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Benefits of Coupa 
Supplier Portal (CSP)



Joining The Trade Desk’s 
Supplier Management 
Platform

NEW SUPPLIER ONBOARDING GUIDE The Trade Desk uses the Coupa Supplier Portal (CSP) to collect and 
manage supplier information. This guide provides instructions for creating 
your account. While joining the CSP is optional, using the CSP helps 
avoid duplicate form submissions if there are discrepancies or if The 
Trade Desk needs more information to process your payments.

Benefits of the Coupa Supplier Portal:
• Easy to use interface!
• Convenient visibility into TTD purchase Orders, the status of your invoices and 

payments, as well as managing your company contact information. 
• No software or hardware to download
• Free of charge – There is no cost to you!

Manage your customer 
– company profile and 
remit-to information

Track the real time 
status of 

transactions and 
payments

Set up delivery methods 
and Advance Ship Notices

Receive and View Purchase
Orders, Send Invoices



Steps to a Successful Supplier Onboarding
NEW SUPPLIER ONBOARDING GUIDE

Connect Your 
CSP Account to 
The Trade Desk

[when applicable]

Submit FormCreate Coupa 
Supplier Portal 

(CSP) Login
[when applicable]

Complete Supplier 
Information Form

Receive 
Invitation from 
The Trade Desk

Approval from 
The Trade Desk

Let us guide you through a managing your company’s 
information with The Trade Desk

Fraud 
Prevention 
Verification
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Invitation to The Trade 
Desk’s Supplier Database



The Trade Desk will invite you to the Coupa Supplier 
Portal to complete the supplier onboarding form and 
join our database of suppliers.

The Coupa Supplier Portal (CSP) streamlines business 
interactions with The Trade Desk for suppliers. Easily 
manage account details, transactions, and invoicing. 

If you currently use the Coupa Supplier Portal (CSP), 
please ensure the email you received the information 
request invitation is the same email connected to your 
account. 

Please reach out to your buyer or accounts payable to 
receive an invitation. Invitations to the CSP and to 
complete the onboard form expire after 30 days. 

Supplier Database Invitation Overview
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Profile Information Request
A Profile Information Request to join from The 

Trade Desk to you, the supplier. 

Purchase Order 
The option to join when receiving a Coupa 

Purchase Order from The Trade Desk. 

Supplier Database Invitation Overview
NEW SUPPLIER ONBOARDING GUIDE

The Trade Desk will need to initiate an invite to connect through the Coupa Supplier Portal. This can be 
initiated in two ways:

ap@thetradedesk.com ap.uk@thetradedesk.com

Suppliers within the United States Suppliers outside the United States

If you have not already been invited, please contact us!
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Creating an account with 
Coupa



Creating a Coupa Supplier Portal (CSP) Account
NEW SUPPLIER ONBOARDING GUIDE

Select on Join and Respond to join the 
Coupa Supplier Portal by creating an 

account, then complete our Information 
Request form. 

If you are not a current user of Coupa Supplier Portal and need 
to set up an account to provide updated account information 
to The Trade Desk, please select Join and Respond.

Keep in mind, after you set up your CSP account, you will need 
to complete a form specifically created by The Trade Desk 
to capture your information in the format we need to process 
payments. Again, this process should be completed after you 
create your CSP account.  

The Trade Desk requests you create an account to update your 
information. This is not required but will allow you to better 
manage the information you want to share with us. 

If you decide to Respond Without Joining, The Trade Desk 
may ask you to re-fill out the Supplier Update Form again if 
there is an error with your form. If you select this option, the 
form will automatically open for you to complete. Please visit 
our helpful guide for Managing your Supplier Information 
with The Trade Desk from our Global Supplier Resource 
Website. 



After clicking Join and Respond, you will be promoted to the 
page below. Here you will create your login by populating the 
required fields and accepting Coupa’s Privacy Policy and the 
Terms of Use. 

By selecting Create an Account Coupa will automatically 
direct you to the Coupa Supplier Portal page.

Coupa Supplier Portal – Join and Respond
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TIP: Not the correct point of contact at your company to fill out the supplier update 
form? No worries! You can forward the invitation by clicking “Forward this to 
someone” at the bottom of the screen. You will need to enter an email address with 
the same domain.

