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1. Registration email invitation 
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Step 1 Registration email invitation  

Any supplier can register on the CSP, however, for 
transactions to flow between TFG and yourself, we 
need to send you an invitation.  

1.1 

You will receive an email invitation with 
the subject line THE FOSCHINI GROUP 
LIMITED Registration Instructions – 

Action Required.   

1.1 



2. Forward invitation  
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2.1 

2.2 

2.3 

Step 2 Forward this invitation  

If you are the incorrect recipient of this email, forward 
it to the correct person in your organisation. Simply 
enter the correct person’s email address in the field 
provided.  
Note: The email domain should be the same as yours.
  

2.1 
Click on the ‘Forward this invitation’ 
button.  

2.2 
Enter the correct person’s email address in 
the field provided. 

2.3 

Click on the ‘Forward’ button to send the 
invitation to the correct recipient in your 
organization. 

The individual registering on the CSP will be 
able to see all TFG PO’s, create and submit 
invoices and perform administrative duties on 
the account like adding additional users and  
updating company information. Please ensure 
you have the right person in your organisation 
registering on the CSP. 



Register ‘Join Coupa’ 

Step 3 Join Coupa 

By clicking on ‘Join Coupa’ you are activating 
your account and completing the registration. 

3.1 Click on the ‘Join Coupa’ button. 

3.2 

Your email address will be pre-populated. 

Create and provide your password in the 
fields provided. 

3.3 
Select the check box to accept the 

Privacy Policy  and the Terms of Use 

3.4 

Click on the ‘Get Started’ button to 
proceed to the next step of the 
registration. 

HOME 

3.1 

3.2 

3.3 

3.4 



Basics 

Step 4 Tell us about your business 

Clicking on the ’Get Started’ button takes you to 
the ’Tell us about your business’ page where you 
can provide your basic information. 

4.1 

Complete the fields provided.  

Note: Mandatory fields are marked with 
an Asterix. 

4.2 
Click on ‘Next’ to proceed to the next 
page 
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4.1 

4.2 



Payment (Not Required) 

Step 5 
Would you like to offer discounts to get 
paid faster? 

Clicking on the Next button takes you to the ’Would you 
like to offer discounts to get paid faster?’ page where you 
can set your Payment Discount Preferences. 

TFG SUPPLIERS ARE NOT REQUIRED TO 
COMPLETE THIS PAGE! 

5.1 Click on ‘Next’ to proceed to the next page. 
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5.1 



Coupa Profile 

Step 6 Coupa Profile 

Clicking on the ’Next’ button takes you to 
the Congratulations page informing you about your successful 
setup that allows you to do business with TFG. 

6.1 

You are encouraged to update your ‘Coupa Profile’ 
so that other customers can also find you.  

Click on the ’Enhance your Coupa Profile’ button to 
open your public profile in edit mode. 

UPDATING YOUR COUPA PROFILE IS OPTIONAL! 

6.2 
Alternatively, click on ‘Do it later’ to complete it at a 
later stage. 

6.1 

6.2 
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Coupa Supplier Portal (CSP) Home Page 

Step 7 Coupa Supplier Portal – Home Page 

Clicking on the ’Do it later’ button takes you to the 
CSP ‘Customer Setup’ page. 

7.1 
Click on the ‘Home’ tab at the top left side 
of your screen to go to the Home Page.  

7.2  CSP Home Page 
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7.1 

 

 

7.1 



THANK YOU 
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