
 

 
 

Coupa Mobile App Guide 
 
 

Download Coupa Mobile App- Access the 
Apple/Android App Store on your mobile 
device.  Search for the “Coupa” app and 
download. 
 
 

 
 
 
 
 



 

 
 

 
 
 
 

Open The Coupa App and enter 
Your Coupa Instance: 
Brandeis.coupahost.com  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

 
 

Enter your Username and Password 
(Same as your Brandeis Login Credentials) 
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You are now logged into Client mobile 
instance. From here, you can select Expenses 
to reconcile your Pcard Charges. 

 
 
 
 
 



 

 
 

Under your Draft reports, select the  
report to reconcile. Pcard reports will   
automatically get created under your account, an 
email notification will get sent you one once the 
report has been created and is ready  
to be reconciled. It will be named:  
VISA-MONTH/YEAR-CARDHOLDER NAME 
 

 

 
 
 
 



 

 
 

Start by completing Last Day of Trip or Expense 
Then scroll down to Expense Lines, click on  
each one to complete the required information  
and attach a receipt. 
 

 
 
 
 
 
 
 
 



 

 
 

 

The required information you will need to 
complete are: 
Expense Category 
Business Purpose  
Billing 
Attach receipt 

 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

 
 

BILLING- Select your chargeline then select  
appropriate Spend Category 

 

 
 
 
 
 
 
 



 

 
 

Once all required information is added,  
click on the camera icon to take picture  
of receipt. After you attach receipt, go 
back to reports and hit submit. 
 

 
 


