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This course explains the process of automatically merging accounts on the CSP.

After completing this course, you will be able to:

1. Merge multiple CSP customer accounts into one automatically
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If you are already on the CSP and your email address is the same for 2 companies Coupa will merge the accounts automatically :

- L

2 mistere  You are Connected to Distell on Coupa

If you have an existing CSP
account you will receive an email
notifying you that Distell has
added you as a supplier on the

Coupa Supplier Portal Helio Supphier,

Congratulations! Distell has added you as a supplier on the Coupa Supplier Portal. Click below to sign in so you can Configure your PO

Click on the * i : R
button to access the CSP transmizsion preferences, Create an online catalogue, View purchase orders, Create elecironic invoices.
Daisy Mogaila
The log in page will be displayed. Eich Log | N
Populate your existing credentials
and log into the CSP. 1 : Welcome back! Login or click here for help.
Login to Coupa

* Email Address | Email Address

* Password | Password

Forgot Your Password?
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Once you have accessed the home page in the CSP the additional company will be added under latest customers :

Both companies will be displayed
under
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Horre Profile Service/Tirme Sheats Invoices

Adrin

Business Perlormance

[ &5 New: Exclusive discounts for your business to thank you for being a part of the Coupa Community.

Action needed: Complele your profile 1o get paid faster and gel discovered  Lewrn More
Last Updated

Frofile Progress
© 19 days ago

- 5% Complete

Profile Surmrmary

O 1
Legal Enticy Registered User

2

Cornecled Custormers

ANNnouncements wviewan o

Oneoe Click Savings  wviewan

W5 Start saving today!
Explore deals for your company, exclusive (o the
Coupa Community.

Morgoe Accounts

If your company has more than one GSP account, we
try to list it below. Consider merging them to reduce
confusion for existing and potential customens.

Not sesing the account you want to merge with? Click

5 Banking Info = Diversity Info 5 Accelerate © Bribery Policy nere
Bonny Baker | atest Customoers
Listen - Bonny Sakerny
Distall  GZDesign

Website &
Industry €
About iy
Establizhed =

Top Commodities

Service/Time Sheers

Prafile

Catalogs

Business Performance

Add-ons

[ ®> New: Frciusive discounts for your business to thank you for boing o part of fhe Goupa Gommunity

Action nesded: Complate your profila to gat paid fastar and get discovered | aarn More
Last Updated

Profile Progress
D Mty

- f%h Conmpele

Profile Summar

mprove Your Profile

o 1
Legal Cntiny Registered User
P e

& Diveassity Info

Bonny Bakery

29
>

Connected Customers

ANMNOUNCErmMernils wviewan o

One-Click Savings wviewan

Start saving today!
Fxplora deals for your company, exc
oo

4 Corrirnunty

erge Accourils

If your company has more than one CSI™ account, we
try ta st it holow Gonsider merging them to redice
confusion for existing and potential customers.

MNOL sesng he account you wearnt 1o merge with? Chck
here

Latest Customers

Distell Donny Dakery
Distell - C2Design
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This course explains the process of manually merging accounts on the CSP

After completing this course, you will be able to:

1. Merge accounts manually
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Follow the below step to merge account manually :

Populate your log in credentials I_Og | n

and

e Welcome back! Login or click here for help.

button to access the CSP.

* Ernail Address | Email Address

* Password | Password

=

Forgot Your Password?
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Once you have accessed the CSP home page follow the below steps:

DAISY DUCK ~ = NOTIFICATIONS HELP ~

g.xcoupa supplier portal

° To Merge your account with
another navigate to the merge

account option on the home page

Home Profile Orders Service/Time Sheets ASN Invoices Catalogues Business Performance Add-ons Admin

and click on ‘ ’
[ t} New: Exclusive discounts for your business to thank you for being a part of the Coupa Community. b 4
Action needed: Complete your profile to get paid faster and get discovered Leam More Announcements viewai (0)
Profile Progress Last Updated
— 21% Complete () 12 days ago One-Click Savtmg‘g View Al
) @, Sstart saving today!
PrOﬂ le Summa ry Explore deals for your company, exclusive to the

Coupa Community.

@ L m Merge Accounts

) . ) If your company has more than one CSP account, we
Legai Entity Regls%ered User Connected Customers try to list it below. Consider merging them to reduce
View View confusion for existing and potential customers.
Not seeing the account you want to merge with? Click
+" Banking Info  © Diversity Info &) Accelerate & Bribery Policy here.
SIC Supplier Latest Customers
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Once you have accessed the CSP home page follow the below steps:

Populate the email address of the £,xcoupa supplier portal DAISY DUCK ~ | NOTIFIGATIONS HELP «

account you want to merge.

Home Profile Orders Service/Time Sheets  ASN Invoices Catalogues Business Performance  Add-ons Admin

To send the merge click on

‘ ’

Admin Merge Requests

Lisars Initiate Merge Request

Merge Requesis 5
- distellcoupatesting+BonnyB@gmail com Request Merge

Legal Entity Setup

Fiscal Representatives Open merge requests
Remit-To All clear! No open merge requests.
Terms of Use

Payment Preferences v
Static Discounting
SFTP Accounts

eXML Errors
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Once you have accessed the CSP home page follow the below steps:

g.=coupa supplier portal DAISY DUCK~  NOTIFICATIONS HELP -
Select the account owner, your

account or the account of the
person you are requesting a
merge with.

