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1. Coupa Overview (1/2)

Reference: Excerpt from Coupa

Optimize spending, improve efficiency, and reduce risk
Coupa enables companies to consolidate, manage, and visualize all 
business spending processes, including procurement and payments, 
in a single cloud platform. Coupa helps companies maximize the 
value of their spending by identifying opportunities to reduce costs, 
streamline operations, and mitigate risk.

Category Leader
Coupa is positioned as the category 
leader in various industry analyst reports
(Gartner, Forrester, IDC, and 24 others).
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Supported by many companied
Coupa is supported by many companies 
around the world.



1. Coupa Overview (2/2)

No Supplier Fees
No Fees are required to minimize the burden on suppliers

Easy-to-use screen and feel
Excellent usability
compared to other solutions
Strong user-friendly screen and feel

Centralized Document 
Management
Documents such as purchase orders, 
quotes, and invoices can be centrally 
managed by each customer through 
CSP, and information can be shared in 
real time.
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The Coupa Supplier Portal (CSP) is a free tool that enables suppliers to easily receive purchase orders, create invoices, 
and more. It makes easy to manage customer transactions.                                             



2. Business Changes and Requests Due to Coupa Introduction _ 
Summary (1/2)

Efficient Information Collection
We plan introducing SIM in January 2026 
to efficiently collect supplier information.

Digitization of PO Receipts

PO will be sent via Coupa or an email and 

PO can be viewed and downloaded via CSP. 

PO will be accepted via CSP.

Introduction of Service 

Sheet

For construction and service 

transactions, please submit a 

Service Sheet via CSP.

After Coupa introduction, Coupa covers from order to invoice.
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Digitization of Quotation 

Services
Coupa's Quotation Response Portal Site

(Procurement Response Portal)
Responding to Quotations



2. Business Changes and Requests Due to Coupa 
Introduction _ Summary (2/2)

Visualization of receiving 
status
By using CSP, you can check the receiving 
status of goods and the status of service
sheet in real time.

Abolition of 
invoice
Dekivery slip will no 

longer be required. 

Please do not send it.

Changes in communication 
tools
Inquiries can be handled by 

the chat function of CSP.

After Coupa introduction, Coupa covers from order to invoice.
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Digitization of Billing 
Operations
Paperless billing by registering 

billing information in CSP.
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Allow the *@inpexjapan.coupahost.com domain to receive email in advance. Note that this is different from the domain used for notification emails during CSP initialization.
* If you click "I want to participate" or "Show event," you will be transferred to the one-time password entry screen, and after entering the one-time password, you can view the contents.

2. Business changes and requests following 
the introduction of Coupa

Change

Digitization of Quotation Operations

Quotation requests are sent via emails from the Procurement Response Portal
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*It is also possible to enter answers by batch upload of Excel instead of individual input. * By clicking the "Save" button, you can save them on the way without sending them to INPEX personnel.
*It is possible to modify the quotation answers during the quotation event, but is not possible to modify the quotation in Coupa after the event.

2. Business changes and requests following 
the introduction of Coupa

Digitization of Quote Operations

Quote responses are submitted in the Procurement Response Portal

Change
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Quote

Quote Response 

Please provide Quote 
Response in Procurement 

Response Portal

Supplier

INPEX RFQ 

Response

Received

Confirm

Response
Selection 
*

INPEX
Requirements Division

2. Business changes and requests following 
the introduction of Coupa

Request

Digitization of Quotation Operations

INPEX

INPEX
Requestor

RFQ

Response

RFQ

Response

Received

Review    

Response

Selection



11*Allow the do_not_reply@inpexjapan.coupahost.com domain to receive email in advance. 

Note that this domain is different from the domain used for notification emails and requests for quotation during CSP initialization.

2. Changes and requests associated with 
Coupa introduction

Digitization of purchase order receipts

Purchase orders will be sent by Coupa email and/or CSP.

Change

mailto:do_not_reply@inpexjapan.coupahost.comドメインのメール受信を事前に許可してください
mailto:do_not_reply@inpexjapan.coupahost.comドメインのメール受信を事前に許可してください
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2. Business changes and requests following 
the introduction of Coupa

Digitization of purchase order receipts

Purchase order history is available in CSP

Change

*You can check the list and download the purchase order.



13*You can communicate with the INPEX by entering comments on CSP for inquiries related to purchase orders, requests for delivery date adjustments, etc.
*You can also attach files and add URLs to comments.

2. Business changes and requests due to the 
introduction of Coupa

Digitization of PO Receipts

PO on the CSP screen

Change
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Supplier

INPEX
Material Insurance Unit

INPEX
Procurement 

Requirements Division

order
accep
tance

order

Purchase Order

2. Business changes and requests following 
the introduction of Coupa

Request

PO Receipt

PO Receipt via CSP and an email 
notification

Digitization of purchase order receipts

Confirmation and shipment

Supplier

INPEX

INPEX
Requestor

PO

Creation

PO

Send

PO

Received

PO

Confirmation

PO

Confirmation

Received



15*You can communicate with the INPEX by entering comments on CSP for inquiries related to purchase orders. You can also attach files and add URLs to comments.
*The receipt of purchase orders for construction and service contracts that fall under the Construction Industry Law is an exception.

2. Business changes and requests due to the 
introduction of Coupa

Request

Digitization of purchase order receipt

*Please mark "□" on the purchase order screen for the order confirmation.
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2. Business changes and requests following 
the introduction of Coupa

Digitization of Purchase Order Receipts

Transactions subject to the Construction Industry Law require both the supplier and INPEX Signing on the purchase

order.Signing is performed by using DocuSign.

