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Depending on your situation, please click on the corresponding link

First interaction with ATR and COUPA

COUPA Supplier Portal Account already created

Create a COUPA Supplier Portal account

No account creation. Form filing only.Recommended

Click here

Click here

Click here

Click here

Click here

Click here

How to get referenced at ATR

Referencing is only possible via COUPA at ATR.

To be referenced within ATR database, you will be asked to provide 
your company details and a certain number of documents. Certain 
information/documents are mandatory in the referencing procedure.

We invite you to follow the supplier guide to facilitate your 
referencing in COUPA.

Certificate of 
Incorporation

ATR Code of 
Conduct 

(to download)

Bank details

(IBAN)

Main documents requested (not exhaustive):



GO TO THE MASTRO PAGE TO CHANGE THE TITLE
Information request notification - New Coupa Supplier Portal user 

  

Click on the button  
« Join and  Respond »

Fill in the form and click on ‘create an account’



GO TO THE MASTRO PAGE TO CHANGE THE TITLE

Enter the code received by e-mail

Information request notification - New Coupa Supplier Portal user 



GO TO THE MASTRO PAGE TO CHANGE THE TITLE

Complete the form displayed (Address)

Complete the form displayed (bank details)

You can skip this step by clicking on 
"Do not accept bank transfer payments"

Choose the free version if this pop-up appears

Information request notification - New Coupa Supplier Portal user 

  



GO TO THE MASTRO PAGE TO CHANGE THE TITLE

There are two ways to access the form :

A . By clicking on "Action required”

B. Go to : 
1. Buisness Profil
2. Information Requests
3. Click on the link

Information request notification - New Coupa Supplier Portal user 

  



GO TO THE MASTRO PAGE TO CHANGE THE TITLEForm Filling

Section 1.1 Entity ID Section 1.2 Registered office address

The SAP code will be entered by your ATR 
focal point when the referencing is initiated.

Although not marked with an * the corporate 
business ID is mandatory. 

Please attach the certificate of incorporation.

Your listing and timely payments depend on the quality of 
the data you enter.

Both “Country/Region” 
(ex. France, United 
States) and “State 
Region” (ex. Washington, 
Haute-Garonne) must be 
filled in



GO TO THE MASTRO PAGE TO CHANGE THE TITLE
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Section 1.3 Actual place of business - if different Section 1.4 Focal point contact information – must be 
completed

Check that the information is 
correct and modify it if necessary.

Enter the phone number by entering the 
country code (ex. 33 for France), without 
the ‘+’ in the “Country/Region” field and 
the phone number
(without the 0) in the “Local” field.

Note: You will be able to add multiple addresses 
by clicking the “Add Address” button.

Form Filling

Both “Country/Region” 
(ex. France, United 
States) and “State 
Region” (ex. Washington, 
Haute-Garonne) must be 
filled in



GO TO THE MASTRO PAGE TO CHANGE THE TITLE
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Section 1.5 Company General Information

All fields must be completed

Form Filling



GO TO THE MASTRO PAGE TO CHANGE THE TITLE
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Section ‘Contacts Entité / Management’

Note: You have the option to add multiple contacts by 
clicking the “Add Contact” button

Please select the appropriate function before 
proceeding with adding contacts

All fields must be completed

Form Filling



GO TO THE MASTRO PAGE TO CHANGE THE TITLE

11

Section 2.1 Financial Analysis

Start date of accounting year

Closing date of accounting year

Form Filling



GO TO THE MASTRO PAGE TO CHANGE THE TITLE

Section 2.2 Bank Details

➢ Coupa will ask you for the legal information required to create a valid payment address for your company :

1. The identity of your company (various information such as the name of the legal entity, its registration number, etc.)
2. Your company's billing address
3. Your company's bank details
4. Shipping address

➢ Once this payment address has been created, it can be reused with any of your other CSP customers for billing 
purposes or to provide information about your company.

➢ Please note: The information entered in this sub-form (Name of entity, VAT number, etc.) concerns the company for 
which you are filling in the form and must not be inconsistent with the information provided in section 1.1 of the form.

