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The CRA is a platform that allows you to respond to risk assessments requested by

Servier (information security, personal data, and CSR). If applicable, you will receive
an email inviting you to create an account on the platform.

You will find the following features within the CRA:

Risk Management

- Respond to risk assessments requested by Servier
- Follow the action plans put in place

As the CSP is a shared platform, you may already have access through other clients.

Some data and features are common to all clients using the CSP, while others are
specific to the relationship between your organization and Servier.

You will find the following features within the CSP :

Simplified Supplier–Customer Relationship Management

- Enter your administrative and financial information. 
- Complete your onboarding to become an approved Servier supplier

Sourcing Events (Tender))

- Access and respond to Servier sourcing events (RFI, RFP, RFQ..)

- Communicate with Servier buyers

Coupa Supplier Portal (CSP) 
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What are the new Solutions Implemented by Servier ?

Coupa Risk Assess (CRA)

This guide provides the information you need to get started with the solution and comply with Servier’s requirements. If you cannot find the information you are looking for, you may 

refer to Coupa’s official documentation available here: Coupa Supplier Portal | Coupa

Servier now uses the Coupa solution to manage its suppliers. This solution consists of two distinct platforms: the Coupa Supplier Portal (CSP), dedicated to supplier management, and 

Coupa Risk Assess (CRA), used to assess suppliers’ risk profile.
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1. Access the CSP



1A. Log in and create your CSP account
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1A. How to access the CSP?

7

To access the Coupa Supplier Portal (CSP), you must first receive an email invitation sent by Servier via Coupa (do_not_reply@servier.coupahost.com). If you cannot find this email,

please check your spam folder. The content of the invitation may vary depending on whether you are being contacted as part of a sourcing event or a simple account creation to

access the Servier CSP.

1. Click : on « Join and Respond ». 2 options 

are then available. 

- Option 1: You already have a CSP 

account: you will be redirected to the CSP 

login page. 

- Option 2: You do not have a CSP account: 

you will be invited to create an account. 

You have 30 days to accept the invitation. After this 

period, the invitation will expire.

1
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1. Enter: your username and password.

2. Click: to log in and access the CSP.

3. Click: to access the form and enter your 

email address to generate a new 

password.

1A. Option 1: Logging in to your CSP account

8

1

3

2
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1A. Option 1: How to add Servier as a client in your CSP account 

9

Once you are logged in to the CSP, a menu will appear and you will be asked to provide your payment details for Servier. This process is completed in two steps: first, you will enter

your address details, and then you will provide your payment information. Once both steps are completed, Servier will be added to your list of clients in the CSP.

1. Enter: the various pieces of information 

requested regarding your organization’s 
main address.

2. Click: to save your responses and proceed 

to the next step.

3. Click: to save the information.

1

2
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The only payment method accepted by Servier

is bank transfer. Any other payment method

entered will not be usable for transactions with

Servier. DO NOT select “do not accept Bank

Transfer payments from Servier”.
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1A. Option 2: How to create your CSP account ? 

10

1. Consult: the code sent to your email. 

2. Enter: one-time code to confirm your identity in 

the CSP.
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1. Enter: all the required information.

2. Click: to transfer the invitation to the person in 

your organization whom you wish to assign the 

account creation to.

3. Click: to proceed to the next step.

1A. Option 2: How to create your CSP account?

11

Your organization may already have a CSP account. You can check here which users within your organization already have a CSP account. If applicable, you can join an existing

account to avoid creating unnecessary additional accounts.

1

2

3

It is strongly recommended to check whether your

organization already has a CSP account. Each account

allows multiple contacts to be added, with different

permission levels and customer access rights. Therefore,

if an account already exists, it is preferable to join it

rather than create a new one.
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1. Enter: You can fill in the different 

fields in the section if you want to 
check CSP accounts linked to 

email addresses sharing the same 

domain name.

2. Tick: If you do not need to check 
whether other CSP accounts exist 

within your organization.

3. Click: Once one of the two options 

has been selected, you can 
proceed to the next step.

1A. Option 2: How to create your CSP account ?

12

3

1

2

You can only transfer the invitation to someone within 

your organization who has the same domain name as 

you.
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1A. Option 1: How to add Servier as a client in your CSP account? 

