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C o u r s e  o u t l i n e

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 

ObjectivesObjectivesObjectives

DescriptionDescriptionDescription



1 4 | 0 3 | 2 0 1 7

4

M e r g i n g  a c c o u n t s  o n  t h e  C o u p a  S u p p l i e r  P o r t a l  ( C S P )

If  you are already on the CSP and your email address is the same for 2 companies Coupa will merge the accounts automatically : 

The log in page will be displayed.
Populate your existing credentials 
‘Email address and Password’ 
and log into the CSP.

Process Steps:

1

2

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

Click on the ‘Login to Coupa’ 
button to access the CSP

11
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M e r g i n g  a c c o u n t s  o n  t h e  C o u p a  S u p p l i e r  P o r t a l  ( C S P )

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

Process Steps:

1 Both companies will be displayed 
under Latest Customers.
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C o u r s e  o u t l i n e

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 

ObjectivesObjectivesObjectives

DescriptionDescriptionDescription
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M e r g i n g  a c c o u n t s  o n  t h e  C o u p a  S u p p l i e r  P o r t a l  ( C S P )

Follow the below step to merge account manually :

Click on the ‘Login to Coupa’ 
button to access the CSP.

Process Steps:

1

2

Populate your log in credentials  
email address and password.
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M e r g i n g  a c c o u n t s  o n  t h e  C o u p a  S u p p l i e r  P o r t a l  ( C S P )

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

Process Steps:

3 To Merge your account with 
another navigate to the merge 
account option on the home page 
and click on  ‘Click Here’.
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M e r g i n g  a c c o u n t s  o n  t h e  C o u p a  S u p p l i e r  P o r t a l  ( C S P )

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

Process Steps:

4 Populate the email address of the 
account you want to merge.

44

To send the merge click on 
‘Request Merge’.

5
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M e r g i n g  a c c o u n t s  o n  t h e  C o u p a  S u p p l i e r  P o r t a l  ( C S P )

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

Process Steps:

6

v
77

Populate a note in the ‘Request 
Note’ box .

7

v
99

8

9

Select the account owner, your 
account or the account of the 
person you are requesting a 
merge with.

Check the ‘I am not a robot’ box .

Click on ‘Send Request’ to send 
the merge request.
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M e r g i n g  a c c o u n t s  o n  t h e  C o u p a  S u p p l i e r  P o r t a l  ( C S P )

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

Process Steps:

10 Click on ‘View merge’ to access 
the merge request

1010



1 4 | 0 3 | 2 0 1 7

13

M e r g i n g  a c c o u n t s  o n  t h e  C o u p a  S u p p l i e r  P o r t a l  ( C S P )

Log in  to the account you sent the request merge  :

Process Steps:

11

66

Populate a note for the 
requester. This can be a note 
informing them of that the 
request is being granted or that 
just a note to say the request is 
received and will be actioned.

1111
Click ‘Accept Merge’ to merge the 
2 accounts.

1212

12 Check the box if you recognise the 
email address that requested the 
merge.

1313
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M e r g i n g  a c c o u n t s  o n  t h e  C o u p a  S u p p l i e r  P o r t a l  ( C S P )

You will receive a pop up that the merge was successful :

Process Steps:

14 The 2 accounts will be displayed 
under Latest Customers.
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N a v i g a t i n g  M e r g e d  a c c o u n t s  ( C S P )

Once accounts have been merged follow the bellow steps to navigate between accounts 

Process Steps:

1 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.

11