Remplissage formulaire



GO TO THE MASTRO PAGE TO CHANGE THE TITLE
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Section 2.2 Bank Details

Click on Add Remit-To 

Fill in the fields

Click on the button « create a payment address »

Form Filling



GO TO THE MASTRO PAGE TO CHANGE THE TITLE
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Section 2.2 Bank Details

All fields with * must be filled in. Remplissez les champs obligatoires marqués par une étoile rouge *

Please do not fill in the “Miscellaneous” section.

Form Filling

1

2



GO TO THE MASTRO PAGE TO CHANGE THE TITLE

Section 2.2 Bank Details

Select « Bank Account» 

Fill in all your bank account details

Continue by filling in your bank's branch address

Une fois la configuration finie, cliquez sur « Ajouter  maintenant » 

Check payment address

3

3

3

4

Form Filling



GO TO THE MASTRO PAGE TO CHANGE THE TITLE
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Section 2.2 Bank Details

1

New CSP user

➢ A customized section for the ATR system will be displayed in 
order to transfer the rest of the necessary banking information.
(Bank Details Type - IBAN/Non IBAN, Bank Code and Bank Account 
Number)

Form Filling

All fields with * must be completed



GO TO THE MASTRO PAGE TO CHANGE THE TITLE
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Section 2.2 Bank Details

1

To add bank details without going through all the steps involved in
configuring a payment address when filling in the form.

➢Click on « Add payment address» 

 

Form Filling

➢ Fill in the information required by ATR (bank address and
bank details) directly in the customer form.

➢ Click on « Cancel » button

Note : 
The shortcut is an option not 
recommended by ATR due to the 
process complexity the shortcut will 
generate on the portal. 

Therefor, ATR recommends to click 
on cancel in order to open the 
specific ATR requested data in the 
ATR form.  

1

2

3



GO TO THE MASTRO PAGE TO CHANGE THE TITLE

Section 2.2 Bank Details

1

Fill in the name or department of the 
Accounting contact

Section 2.3 Tax-Customs

Add the AEO (Authorized Economic Operator) 
certificate if your company carries out an activity 
linked to international trade only

Click on “File” to attach the 
document

If you have VAT number(s), add 
them by clicking on the “Add Tax 
Registration” button

Form Filling



GO TO THE MASTRO PAGE TO CHANGE THE TITLE

Section 3.1 Supplier Quality

Select all that apply to your company. 
Multiple choices are possible by pressing 
the CTRL key button.

If you are not a supplier with 
production/service activities in the 
aeronautics sector, skip this section.

Form Filling

If you are concerned by one or 
more certificates, choose the 
type of certificate you have by 
selecting “Yes” from the drop-
down list and fill in the required 
data

If concerned by one or more certificates, 
please attach the certification document.



GO TO THE MASTRO PAGE TO CHANGE THE TITLE

Sections 3.2 Quality and 3.3 Environment Section 4 Due Diligence

It is mandatory to add a certificate of provision of social 
declarations and payment of social security contributions 
and contributions dating back less than 6 months 
(vigilance certificate).

Add the nominal list of foreign workers or a 
sworn statement certifying the non-
employment of foreign workers outside the 
European Economic Area (EEA).

Add a card proving registration in the trades 
directory (RM) when this is mandatory 
(company function)

For companies providing services on ATR sites, a 
nominative list of foreign workers is mandatory.

Form Filling

If you are concerned by one or more certificates, choose 
the type of certificate you have by selecting “Yes”

Add the effective date and expiry date.

If you have an equivalent certification, please attach 
the document, specifying the type of certification in 
the "Description" section.



GO TO THE MASTRO PAGE TO CHANGE THE TITLE

Section 5 Compliance Informations

Form type : STANDARD

The fields required in section 5 may vary depending on the complexity of the data required by ATR.

Form Filling

All fields need to be completed.
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Section 5 Compliance Informations

5.1 General Information – Compliance

Form Type : STANDARD +Form Filling

The fields with * need to be completed.



