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The Aim of this Guide

The aim of this quick access guide to Grupo Planeta’s supplier portal,
COUPA (CSP) is to help and guide you when registering as a supplier of
Grupo Planeta.
To find out more about how to check the state of your orders in real time,
create and manage invoices, and look at the payment situation along
with many other functions, you can check out the Suppliers’ Support
Manual.

Coupa Supplier Portal (CSP) is a cloud-based platform, specially
designed so purchasers and suppliers alike can work together in a
simpler, safer and more efficient way.
Suppliers can use the CSP to receive and manage purchase orders,
create and send invoices and also administer their product or services
catalogues with specific clients. Thanks to its very intuitive interface, the

CSP also lets suppliers check on the status of all their purchase orders,
invoices and payments in real time without having to get in touch with
the Accounts Payment department.

Access to COUPA
Supplier Portal, CSP
Grupo Planeta will send you an email with an invitation to
register in CSP as a supplier for Grupo Planeta or to tell you
that some information needs to be updated, such as address,
contact details or legal entity details.
Click on “Join and Respond” in order to register in the COUPA
Supplier Portal (CSP).
It is very important that all suppliers register in the Coupa
portal so as to optimise and facilitate transactions with Grupo
Planeta.

It is possible that your email’s security settings may mark the email with
the invitation as Junk or Spam: make sure you check those mailboxes!
Bear in mind that this invitation will expire after 48 hours. It means that
you will not be able to use this link and you will need us to send you a
new one.

Register to CSP
In order to access the Portal, you need to set up your access credentials.
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1.

Insert your name and surname.

2.

Insert the name of your company.

3.

Create a password.

4. Carefully read and accept the Privacy policy and Terms & Conditions.
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5.

To continue and start a session in the portal, click on “Activate Coupa
Account” so you can then receive purchase orders and send invoices
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to Grupo Planeta.

4
The Portal is accessible from any Web Browser (IE, Chrome, Safari…). We

recommend saving the link in your bookmarks so as to save time
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when you access it in the future.

To change the language of the Portal, click on the language in use at
the bottom of the page:
2
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1.

Move the cursor to the lower part of the screen and click on the
option Español (España).

2. Select your language from the drop-down menu.

Access to COUPA Supplier Portal,
CSP
At this stage, you will also have the chance to forward the

invitation to another employee in your firm.

If the invitation has not been sent to the right person in your company,
get in touch with your usual contact in Grupo Planeta or send a mail
to: atpplroveedores@planeta.es

Introducing additional
information for Grupo Planeta
Grupo Planeta will need some additional information for your
registration as a supplier of the Group.
In order to continue and provide this information, click on
“Profile” and select “Request for information” (see following
page).

The account you are creating will be the administrator account of
your company. Once configurated, you will be able to add users and
assign them roles and permits. We can only link one supplier
account to the CSP. For example, if different parties of your business
supply products/services to Grupo Planeta and each of them has its
own supplier account, it is important to properly configurate all of
them. CSP accounts can be configurated for them to be shared,
where everyone can see everything, or restricted, where the CSP
account is shared, but transactions are not visible to everyone.

You can manage different clients from the same CSP account.

Introducing additional
information for Grupo Planeta
Please complete all the required information.
Some fields have already been filled based on the information
from our registers. Check that the information is correct and,
if necessary, change or update what you deem suitable.

It is important to keep this information updated to ensure an active
contact with Grupo Planeta through CSP.

Fields marked with a red asterisk * are mandatory.

Certificate of tax residence for
foreign suppliers
Additionally, you will have to indicate if you are a national
supplier or a supplier with a tax residence abroad.
If you answer “Yes”, you will have to send us a certificate of tax
residence through CSP itself, that must specifically indicate:
“To avoid double taxation between [the country of the firm
issuing the invoice] and [the country of the supplier who is

invoicing]” (*)
If you have already sent us the certificate, this year there is no
need to send it again.
Fields marked with a red asterisk * are mandatory.

For example, if the invoice is issued by a supplier whose fiscal

residency is in France to a company from the Grupo, the certificate
should state: “To avoid double taxation between France and Spain”.

Administrative and business
contact details
Fill in this form with the details of the people who will be in
constant contact with Grupo Planeta.
Fields marked with a red asterisk * are mandatory.

Financial information – necessary
legal certificates
1. Please indicate the category of product/service (Type) in
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the box “Default commodity” by choosing from the
available options in the drop-down menu.
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2. Indicate the payment terms you have agreed with Grupo
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Planeta.

