
                                      Notification Preferences                                                        

 

How to manage your Notification Preferences in your CSP 
 

This guide will help you manage your notification preferences in your Coupa supplier portal (CSP). Depending on what notifications you want to 

receive you can manage your preferences.  

 
 

 
 



                           

 

1.   

How to Find 2FA 

 

Managing your notification preferences can 

be found by clicking on your name at the top 

right of the screen.  

 

Click on your name and a pop up will 

appear, select Account settings. 

 

My Account Settings will open. 

 

Select Notification Preferences 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 
 



                           

2.   

‘My Account’ 

 

 

The “My Account Notification Preferences” 

will be displayed. 

 

 

Review and untick the options not required. 

 

Click “Save” at the bottom. 

 

Notifications preferences have been updated. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  
 

 

 

For all Coupa supplier help and guides Click here for Mitie Suppliers website. 

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