GO TO THE MASTRO PAGE TO CHANGE THE TITLE

5.2 Compliance questionnaire

Form type : STANDARD +Form Filling

5.3 Project and Planning

All fields need to be completed.



GO TO THE MASTRO PAGE TO CHANGE THE TITLE
Form type : ENHANCEDForm Filling

5.1 General information All fields need to be completed.



GO TO THE MASTRO PAGE TO CHANGE THE TITLE
Form type : ENHANCEDForm Filling

5.2 Compliance questionnaire All fields need to be completed. 5.3 Project and Planning



GO TO THE MASTRO PAGE TO CHANGE THE TITLE

Section 5 Compliance Information

At the end, click on “Submit for approval” to send the 
information to ATR

Form type : ENHANCED

Tick the box

Tick the box

Tick the box

Once read and signed, 
upload the document 

Form Filling



GO TO THE MASTRO PAGE TO CHANGE THE TITLENotification that form has been sent to ATR

After submitting the form, you will receive the green message 
“Your information has been sent” and the fields are closed to 
modification.

After submitting the form, you will also receive an email 
notification.

You'll find the status at the top of the form 
“Approval pending”.
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Form acceptance notification by ATR (CSP Account)

Once ATR has verified the data provided in the form and all elements have been validated, you will also receive an email
notification.

The status of the form is now “Applied”, as displayed in the header.



GO TO THE MASTRO PAGE TO CHANGE THE TITLENotification of refusal of form by ATR (Compte CSP)
After ATR has verified the data provided and if the form is rejected, you will receive an email notification of non-approval and a 
notification with the reason(s) for rejection (ATR's comment)

Click on “Update information” or “Reply”. The form opens and all fields are editable again.

You can also see the reason why the form was rejected at the bottom of the page, in the “Comments” section.
Update the form and resubmit it.



GO TO THE MASTRO PAGE TO CHANGE THE TITLE

APPENDICES



GO TO THE MASTRO PAGE TO CHANGE THE TITLESupplier-initiated form update (CSP account)
In your CSP account, you will be able to initiate the updating of supplier form data.
From the home page, go to the “Profile” tab and select the “Information requests” sub-tab
Scroll to the bottom of the page and click on the “Update information” button.

Make the necessary updates
Reaccept the ATR General Terms and 
Conditions of Purchase



GO TO THE MASTRO PAGE TO CHANGE THE TITLESend update notification to ATR (CSP account)
Once you have submitted the update form to ATR, you will receive an email notification.

Once ATR has verified the updates you have sent and validated all the elements, you will also receive an e-mail notification.



GO TO THE MASTRO PAGE TO CHANGE THE TITLEAlternative supplier account creation forms

Once ATR has approved the data you have provided, you may also be requested to provide information about 
your company's sub-entities:

➢ Alternative payee form (in case you receive ATR payments on another entity)
➢ Invoicer form (in case your invoices are addressed from another entity)
➢ Order reception address form (in case you receive orders within another entity)
➢ Production site form (to obtain information on your production sites)

Note: These forms are simplified forms and only require information such as the main contact, your address 
and bank details. Please refer to the chapters above for any information you may need assistance with.



GO TO THE MASTRO PAGE TO CHANGE THE TITLESupplier information update forms

The ATR teams may ask you to update your company information using simplified forms depending 
on the type of data required:

➢ Bank details update form

➢ Company details update form (addresses, contacts, certificates, etc.)

➢ Quality update form (certificates)

➢ Qualifications update form

➢ Compliance data update form

➢ Customs update form

The fields included in these update forms can be filled in by following the instructions described in 
the section “Form filling”.
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Information request notification – Existing CSP User

Fill the fields with an asterisk



Information request notification

Click on the “Profile” tab located on the 
horizontal banner at the top and then on the 
“Request for information” sub-tab to access the 
ATR form.

Note: 
You can identify that the form to be 
completed is linked to the ATR company in 
the “Profile” field.



Form Filling

Section 1.1 Entity ID Section 1.2 Registered office address

The SAP code will be entered by your ATR 
focal point when the referencing is initiated.

Although not marked with an * the corporate 
business ID is mandatory. 