13

Once you are logged in to the CSP, a menu will appear and you will be asked to provide your payment details for Servier. This process is completed in two steps: first, you will enter

your address details, and then you will provide your payment information. Once both steps are completed, Servier will be added to your list of clients in the CSP.

1. Enter: the various pieces of information 

requested regarding your organization’s 
main address.

2. Click: to save your responses and proceed 

to the next step.

3. Click: to save the information.

1 2
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1. Enter: your company’s administrative 

information.

1A. Option 2 : How to enter my administrative information and contacts?

14

Your account has now been created, and you have access to the various CSP features. However, your account is not yet fully set up, and some information still needs to be 

completed.

1
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1. Enter: Your company contacts. (More 

information on contact management 
can be found on page 18).

2. Enter: The different locations of your 

organization.

1A. Option 2: How do I complete my administrative information and contacts?

15

Your account has now been created and you have access to the different CSP functionalities. However, your account is not yet fully set up and some information still needs to be 

completed. 

1

2
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1A. Option 2: How to create a legal entity?

16

To finalize the creation of your profile, you must provide at least one legal entity for your organization. Please ensure that all legal entities that will carry out transactions with Servier are 

completed.

1. Click: on “Company Profile” “Legal 

Entities”.

2. Click: on “Legal Entities”.

3. Click: to access the invitation form.

4. Enter: the required fields.

5. Click: to save the legal entity.

1

3

2
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Please ensure that all legal entities that will work with Servier France are fully

completed. It will not be possible to proceed with transactions without this

information.*

*Some purchasing categories will not be covered by the

CSP. If applicable, you will be informed by your buyer.
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1B. Manage your CSP account
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1B. How to manage your organization’s contacts?

18

You can add multiple contacts from your organization so they can access the CSP. For each contact, you can define the permission levels to be granted as well as the customers they

will have access to, as the CSP is a shared portal.

1. Click: You can manage the permission 

level you wish to assign to your profile.

2. Cliquer: to access the invitation form.
1

2
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1B. How to merge CSP accounts within your organization?

19

If your organization has multiple CSP accounts, you can merge certain accounts to simplify the day-to-day management of the CSP. Please note that different permission levels and

customer access can be assigned to the various contacts within your organization.

1. Click: on « Configuration ».

2. Click: on « Admin ».

3. Click: sur « Merge Requests».

4. Enter: the email address of the CSP account within 
your organization that you want to merge with.

5. Click: to submit the merge request. Submitting the 

request does not immediately merge the 

accounts; you will then be able to choose which 
account will become the parent account.

2
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1C. CSP features 
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1C. What features are available on the CSP?

21

The CSP offers various features. Depending on the customer profile selected, you will have access to more or fewer features.

1. Click: here to switch from one customer to 

another and access the information related to 
the selected customer.

2. Click: on “Company Profile”. Here, you can 

update your general administrative information, 

your legal entities, and complete the 
information forms required by Servier.

3. Click: on “Configuration” to access your 

account settings (contact management, 

merge requests, etc.).

1

2 3
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The tabs not mentioned are currently not part of the

features available to Servier suppliers. You will be

informed in advance when these features become

available.



2. Servier onboarding prerequisites



2A. Complete the Servier Onboarding Form
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2A. How to complete the Servier onboarding form? 

24

If you are a new Servier supplier, you must complete an onboarding form within the CSP. This may apply whether or not you already have a CSP account. If you are already a Servier

supplier, you do not need to complete this onboarding form.

1. Click: You will receive an email invitation to 

complete an information form. Access the form by 
clicking on “Join and Respond”. If you already have 

a CSP account, you will be prompted to log in using 

your usual credentials. Otherwise, you will be asked 

to create a Coupa account (see page 10).

Coupa Supplier Portal – User Guide
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1. Enter: the required financial information.

2. Enter: the required financial information.

3. Click: to proceed to the next step.

2A. How to complete the Servier onboarding form?

25

After creating your CSP account (see page 9) and fulfill the Primary Address field, you will be asked to provide your administrative and financial information.
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The only payment method accepted by Servier is bank transfer.

Any other payment method entered will not be usable for

transactions with Servier. DO NOT select “do not accept Bank

Transfer payments from Servier”.
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2A. How to complete the Servier onboarding form? 

26

You can access the different information forms that you need to complete. You can filter by customer. This is only required if you are a new Servier supplier. If you are already doing

business with Servier, please disregard this message.

