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Coupa Supplier Portal- CSP 
How to Invite users (co-workers) & edit users in your  
CSP account Feb 2024 

Background 
This guide will explain how Suppliers can invite a coworker (other users) into their existing Coupa 
Supplier Portal Account & change users. Once you are connected on the CSP with the RFS, you may 
need to add an additional user to your account or edit existing users. 

 

Outline 
RFS sends an invitation to register on the CSP.  The supplier user registers and links their CSP account 
but then needs to add in additional or edit users to assist with this function. 

You can add other users, define the user’s role/permissions, and customise the customer accounts 
they can see and interact with. 

 

Note – For audit purposes, Coupa does not allow users to be deleted, so you cannot delete a 
user from your profile. Instead, you can deactivate a user when you no longer want that user to 
be able to access the account. 

 

Warning – Invitations to the CSP expire after 30 days  
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Supplier: Invite users “Co-worker” users to CSP account – Step 1/2/3/4 
Below are the steps to be followed to invite additional users: 

As a Supplier “admin user”, you have all the permissions by default.  

1. The supplier admin user who registered the Supplier on the CSP has the home page screen open. 
The Supplier user then selects the Setup & Admin tab and then selects invite user. 

2. If you have Multi factor authentication turned on you will need to add the code which has been 
sent to your phone or email into the box and then click ok  

3. Enter the basic info in the fields - add the first/last name and email address of the user who you 
would like to add into your CSP account. 

4. You can also provide the permissions and customers that you would like the user to have by 
selecting the checkboxes under permissions and customers, once done click send invitation. 
The invited user will receive an email. 

 

 



 Coupa Supplier Portal- CSP | Page 3 of 4 

 
 

 
 
Supplier: Edit users to CSP account – Step 5/6/7/8 
Below are the steps to be followed to edit existing users: 
 

The “user” section will allow you to manager those users account currently in CSP for your organisation. 

5. You can also limit the access of users by editing “exisitng users”. 
Click on the edit button to open the edit user access screen - select [user name]  
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6. In the edit user access screen you can change the user’s name, modify the user’s 
permissions and customer access,  

7. or deactivate the user.  
8. Once changes have been made click the save button  

 
But you cannot change the user’s email address. If a user wants to change the email adddress, send 
a new invitation to that user. 

                 

                                     

For further information – go to the Coupa Supplier Portal  or contact Coupa 
via email sourcing.support@coupa.com     

 

 

https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal
mailto:sourcing.support@coupa.com

