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Supplier Tier 2 Diverse Spend Report Training

Tier 2 Supplier 

Training - CSP



Agenda

• Diversity Reporting Terms

• Diverse Spend Submission Demo

• Q&A



Supplier Diversity Terms
• Tier 2 Supplier – A diverse supplier that is used 

by a Prime (Tier 1) Supplier for goods and/or 
services that are provided to a Buyer 
(Customer).

• Tier 2 Spend – Spend from a Prime Supplier 
derived from subcontracting with Diverse 
suppliers.

• Diverse Classifications – Multi-letter acronyms 
used to identify diverse business (i.e. MBE, 
WBE, LGBTBE, etc.)

• Certification – Acknowledgement from a third-
party agency certifying that the diverse business 
meets the ownership and/or size criteria to be 
recognized as a certified diverse business.
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Diverse 
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Types of Reportable Diverse Spend

Direct Spend

Any spend with a diverse 

supplier directly relates to your 

contract with Customer. (i.e. 

Raw materials, hardware, 
equipment etc.) 

Indirect Spend

Any spend with a diverse 

supplier that relates to your 

company’s day-to-day 

business operations, which is 

not necessarily related to the 

contractual obligations to the 

Customer.  Ex. Janitorial 

services, building services, 

etc.

Allocation Factor
The percentage of your sales 

to your customer compared 

to your company’s total 

sales. 

*The Allocation Factor is 

required when reporting 

Indirect Spend.
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Submitting Diverse Spend

• Reporting Requirements

• CSP Registration

• Inviting Users and Permission Granting

• Connection Requests

• Diverse Spend Submission Demo

• Editing Submissions



• Prime Suppliers are to report diverse spend, which is 
Tier 2 spend to the customer, utilizing Coupa’s supplier 
platform. This may include direct and/or indirect spend.

• Diverse spend is to be reported in the preferred 
cadence of the customer (i.e. Quarterly, Semi-
Annually, Monthly, etc.)

*Coupa’s proprietary software is used to aggregate all diverse spend 
into one report for your customer.

Reporting 
Requirements



Optimize your supply chain network to reduce your carbon footprint, 

emissions and waste

Demonstration of  
Coupa Supplier Portal

➢ CSP - Coupa Supplier Portal 

https://supplier.coupahost.com

➢ Diversity contact needs be invited to 
register by the Primary contact or Admin 
User from the company’s CSP profile.

https://supplier.coupahost.com/
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Next Steps

➢ Primary contact or Admin User will grant 

access for diversity contact.

➢ Primary contact or Admin User will grant only 

“Profile” permissions to Diversity Contact.

➢ The diversity contact will have the ability to 

receive and complete Tier 2 Request.

Coupa Supplier Portal User Access



Invite Notification



Create User Account



Coupa Supplier Portal



• Suppliers will receive a Tier 2 Report request 

via email.

• The “View Request” button will take suppliers 

directly to the supplier CSP account to login 

and view the Tier 2 Report.

• Spend reports are submitted via CSV 

templates.  These templates can be saved and 

used again to report.

• Submitted reports can still be edited in the 

CSP profile.

• If suppliers do not have spend to report, they 

are still required to respond to the request 

indicating no spend.

Diverse Spend Submission 
Demo



Tier 2 Request Notifications

Note: Please only respond to requests labeled with "Diversity Reporting" in the title.  The Diversity contact 
responsible for reporting diverse spend may receive other request, but should only respond to requests regarding 
Diversity reporting.



Tier 2 Report



Tier 2 Report



Direct Spend Submission



Direct Spend Fields

*Columns E, F, and G for certificate metadata are not required. If you have certificate information, we highly 

recommend that you include it.

Field Description Column

Company Name The name of the diverse supplier whose products and services can be directly linked to 

your work for your customer.
A

Diversity Type The multi-letter diversity code for the diversity category/categories that applies/apply to 

each diverse supplier.  If the supplier has multiple diversity categories, please list all 

category acronyms in the cell, separated by a comma.

B

Total Purchases The total amount of diverse spend with a diverse supplier within the requested period that 

directly relates to your contractual obligations of providing goods and services to your 

customer.

