Merge Request Overview
« Itis extremely common for companies to have multiple Coupa Supplier Portal users/accounts.
» This often occurs when multiple users from the same company register on separate occasions OR receive customer
Invitations via different email addresses.
« Since invitations can only be sent to email addresses not currently linked to a CSP account, a merge request must take
place in the event that two or more users would like to combine CSP account data for their company.

NOTE: Merge Requests only work for EXISTING CSP users — meaning the user in which you are merging with MUST
already be associated with an existing CSP account. If you are needing to invite a user within your company who DOES
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How to Initiate a Merge Request within the Coupa Supplier Portal (CSP)

4.  After selecting “Request Merge”, the following page will appear.

5. You are required to select who between the two accounts will be the designated account owner and maintain
administrator status upon the successful merge of accounts. (Please read the below section carefully when
attempting to merge accounts as account merges cannot be undone).

6. Once an account owner is selected and a “Note For Recipient” is provided, please select “Send Request”.

Request Account Merge

me - 1O AT requesting ’rr:-llmeme.a':::!ku'.llnuua suoplier Porfal apcount with Keopw's Kleaning. Choose. .- wa.
e ar 1 i S 2 L L i
S .
Wy Account IMerged Account
nimizteT . X My users A the accountrowners ) will ads
W My customers
L ": i _!_:';:-lllk:ll pambined usEess:
=] ?::",' payment information I O )
. TE R T o e e
Ul |PR— Y - re " "
Ay public profile
combined payment information o All
Irminisieronly Thiey:walll 2
_’I_ Their users

Their Account

L]
¥ Their customers

£ Their payment information _.L Their usars
i Their customers
E=) Their payment information Should you select My Account, you will
@) Their public profile My public profile continue to maintain administrator status
and the merged user will default to regular
user status.
* Account Owner & My Account 5

Their Account
Should you select Their Account, the other
user will maintain administrator status while

Hit= For Hecipient you default to regular user status.

_ NOTE: All connected customer information
B —— IS retained upon merging accounts. User
login information should also remain the
same. Account changes will be made at the
discretion of the designated administrative
user.

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



Dawvita Za5C

Job Aid — How to Initiate a Merge Request within the CSP— Coupa Tool

How to Initiate a Merge Request within the Coupa Supplier Portal (CSP)

Process — How to Accept a Merge Request within the Coupa Supplier Portal

1. Once a user initiates a Merge Request within the Coupa Supplier Portal, the invited user will receive an actionable
email. Upon receipt of the email, please select “View Merge Request”.

2. After selecting “View Merge Request’, the user will be prompted to login to their CSP account. Once logged in, the
user will be auto-
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