
Completing Your Invitation to the  

Coupa Supplier Portal (CSP)
For suppliers Lifespace has done business with before, who need to 
transition to Coupa. 



All existing suppliers who work with Lifespace have been invited to join the Coupa 
Supplier Portal (CSP). When we initiate the invitation, you will receive an email to join.

Quick FAQ 
Do I have to have a CSP account? No, but it will make it easier for you to interact 
with Lifespace for POs, invoices, and payments. 
I already have a CSP do I have to create another? If not, what do I do? 
create another one, no. You will use the link to us once you receive the invitation 
email.

here. 

Overview
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When the CSP invitation is initiated, you will receive an email from Coupa Supplier Portal. 

What is a CSP Account? 
A CSP account can be used to create and manage Remit-To addresses and payment 
accounts, as well as accept POs, track POs, create and submit invoices, and track all 

payments due to you. 

Step 1: Receiving the Email Invitation
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Once you open the email, it 
will look similar to what you 
see here. You will click the 

the process.

Step 1: Receiving the Email Invitation
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establish one by adding your email 
and password as your login 

account.

Step 2: Create Your Account
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come to this screen where you will 
fill in and/or confirm your 
business address. Be sure to check 
all the boxes that pertain to this 
address.

Step 3: Add Your Information | Basics
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tax region and Tax ID. Once those are 

Step 3: Add Your Information | Basics
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On this screen, you will start the process of creating 
your payment account. If your company takes 
credit card, and processes them as a form of 
payment, complete the prompts on the screen.

Enter an email address for credit card credential 
processing. 

Step 4: Add Your Information | Payment Account
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screen to create an ACH payment account. 
Please be sure you fill in every pertinent field so 
we can get you paid. Once completed, click the 

Step 4: Add Your Information | Payment Account (ACH)
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On this screen, you can offer dynamic 
discounting if you wish. We would also be 
willing to provide payment terms of less than 30 
days if you would like to offer a payment 
discount. You can fill in any fields that are 

Step 5: Discounts
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At this point, you have completed the basic setup 
of your CSP account and established an 
electronic payment account for us to pay you 
with. 

resources available on our website that can 
provide you with more information about the CSP 
and all that you can use it for. You can also find 
more information right on the CSP.

Step 6: Complete!
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basics and closed the popup, 

information necessary to do 
business with Lifespace.

Step 6: Complete!
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information, Lifespace receives a 

the steps and have created your 
new supplier payment account. 
Lifespace now has the ability to pay 
you digitally.

Step 7: Lifespace Receives Account Set-Up Notification
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in the CSP, you have the ability to 
accept and track POs, send us 
invoices, and track any payments 
due to you. You can also look to link 
to other potential customers that 
use Coupa.

Step 8: What s Next?
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Please reach out to Lifespace at 
CoupaHelp@lifespacecommunities.com


