
IQVIA Template (V4.0.0)

100%   50%   75%   25%

Bright Blue

Indigo

Bright Teal

Bright Green

Emerald

5% Charcoal

Red

© 2026. All rights reserved. IQVIA® is a registered trademark of IQVIA Inc. in 
the United States, the European Union, and various other countries. 

Supplier Instructions

Merge Requests – 
one login for 
multiple supplier 
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This step-by-step guide is provided to assist you to merge multiple supplier accounts under 
one login. This function is useful in case you have more supplier accounts in different 
countries for the same supplier, and you want to see all purchases and invoices under one 
login. 

Merge Request – one login for multiple supplier 
accounts

Example: 

Supplier account A in USA – primary contact 
person A: primarycontactA@company.com

Supplier account B in UK – primary contact 
person B: primarycontactB@company.com
 

To start, you will need to log into your 
Supplier A account here:  
https://supplier.coupahost.com/ 

Go to Setup > Merge Request and enter the 
contact person B’s email address (their login 
email)

Click on Request Merge

mailto:primarycontact@company.com
mailto:primarycontactB@company.com
https://supplier.coupahost.com/
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Merge Request – one login for multiple supplier 
accounts

In the next pop-up window, you will need to 
define the ownership, and you will need to 
add a note for the recipient (primary contact 
person B)

Complete the “I’m not a robot” task and 
send the request
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Merge Request – one login for multiple supplier 
accounts

In case the primary contact B’s 
email domain is different, you 
can confirm and send the 
invitation. The email address 
with the different domain will 
show in red.
This window should not pop up 
if your email domain is the 
same.

The below green message should show if the 
invitation is sent successfully.
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Merge Request – one login for multiple supplier 
accounts

The recipient (primary contact B) will receive a 
notification from the Coupa Supplier portal to 
their email address.

The notification shows the “View Merge 
Request” link where the request can be verified.
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Merge Request – one login for multiple supplier 
accounts

The link in the notification 
email will route to the 
Merge Request page 
where primary contact B 
can verify the request. 

In case the request is 
unjustified, it can be 
cancelled by primary 
contact B.
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Merge Request – one login for multiple supplier 
accounts
This will allow you to switch between the A and B accounts and view their purchase 
orders. 
The selection is made in the Orders tab - top right corner dropdown.
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