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Background

Kantar now uses Coupa to manage all purchase orders and 

process supplier invoices for Kantar businesses in 9 

countries: United States of America, Canada, United 

Kingdom, Ireland, Netherlands, Spain, Germany, France, 

and Italy.

The FREE Coupa Supplier Portal is a one stop shop for 

suppliers to managing purchase orders, invoices and 

catalogue items. You can log into the Coupa Supplier 

Portal (CSP) here.

If you cannot sign-in to the CSP please email us 

on coupasupplierenablement@kantar.com

For low spend purchases (annual spend of less than 

$25,000) or other exceptions, please click here.

https://www.kantar.com/nl/campaigns/coupa-supplier-informatie-nieuwe-leveranciers
https://www.kantar.com/es/campaigns/nuevo-en-coupa-y-kantar
https://www.kantar.com/de/campaigns/coupa-supplier-information-hub-new-users
https://www.kantar.com/fr/campaigns/coupa-supplier-information-hub-new-users
https://www.kantar.com/it/campaigns/conosci-coupa-e-kantar
https://supplier.coupahost.com/sessions/new
mailto:coupasupplierenablement@kantar.com
https://www.kantar.com/uki/campaigns/candex


Filling out the Supplier Information Request Form for the first time

When setting up your account for the 

first time, you will reach a point where 

you will see this page. Click “Take Me 

There”.

You will arrive at your Profile →

Information Requests. Use the drop 

down at the top right-hand side to select 

the customer profile you want to update.

Coupa Supplier Portal will autofill any 

information from your public profile and 

legal entity set up.

If you have questions throughout this 

process, please contact the supplier 

master data team at 

Vendors@kantar.com.

mailto:Vendors@kantar.com


Filling out the Supplier Information Request Form for the first time

Select “New Request” to start filling out the form. We require the following information to approve your form:

• Legal Company Name & Documentation

• Tax ID information

• Account (Sales) Lead Contact

• Purchase Order Contact

• Supplier Headquarters Address

• Payment Information / Bank Details

• Compliance

• Additional Certificates

• Environmental, Social and Governance

If you have questions throughout this process, please contact the supplier master data team at Vendors@kantar.com.

mailto:Vendors@kantar.com


Filling out the Supplier Information Request Form for the first time

Here you will need to provide:

• Legal Company Name

• Legal Name Documentation

Legal Company Name & Documentation

If you have questions throughout this process, please contact the supplier master data team at Vendors@kantar.com.

mailto:Vendors@kantar.com


Filling out the Supplier Information Request Form for the first time

Select one of the options provided:

Tax ID information

When selecting VAT Number / Tax ID, 

additional fields are required:

Instead, you can select Tax-Exempt and 

fill out the applicable fields.

If you have questions throughout this process, please contact the supplier master data team at Vendors@kantar.com.

mailto:Vendors@kantar.com


Filling out the Supplier Information Request Form for the first time

The Account Lead will be the main point of contact for Kantar on the 

Coupa Supplier Portal (CSP) and can create / invite other required 

persons to manage Purchase Orders, Invoices, Catalogues or Bank 

Account updates.

You will need to provide a Name, Email address and Phone Number.

Keep your contact updated so you can request necessary updates to 

transact with Kantar. 

You can include additional users with access to CSP under Setup > 

Users.

Account (Sales) Lead Contact

If you have questions throughout this process, please contact the supplier master data team at Vendors@kantar.com.

mailto:Vendors@kantar.com


Filling out the Supplier Information Request Form for the first time

The Purchase Order Recipient will be the key 

person to action Purchase Orders from Kantar. 

If multiple persons are required, please 

separate email addresses with a comma in the 

Purchase Order Recipient Email field.

You will need to provide a Name and Email 

address.

Purchase Order Contact

If you have questions throughout this process, please contact the supplier master data team at Vendors@kantar.com.

mailto:Vendors@kantar.com


Filling out the Supplier Information Request Form for the first time

Complete the Supplier Headquarters Address section using your registration/ primary address

Supplier Headquarters Address

If you have questions throughout this process, please contact the supplier master data team at Vendors@kantar.com.

mailto:Vendors@kantar.com


Filling out the Supplier Information Request Form for the first time

Select Payment Method ‘Electronic’ to 

create/update your details.

Kantar will always transact in the 

domiciled preferred method for local 

exchanges (e.g. BACS, ACH, Transit), 

and Wire for international. This will 

enable you to get paid on-time and at a 

lower cost. 

