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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)

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).
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