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Coupa Supplier Portal

Setting up Two-Factor Authentication

The steps below will outline how to enable or disable two-factor authentication in Coupa Supplier
Portal.

1. Log into your Coupa Supplier Portal http://supplier.coupahost.com/.
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Login

* Password

Forgot your password?

New to Coupa? CREATE AN ACCOUNT

2. On the My Account page, click on the Security and Two-Factor Authentication link to enable
or disable two-factor authentication.

g,scoupa supplier portal CBREw | NOTI
. ] . ] . Account Settings
ﬁ Invoices Orders Profile Setup Service/Time Sheets ASN Sourcing Forecasts Im
Log Out
My Account security & Multi Factor Authentication
Settings Multi Factor Authentication
Motification Preferences
() Disabled
Security & Multi Factor - - - -
o I @ For Payment Changes (Required for changing Legal Entity or Remit-To)
Authentication
() For Both Account Access (Login) and Payment Changes
Via Authenticator App
Use an Authenticator App available from your mobile phone app store.
Default
Via Text Message
Use a code sent via text message to your phone number.
Default
August 16, 2024 | Enterprise Platforms/Resources Proprietary & Confidential Information ©2023 CBRE,

Inc.


http://supplier.coupahost.com/

Zcoupa

Coupa Supplier Portal

3. Click on Enable for SMS for SMS or for Two Factor Authenticator App depending on how you want to receive
the verification code.
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4. For SMS, enter the verification code in the pop-up window. After successful validation, you
will receive the verification codes in text messages. For installing and using Google
Authenticator, follow the on-screen instructions.

NOTE: Print your backup codes or email them to yourself before you click OK. If you
ever lose your devise, you need these to regain access to your CSP account.

Enter the code that you received by SMS

Your verification code has been sent to: +639285060907

* Code

Cancel Resend Code m
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5. To disable Two-Factor Authentication, click Disable for SMS or for Two Factor Authenticator
App. In the appearing window, enter your CSP password and click Disable Two-Factor
Authentication. You will be notified of a two-factor authentication change via email.

NOTE: If the option to disable is not shown, your company is linked to a customer that
requires two-factor authentication.
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My Account security & Two-Factor Authentication

Mobile Phone Verification

Settings

Mobile Phone : Verified
+13046389957

| -Factor

Notification Preferences

For more information or assistance, reach out to your Procurement Buyer Team.

Support Email Contact

GWS APAC APAC_ProcurementBuyerSupport@cbre.com
GWS EMEA GWSEMEAsupplychainbuyer@cbre.com
GWS Latin America LATAM_ProcurementBuyerSupport@cbre.com
GWS US & Canada GWSNAM_ProcurementBuyerSupport@cbre.com
Corporate/Advisory APAC APACSupplyChainBuyers@cbre.com
Corporate/Advisory EMEA ADVEMEA_ProcurementBuyerSupport@cbre.com
Corporate U.S. USProcurement@cbre.com
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