Please attach the certificate of incorporation.

Your listing and timely payments depend on the quality of 
the data you enter.

Both “Country/Region” 
(ex. France, United 
States) and “State 
Region” (ex. Washington, 
Haute-Garonne) must be 
filled in



39

Form Filling

39

Section 1.3 Actual place of business - if different Section 1.4 Focal point contact information – must be 
completed

Check that the information is 
correct and modify it if necessary.

Enter the phone number by entering the 
country code (ex. 33 for France), without 
the ‘+’ in the “Country/Region” field and 
the phone number
(without the 0) in the “Local” field.

Note: You will be able to add multiple addresses 
by clicking the “Add Address” button.

Both “Country/Region” 
(ex. France, United 
States) and “State 
Region” (ex. Washington, 
Haute-Garonne) must be 
filled in
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Section 1.5 Company General Information

All fields must be completed

Form Filling
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Form Filling

Section ‘Contacts Entité / Management’

Note: You have the option to add multiple contacts by 
clicking the “Add Contact” button

Please select the appropriate function before 
proceeding with adding contacts

All fields must be completed

To be filled in
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Form Filling

Section 2.1 Financial Analysis

Start date of accounting year

Closing date of accounting year
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Section 2.2 Bank Details

1

Add one or more payment addresses

Select the payment address by 
clicking on “Choose”.

Then complete the information required by ATR
Add a bank voucher by clicking 
on « file » button

Form Filling

The “Reference Details” field (optional) does not need to be filled in (Reserved for ATR).



Section 2.2 Bank Details

1

Fill in the name or department of 
the Accounting contact

Section 2.3 Tax-Customs

Add the AEO (Authorized Economic Operator) certificate 
if your company carries out an activity linked to 
international trade only

Click on “File” to attach the 
document

If you have VAT number(s), add 
them by clicking on the “Add 
Tax Registration” button

Form Filling



Form Filling

Section 3.1 Supplier Quality

Select all that apply to your company. 
Multiple choices are possible by pressing 
the CTRL key button.

If you are not a supplier with 
production/service activities in the 
aeronautics sector, skip this section.

If you are concerned by 
one or more certificates, 
choose the type of 
certificate you have by 
selecting “Yes” from the 
drop-down list and fill in 
the required data

Please attach the 
certification 
document.



Form Filling

Sections 3.2 Quality and 3.3 Environment Section 4 Due Diligence

It is mandatory to add a certificate of provision of social 
declarations and payment of social security contributions 
and contributions dating back less than 6 months 
(vigilance certificate).

Add the nominal list of foreign workers or a 
sworn statement certifying the non-
employment of foreign workers outside the 
European Economic Area (EEA).

Add a card proving registration in the trades 
directory (RM) when this is mandatory 
(company function)

For companies providing services on ATR sites, a 
nominative list of foreign workers is mandatory.

If you are concerned by one or more certificates, choose 
the type of certificate you have by selecting “Yes”

Add the effective date and expiry date.

If you have an equivalent certification, please attach 
the document, specifying the type of certification in 
the "Description" section.



Section 5 Compliance Informations

Form type : STANDARD

The fields required in section 5 may vary depending on the complexity of the data required by ATR.

Form Filling

All fields need to be completed.



Section 5 Compliance Informations

5.1 General Information – Compliance

Form Type : STANDARD +Form Filling

The fields with * need to be completed.



5.2 Compliance questionnaire

Form type : STANDARD +Form Filling

5.3 Project and Planning

All fields need to be completed.



Form type : ENHANCEDForm Filling

5.1 General information All fields need to be completed.



Form type : ENHANCEDForm Filling

5.2 Compliance questionnaire All fields need to be completed. 5.3 Project and Planning



Section 5 Compliance Information

At the end, click on “Submit for approval” to send the 
information to ATR

Form type : ENHANCED

Tick the box

Tick the box

Tick the box

Once read and signed, 
upload the document 

Form Filling



Notification that form has been sent to ATR

After submitting the form, you will receive the green message 
“Your information has been sent” and the fields are closed to 
modification.

