
Coupa Supplier Portal Payments
The Coupa Supplier Portal allows for visibility into or payment directly through the Coupa Supplier Portal. Whether you
use virtual card on PO or invoice as payment, the portal allows for speedy payment from Gartner. For ACH payment, you
can view the status of your payment in the portal as well.

View Virtual Card Payments
When Gartner sends a virtual card, you will be notified via email.

To access the remittance amount:

1. Log in to the Coupa Supplier Portal.
2. Navigate to the “Payments” tab.
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3. Ensuring you have selected Gartner in the “Select Customer” dropdown, choose either the “Invoice Payments” or
“PO Payments” depending on whether you’ve already invoice Gartner or are expecting payment on order.

4. Select either the “Payment #” associated with the invoice (for Invoice Payment) or “PO Number” (for PO Payment)
to be brought to the virtual card information.

5. Navigate to the “Virtual Card Details” section on the page and collect the card information.

View ACH Payment
To view the payment status of an invoice:

1. Log in to the Coupa Supplier Portal.
2. Navigate to the “Invoices” tab.
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3. Confirming that Gartner has been selected in the “Select Customer” dropdown, choose “Payment Information” In
the “View” dropdown menu.

4. In this view you will be able to see whether the invoice has been paid, the status, and payment information. Find
the invoice you would like to see the status of by either scrolling through the invoice list or by using the search bar.

5. To see additional payment information, click on the invoice name and navigate to the “Payments” section. Open
the payments section to see additional details.
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