1. Click: on “Company Profile”→“Information

Requests”.

2. Click: to filter by “Servier”.

3. Click: to open the selected form

Coupa Supplier Portal – User Guide
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You have a limited time to complete the form. After this deadline, 

you will no longer be able to access the form, and Servier will need 

to generate a new one.

1

2



2A. How to complete the Servier onboarding form?

27

You must complete various administrative and financial information fields. We would like to draw your particular attention to the “payment details” section: if this section is not fully

completed, it will not be possible to carry out transactions with Servier. This is only required if you are a new Servier supplier. If you are already doing business with Servier,

please disregard this message.

1. Enter: You must complete all 

fields required by Servier in 
order to finalize your 

onboarding..

2. Click: to access the payment 

details form and select one of 
the payment methods you 

have already completed 

previously.

3. Click: to submit your form to 
Servier.

1 2
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2B. Complete a Risk Assessment 

Requested by Servier
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2B. How to respond to a Servier risk assessment form?

29

Depending on your organization’s risk profile, Servier may ask you to complete dedicated forms in order to assess these risks. If applicable you will receive an e-mail from

noreply@servier.risk-mail.coupahost.com . These forms may cover information security and/or data protection. If these risks apply to you, you will receive an email inviting you to create

an account on Coupa Risk Assess (CRA), which is separate from the Servier CSP.

1. Click: You will receive an email containing your 

login details and inviting you to create an 
account on Coupa Risk Assess (CRA) via the 

dedicated link.

2. Consult: you will receive an email containing your 

password to be entered using the link previously 
received. 

Risk assessment forms must be completed in Coupa Risk Assess (CRA). A 

dedicated account must be created, as your CSP login credentials will not work.

1

2
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2B. How to complete a Servier risk assessment form?

30

Depending on your organization’s risk profile, Servier may ask you to complete dedicated forms to assess these risks. noreply@servier.risk-mail.coupahost.com

These forms may relate to information security and/or data protection. If your organization is affected by one of these risks, you will receive an email inviting you to create an account

on Servier’s risk assessment platform (CRA), which is separate from the Servier CSP.

1. Click: You will receive an email containing a link 

to the questionnaire that Servier asks you to 
complete.

2. Consult: the deadline to complete the form.

You are required to meet the deadline to submit your completed questionnaire. After 

this deadline, the risk assessment will be reset.

Coupa Supplier Portal – User Guide
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2B. How to delegate the completion of a form to another person in your organization?

31

If you are unable to complete one or more questionnaires, you can delegate this task to another person within your organization. They will receive an automatic email invitation to

create an account.

1. Click: to delegate the completion of the form to 

someone in your organization.

2. Enter: the contact details of the person of your choice.

3. Click: to confirm the delegation of the questionnaire. 

The selected person within your organization will 
receive an email invitation to create an account.
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Once you have delegated a questionnaire, you will no 

longer be able to access it.
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2C. Link Your EcoVadis Account to the 

CSP
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2C. How to complete a Servier risk assessment form?

33

Once logged into the platform, you will be able to view the different forms that Servier requires you to complete. You will have access to both ongoing and past forms.

1. Consult: the questionnaires to be completed and those already 

completed.

2. Click: to access the form you wish to complete.

3. Enter: a score and/or a response using the drop-down menu.

4. Enter: a comment; it is also possible to attach documents in this 

section. 

5. Click: to submit your questionnaire. You can save a questionnaire 

and complete it later.

1

2

3

4

5
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2C. How to link your EcoVadis account to Coupa Risk Assess (CRA)?

34

To enable Servier to carry out a CSR risk assessment, you may be asked to enter your EcoVadis ID in the CRA. To do so, go to “Evaluation” and then “EcoVadis Invitation Form”. Then, 

go into the EcoVadis Platform and share your scorecard with Servier.

1. Tick: the appropriate response..

2. Enter: your EcoVadis ID.

3. Click: to submit the questionnaire to Servier.

The forms related to risk assessment must be completed on a

platform separate from the CSP. It is necessary to create a

dedicated account.
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3. SOURCING EVENT (Tender)



3A. Access a Sourcing Event
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3A. How to access a sourcing event? 

37

If you are invited to participate in a sourcing event by Servier, you will receive an invitation email (sourcing@servier.coupahost.com) including the subject of the event. To access the

sourcing event, you must use the link provided in the email; it cannot be accessed directly through the CSP.

