
Quick Reference Guide for Suppliers receiving
Virtual Credit Card Payments

Virtual credit cards help get you paid quickly and securely with complete visibility through
remittance advice sent by email and available 24/7 in your free Coupa Supplier Portal account.
Please review this guide for important information about using virtual cards.

What are virtual cards?

Virtual credit cards are a digital version of a physical credit card. From a payments perspective,
there is no difference between a virtual credit card and a physical one. Virtual cards provide a
unique credit card number for each payment so you don’t need to store credit card information
for your customer, which keeps financial data more secure.

How do we receive virtual cards? Are there any security requirements?

Virtual cards are sent directly to the Payments Email Address you provided to your customer.

Card information is sent in a secure email and will come from noreply@conferma.com. Add the
email address noreply@conferma.com to any spam filters as an approved sender so payment
emails are not blocked. For security, virtual cards are sent as TLS encrypted emails. To receive
virtual card emails, your email inbox must meet TLS 1.2 requirements, which the majority of
email accounts meet. Please contact your IT Team If you need help with these items.

The payment email will reference the PO number or the Payment number for the invoice being
paid and will contain all the virtual card details you need to process the payment using your
existing merchant account: credit card number, expiration date, and CVV. A sample Payment
Email is included below.
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How do we charge the virtual card?

You can charge the virtual card the same way you charge any credit card using your existing
merchant account and manually keying in the card details. The card number, expiration date,
and CVV are provided within the virtual card email.

How do we handle credits with virtual card payments?

You should always charge the virtual card for the full invoice amount. If you need to make an
adjustment on an invoice that was paid by virtual card, charge the card for the full invoice
amount and then submit a separate credit invoice which will be processed with your subsequent
invoices and payments.

© Coupa Software, Inc. 2023 - Proprietary and Confidential
Page 2



Can I charge a virtual card multiple times or do I need to charge the full amount at
one time?

Virtual cards can be charged multiple times until the full card amount is used. Or, you may
charge the full amount at one time. In either case, be sure to fully charge the card before the
expiration date shown in the virtual card details.

How will I receive my remittance advice for virtual card payments?

In addition to the email containing the virtual card, you will receive a separate email with the
Payment Remittance Advice. A sample of this remittance email is included below. The
remittance email will include invoice numbers for the invoices being paid with the virtual card.
Remittance advice and full payment details can also be viewed in the Coupa Supplier Portal by
any users with the Payments permission.
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Can I automate my virtual card processing?

If you receive a high volume of card payments (for example, more than 10 virtual card payments
per week) click here to learn how our partner Boost can help automate your card processing.

If you currently use Stripe to process your credit card payments, you can connect your existing
Stripe account to your Coupa Supplier Portal account to automate your virtual credit card
payments. Learn how here. If you do not have a Coupa Supplier Portal account, ask your
customer to send you an invitation.
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https://www.boostb2b.com/coupa-supplier/
https://supplier.coupa.com/coupa-pay-help/stripe/

