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Coupa Platform Scope
Global Onboarding & Indirect Transactions

Global Onboarding Hub: All suppliers globally register in Coupa for initial onboarding. Purchasing & invoicing apply 
ONLY to Indirect Transactions.

Indirect Goods & Services

Purchase Order & Invoice Management: Receive and 
manage POs, submit invoices, and track status.

Coupa Supplier Portal (CSP): Register for a CSP 
account to streamline PO and invoice workflows (or 
submit directly via email/SAN).

Invoicing Country Guidelines: Motorola Solutions 
suppliers must follow the country-specific invoicing 
workflow training guides. 

Direct Materials Only

Registration Only in Coupa: Coupa is used solely for 
initial supplier onboarding and master data.

External Purchasing & Invoicing: Transactions (POs 
& Invoicing) occur outside Coupa in dedicated 
manufacturing/ERP systems.

Primary Systems: Transact directly via Oracle, MCM, 
or SAP (for select business units).

https://www.motorolasolutions.com/content/dam/msi/docs/support/job-aid/coupa/coupa-invoicing-guidelines-for-motorola-solutions-suppliers.pdf


Onboarding requirement
Mandatory Requirement 
Supplier Onboarding is mandatory for all third-party suppliers to transact with Motorola Solutions. Suppliers can choose 
to register either via Coupa or as a SAN:
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Option 1: CSP Registration (Pages 5-25)

Join and Respond

Creates a free Coupa Supplier Portal (CSP) account, 
allowing you to submit your form and manage your 
profile in one central place.

How to Choose:
Best if you want a centralized portal account to 
manage ongoing profile details and transactions with 
Motorola Solutions, or if multiple people need to 
access the account to review POs and submit 
invoices.

Option 2: SAN Registration (Pages 34-42)

Respond Without Joining

Allows you to complete and submit your registration 
form immediately using a secure one-time password 
via Supplier Actionable Notification (SAN), without 
creating a portal account.

How to Choose:
Best if you prefer immediate, one-time registration 
submission directly from your email notifications.
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Onboarding to payment with CSP registration

Accept Coupa 
InvitationSupplier Create Coupa 

Account

Onboarding 
ApprovedMSI Create PO

Complete Risk 
DDQ’s 

(if applicable)

Submit Supplier 
Information 

form

Fulfill PO Create Invoice

Receive  Invoice

Visibility to 
Invoice status

Payment 
Received

Send Coupa 
Invitation

To successfully connect with Motorola Solutions in Coupa, the following 4 activities will need to be completed

1. Accept the invitation from Coupa  
2. Create your account (or log in to an existing Coupa Supplier Portal account), and set up your Primary address, 

Payment Method, and Legal Entity
3. Complete and submit the Supplier Information Form with your company and banking details 
4. If applicable, respond to any Coupa Risk Assessments (click on the link in the Coupa Risk Assess email)

1 2

3
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Coupa Supplier Portal (CSP) introduction
Overview
Motorola Solutions, Inc. uses Coupa, a modern cloud-based platform that simplifies purchasing, invoicing, and 
supplier information management.

Coupa Supplier Portal (CSP) is a free, secure online tool that enables suppliers to easily conduct business with 
Motorola Solutions and other Coupa customers.

Key Features
Using the CSP, you can:

● View and acknowledge Purchase Orders (POs) directly from Motorola Solutions
● Create and submit invoices against POs electronically
● Track PO and invoice status in real time
● Manage and update your supplier profile, including contact and remit-to details

Benefits
● Streamlined communication and reduced manual effort
● Faster invoice processing and payment visibility
● One central location to manage all your Coupa customers
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Getting started with CSP
● Watch for Your Invitation

You will receive an email from Motorola Solutions via the Coupa 
system containing a unique link to join the CSP and connect with 
MSI. Suppliers should check all inbox folders, including spam and 
trash, to locate this notification.

● Complete Your Registration
To access and submit the required registration form, please click the 
link in this invitation and choose one of two options:

● Join and Respond: Creates a free CSP account, allowing you to 
submit your form and manage your profile in one central place.

● Need to forward this request? If you are not the correct contact, 
click Join and Respond, then select Forward this to someone 
on the setup page. Alternatively, you can email 
msisupplierenablement@motorolasolutions.com with the 
correct contact info along with your company name.

●  Bookmark the Portal
Save https://supplier.coupahost.com/ to your browser Favorites for 
quick and easy access to your CSP account.
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mailto:msisupplierenablement@motorolasolutions.com
https://supplier.coupahost.com/


Completing registration
● After clicking the link in your invitation email, 

complete all required fields to provide your account 
details and your company’s public profile 
information.

