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Access - Give User Access to Geosyntec

For a user to complete the Geosyntec information request or submit invoices to Geosyntec
via Coupa, the user may need to be given permission by the primary Coupa administrator
atyour company.

If you are unable to see the information requests tab or if Geosyntec is greyed out for you,
have your Coupa administration complete the steps below.

1. Goto SETUP, ADMIN and select EDIT for the user you need to edit the rights for.

4 Invoices  Orders  BusinessProfile  Payments  Service Sheets  Items  ASN  Sourcing  Forecasts More..

Admin | Connection Requests

Admin users

]

Worker Portal Access

UserName  Email Status Permissions  CustomerAccess  Purpose Actions
Merge Requests
David Sub testsuppliersgeosynteccoupa+sub#109@gmail.com Active ASNs Geosyntec Family Accounting, Edit
Merge Suggestions Admin of Companies- Diversity,
Business TEST Legal,
Requests to Join Performance Procurement,
Catalogs Risk, Sales.
Fiscal Representatives Community Sourcing
Early
Payment Methods Payments
Forecast
SFTP Accounts Planner
—

2. Selectthe CUSTOMER(s) this person should have permission to transact with in
Coupa.

User Information Phone Number
* First Name Country/Region
David ~
* Last Name ArealCity
Sub
* Email Local
Purpose 0 Extension

Accounting % | | Diversity % | | Legal X
Procurement % | Risk || Sales x
Sourcing %

Primary Contacto

Current primary contact: David Sub

|| Permissions @ Customers
All All
Admin Geosyntec Family of Companies-TEST
Orders
@Al
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3. The user should now be able to see the information requests tab and select
Geosyntec as the customer.

ﬁ Invoices Orders Business Profile Payments Service Sheets Items ASN Sourcing Forecasts Setup More...

Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation Subscriptions

Geosyntec Family of Companies-TEST Select Customer | Geosyntec Family of Companies-TEST -

Form Responses /
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