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Setup tab and 
adding users
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11.1 Setup Tab

The portal contains some features that may not be enabled for your use. The following is a short description of the setup tab and 
some administrator functions.

Merge accounts and manage merge 
requests.

Administration of platform users. Here you 
can invite users

Add tax representatives in countries where 
you are not registered with a local address 
but need to be registered for tax purposes.

Option not available

Option not available

Option not available
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11.2 Adding Users

In this section you will learn how to manage the account profile and add users to the supplier portal
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1 As the Admin user, go to the Setup tab of the portal.

2 Click on Invite User

Fill in the required data and select the 
permissions that will be enabled for the user you 
are adding.

3

Scroll to the bottom of the pop up screen and 
click on Send Invitation and the user will be 
notified

4

NOTE: Assign a user specific permissions and 
customers as required. The user will only see tabs 
and customers they have permission to see.
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11.2 Adding Users

In this section you will learn how to manage the account profile and add new users to the supplier portal

5 The user will receive an email invitation to the CSP

6 As the invited user, click Join Coupa Supplier 
Portal

Complete the information to Create an Account7

5

6

7
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11.2 Adding Users

In this section you will learn how to manage the account profile and add new users to the supplier portal

88 Check your email for a verification number to verify your 
email address

Copy the code and paste it into the Email 
Verification fields and click Next

You are then logged in to the Coupa Supplier 
Portal and linked to your company’s account.
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