● To finalize CSP account setup, you must review and 
accept the Privacy Policy and Terms of Use.

● The first account created will automatically serve as 
your company’s Administrator account. Once 
registration is complete, the Administrator can add 
additional users and assign roles, including account 
administration and functional access.
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Secure your account - MFA setup

● Multi-Factor Authentication is required to secure 
your account.

● Choose a method that works best for you. Click on 
“Use Other Methods” to view all available options.

● For security reasons, MSI cannot access or reset 
suppliers’ CSP credentials (passwords or MFA). 

● If you need to reset your MFA, submit an MFA Reset 
Support Request with Coupa using this form, or 
contact supplier@coupa.com and request that the 
MFA be reset on your account.  
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https://support.coupa.com/s/csp-contact-support?language=en_US
mailto:supplier@coupa.com


Secure your account - MFA setup (con’t) 

● Once you successfully enable your MFA, you will 
receive emergency recovery codes from Coupa to 
keep them in your records.  

● In the event you are unable to access your MFA 
mode you set up, you can use these Emergency 
Recovery codes to log in.

● Each one of these codes can only be used once. If 
you exhaust all available recovery codes, the only 
way to access your account will be to request an 
MFA reset.

● If you need to update your MFA method, this can be 
done in your account Security & MFA Settings.
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Complete account setup
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● Initial Onboarding: Set up your Primary 
address, Payment Methods, and Legal Entities 
as needed in the account and complete the 
Supplier Information Form to ensure records 
are current.

● Future Updates: Email your MSI contact 
whenever details change (contacts, address, 
name, banking, etc.) to receive an update 
form. This is required to ensure you receive 
payment to the correct account.

● Unless you are merging with an existing Coupa 
Supplier Portal account, your account setup 
will continue. 

● Enter your primary address information.

Coupa allows you to directly manage and maintain your company’s key information — including but not limited to 
contacts, address, banking details, and tax data — ensuring a single, accurate source of truth between your 
organization and MSI.

Onboarding Step: 2 of 4
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Complete account setup (con’t) 

● Enter your banking information for receiving 
payments.
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Creating a legal entity

Follow these steps:

1. From the Navigation Bar, click 
“Business Profile.”

2. In the sub-navigation bar, 
select “Legal Entities.”

3. Click “Create.”

To create and send invoices to Motorola Solutions, Inc. (MSI), you must first set up a Legal Entity within the CSP.
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Creating a legal entity (con’t) 
● Add Company Information

● Enter the name of your Legal 
Entity.

● Select the Country/Region 
where your business operates.

● Enter Company Tax Registrations 
and Address Details

● Input your tax registration 
information.

● Add your Invoice From 
address,  Ship From address, 
and Remit-To address and 
click “Save.”

● Then click “Continue” to 
update Payment Methods.
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Adding a payment method
● Add Payment Methods

○ Click “Continue” to proceed to Payment Methods.
○ From the Add Payment Methods dropdown, select and 

enter your preferred payment details.
○ Click “Save.”

Note: Ensure that all Legal Entity, tax, and banking information 
is accurate and up to date. This is required for successful 
invoicing and payment processing with MSI.
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Adding a payment method (con’t) 
● Enable for Customers

○ Select Motorola Solutions to share 
your payment method with 
Motorola.

○ After these steps, your Legal Entity 
and Payment Methods should be 
shared with Motorola. 
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Confirm successful entity and payment setup
● From the Legal Entities 

tab expand the 
Accepted Payment 
Methods and Linked 
Customers sections to 
confirm Motorola 
Solutions is connected 
to your account and the 
correct payment method 
is linked to your entity.
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Completing supplier information form

Follow these steps to access and update 
your supplier information:

1. Access Information Requests
Click on Business Profile -> 
Information Requests to view any 
pending requests from MSI.

2. Select the correct customer
Use the Select Customer dropdown 
to choose Motorola Solutions

3. Under Information Requests, click 
the blue link under Form Responses. 

3

4

Fully completing account setup (including setting up your legal entity and payment methods) and responding to the 
Supplier Information Form are required to ensure you are paid to the correct account.

18

2
1

3

Onboarding Step: 3 of 4



Complete Form Responses
● Fill in all required fields(*) on the form, including Company Information, Contact Information, 

Tax Registration, Remit to Addresses and other specific regional questions.
● To add your remit-to and tax registration information, click the blue “Add Remit-To” or “Add Tax 

Registration” button to select a Payment Method you have already added to your account. If a 
remit-to or tax registration is incorrect or duplicated, use the red “x” button on the right side of 
that section to remove it from the form.

