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Merge Request — one login for multiple supplier
accounts

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.

gxcoupa supplier portal NORBI~ = NOTIFICATIONS @ | HELP

ﬁ Invoices Orders Business Profile Service Sheets ASN Sourcing Forecasts Catalogs Add-ons More...

Example:
ﬂ Connection Requests
Supplier account A in USA - primary contact

. Admin Merge Requests
person A: primarycontactA@company.com

Initiate Merge Request

Users
Supplier account B in UK - primary contact g e Pl oo 3 T ——
person B: primarycontactB@company.com Merge Requests
W \:l I'm not a robot e
Requests to Join ZETED
To start, you will need to log into your Fiscal Representatives
Su ppller A account here: SFTP Accounts 1 Merging will join the accounts and give all combined users the ability to invoice and submit payment
https://supplier.coupahost.com/ XL Errs e achecs boongs 1 3 et o 1 prt of Yok gz, Once apved, a accoum erge cannotbe
<FTP File Emrars (to 4 undone. Leam more about merging accounts
Go to Setup > Merge Request and enter the ~ “*"”
contact person B's email address (their login
ema i l) Open merge requests

All clearl No open merge requests.

Click on Request Merge
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Merge Request — one login for multiple supplier
accounts

Request Account Merge In the next pop-up window, you will need to

You are requesting to merge your Coupa Supplier Portal account with Choose

who will become the owner of the merged account define the OwnerShip’ and you Wi” need to
L .. addanote for the recipient (primary contact
§ My customers 2 2 Allcombined users person B)

&5 My payment information
= My pay ¥¥¥¥ Al combined customers
@) My public profile

=) 51 All combined payment information

They will administer only

£ s Complete the “I'm not a robot” task and

Their Account .
Y Their customers

2 e i — send the request

§ Their customers
The merged account will use
&5 Their payment information =

@) Their public profile @ My public profile

= Account Owner @ My Account

O Their Acgount
* Note For Recipient
4
f ]

FeCAPTCHA
Privacy - Terms

I'm not a robot

! Merging will join the accounts and give all combined users the ability to invoice and
submit i ion to linked on behalf of your company. Before
sending a merge request, confirm that this email address belongs fo a user who is part of your
organization. Once approved, an account merge cannot be undone. Learn more about merging
accounts,

Cancel Send Request
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Merge Request — one login for multiple supplier
accounts

In case the primary contact B's
Are you sure? email domain is different, you

Yot cqsing o e s wih s woras el B can confirm and send the

A S 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.

Cancel Yes, Send Request

The below green message should show if the
invitation is sent successfully.

L3
Merge request submitted successfully. [MESM LTD C0000025], or the account owner, will only be notified if they have an active account.
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Merge Request — one login for multiple supplier
accounts

Action Required — Account Merge Requested from

C Supplier Portal <do_not_reply@: lier-test. t |(_) HEH Th i i ( i B) .” .
© i ommesaman [2[912][8]] e recipient (primary contact B) will receive a
(i) This sender do_not_reply@supplier-test.coupahost.com s from outside your organization

A notification from the Coupa Supplier portal to
their email address.

{:}coupa
Action Required — Account Merge Requested from The n0t|f|cat|0n ShOWS the “V|eW Merge
- e et vt compenys st Request” link where the request can be verified.

on the Coupa Supplier Portal be combined with theirs. Please review this
request carefully, and only accept if you completely understand and trust
the source.

If you accept, you'll have the following benefits:

«» Visibility to potential buyers of a single public profile rather than multi-
ple (which can be confusing).

« Streamlined management of all buyer relationships from both
accounts on Coupa in one place.

« Single place for your company and user administration.

There will be no disruption to your service if you accept this request. You'll
continue to have access to all existing Coupa buying relationships. The
account owner requesting the merge will become the new administrator, and
some public company profile information may be replaced by the information
in the other account.

Once approved, an account merge cannot be undone. Merging will give
this user the ability to invoice and submit payment information to linked
customers on behalf of your company. Only accept this request if you confirm
this user and account are part of your organisation. Learn more about
merging accounts.

Note from

merge request

You can review the request and respond by clicking below.

View Merge Request
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ﬁ Invoices Orders {':Businessproﬁle Service Sheets ASN Sourcing Forecasts Catalogs Add-ons More...

The link in the notification
o email will route to the
Merge Request page
where primary contact B

coupa@coupamail.edu

can verify the request.

Merge Suggestions ™
\:l I'm not a robot
Requests to Join 1eCAPTCHA
Privacy - Terms

Admin Merge Requests

Initiate Merge Request

Fiscal Representatives

I the request is
! Merging will join the accounts and give all combined users the ability to invoice and submit payment . . o .
information to linked customers on behalf of your company. Before sending a merge request, confirm that this
XML Errors . unjustiTi I n
email address belongs to a user who is part of your organization. Once approved, an account merge cannot be 14
SFTP File Erors {to undone. Learn more about merging accounts.

cancelled by primary
contact B.

sFTP Accounts v

Open merge requests

Requested Initiated From My Company

Cancel
09/30/25
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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.

*coupa Supp'.'ler por’[al NORBI~ | NOTIFICATIONS e HELP ~

ﬁ Invoices Business Profile Service Sheets ltems ASN Sourcing Faorecasts Catalogues Setup More...

Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...

Orders Order lines Returns

Select Customer | lavia Supplier account A -
IQVIA Supplier account B

Purchase Orders

Instructions From Customer
Please make sure to "Acknowledge” your Purchase Order prior to creating an Invoice against the PO. Failure to acknowledge your PO, andfor failure to request an update to the PO by contacting the

Requester, may result in delays to invoice processing & payment if the quantity, amount or price you are invoicing is higher than the Purchase Order.

Click the =g Action to Accept the Purchase Order and Create an Invoice using its data
PO Number Order Date Status Acknowledged At ltems Unanswered Comments Total Assigned To Actions
|221T82 01/04/2025  lssued MNone Mo %
221781 01/04/2025 Issued None No §=E
221780 N1NAPNIAE  Isenad Nana | Na =,
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