Request
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2. Business changes and requests following 
the introduction of Coupa

Introduction of Service sheet

Service transactions (e.g., performed service details) will be submitted as a Service sheet vis CSP service sheets.

It will be reviewed and approved by INPEX as a receipt and acceptance.

Change

*Service sheets can be "withdrawn" and changed or cancelled, unless approval has been requested or approved by INPEX.
*Rate lines for each order line can be added on CSP. If there are many lines, they can be submitted as attachments such as Excel or a separate document.



Service sheet

Dear Supplier
Service Sheet 

Input *

INPEX
Material Insurance Unit

INPEX
Procurement 

Requirements Division

Service Sheet 

Receipt

Service sheet 

check
Inspection

Offline

Service sheet

Approval

2. Business changes and requests following 
the introduction of Coupa

Request

Performed Service details 
submission

Performed service description 
and completion report of
construction, please enter 
the service sheet at CSP.

Service sheet implementation
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Invoice

Matching

Supplier

INPEX

INPEX
Requestor

Payment



2. Business changes and requests following 
the introduction of Coupa

Visibility of receipt Status

Status of receipt / acceptance can be checked in CSP

Change
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Service Sheet

Dear Supplier

INPEX
Material Insurance Unit

INPEX
Procurement 

Requirements Division

Receipt

Dear Supplier
Service Sheet 

Input 
Approval 

Confirmation

INPEX
Material Insurance Unit

Payment Data I 
Creation

INPEX
Procurement Request 

Department

     
 

Service Sheet

Approval
Invoice 

Matchi

ng

Shipment

Inspection
Offline

Inventory 
control

I

Receipt

Status

Receiving

CSP
Confirmation of receipt and 

acceptance status

Suppliers can view receipt and acceptance 
via CSP

Request

Visualization of receipt status

2. Changes and requests associated with the 
introduction of Coupa
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Supplier

INPEX

INPEX
Requestor

INPEX
Requestor

INPEX

Supplier

Receiving

Time Sheet

Check 

details
Inspection

Offline

Invoice

Matching



2. Business changes and requests following 
the introduction of Coupa

Digitization of invoicing

Suppliers to register billing information in CSP.

Change

20
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Billing

Dear Supplier

INPEX
Material Insurance Unit Payment

INPEX
Procurement Request 

Department

Invoice  
 

*If an invoice is waived by INPEX due to a deficiency in the amount, quantity, etc., the invoice must be re-registered. If an invoice is waived, a notification email will be sent to the supplier.

CSP
Billing data registration

Please register Billing data in CSP 

Request

Digitization of invoicing

2. Changes and requests following the 
introduction of Coupa

*If you need to cancel an approved invoice, a credit memo must be registered.

Supplier

INPEX

INPEX
Requestor

Invoice

Received

Invoice

Approval

Invoice

Matching

* Invoice 

Registration

Payment

Scheduled

Payment
Received



2. Business changes and requests following 
the introduction of Coupa

Request

Digitizing Billing Operations

A credit memo needs to be registered to cancel an approved invoice.
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*Be sure to cancel the entire amount of the invoice even if the invoice amount is reduced. After canceling, register the invoice again with the correct amount.



2. Business changes and requests following 
the introduction of Coupa

Request

Notes

If you change the banking details, please notify INPEX of the change. If the 
change is made without notification, payment will be made to the old payee.

There is a possibility that work such as transfer from the old payee to the new payee 
may occur. INPEX is not responsible for the such transfer in this case.

Digitizing Billing

You can register and change banking details in CSP.
However, if you change banking details, ensure informing INPEX of the change.

23



2. Business changes and requests following 
the introduction of Coupa

Change

Change in communication tools

Basic interactions and inquiries with suppliers can be replaced by the CSP chat / message function.

FAX

Mail
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2. Business changes and requests following 
the introduction of Coupa

Request

Changes in communication tools

The quantity of goods shipped must be exactly the same as the purchase order.
In case of shipment exceeding the quantity ordered or partial delivery, please contact INPEX before shipment.

Contact us via Coupa's 
comments

In case of shipment exceeding 
the order quantity or partial

delivery, please contact INPEX

25



2. Business changes and requests following 
the introduction of Coupa

Introduction of Supplier Information Management module (SIM)

SIM collects and manages supplier information such as company information including banking details, certification 

expiration date. After SIM introduction (planned from January 2026 onwards), SIM collects supplier 

information (new and update). The flow and details will be provided separately after finalization.

Change
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2. Business changes and requests following 
the introduction of Coupa

Please
.

CSP registration

Please register to a CSP in order to comply with the requests for changes in business that explained in previous pages.
Once Coupa is in operation, we will use Coupa from quotation to billing.

[First time using Coupa]

After receiving the CSP invitation 

email, register for a new account.
*For details on how to register, please refer to the 

supplier manual sent separately.

[If you already have a CSP account]

You do not need to register a new 

account. After receiving the CSP 

invitation email, connect your account 

with INPEX Coupa.
*For details on how to connect, please refer to the 

supplier manual sent separately.

27



3. Contact Center and Support System

If you have any questions or comments regarding Coupa, please feel free to contact CAT.

To manage your inquiries, please contact us by email at log.cat@inpex.co.jp.

*Please do not contact INPEX personel directly.

49

mailto:log.cat@inpex.co.jp


log.cat@inpex.co.jp

03-5572-0599(LOG-CAT)

https://www.inpex.co.jp
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mailto:log.cat@inpex.co.jp
http://www.inpex.co.jp/
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