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How to Invite Additional Coupa Users

In this job aid:
v" How to Invite Additional Coupa Users

This guide demonstrates how to invite additional users within your company to the Coupa Supplier Portal (CSP).

Inviting Users Overview
* To link with DaVita within the Coupa Supplier Portal (CSP), an invitation must be initiated.
* Invitations sent from DaVita can only be sent to one CSP user within a company.
* Once an admin user has been identified and connected to DaVita within the CSP, they are
responsible with inviting additional users within their company to join the CSP.

NOTE: Inviting additional users only works for NEW CSP users — meaning the email address you are
inviting CANNOT already be associated with an existing CSP account. If you are needing to invite a
user within your company who already has an existing CSP account, please see the job aid titled How
to Initiate a Merge Request within the Coupa Supplier Portal.

Process — Inviting Users to the Coupa Supplier Portal

1. Login to your Coupa Supplier Portal (https://supplier.coupahost.com/sessions/new) account and
navigate to the ‘Setup’ tab on the righthand side of the homepage.

2. Ensure ‘Admin’ is selected, then select ‘Users’ in the menu on the left-hand side.

3. Select ‘Invite User’
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4. Enter the information of the colleague in which you are attempting to invite.

5. Asthe Admin user, you have the authority to assign/restrict certain permissions and customers for your additional
users. These settings can be adjusted at an time.

6. Click “Send Invitation”
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Process — How to Accept an Invite to the Coupa Supplier Portal

1. Once an Admin users sends an invitation for someone to join the Coupa Supplier Portal, the invited user will
receive an actionable email. Upon receipt of the email, please select “Join Coupa”. (Users can also forward
invitations to the appropriate recipient within their company)
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Hi Kenny Boozer,

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 when working with buying organizations that use
Coupa.

The Coupa Supplier Portal is completely free and helps you better transact and communicate electronically. Find out more using the
links below, and use the button to register. Welcome!

Join Coupa Forward this invitation

2. After selecting “Join Coupa’, the user will be prompted to the account setup portion of this process. Once all fields
are complete, please select “Create an Account”. Upon account creation, the invited user will automatically have
access to their company within the Coupa Supplier Portal (given the assigned permissions and customers).

o TR AR e

Create an Account

Grow your Business on Coupa with a Free Account

* Business Name

* Email
* First Name * Last Name
* Password * Confirm Password

[Ji accept the Privacy Policy and the Terms of Use

Create an Account

Already have an account? LOG IN

Revised 2/7/2023 For questions contact DavitaCoupaSuppliers@davita.com




	Job Aid – How to Invite Additional Coupa Users – Coupa Tool
	Job Aid – How to Invite Additional Coupa Users – Coupa Tool
	Job Aid – How to Invite Additional Coupa Users – Coupa Tool