C

Currency The currency used to complete your purchases within the specific diversity type. (i.e. USD, 

CAD, GBP, etc.)
D

Certificate Type* The name of the certifying agency responsible for certifying the supplier’s diversity status. 

If the supplier has multiple certifications, list all agencies separated by a comma.
E

Certificate 

Number*

If applicable, provide the certificate number associated with this supplier’s diversity 

certification. If the supplier has multiple certifications, list all certification numbers 

separated by commas.

F

Expiration Date* If applicable, provide the expiration date for the supplier’s certification (dd/mm/yyyy). If the 

supplier has multiple certifications, list all expiration dates separated by a comma.
G



Direct Spend Submission
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Direct Spend Fields

⮚ Only include suppliers that:

⮚ Are of a diversity type accepted by your customer

⮚ You have spend with over the requested reporting period

⮚ Provided goods or services specific to your work for the 

requesting customer

⮚ Columns A-D are required and must be completed to import 

the file.

⮚ The Certification Field is not mandatory but please check with 

your Customer on their reporting guidelines.



Indirect Spend Submission



Indirect Spend Fields
Field Description Column

Diversity Type List of diversity categories that you report against, which must be consistent 

with the categories your customer allows.  Any categories you have spend for 

that are not allowed by your customer must be removed for successful report 

submission.  You may only report spend for categories permitted by your 

customer.

A

Ethnicity Ethnicity is required only for the Minority Business Enterprise (MBE) diversity 

type.  Any ethnicity that does not have reportable spend must be removed 

from the template prior to submission.

B

Total Purchases The total amount of diverse spend your company has made with diverse 

suppliers, aggregated at the diversity category level during the reporting 

period.

C

Currency The currency used to complete your purchases within the specific diversity 

type. (i.e. USD, CAD, GBP, etc.)
D

Total Sales in 

Reporting Period

This is your company’s total sales to all customers within the reporting period. 

This figure is required in order to assist in allocating a portion of your 

company’s Indirect Spend to your customer.

E

Total Sales with 

Requesting Customer 

in Reporting Period

This is your company’s sales within the reporting period only with the 

customer requesting your diverse spend submission. This figure is required in 

order to assist in allocating a portion of your company’s Indirect Spend to your 

customer.

F



Indirect Spend Submission
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Indirect Spend Fields

⮚ The Prime supplier is required to provide their sales to the 

customer for the reporting period, as well as their total company 

sales for the reporting period.

⮚ Because of the nature of what Indirect Spend is, the customer is 

not able to get 100% of this spend.  Instead, the reporting 

capability calculates an allocation factor.  

⮚ Ethnicity is required for the Minority Business Enterprise (MBE) 

diversity type. Leave this column blank for other diversity types.

⮚ Please make sure to remove any Diversity Types you are not 

reporting on from your file.  
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Tier 2 Reporting Next Steps

• Supplier’s will have 30 days to respond and complete their 

report in their CSP profile.

• Once your report is submitted, you will receive a notification of 

the report status.  (Ex. Approved or Rejected)

• If you do not complete the report in 30 days, your Tier 2 request 

will expire.



Tier 2 Request Reminders



Tier 2 Request Reminders



Tier 2 Diversity Report Submission



Tier 2 Diversity Report Approval



Support
Coupa Supplier Diversity Support:
Support Email: supplier_diversity@coupa.com
(please include your Customer's name in the 
subject line)



Coupa Supplier Resources

Coupa Supplier Resources:

Coupa supplier website: https://supplier.coupa.com/ 

General questions on the Coupa Supplier Portal:

Supplier Support Email: supplier@coupa.com

Training Webinars: Register Here

Certification Resources:

Supplier website: https://supplier.coupa.com/certifications/ 

https://supplier.coupa.com/certifications/
mailto:supplier@coupa.com
https://url.us.m.mimecastprotect.com/s/erCWC2k2JguVZEQE1sXCRC5avOi?domain=links.iterable.com
https://supplier.coupa.com/certifications/
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Please take yourself off mute or submit any questions in the 
Chat or Q&A sections of the meeting.

Q&A
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Thank You 
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