your information:  

Access the portal with your login credentials:
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COUPA will display the form where you must enter all the required 

information and documents:

Once you have completed all fields, click Submit for Approval  (at the 

bottom of the page):
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