Invite a User to be added to your CSP Profile

The primary user on the suppliers Coupa Supplier Portal (CSP) account will need to send an
invitation to any new users they would like to have access to their primary CSP profile. The CSP
profile houses the suppliers legal entity information such as tax ID and address, along with
payment information, including banking details.

Note: CSP logins are managed by Coupa. For issues with logging into Coupa you will need to

contact supplier@Coupa.com.

Send an invite to the new user by
going to Setup/Admin/Invite user.

T

select the permissions for that user.

User Information

Phone Number

UserName  Email Status Permissions Customer Access  Purpose
Daisy Testsuppliersgeosynteccoupa+V5@gmail.com Active  ASNs Geosyntec Accounting,
Dog Admin Family of Diversity,
Complete the information and Invite User

© Restricted Access to Orders
Invoices
Catalogs
Profiles
ASNs
Service Sheets

® All

Payments
Order Changes
Early Payments

Business Performance

Sourcing

(O Restricted Access to Service Sheets

First Name Country/Region
~
Last Name Area Code
* Email Number
Purpose @ Extension
Permissions @ Customers
All All
Admin Geosyntec Family of Companies-TEST
Orders
@ All



mailto:supplier@Coupa.com

The new user will receive an email
to create a Coupa login.

i;}(oupa Action Required - Join the Coupa Supplier Portal

Hi Additional User,

A coworker invited you to join their account on Coupa. Once registered, you can view and manage purchase orders, create and

manage invoices, get real-time SMS alerts for these transactions, and much more:

Find out more using the links below, and use the button to register. Welcome!

Join Coupa Supplier Portal

Create an account

* Business Name

* First Name * Last Name

Jake Young

Grow your Business on Coupa with a Free Account

Once their login is set up, the new
user will show up on the primary
account and will have access to the
profile information and clients.

User Name

Daisy
Dog

Jake
Young

* Password

O1accept the Privacy Policy and Terms of Use

I

Email

Testsuppliersgeosynteccoupa+V5@gmail.com

Testsuppliersgeosynteccoupa+\6@gmail.com

Status

Active

Active

Permissions

ASNs

dmin
Catalogs
Community
Confracts
Early
Payments
Forecast
Planner
Hidden,
Private, and
Public
Inventory
Invoices
Navi Access
Order
Changes
Order Line
Confirmation
Orders
Payment
Method
Admin
Payments
Profiles
Service
Sheets.
Sourcing
Supplier
Dashboard

ASNs
Admin
Catalogs
Community
Confracts
Early

Customer Access

Geosyntec
Family of
Companies-
TEST2

Geosyntec
Family of
Companies-
TEST2
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