Payment Information / Bank Details

Add a Remit-To Address:

If you have questions throughout this process, please contact the supplier master data team at Vendors@kantar.com.

Select how you would like to be paid:

mailto:Vendors@kantar.com


Filling out the Supplier Information Request Form for the first time

To streamline operations, we encourage the selection of electronic payment: Payment Type - Bank Account (Electronic).

Payment Information / Bank Details

Important Note: the Bank 
Country/Region will default to 
your country. If your bank's 
country is different, please 
update it accordingly.



Filling out the Supplier Information Request Form for the first time

Payment Information / Bank Details



Filling out the Supplier Information Request Form for the first time

Please read and accept the relevant compliance 

policies by clicking on the check boxes.

See the additional specific requirements per Kantar 

country/entity you are transacting with:

• Italy

• France

• Spain

• Germany

• Netherlands

• USA

Compliance

If you have questions throughout this process, please contact the supplier master data team at Vendors@kantar.com.

mailto:Vendors@kantar.com


Filling out the Supplier Information Request Form for the first time

If you are transacting with Kantar Italy, 

please fill out the additional information.

Compliance – Italy Specific

If you have questions throughout this process, please contact the supplier master data team at Vendors@kantar.com.

mailto:Vendors@kantar.com


Filling out the Supplier Information Request Form for the first time

If you are transacting with Kantar 

France, please fill out the additional 

information.

Compliance – France Specific

If you have questions throughout this process, please contact the supplier master data team at Vendors@kantar.com.

mailto:Vendors@kantar.com


Filling out the Supplier Information Request Form for the first time

If you are transacting with Kantar Spain, 

please fill out the additional information.

Compliance – Spain Specific

If you have questions throughout this process, please contact the supplier master data team at Vendors@kantar.com.

mailto:Vendors@kantar.com


Filling out the Supplier Information Request Form for the first time

If you are transacting with Kantar Spain, 

please fill out the additional information.

Compliance – Spain Specific

If you have questions throughout this process, please contact the supplier master data team at Vendors@kantar.com.

mailto:Vendors@kantar.com


Filling out the Supplier Information Request Form for the first time

If you are transacting with Kantar 

Germany, please fill out the additional 

information.

Compliance – Germany Specific

If you have questions throughout this process, please contact the supplier master data team at Vendors@kantar.com.

mailto:Vendors@kantar.com


Filling out the Supplier Information Request Form for the first time

If you are transacting with Kantar 

Netherlands, please fill out the additional 

information.

Compliance – Netherlands Specific

If you have questions throughout this process, please contact the supplier master data team at Vendors@kantar.com.

mailto:Vendors@kantar.com


Filling out the Supplier Information Request Form for the first time

If you are transacting with Kantar USA, 

please fill out the additional information.

Compliance – USA Specific

If you have questions throughout this process, please contact the supplier master data team at Vendors@kantar.com.

mailto:Vendors@kantar.com


Filling out the Supplier Information Request Form for the first time

If you have any other 

certificates that 

would be relevant, 

please include that 

information here.

Additional Certificates

If you have questions throughout this process, please contact the supplier master data team at Vendors@kantar.com.

mailto:Vendors@kantar.com


Filling out the Supplier Information Request Form for the first time

Please share your 

ESG information 

here.

Environmental, Social and Governance

If you have questions throughout this process, please contact the supplier master data team at Vendors@kantar.com.

By “AI”, we mean any machine-based system that: (i) 

operates with a degree of autonomy; (ii) can generate 

data, identify patterns in data, produce insights, or make 

predictions, recommendations, or decisions to achieve a 

given objective; and (iii) operates using machine learning 

or other approaches designed to approximate cognitive 

abilities.

mailto:Vendors@kantar.com


Form Approval

Whether it is the first time submitting the SIM form or you are 

updating your information, once you have submitted the form 

and Kantar has approved it, you will receive an email and a 

notification on the Coupa Supplier Portal!

If you have questions throughout this process, please contact the supplier master data team at Vendors@kantar.com.

mailto:Vendors@kantar.com


Updating your information moving forward

To make an update to your supplier

record moving forward, you can access 

the Supplier Information Form from the 

homepage: 

1. Go to the profile tab at the top of the 

page. 

2. Select Information Requests

Select “Update info” and then “Update 

Request”. Your SIM form will be 

available for updating.

If the option doesn’t appear to you or 

you need support, please reach out to 

Vendors@kantar.com.

mailto:Vendors@kantar.com


If you have questions throughout 

this process, please contact the 

supplier master data team at 

Vendors@kantar.com.

mailto:Vendors@kantar.com
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