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Invitation via E-mail
 The ABOUT YOU GROUP wants to onboard you as a new 

Business Partner

 To do so, we need to onboard you as a New Supplier in our 
finance system

 You will receive an e-mail from us 
(do_not_reply@supplier.coupahost.com) with a request to 
update/ complete your company information
(Please also have a look into your spam folder)

 Please start the onboarding process by clicking on 
“Respond without Joining” in the e-mail to add all required 
information (Hint: We recommend to use the desktop version (PC) 
instead of opening the e-mail on your mobile device)

Please note: 
If applicable, you also need to complete our Risk Assessment 
Process. In this case you will receive another two e-mails from 
Coupa within the next 24 hours. (Please see page 8 for further 
information).

 If you have any questions about the onboarding process, 
please contact us via accounting@aboutyou.com

mailto:do_not_reply@supplier.coupahost.com
mailto:accounting@aboutyou.com
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Completion of company information
 After clicking on the button „Respond without Joining“, a form will 

open in a new browser window

 You need to fill out this form with your company details

 Please note that some of the information are already prefilled by us. 
If these information are not correct, please update them 
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Completion of company information (bank information)

 In the section „Bank Information“ please click on „Add Remit-To“ (if the section „New Bank Information“ is not already 
shown) to add your bank account details 

 You also need to add a banking supporting document
 Please note that this document needs to fulfill specific requirements. You will find these requirements  in the form and 
the screenshot below



6

Completion of company information

 In the next step , you need to confirm 
ABOUT YOU GROUPs Terms & Conditions 
by clicking on the checkbox

 In the section “ABOUT YOU GROUP 
Internal Only” you do not need to do 
anything

Please note: 
You must complete and submit the form in 
order to proceed with the onboarding 
process
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Completion of company information
 After you have submitted the form,  a pop-up window will open
 Please continue by clicking on „OK“ 
 Another pop-up window will open informing you that your 

information has been submitted

 ABOUT YOU Group will then review your data
 If everything is correct, we will activate your supplier account in our 

internal finance system (You will be notified via e-mail)
 In case of any missing or incorrect information, we will get back to you 

asking you to correct your data
(Please note: In this case, you need to create an account in the Coupa Supplier Portal = 
CSP. You will find further information about the CSP in our CSP-Guideline on our 
Corporate Page)

Next steps: 

 We recommend you to also create an account in the Coupa Supplier 
Portal (CSP)

 Please do so by clicking on „Create Your Account“ in the pop-up 
window 

 To get information about the registration process, please see our CSP-
Guideline on our Corporate Page or get in touch with us via 
accounting@aboutyou.com 

https://corporate.aboutyou.de/en/about-you-coupa/aboutyou-coupa-invoicing
https://corporate.aboutyou.de/en/about-you-coupa/aboutyou-coupa-invoicing
mailto:accounting@aboutyou.com
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Risk Assessment (Business Partner Screening)
 In case you have been selected to complete our Business Partner Screening Process, you will receive an e-mail 

invitation to Coupa’s Risk Assess Portal within the next 24 hours.

 The invitation for registration is sent in two separate emails.

 You need to click on the link in the first e-mail and enter the authentication code that you will find in second e-mail.

1. Email with Link 2. Email with Authentication code
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Risk Assessment (Business Partner Screening)

 After entering your Authentication code, you need to create a password with the help of a security question.

2. Password Creation1. Security Question
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Risk Assessment (Business Partner Screening)
 Once the password has been created, you can log in to the Coupa Risk Assess portal with your login credentials.

 Your username is your full e-mail address to which you received the invitation.

 The website on which you log in is refreshed automatically and will look like this: 
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Risk Assessment (Business Partner Screening)
 After accepting the Terms of Use, you need to fill out a questionnaire which you will find in the section “Evaluations” -> “Due This

Week”

 Please click on „Show me“ and then on „View“ to open the questionnaire.
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Risk Assessment (Business Partner Screening)

 Please read the instructions and fill out the questionnaire that has opened. Each question is mandatory. 
Once finished, you need to submit it. 

Please note:
 If you are unsure about any questions and would like to complete the questionnaire later, you are also able 

to just “Save” the questionnaire.

 If you click on “Cancel”, your data will not be saved and you need to fill out the questionnaire all over again.

 Please be aware that as long as you have not completed (and submitted) the questionnaire, we are not able to 
continue with your onboarding process. 



THANK YOU!
If you have any questions or concerns, do not hesitate 

to contact us via accounting@aboutyou.com ! 

mailto:accounting@aboutyou.com
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