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Adding a User to the Coupa Supplier Portal 

As an admin within the Coupa Supplier Portal (CSP), you can invite/add additional users within 
your company to have access to the CSP.  Follow the steps below to add additional users to 
your account.  
 

1. Log into the Coupa Supplier Portal at http://supplier.coupahost.com/ by entering your 
email address and your password. 
 

 

2. From the Home page, go to the Setup tab located in the top tool bar. 
 

 

3. Select Invite User on the Admin page. 
Note: If a primary contact has not been added to your account, you will receive the 
message:  You have not assigned a Primary Contact for your Business Profile. 
Please click edit on a user below to assign as a Primary Contact. 

  

http://supplier.coupahost.com/
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4. Add the new user’s Email address. Optional fields are First Name, Last Name, Purpose 
and additional contact information 

 

5. Click the box next to the Permissions that the user should have. 
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6. In Customers section, select CBRE. Click Send Invitation. An email notification with a 
registration link will be sent to the user. 

 
 

 

Removing a User from the Coupa Supplier Portal 

1. From the Home page, select Setup. Under the Admin Users screen, select the Edit 
option for the user you want to remove.  
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2. Select Deactivate User. 

 
 

3. Confirm user’s deactivation status. 
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For additional support, please reach out to your Procurement Buyer Support Team. 

 Region & Line of 
Business 

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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