1
2

3. If you have selected Transfer or Confirming as “Payment
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method” (3), and answered “Yes” in the relevant box (4),
3

4

you will need to attach a Bank Certificate.
Fields marked with a red asterisk * are mandatory.

Grupo Planeta will only accept bank certificates issued and stamped
or signed by the actual bank.
In the case of countries where these certificates are unavailable, a
document showing the logo of the bank and featuring the name of

the account holder and the account details will be acceptable as an
alternative.

Financial information – delivery
addresses
In the “Delivery addresses” section click on the “Add delivery
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address” button (1).
A new pop-up window will appear asking you to “Choose an
address to send to”, but this will not be necessary. Therefore,
click “Cancel” (2) in order to see the bank information form to
be filled (See details in the following page).

In this section “Delivery address” refers to your company’s bank
information, so this might be a bit confusing.
2

Financial information – delivery
addresses
Please fill in the information requested in this section, or at
least the following:
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1. Bank where you hold an account.
2. If your country uses IBAN, include the IBAN. But if not,
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please give the bank account number.
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3. BIC Code/ SWIFT: for international transfers.
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4. Country/region of the bank.

“Natural person” supplier
information
If you are a “natural person” supplier you will have to answer
some additional questions.
Fields marked with a red asterisk * are mandatory.

Additional information
Personal data processing.
Please indicate if as a supplier of Grupo Planeta you will
process personal data on our behalf.

General Conditions of purchase
and Code of ethics
Grupo Planeta would like all its suppliers to show the highest
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of standards when it comes to ethical conduct and that is
why we invite you to confirm that deals will be made
according to Grupo Planeta’s Code of Ethics.
Download our General Conditions of Purchase (1) and our
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Code of Ethics (2) by clicking on the corresponding link.
Read them both carefully and confirm your acceptance in
order to continue:
(3) Click “Yes” to confirm you accept Grupo Planeta’s
Conditions of Purchase.
(4) Click “Yes” to confirm you accept Grupo Planeta’s Code of
2
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Ethics.
Fields marked with a red asterisk * are mandatory.

CSP Profiles: public profile
and customer profiles
As a supplier, there are two types of profiles you can have in
Coupa Supplier Portal:
•

Your public profile

•

Your customer profiles

Your public profile is visible for EVERY customer of COUPA.
Your customer profiles are only visible for the corresponding
customer. These profiles will allow you to receive and send
information, separately, to Grupo Planeta and other clients
you may have registered on the CSP.

Form submission
for approval
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Once you have filled the form click “Submit” to send it for
approval by Grupo Planeta (if there were any mandatory fields
missing, you would not be able to send it).
Once it is submitted, a confirmation message (1) will appear,
as well as the status of your account: “Pending Approval”.

You will receive a notification once Grupo Planeta has
approved your form.
If you click on “Save” you will not be sending anything, you are
just saving the information of the CSP. This will remain as a
draft until you click on “Submit”.

Update information

Public profile
If any of the information included on the CSP changes over time, whether it has to

do with certificates, contact information, addresses, contact persons, etc., please
communicate it to Grupo Planeta as soon as possible.
Remember that these updates can be made through the CSP:
•

Please click on “Profile”.

•

You can update general information, such as name, address and contact

details on “Your public profile”.
•

Click on “Edit”. Once the information has been updated, this will also be
updated on your customer profiles.

Customer profiles
Changes concerning details, certificates, etc. specific to Grupo Planeta must be
updated on “Your Customer Profiles”.
Please, click on “Profile” and then on “Your Customer Profiles” to update your
details if needed.
Once the information has been updated, click on “Submit for approval” to send
the new information to Grupo Planeta.

COUPA Support

If you experience technical difficulties related to the Coupa Supplier Portal
(CSP), please reach out directly to COUPA.

Whether or not you have logged in to the CSP, you can chat with Coupa
Support in order to get a quick answer or solution to a problem by clicking
the option “Chat with Coupa Support” (1).

Help tour
When you start your first session on CSP, you can take a help tour.

Click on the Help link in the upper right hand corner of the page to access
Online Help or to do the tour.
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Useful links:
•

User Manual in different languages

•

Video tutorials

Additional resources

If you have any other questions or doubts about the contents
of this guide, please contact us at:
suppliers@planeta.es