After submitting the form, you will also receive an email 
notification.

You'll find the status at the top of the form 
“Approval pending”.



Form acceptance notification by ATR (CSP Account)

Once ATR has verified the data provided in the form and all elements have been validated, you will also receive an email
notification.

The status of the form is now “Applied”, as displayed in the header.



Notification of refusal of form by ATR (CSP account)
After ATR has verified the data provided and if the form is rejected, you will receive an email notification of non-approval and a 
notification with the reason(s) for rejection (ATR's comment)

Click on “Update information” or “Reply”. The form opens and all fields are editable again.

You can also see the reason why the form was rejected at the bottom of the page, in the “Comments” section.
Update the form and resubmit it.



APPENDICES



Supplier-initiated form update (CSP account)
In your CSP account, you will be able to initiate the updating of supplier form data.
From the home page, go to the “Profile” tab and select the “Information requests” sub-tab
Scroll to the bottom of the page and click on the “Update information” button.

Make the necessary updates
Reaccept the ATR General Terms and 
Conditions of Purchase



Send update notification to ATR (CSP account)
Once you have submitted the update form to ATR, you will receive an email notification.

Once ATR has verified the updates you have sent and validated all the elements, you will also receive an e-mail notification.



Alternative supplier account creation forms

Once ATR has approved the data you have provided, you may also receive additional forms to provide 
information about your company's sub-entities:

➢ Alternative payee form (in case you receive ATR payments on another entity)
➢ Invoicer form (in case your invoices are addressed from another entity)
➢ Order reception address form (in case you receive orders within anotherentity)
➢ Production site form (to obtain information on your production sites)

Note: These forms are simplified and only require information such as the main contact, your address and bank 
details. Please refer to the chapters above for any information you may need assistance with.



Supplier information update forms

The ATR teams may ask you to update your company information using short forms depending on 
the type of data required:

➢ Bank details update form

➢ Company details update form (addresses, contacts, certificates, etc.)

➢ Quality update form (certificates)

➢ Qualifications update form

➢ Compliance data update form

➢ Customs update form

The fields included in these update forms can be filled in by following the instructions described in 
the section “Form filling”.
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Information request notification –  without COUPA Supplier Portal

Clicking on the e-mail link takes 
you to the following screen

Click on « Respond without 
joining » button

❑  Once you have received the notification e-mail, please follow the steps below : 

click on generate password
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Enter the verification code received by e-mail

Proceed to 
verification then click 
on verify

Information request notification –  without COUPA Supplier Portal



Form Filling

Section 1.1 Entity ID Section 1.2 Registered office address

The SAP code will be entered by your ATR 
focal point when the referencing is initiated.

Although not marked with an * the corporate 
business ID is mandatory. 

Please attach the certificate of incorporation.

Your listing and timely payments depend on the quality of 
the data you enter.

Both “Country/Region” 
(ex. France, United 
States) and “State 
Region” (ex. Washington, 
Haute-Garonne) must be 
filled in



Form Filling

65

Section 1.3 Actual place of business - if different Section 1.4 Focal point contact information – must be 
completed

Check that the information is 
correct and modify it if necessary.

Enter the phone number by entering the 
country code (ex. 33 for France), without 
the ‘+’ in the “Country/Region” field and 
the phone number
(without the 0) in the “Local” field.

Note: You will be able to add multiple addresses 
by clicking the “Add Address” button.

Both “Country/Region” 
(ex. France, United 
States) and “State 
Region” (ex. Washington, 
Haute-Garonne) must be 
filled in
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Section 1.5 Company General Information

All fields must be completed

Form Filling

It is mandatory to attach the official 
document



Form Filling

Section ‘Contacts Entité / Management’

Note: You have the option to add multiple contacts by 
clicking the “Add Contact” button

Please select the appropriate function before 
proceeding with adding contacts

All fields must be completed

To be filled in



Form Filling

Section 2.1 Financial Analysis

Start date of accounting year

Closing date of accounting year



Click on the button to expand the fields to be 
filled in for bank details

Section 2.2 Bank Details

1

Fill in the name or department of the 
Accounting contact

Form Filling
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Section 2.2 Bank Details