Important: Due to a recent Coupa Upgrade, Coupa will 
request you provide your company information with a 
Pop-Up titled “Tell us about your business.” It is our 
recommendation you exit the Pop-Up and navigate to 
The Trade Desk’s Supplier Information Management 
Form to avoid errors or delays in the onboarding process. 

To navigate to the onboarding form, click “Profile,” then 
“Your Customer Profiles”

Thank you for your patience as we work to resolve these 
issues with Coupa. If you need additional onboarding 
support, please contact purchasing@thetradedesk.com

Sample.Supplier@test.com



Once you have created your login, you may 
receive an email verification pop-up. Go to your 
email to find the combination and click Next.

Coupa requires you to Secure Your Payment 
Information. Follow their instructions to secure 
your account. 

Coupa Supplier Portal – Join and Respond
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Important: When creating your account, you will 
need to set up Multi-Factor Authentication (MFA). 
After setting it up, you will receive six recovery 
codes. These codes are essential for regaining 
access if you lose your MFA device. Please be sure 
to save these codes somewhere secure.



You will then be asked to supply your information 
for The Coupa Supplier Portal. 

Once this section is complete, you will need to 
continue to fill out The Trade Desk’s Supplier 
Information Request form. 

Coupa Supplier Portal – Join and Respond
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Coupa Supplier Portal – Join and Respond
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Important: In the Coupa Supplier Portal 
Onboarding section we recommend clicking Do 
not accept Virtual Card Payments from this 
customer. 

Important: In the Coupa Supplier Portal 
Onboarding section, we recommend providing 
your virtual card email here. Please keep in mind 
The Trade Desk will not incur any additional fees 
when paying by credit card. The amount on the 
invoice, is what will be paid. 

Remember you will still need to fill out duplicate 
information in a form specifically created by The 
Trade Desk to capture your information in the 
format we need to process payments. The form 
can be found in your Profile under Information 
Requests.



Coupa Supplier Portal – Join and Respond
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Important: In the Coupa Supplier Portal 
Onboarding section, we recommend filling out all 
your bank details to help expedite filling out The 
Trade Desk Information Application Form. 

If you complete the section and select Next, you 
will be completing information to set up your CSP 
account which does not provide banking 
information to The Trade Desk. 

The Trade Desk Application Information Form will 
need to be completed and approved so we may 
transact with your company.

The form can be found in your Profile under 
Information Requests.



Coupa Supplier Portal – Join and Respond
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Important: In the Coupa Supplier Portal 
Onboarding section, we recommend filling out all 
your bank details to help expedite filling out The 
Trade Desk Information Application Form. 

The Trade Desk does not support Check 
Payments. 



Coupa Supplier Portal – Join and Respond
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Coupa is free to use, and we recommend 
registering for free to manage your 
account information. 
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The Trade Desk 
Onboarding Process



Create your CSP Account
Joined and completed your Coupa Supplier 
Portal Account. (Not required to onboard 
with The Trade Desk)

Complete The Trade Desk Information 
Request Form
Navigate to the Information Requests 
section in your profile to complete the form
needed for The Trade Desk to transact with 
you. 

Verbal Verification and Confirmation of 
Onboarding
After completing the form, our Accounts 
Payable team will conduct a verbal verification 
to confirm your banking information. Once they 
have confirmed you will receive a notification 
that you are now an onboarded supplier! 

Steps to Complete 
the Onboard Process

NEW SUPPLIER ONBOARDING GUIDE

ID: Supplier

Now that you have completed 
setting up your Coupa Supplier 
Portal, for The Trade Desk to 
transact with you, please locate 
our Information Request form 
using our guide in the next 
page. 



If you're joining the CSP for the first time, you'll be automatically directed to complete The Trade Desk’s Supplier Onboard 
form after setting up your CSP account. If you leave and return later, you can find the request in multiple locations.

When you open the form, some details will be pre-filled, but you can make corrections as needed. You'll be guided to enter 
the necessary information to ensure smooth payment processing.

For resources on completing the form, please visit our helpful guide for Managing your Supplier Information with The 
Trade Desk from our Global Supplier Resource Website. 

Locating the Information Management Form
SUPPLIER ONBOARDING GUIDE


