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C o u r s e  o u t l i n e

This course explains the process of logging a support / help call with Coupa. 
Please note that Distell does have an internal support desk for supplier queries - should you require assistance with a non-technical query (described in the course content), 
you can contact us on suppliers@distell.co.za. 

After completing this course, you will be able to:

1. Identify when to log a call with Coupa

2. Log a call with a Coupa support agent 

ObjectivesObjectivesObjectives

DescriptionDescriptionDescription
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W h e n  C a n  I  L o g  a  C a l l  w i t h  C o u p a ?

Distell does not have visibility and  access to your Coupa Supplier Portal (CSP), therefore as a Supplier you will need to log a call when:
• You are experiencing technical issues on the CSP 
• You have requested password reset emails but are not receiving the requested emails
• You cannot access your portal
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H o w  t o  L o g  a  C a l l  w i t h  C o u p a

Below, we have outlined steps you can follow when logging a call with Coupa:

Log into the CSP.
Once logged into the CSP, scroll 
to the bottom of the page and 
click on ‘Chat with Coupa 
Support‘ button.

11

Process Steps:

1
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H o w  t o  L o g  a  C a l l  w i t h  C o u p a

Once you have clicked on ‘Chat 
with Coupa Support’ a pop-up 
will appear. Populate all the 
mandatory fields on the pop-
up.

Click on ‘Start Chat’ for assistance 
from a Coupa agent.

Process Steps:

1
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Populate the mandatory fields:
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