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Users and Merge Requests
This guide will help you manage Users and Merge Requests in your Coupa 

supplier portal (CSP). The Primary Contact or User with admin access is 

tasked with managing the Users on your organisations CSP account. 

Permissions grant access to users to corresponding menus items. 

Mitie cannot add users to your Companies CSP account. The CSP belongs 

to your company and we at Mitie do not have access to it.

Supplier must manage their users. This can be found in Setup on your CSP 

homepage.

To add a user there are 2 options,

• If they do not have a CSP account registered to there Email – Invite 

user

• If they have a CSP account registered to there email – Merge requests

Administrators can manage user permissions and customer access

You may be asked to enter an MFA code to Invite user, change or merge 

request.               
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Notification Preferences & Login to your CSP Account

This guide is split into 3 sections.

• Invite User

• Manage Users 

• Merge Requests

Log into your CSP account 
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Invite User

On the Coupa Homepage click on setup 

and the Admin users page opens
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Invite User

To add a new user

Click               
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Invite User

To add a new user

Click

You may be asked to enter an MFA 

code to add new users               
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Invite User

Invite user popup opens.

• Add the mandatory information

• • Review the Permissions 

• Select Customers 

Click Send

You will get conformation it has been 

sent, the new user will get an email to 

log into there new CSP account. 
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Manage Users

Each user,  you will have an actions 

column. If you wish to manage or 

deactivate the user.

click
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Edit User Access

Each user,  you will have an actions column. If you wish to 

manage or deactivate the user.

Click

Review the Permissions and Customers and amend as 

required.

Once updated Click 
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Merge Requests

This is for any person you are trying to add

to your CSP account already has an CSP

account linked to their email.

From the setup menu go to Merge Requests

Change the email address from 

coupa@coupamail.edu to the email address of 

the user you want to merge with.

Complete the reCAPTCHA (I’m not a robot)

Click 
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Request Account Merge

Account Owner: select one of the options.

Add Note for Recipient

Complete the reCAPTCHA (I’m not a robot)

Click
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Are you sure

Click 

The Merge request has now been sent to the 

user. 
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Initiate Merge Requests

You will be able to see your open 

Merge Requests

You have the option to cancel however 

the user will have received a notification 

in there CSP account.

The user you are merging with will need 

go to Merge requests, they will be able 

to accept the merge request which they 

will see in open merge requests.

Only once they have accepted the 

merge request, they will be merged with 

the account. 

Always check your legal entity after any 

merge requests as it will merge them if 

they have one set up.
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Our Dedicated Supplier Website
Mitie has a dedicated supplier website Mitie Suppliers 
You will find lots of How to Guides.

Each section in this document will have reference to How to Guides

 

Click     to expand  

Website address: https://mitiesuppliers.com/mitie-supplier-faq/using-coupa-2/

If you cannot find the help you 

need, please email 

askmitieprocurement@mitie.com 

https://mitiesuppliers.com/mitie-supplier-faq/using-coupa-2/
mailto:askmitieprocurement@mitie.com
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