1

Fill in the name or department of 
the Accounting contact

Section 2.3 Tax-Customs

Add the AEO (Authorized Economic Operator) certificate 
if your company carries out an activity linked to 
international trade only

Click on “File” to attach the 
document

If you have VAT number(s), add 
them by clicking on the “Add 
Tax Registration” button

Form Filling



Section 3.1 Supplier Quality

Select all that apply to your 
company. Several choices are 
available by pressing the CTRL 
key

If you are not a supplier with 
aeronautical production/service 
activities, skip this part.

Form Filling

If you are concerned by one or more
certificates, choose the type of
certificate you have by selecting “Yes”
from the drop-down list and then add
the document and the required data.

Please attach the certification 
document.



Form Filling

Sections 3.2 Quality and 3.3 Environment Section 4 Due Diligence

It is mandatory to add a certificate of provision of social 
declarations and payment of social security contributions 
and contributions dating back less than 6 months 
(vigilance certificate).

Add the nominal list of foreign workers or a 
sworn statement certifying the non-
employment of foreign workers outside the 
European Economic Area (EEA).

Add a card proving registration in the trades 
directory (RM) when this is mandatory 
(company function)

For companies providing services on ATR sites, a 
nominative list of foreign workers is mandatory.

If you are concerned by one or more certificates, choose 
the type of certificate you have by selecting “Yes”

Add the effective date and expiry date.

If you have an equivalent certification, please attach 
the document, specifying the type of certification in 
the "Description" section.



Section 5 Compliance Informations

Form type : STANDARD

The fields required in section 5 may vary depending on the complexity of the data required by ATR.

Form Filling

All fields need to be completed.



Section 5 Compliance Informations

5.1 General Information – Compliance

Form Type : STANDARD +Form Filling

The fields with * need to be completed.



5.2 Compliance questionnaire

Form type : STANDARD +Form Filling

5.3 Project and Planning

All fields need to be completed.



Form type : ENHANCEDForm Filling

5.1 General information All fields need to be completed.



Form type : ENHANCEDForm Filling

5.2 Compliance questionnaire All fields need to be completed. 5.3 Project and Planning



Section 5 Compliance Information

At the end, click on “Submit for approval” to send the 
information to ATR

Form type : ENHANCED

Tick the box

Tick the box

Tick the box

Once read and signed, 
upload the document 

Form Filling



Notification of request for information - WITHOUT CSP 

3

➢ At the end, click on “Send” to send the information to ATR.

➢ After clicking on “Send”, a pop-up window will appear, 
informing you that access to the form and any modifications 
will be denied after submission.

Click on “OK”

➢ You will receive the message “Your information has 
been sent”.



Notification sending form to ATR  - without registering with CSP

➢ After submitting the form, you will also receive an email 
notification.

➢ After ATR has verified the data provided in the form and 
validated all elements, you will also receive an email 
notification.

➢ After ATR has verified the data provided and in the event that the form 
is rejected, you will also receive an email notification.

➢ In this case, it will be necessary to create a CSP account to continue 
with the form update.



APPENDICES



Alternative supplier account creation forms

Once ATR has approved the data you have provided, you may also receive additional forms to provide 
information about your company's sub-entities:

➢ Alternative payee form (in case you receive ATR payments on another entity)
➢ Invoicer form (in case your invoices are addressed from another entity)
➢ Order reception address form (in case you receive orders within anotherentity)
➢ Production site form (to obtain information on your production sites)

Note: These forms are simplified and only require information such as the main contact, your address and bank 
details. Please refer to the chapters above for any information you may need assistance with.



Supplier information update forms

The ATR teams may ask you to update your company information using short forms depending on 
the type of data required:

➢ Bank details update form

➢ Company details update form (addresses, contacts, certificates, etc.)

➢ Quality update form (certificates)

➢ Qualifications update form

➢ Compliance data update form

➢ Customs update form

The fields included in these update forms can be filled in by following the instructions described in 
the section “Form filling”.
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