● If you have additional remarks or files to provide, use the Comments box at the bottom of the 
form. Once you have completed all required(*) sections, click the blue Submit for Approval 
button. You also have the option to Save your progress and return later.

Completing supplier information form (con’t)

.
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Track Form Status
Once submitted, your form will undergo processing and review by MSI.
You can monitor the status on the Form Response Page by navigating to:
Business Profile > Information Requests

● Pending Approval – Your form is currently under review and processing.
● Applied – Your form has been approved, and your company is now authorized to transact with MSI.

Completing supplier information form (con’t)
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Complete Coupa Risk Assessment (CRA)

Registration for the Coupa Risk Assess Module is 
strictly required for suppliers needing additional due 
diligence. Please note that this is a separate login 
portal from your Coupa Supplier Portal account. 
Your response is required to complete your 
onboarding setup with MSI.

Registration and Account Setup

● The process begins when the MSI Third-Party 
Risk Management program 
(TPRM@motorolasolutions.com) sends a 
Coupa Risk Assess invitation email. Suppliers 
should check all inbox folders, including spam 
and trash, to locate this notification.

● To start registration, select the embedded link 
in the email.

Coupa risk assessment 
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Registration and Account Setup

● If a previously provided password reset link 
has expired, request a new one by selecting 
"Click here," entering your username, and 
then click "continue".

● An authentication code will be sent in a 
separate email; this code must be entered 
into the mandatory authentication field.

● After entering the code, you must select a 
security question, provide an answer, and 
establish a new password.

Coupa risk assessment (con’t) 
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Registration and Account Setup

● To avoid account lockouts or technical issues, 
navigate back to your email inbox after 
setting up the password rather than 
proceeding directly from the setup screen.

● Locate the updated account notification email 
and use the link provided to navigate to the 
login portal.

● Upon logging in, you must accept the terms of 
use to access the module.

Coupa risk assessment (con’t) 
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Completing Due Diligence Questionnaire (DDQs)

● Navigate to the "Evaluations" section to 
access all pending due diligence 
questionnaires.

● Each questionnaire must be opened, 
completed, and submitted.

● Once submitted, completed items are 
automatically removed from the pending 
queue.

Coupa risk assessment (con’t) 

24

Onboarding Step: 4 of 4

You can access previously submitted or pending assessments by 
logging into your Coupa Risk Assessment account at the URL link below.

https://motorolasolutions.risk.coupahost.com 

● For questions regarding the CRA risk process, contact 
tprm@motorolasolutions.com.

https://motorolasolutions.risk.coupahost.com


Delegating DDQs

● If you are not the correct contact to 
complete the CRA DDQ(s), you can 
delegate it to someone else within the 
CRA portal.

● To delegate a particular DDQ to 
someone else, click “Edit” under Actions 
and then “Delegate” to enter their email 
and reasoning for the delegation.

● A new CRA email will be generated to 
the delegatee. The delegatee must 
create their CRA profile to access and 
complete the delegated DDQ(s).

Coupa risk assessment (con’t) 
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Navi is Coupa’s built-in AI agent. To access Navi, click on the 
“sparkle” icon, typically located in the lower right corner of your 
screen.

Navi can help answer questions related to:

● Navigating the CSP
● Account Setup
● User Management
● Accessing POs
● Invoice Requirements
● Troubleshooting

Navi will also share links to Coupa’s large knowledge base. 

Navi is active by default, but can be deactivated in your account 
settings at any time.

Navi (AI Agent)
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Select the “?” icon located in the top right corner of the CSP homepage for more help.

1. Access the Coupa Compass
Click on the “Compass” link under the Help menu on the top right of the Coupa Supplier Portal homepage.This will direct 
you to the Coupa Compass website, where you can access detailed documentation, FAQs, and step-by-step user guides.

2. Training Webinars
Register for a live webinar provided by Coupa. An expert will provide an overview of the Coupa Supplier Portal (recorded 
sessions are also available through this link).

3. Using the “Help Tour.”
You will be taken to an interactive screen where you can: Click on specific features to learn more about their functions and 
move through the guided tour step-by-step.

Getting help
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Updating your business profile
● Click “Business Profile” in the navigation bar 

to access your profile — your public company 
profile in the Coupa Supplier Portal Directory.

● On the Profile tab, click the pencil icon ✏ 
next to any section to edit details.

Tip: Keep company details (address, contacts, 
capabilities) up to date.

Please Note: Profile updates are not automatically 
shared with Motorola. Notify your MSI contact of 
any changes.
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Manage your account settings To manage your personal account preferences 
in the CSP:

1. Click on your name in the top-right 
corner of the screen.

2. From the dropdown menu, select 
“Account Settings.”

Within this section, you can:
● Set or modify your notification 

preferences to control how you receive 
updates.

