Invite a User to be added to your CSP Profile

The primary user on the supplier’s Coupa Supplier Portal (CSP) account must invite any new users
who need access to the supplier’s CSP profile. The profile contains the supplier’s business profile,

payment methods, and access to customers and submitting invoices.

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

contact supplier@Coupa.com.

and assign the appropriate

permissions and customer access.
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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
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Create an account

Grow your Business on Coupa with a Free Account
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The new user must set up their
multi-factor authentication (MFA)
method. MFA verification is specific
to each user’s login.

Secure Your Account

A modern, secure multi-factor authentication experience
with passkey support. Fast, passwordless, and beautiful.

(Learn More)

) Passkey [Recommended)
Use your browser or device as a secure key to
sign in — no passwords or verification codes
needed.

You can set up your passkey later on the Account Setup page.

Use Other Methods =«

%9 Authenticator App
Use an app (like Google Authenticator or
Microsoft Authenticator) to generate a 6-
digit code for verification.

[ Text Message (SMS)
Receive a one-time code sent to your phone >
each time you sign in.

[] Email Message

Receive a one-time code sent to your email >
each time you sign in.

We recommend downloading your
MFA codes so they are available if
you encounter authentication
issues.

Multi Factor Authentication

Has Been Successfully
Enabled

@ Important

Emergency Recovery codes are essential to restore
access if you lose your authentication device or app.
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Copy or download these codes on your device. You can use
each recovery code only once.

:_] | copied and saved the recovery codes

Continue Download & Continue




Once the new user completes their
login setup, the primary
administrator will receive an email
notification, and the new user will
appear on the account’s user list.

recoupa

New Coupa User Added

Hello name,

A new user, NEW SUB 3 (Testsuppliersgeosynteccoupa+NEWSIMSUB3@gmail.com), has

been added to your company’s Coupa account

This user will now have access to the Coupa Supplier Portal.

If you do not recognize this user or would like to cancel this invitation, please reach out to

Coupa Support

If you would like to remove this user, or make any changes to their permissions in your

company’s account, please click the button below.

User Name Email Status Permissions

Daisy Testsuppliersgeosynteccoupa+V5@gmail.com Active ASNs

Dog Admin
Catalogs
Community
Contracts
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

Jake Testsuppliersgeosynteccoupa+\6@gmail.com Active ASNs

Young Admin
Catalogs
Community
Confracts
Early

Customer Access

Geosyntec
Family of
Companies-
TEST2

Geosyntec
Family of
Companies-
TEST2
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