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How to Manage Your Admin Setups

1. Log in to the Coupa Supplier Portal with Email and Password

scoupa supplier portal & Secure
Login
* Email
* Password

’9 Forgot your password?
New to Coupa? CREATE AN ACCOUNT
2. Select Setup and then Admin
£3coupa supplier porta HOTIFICATIONS @~ HELF

Profile Orders Cervice/Time Sheets ASH lvvnices C malogs Business Performance 'Cu:u_lrr:mﬂ Add- o 'S.n:up

Users Permissions Customer Access
R — Demo Suppler ASHs Organion
supplisrdemoSiigmail com AecdeTiny Organon T
Shatury Artve Baminayy Perlemanca Organon T
Catalogs Organon T
s Viried Edit liregmt i e gansn &
Ovclar Changes eeganon-3
Fiscal Representatves Ceder Line Confirenaion ergancn-
Orders arganon-
Ramit-To Pary Ma Now crganon-d
Fagrmarty seganon-dh
Profiesy ceganon-H

- Users section - will show your permissions and allows you to
invite other users.
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- Merge Requests section will join the accounts and give users the
ability to invoice and submit payment information to linked
customers on behalf of your company. Before sending a merge
request, confirm that this email address belongs to a user who is
part of your organization. Once approved, an account merge
cannot be undone

£,3coupa supplier portal NOTIFICATIONS @E) | HELP -

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing  Add-ons Setup

Customer Setup Connection Requests

Admin wer ge Requests

e Initiate Merge Request

coupai@coupamail edu

Legal Entity Setup

Coupa Verified ™

'm not a robot

Fiscal Representatives —

Remit-To

Terms of Use 1 Merging will join the accounts and give all combined users the ability to invoice and submit payment
information to linked customers on behalf of your company. Before sending a merge request, confirm that this

Payment Preferences w email address belongs to a user who is part of your organization. Once approved, an account merge cannot be
undone. Learn more about mear ging accounis

Static Discounting

- Legal Entity Setup where you can Add a Legal Entity, or by
pressing Actions for an existing one, you have the possibility to
select one of the options captured in the print screens
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£,zcoupa supplier portal NOTIFICATIONS @) | HELP

Home  Profile  Orders  Service/Time Sheets  ASN Invoices  Catalogs Business Performance  Sourcing  Add-ons  Setup

Admin Legal Entity Setup

Add Legal Entity

Legal Entity

Merge Requests w Test Dev Supplier

Manage Legal Entity
v MACIL

Manage Remit-To Accounts

Deactivate Lagal Enfity
w CR 1038 Create 2

s Test15.02.2023

o

Terms of Use v Test

Payment Preferences v — Previous 123 4567 89 10 Next —

- Coupa Verified subscription program, meaning that a business
works with Coupa to verify their contact information and
submits business documentation as part of the verification
process. Once Coupa has verified the account information, the
business receives a Coupa Verified badge. This Verified badge
indicates that Coupa has confirmed that the business has
undergone a business data review and validation of the business
contact information on their Coupa Supplier Community profile.
This verification process increases Coupa’s data quality
confidence score for that business and results in the business
appearing higher in supplier directory searches. This is a paid
and optional service. Verified FAQ | Coupa Suppliers

- Fiscal Representatives allows you to assign a fiscal
representative
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£,#coupa supplier portal PAULA~ | NOTIFICATIONS HELP ~

Home Profile  Orders Service/Time Sheets  ASN Invoices Catalogs Business Performance Sourcing  Add-ons = Setup

Customer Satup Connection Requests

Admln Fiscal Rt‘[.'ll’f-_‘SE‘l]T.dU\u'E'S I Add Fiscal Representative I
None
Users
o Name Country/Region Tax ID Associated Tax Registrations
Merge Requesis

Legal Entity Setup

Coupa Verified

Hemit-To

Terms of Use

- Remit-To. This section allows you to Add Remit to, or perform
Actions like edit and disable

,2coupa supplier portal PAULA~ | NOTIFICATIONS HELP ~

Home Profile Orders Service/Time Sheets  ASN Invaoices Catalogs Business Performance Sourcing Add-ons Setup

Customer Setup Connection Requests

Admin remit o

Add Remit-To

Users Remit-To Account Remiit-To Address Payment Type Legal Entity Customers Actions

ers

Merge Requests MNone Farm Road Address Test E:o + Organon TEST - Demo Supplier o
Milton Keynes Supplier

Legal Entity Setup MK1 ) " organon-dev - 115803- SILICYCLE INC Disable
United Kingdom

Coupa Verified +” Organon TEST - 0001018740-BUILDING
Preferred Language: English AUTOMATION SOLUTIONSLIMITED

Fiscal Representatives {UK)

~ organon-dev - CREDIT HOURS

~# organon-dev - SupplTest

- Terms of Use is n/a for Organon

- Payment Preferences is n/a for Organon

- SFTP Accounts, SFTP File Errors, CXML Errors. SFTP and CXML
accounts allow you to share invoicing, catalogs, and POs digitally
with your customers and check for errors
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