1. Click: If you wish to access the sourcing event, 

click the button. Doing so does not commit you to 
participating; you can still decide not to respond 

to the event at a later stage.

2. Click: If you do not wish to access the sourcing 

event.

Coupa Supplier Portal – User Guide
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3A. How to access a sourcing event? 

38

Here, you can access a summary of the sourcing event. To open the sourcing event, access the related documents, and submit a response, you must confirm your participation and

accept the consultation rules.

1. Select: Select your decision using the drop-down menu.

2. Tick: to accept or decline Servier’s “Terms & 

Conditions”.

3. Tick: to accept or decline the consultation rules of the 

sourcing event.

4. Click: to confirm and submit your decision to Servier.

5. Click: to access the sourcing event.

You must accept the “Terms & Conditions” and the

“Consultation Rules” in order to access and respond to a

sourcing event.

1

2

3

4
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3B. Respond to a Sourcing Event (tender)
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3B. How to view documents and upload response documents? 

40

Then you access the sourcing event, where you can review all the contractual and technical documents made available to you. To submit a response, you will need to complete several

fields and provide the required documents. Depending on the nature of the sourcing event, the amount of information and documentation to be completed may vary.

1. Consult: the remaining time before the end of the sourcing 

event. It will not be possible to submit a response after this 
deadline.

2. Enter: the name you wish to give to your offer (only if Servier 

allows the submission of multiple responses as part of the 

sourcing event).

3. Consult: You can download the technical and commercial 

documents related to the offer (contract, specifications, 

etc.).

4. Upload: the required documents here. 

1

2

3
4
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Once the response deadline indicated in the top left

corner has passed, you will no longer be able to submit

your offer to Servier.



3B. How to enter the required information? 

41

You will also be required to answer several questions regarding your CSR commitments and practices, your technical capabilities, and your administrative information. You may complete

the questions at your own pace: you can start filling them in, save your progress, and return later to finalize your response, as long as you meet the indicated deadlines.

1. Enter/Tick: the required information in the various forms.

This may include drop-down menus, checkboxes, and/or
free text fields.

2. Click: to save your response while it is being completed. 

This will not submit your response to Servier.

1

2
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3B. How to enter your pricing offer as part of a sourcing event?

42

1. Enter: the different pricing line items requested, as well as any

additional information requests (if applicable).

2. Click: You may be required to download an Excel file and enter

the prices and requested information directly within it.

3. Click: to save your response while it is being completed.

1

2

3
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3B. How to manage your different responses?

43

You can create multiple responses and submit one or several of them (if multiple responses are allowed by Servier). Depending on the sourcing event, you may also have the option to

propose alternative responses.

1. Tick: the “My Responses” tab to view the different

responses you have already saved.

2. Click: to modify one of your responses.

3. Click: if you wish to create a new response in addition to

those already submitted.

4. Click: to submit your response to Servier once you have

completed and uploaded all the documents required to

respond to the sourcing event.

Once your response has been submitted, it can no 

longer be modified.

1

2
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3C. Communicate During a Sourcing 

Event
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3C. How to communicate with Servier during a sourcing event? 

45

During a sourcing event, you can communicate with the Servier buyer in charge of the event. You may ask questions to request clarification, and the buyer may also proactively share

information with you. Two communication channels are available: “instant messages” and “emails.”

« Instant Messages » Type:

1. Click: to open the “Instant Messages” drop-down menu
located at the bottom left of the screen. This menu is

accessible from all tabs of the sourcing event.

2. Enter: Enter the message you wish to send to the Servier

buyer. You may also attach a file.

3. Click: to confirm the sending of the message.

4. Click: You will receive an email in your inbox when the

buyer responds to your instant message in the CSP.

“Instant messages” operate on a per–sourcing event basis. You cannot submit information

requests related to another sourcing event.

1

2

3

4Email notifications for instant messages are only sent to the contact within your organization who

initially received the invitation to the sourcing event.
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3C. How to communicate with Servier during a sourcing event?

46

During a sourcing event, you can communicate with the Servier buyer in charge of the event. You may ask questions to request clarification, and the buyer may also proactively share

information with you. Two communication channels are available: “instant messages” and “emails”.