● Update/change Multi-Factor 
Authentication (MFA) method.

Recommendation: We strongly 
recommend enabling email notifications 
to ensure you receive timely alerts for 
new purchase orders (POs) and other 
important updates from MSI.
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Inviting additional users

To invite additional users to your organization’s 
Coupa Supplier Portal (CSP) account:

1. Navigate to the Setup tab on the 
navigation bar.

2. Select the Admin sub-tab.

3. Click “Invite User.”
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Inviting additional users (con’t)

4.   Fill out the user’s First Name, Last Name, and Email 
Address.

5.   Under Customers and Permissions, select the access level 
and   customers the user should be able to view or transact with.

6.   Once complete, click “Send Invitation.”

Tip: Only users with Admin privileges can invite or manage 
other users within the CSP. Be sure to assign permissions 
carefully to align with each user’s responsibilities.
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Managing user permissions
Under the Setup tab, you can manage existing user access by selecting “Edit” next to the 
user’s name.
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Managing user permissions (con’t)
1. After clicking Edit, you will see the user’s First Name, Last Name, 

and Email Address.

2. Select the appropriate permissions you want this user to have 
access to.
 Example:
 If a user is only granted permission to view invoices and orders, 
they will only see those specific tabs on their CSP homepage.

3. The selected permissions will automatically adjust the user’s 
navigation bar to match their assigned access.

4. You can also define which customers the user can access by 
checking the corresponding boxes.

5. Once all selections are complete, click “Save.”

Tip: Regularly review user permissions to ensure each team 
member has the correct level of access for their role.
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Onboarding to payment with SAN registration

Respond 
Without JoiningSupplier

Onboarding 
ApprovedMSI Create PO

Complete Risk 
DDQs 

(if applicable)

Submit Supplier 
Information 

form

Fulfill PO Create Invoice

Receive  Invoice

Payment 
Received

Send Coupa 
Invitation

To successfully connect with Motorola Solutions via SAN the following 3 activities will need to be completed

1. Respond Without Joining to the invitation from Coupa
2. Complete and submit the Supplier Information Form with your company and banking details 
3. If applicable, respond to any Coupa Risk Assessments (click on the link in the Coupa Risk Assess email)

1
3

2



Through the Supplier Actionable Notifications (SAN) process, suppliers can take key actions directly from their 
email inbox upon receiving a Purchase Order (PO) notification — without needing to sign in or create a Coupa 
account.

Key Features
Using SAN, you can:

● View and manage Purchase Orders (POs)
● Create and submit invoices directly against POs
● Acknowledge receipt of a PO
● Add shipment tracking information
● Add comments or communicate with Motorola Solutions about an order

Benefits
● Registration on the Coupa Supplier Portal is not required. 
● Suppliers can create a Coupa Supplier portal at any time

Supplier Action Notification (SAN) introduction
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● From the Invitation email click “Respond Without 
Joining” 

● When you are registering as a SAN supplier, you don’t 
the option to forward the invitation. If you are not the 
correct contact, please email 
msisupplierenablement@motorolasolutions.com with 
the correct contact info along with your company 
name. 

● A new browser window will open, and a one time 
password (OTP) will be sent to your email address.

Registering as a SAN supplier 
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● Fill in all required fields(*) on the form, 
including Company Information, Contact 
Information, Tax Registration, Remit to 
Addresses and other specific regional 
questions.

● To add your Remit-To and Tax Registration 
Information, click the blue “Add Remit-To” or 
“Add Tax Registration” button to select a 
Payment Method you have already added to 
your account. If a remit-to or tax registration is 
incorrect or duplicated, use the red “x” button 
on the right side of that section to remove it 
from the form.

● Once you have completed all required(*) 
sections, click the blue Submit button.

Registering as a SAN supplier (con’t)
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Complete Coupa Risk Assessment (CRA)

Registration for the Coupa Risk Assess Module is 
strictly required for suppliers needing additional due 
diligence. Your response is required to complete 
your onboarding setup with MSI.

Registration and Account Setup

● The process begins when the MSI Third-Party 
Risk Management program 
(TPRM@motorolasolutions.com) sends a 
Coupa Risk Assess invitation email. Suppliers 
should check all inbox folders, including spam 
and trash, to locate this notification.

● To start registration, select the embedded link 
in the email.

Coupa risk assessment 
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Registration and Account Setup

● If a previously provided password reset link 
has expired, request a new one by selecting 
"Click here," entering your username, and 
then click "continue".

