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Log in to the Coupa Supplier Portal 
Go to supplier.coupahost.com and log in using your email and password.  

Access the “Payments” Tab 
Click the Payments tab in the top menu to view all payment records.  

 

Select Your Customer 
Use the Select Customer drop-down menu and choose Geosyntec Consultants, Inc.  

 

Note: Select the appropriate customer to bypass this screen.  

 

 



Payment Status 

The status of each payment shows you where that payment is within its overall lifecycle.  

 

 

Invoice Payments 
The chosen view (Remittance by Payment #or Remittance by Invoice #) determines the 
sorting method in the far left column, and payments are sorted in either ascending or 
descending order. 

 

• Payment Number: Click the payment number to drill into the details of the 
payment. 

• Invoice Number: The table shows up to the first 5 invoices associated with each 
payment. If there are more than 5 invoices associated with a payment, you see an 
information icon. Hover over it Status: This shows the same payment status as your 
buyer sees in Coupa. 

• Payment Method: Depending on your setup, this can be Bank Transfer, Check, 
or Virtual Card. 



• Payment Released Date: This is the date that your buyer released the payment. It is 
not to be confused with the date your buyer created or approved the payment. 
Payment release is the last part of the process on the buyer's side prior to that 
payment being completed by a financial institution or payment processor. 

• Total: This is the total value of the payment. 
• Actions (for single buyers): If there are any actions available relating to the payment, 

you can see them in this column. For example, if the payment is by digital check, 
there is a download button. If the payment is by virtual card, there is a button to view 
the virtual card. 

 

PO Payments (Single Customer) 
Purchase order (PO) payments are always made by virtual card. The Purchase Orders 
Payments table shows you the details of both the PO being paid and the virtual card used 
to pay it. 

 

• PO Number: Click the PO number to drill into the details of the purchase order.  
• PO Creation Date: This shows the date that your buyer created the purchase order. 

It is not the date the purchase was made.  
• Card Delivery Method: Virtual cards are delivered by email and through the CSP.  
• Card Valid to: This is the expiration date of the virtual card. If the card expires before 

you have charged it completely, you will need to contact your buyer to re-issue the 
card for the remaining balance. 

• Total Charged: This shows how much has been charged on each virtual.  
• Card Status: This is the status of the virtual card, not the status of the payment.  
• PO Total: This shows the total of the PO. The card may be charged for up to the total 

value of the PO. Often a PO will have a tolerance built into the PO total to make room 
for potential price fluctuation or foreign exchange, if applicable. In this case, the 
card could be charged for more than the value of the PO.  

• Actions: Because all PO payments are by virtual card, the only action available is 
accessing the virtual card. 



View Virtual Cards in the CSP 

When a buyer pays you by virtual card, you receive the card image, containing the card 
number, expiration date, and CVV. You can access the virtual card through the email you 
receive notifying you of the virtual card payment or you can access virtual cards through 
the CSP. This can be a more convenient option, since you can access all of your virtual 
cards in one place. 

Attention: Accessing the full virtual card image within the CSP requires multifactor 
authentication (MFA). You must set up MFA for your user before you can access virtual 
cards in CSP. For more information, see Manage Multifactor Authentication in the CSP. 

You can access a virtual card from a payment details page. Click  View Card to access the 
complete card details. Once you authenticate, you can see all details needed to use the 
card. 

 

You can also access the card directly from your Payments table. To do so, click the button 
in the Actions column, then authenticate by MFA when prompted. You then have access to 
the virtual card image. 

 
 