« Instant Messages » Type:

1. Tick: the buyer’s message directly in your email inbox. 
To reply, you can respond directly to the email and the 

buyer will receive your response. 

1
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3D. Navigate Through Your Sourcing 

Events
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3D. How to navigate between my different sourcing events?

48

On this page, you can view all your ongoing and past sourcing events to which you have been invited by email..

1. Consult: The status of the sourcing event. It may be 
ongoing or completed.

2. Consult: The type of sourcing event.

3. Click: to access the desired sourcing event. 

Coupa Supplier portal – User Guide
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FAQ 

50

Questions Answers

Access the CSP

How to receive an invitation to join the Servier CSP
You will receive an invitation to join the CSP if you are already a Servier supplier or if Servier wishes to engage
you as a supplier.

How to access the Servier CSP?

To join the Servier CSP, you must have received an email invitation, whether or not you already have a CSP
account. Depending on your situation, you will be asked either to create an account or to add Servier to your

list of existing clients in the CSP.

Is it possible to interact with multiple clients using the same CSP account?
The CSP is a shared portal. As such, you can use this solution for multiple clients. However, the features you
have access to may vary from one client to another.

What features are available to me through the Supplier Portal?
As of H1 2026, through the CSP, you will be able to update your administrative and financial information,
respond to sourcing events, and complete Servier risk assessment forms.

Is it possible to have multiple CSP accounts for the same organization?
Yes, it is entirely possible to create multiple CSP accounts for the same organization (using different email
addresses). You may also merge certain accounts if you wish.

Is it possible to have multiple users for the same account?
Yes, you can have multiple users. It is possible to configure each user’s access rights as well as the clients they
can access.
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FAQ 

51

Questions Answers

Onboarding Prerequisites

How to respond to a risk assessment form requested by Servier?
To respond to a risk assessment requested by Servier, you will need to access Coupa Risk Assess (CRA), a
platform separate from the Coupa Supplier Portal (CSP). The CRA is a platform dedicated exclusively to risk

assessment.

How to create a Coupa Risk Assess (CRA) account?
To create an account, you must receive an invitation from Servier. Depending on your organization’s risk level,
you may be asked to complete one or more risk assessment forms. If applicable, you will receive a request by

email.

Which risk assessment forms may Servier ask you to complete?
Servier may ask you to complete risk assessment forms related to information security and/or data
confidentiality.

How to update your organization’s administrative and financial information?
To do so, please contact supplier.onboarding.france@servier.com specifying the changes you wish to make to
your administrative and financial information.

How to link your EcoVadis account to Servier?
To do so, you must enter your EcoVadis ID in the dedicated CRA form. If applicable, you will be contacted by
email to complete this step.

How to access and complete a Servier onboarding form?
You can access the Servier onboarding form in two ways: via the email you received or directly from the CSP,
under the “Company Profile” and then “Information Requests” sections.
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FAQ
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Questions Answers 

Sourcing Event 

How to access a sourcing event? 
If you are invited to participate in a Servier sourcing event, you will receive an email containing the 
corresponding link. At this time, it is not possible to access a sourcing event other than via this link.

How to communicate with the Servier buyer during a sourcing event? 

Two channels are available to communicate with the Servier buyer during a sourcing event:
- Instant messaging, integrated directly within the sourcing event.

- Coupa email: through this channel, you cannot proactively contact the buyer; you can only respond to a 
request initiated by the buyer.
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Useful Resources and Contacts
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Contact 

CSP Access and Onboarding 
Prerequisites

If you experience any difficulties accessing the CSP or completing the various forms 

requested, you may send your questions to: supplier.onboarding.france@servier.com

Sourcing Event 
If you have any questions related to a sourcing event (tender), we invite you to contact 

your usual Servier procurement contact.

Ressources

Servier Documentation
You can find all information and support resources related to the Servier CSP on Relations 

fournisseurs - Servier France

Coupa Documentation
If you are unable to find the information you are looking for, you may refer to the Coupa 

vendor documentation: Coupa Supplier Portal | Coupa

mailto:supplier.onboarding.france@servier.com
https://servier.fr/nos-engagements/relations-fournisseurs/
https://servier.fr/nos-engagements/relations-fournisseurs/
https://servier.fr/nos-engagements/relations-fournisseurs/
https://servier.fr/nos-engagements/relations-fournisseurs/
https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal


THANK YOU
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