● An authentication code will be sent in a 
separate email; this code must be entered 
into the mandatory authentication field.

● After entering the code, you must select a 
security question, provide an answer, and 
establish a new password.

Coupa risk assessment (con’t) 
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Registration and Account Setup

● To avoid account lockouts or technical issues, 
navigate back to your email inbox after 
setting up the password rather than 
proceeding directly from the setup screen.

● Locate the updated account notification email 
and use the link provided to navigate to the 
login portal.

● Upon logging in, you must accept the terms of 
use to access the module.

Coupa risk assessment (con’t) 
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Completing Due Diligence Questionnaire (DDQs)

● Navigate to the "Evaluations" section to 
access all pending due diligence 
questionnaires.

● Each questionnaire must be opened, 
completed, and submitted.

● Once submitted, completed items are 
automatically removed from the pending 
queue.

Coupa risk assessment (con’t) 

41

Onboarding Step: 4 of 4

You can access previously submitted or pending assessments by 
logging into your Coupa Risk Assessment account at the URL link below.

https://motorolasolutions.risk.coupahost.com 

● For questions regarding the CRA risk process, contact 
tprm@motorolasolutions.com.

Onboarding Step: 3 of 3

https://motorolasolutions.risk.coupahost.com


Delegating Due Diligence Questionnaire (DDQs)

● If you are not the correct contact to 
complete the CRA DDQ(s), you can 
delegate it to someone else within the 
CRA portal.

● To delegate a particular DDQ to 
someone else, click “Edit” under Actions 
and then “Delegate” to enter their email 
and reasoning for the delegation.

● A new CRA email will be generated to 
the delegatee. The delegatee must 
create their CRA profile to access and 
complete the delegated DDQ(s).

Coupa risk assessment (con’t) 
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Account verification notice
● You may be prompted by Coupa to verify your 

account within the Coupa Supplier Portal (CSP).

● Please note that this is an optional, paid feature 
offered by Coupa Software and is not required 
to conduct business or transact with MSI.

Note - The Coupa Supplier Portal remains free to use 
for all Motorola Solutions’ suppliers.
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General frequently asked questions

Why should I do business on the Coupa Supplier Portal (CSP)?
The Coupa Supplier Portal (CSP) enables you to easily acknowledge and manage 
electronic Purchase Orders (POs) while benefiting from faster invoice processing and 
real-time visibility into payment status.

Is there a cost to using the CSP?
No. The Coupa Supplier Portal is free to use — there are no fees for suppliers to 
transact with Motorola Solutions, Inc.

Can I forward Purchase Orders (POs) to someone else for review (SAN)?
Yes. POs received via Supplier Actionable Notification (SAN) can be forwarded to 
other recipients if additional review or internal routing is required. Only the original 
supplier contact who received the SAN will receive the authentication code when the 
forwarded recipient tries to access the purchase order. The authentication code will 
need to be forwarded to the recipient as well.
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CSP access and log in frequently asked questions
When will I receive the Coupa Supplier Portal (CSP) email invitation?
You will receive your CSP invitation email once the initial setup request has been completed (by your MSI contact).
The email will include a unique link to register and connect with Motorola Solutions, Inc.
Your username will be your email address, and you will create your own password during registration.

If I am already using the CSP with other customers, do I need to register again?
No, you do not need to register again. But confirm with your MSI contact that they have placed your onboarding request with 
the email account that was used to set up your existing CSP account.
You must wait until you receive the official invitation from Motorola Solutions before you will be connected. Once you receive 
your CSP invitation from Motorola Solutions, Inc. log into your existing CSP account using your credentials. Motorola 
Solutions, Inc. will then appear as a connected customer within your account.

I sent a “Request to Link” to Motorola Solutions, Inc. from my existing CSP account. How do I know if it worked?
MSI does not accept direct link requests from suppliers. You will need to wait for your official CSP invitation from MSI.
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Additional resources
Get Help from Coupa on the CSP 

● Access step-by-step guidance and troubleshooting resources directly from Coupa Support to help you navigate and 
use the Coupa Supplier Portal (CSP) effectively.

Merge or Combine CSP Accounts

● If your organization maintains multiple CSP accounts, learn how to merge or consolidate them into a single 
account for streamlined management.

Join a CSP Webinar provided by Coupa 

● Register for live or recorded webinars facilitated by Coupa to gain deeper insights into portal functionality and best 
practices.

Coupa Supplier Portal URL: https://supplier.coupahost.com 

Coupa Risk Assessment Portal URL: https://motorolasolutions.risk.coupahost.com

Still need help?

If you have additional questions, please contact msisupplierenablement@motorolasolutions.com
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