Orders Service/Time Sheets ASN Invoices

Catalogues Business Performance

, Request Account Merge
Populate a note in the *

"box .

You're about to merge your profile and users with Bonny Bakery. Select the owner for the merged
account. For more info on merging, Click here

Check the * " box .
* Account Owner (8 My Account
() Their Account
Click on * " to send e e e s
By choosing this option | undei d that | will no longer be the account owner
the merge request.
? * Request Note

reCAPTCHA
Privacy - Tetms

I'm not a robot

9

Cancel Send Request

11
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To Complete the merge, log in to the account you sent the request merge:

Orders Service/Time Sheets ASN Invoices Catalogs Business
@ Click on * ’ to access
the merge request @ New: Exclusive discounts for your business to thank you for being a part of the Coupa Community. b &

Action needed: Complete your profile to get paid faster and get discovered | earn More An nouncements viswai ()

Profile Progress Last Updated

. 5% Complete (©) 19 days ago One-Click Savmgg View Al

: @ start saving today!
PI’O'[:I [e Summa f'y Explore deals for your company, exclusive to the
Coupa Community.
Merge Accounts
0 1 2
. ) If your company has more than one CSP account, we
Legal F”m’ Regstlereu User Connected Customers try to list it below. Consider merging them to reduce
Hod view confusion for existing and potential customers.
Not seeing the account you want to merge with? Click
& Banking Info & Diversity Info &) Accelerate &) Bribery Policy here
Bonny Ba kery SIC Supplier is requesting to merge with
you
distelicoupatesting+SIC@gmai
Website (3
Industry 3§ View Merge
12
e
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Log in to the account you sent the request merge :

Company Account Merge

Populate a
. This can be a note ]
: : Supplier Portal account. =
informing them of that the PP
request is being granted or that If you accept this request the administrator of SIC Supplier will become the
just a note to say the request is account owner for the merged company profile and all current users will retain Com pany Account Merge
received and will be actioned. access to their customer accounts. The following users will have access to the
merged account: Supplier Portal " i
Check the box if you recognise the ’ ; . Hppler Foriaaceannt
email address that requested the * Bonny B ( distellcoupatesting+BonnyB@gmail.com ) If you accept this request the administrator of SIC Supplier will become the
account owner for the merged company profile and all current users will retain
merge. ote From Requester: Request merging access to their customer accounts. The following users will have access to the

merged account:
Click * ’ to merge the Provide note for the

Requester « Bonny B ( distellcoupatesting+BonnyB@gmail.com )

2 accounts.

Note From Requester: Request merging

Provide note for the = My co worker
Requester | requesting a merge

[1 I recognize the email address above as a coworker at my

company, and | agree to merge

| recognize the email address above as a coworker at my

company, and | agree o merge

Cancel Reject
Cancel Reject Accept




The 2 accounts will be displayed

under Latest Customers.
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AONNY NOTIFICATIONS @ | HF1 P -

Company account merged successfully ><
[ > New: Cxciusive discounts for vour business to thank you for being 2 part of the Goupa Community. > ]
Action nesded: Complets your profils to get paid taster and get discovered Learn More ANnNnouncements viewAn ©
Profile Progress Lase Updated
—— 6 mprove Your Profile : .
265 Gompiete O rive s s e S Onc Click Savings viewan
Start saving today!

Profile Summary

el Fruity

=) Diversity Info

2

2
Repistorodd Users
& Accelerate © BRbery Policy

Explore deals for your company. exclusive to the
Coupa Cormmunity

‘2‘ Merge Accounts
5

Corne g Custarmeoss

If your company has more than one CSP account, we.
try to Iist it below. Consider merging them to reduce
confusion for existing and potential customers._

Not seeing the account you want to merge with? Click
here

Latest Customers

£zxcoupa supplier portal

Distell - Donny Dakery
i - SIC Supplior

AONNY NOTIFICATIONS @ = HE1 P -

Business Performanc

Company account merged successfully

[ > New: Cxciusive discounts for vour business to thank you for being 2 part of the Goupa Community. > ]

Action needed: Complete your profils to get paid taster and get discovered

Profile Progress

Profile Summary

EEaE)

1

a1l Frinity

~ Banking Into Diversity into

SIC Supplier

2646 Complete

Lase Updated

2

2

Registor o Usors,

View

<) Accelerate ) Bnbery Folicy

D tess than a minute ago

Learn More ANNnouncements viewAn ©

One Click Savings view s
@5 Start saving today!

Explore deals for your company, exclusive to the
Coupa Cormmnity

m Merge Accounts

If your company has more than one CSP account, we.

Corriee ted Custarme s

confusion for existing and potential customers.

Mot seeing the account you want to merge with? Cf
he

Latest Customers

Website @3

Distell - Donny Dakery
P Teet P TI L

14
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Once accounts have been merged follow the bellow steps to navigate between accounts
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Access any of the tabs e.g. profile
and customer profile. There will
be a drop down to select the
company you want to view.

zecoupa supplier portal DAISYDUCK v | NOTIFICATIONS @  HELP~

Home | Profile  Orders  Service/Time Sheets ASN  Invoices  Catalogues  Business Performance  Add-ons  Admin
1

Distell - SIC Supplier
Distell - Bevcan a Division of Nampak
Distell - Bonny Bakery

Distell - Bevcan a Division of Nampak

Distell - G2Design S Distell- G2Design

Your Public Profle  Your Customer Profiles

16



