Z,scoupa

Coupa Supplier Portal

Request to Merge Accounts

Merge accounts is useful when several users, with different email addresses, from the same company,
register to the Coupa Supplier Portal (CSP). Follow the instructions below to request to merge two or
more accounts in CSP.

Note: An account merge cannot be reversed.

1. Navigate to Setup from the home page. Click Merge Requests.

Admin Merge Requests

Initiate Merge Request

Users

Incupa@coupamawl edu I

Merge Suggestions

Requests to Join H
I'm not a robot

2CAPTCHA
Legal Entity Setup .57,{;_, - Terms

Coupa Verified

Fiscal Representatives 1 Merging will join the accounts and give all combined users the ability to invoice and submit payment
information to linked customers on behalf of your company. Before sending a merge request, confirm that this
email address belongs to a user who is part of your organization. Once approved, an account merge cannot be
undone. Leam more about merging accounis

Remit-To

Terms of Use

Additional Caas _ RequestMerge

Information

2. Enter the email address of the account you want to merge with. Click the security Captcha box I’'m
not a robot. Then, click Request Merge.
Note: This change will not affect the primary contact email address, set in CBRE, where POs are
dispatched to.

3. Click My Account to be the account owner. The other user’s company account is removed. This
will give you the ability to manage combined users, combined customers, and combined payment
information. You can set the other user up as an administrator.

Note: If you select Their Account as the account owner, the other user becomes the administrator,
and their company account becomes the only company account. The administrator can choose to
make you an administrator of the merged account.
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Request Account Merge

My Account

2 Myusers
i My customers.
5 My payment information

&) My public profile

Their Account

2 Theirusers
§ Their customers
) Their payment infonmation

&, Their public profile

*ou are requesfing to merge your Coupa Supplier Portal account with 0000000085-GWS IS-
THOMAS PUMP CO INC. Choose who will become the owner of the merged account.

Merged Account
As the account owner, | will administer

2 % Ailcombined users
i ii i All combined customers.

'5 '5 Al combined payment information
They will administer only

3 Theirusers

§ Their customers

B Their payment information

The merged account will use

&, My public profile

* Account Owner @ My Account

0 Their Account

Mote For Recipient

I'm not a robot

sccounts.

Cancel Send Request

! Merging will join the accounts and give all combined users the ability to invoice and
submit payment information to linked customers on behalf of your company. Sefors
sending 3 merge request. confirm that this email address belongs to 2 user who is part of your
organization. Once approved, an account merge cannot be undone. Leam mars about merging

4. Add a note about the merge request in the Note For Recipient box. Select I'm not a robot. Then,
click Send Request. An email notification will be sent to the email address of the account that you
want to merge to.

Respond to a Merge Request

The following steps detail the required action of the account receiving the email notification for an

account merge.

Note: Carefully read the instructions in the email notification before responding to a merge request.

1. Click View Merge Request.
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$ecoupa
Action Required - Account Merge Requested from 0000061192-GWS
US-ABM INDUSTRY GROUPS LLC

sean geronimo at 00000671192-GWS US-ABM INDUSTRY GROUPS LLC has requested that
your company's account on the Coupa Supplier Portal be combined with theirs. Please review
this request carefully, and only accept if you completely understand and trust the source.

If you accept, you'll have the following benefits:

Visibility to potential buying organizations of a single public profile, rather than
multiple (which can be confusing).

Streamlined management of all buying company relationships from both accounts on
Coupa in one place

Single place for your company and user administration.

There will be ne disruption to your service if you accept this request. You'll continue to have
access to all existing Coupa buying relationships. The account owner requesting the merge
will become the new administrator, and some public company profile information may be
replaced by the information in the other account.

Once approved, an account merge cannot be undone. Merging will give this user the ability to
invoice and submit payment information to linked customers on behalf of your company. Only
accept this request if you confirm this user and account are part of your organization. Learn
more about merging accounts.

Mote from 0000061192-GWS US-ABM INDUSTRY GROUPS LLC:
Requesting to merge with your account. Please reply.

You can review the request and respond by clicking below.

View Merge Request

£rzcoupa

Business Spand Management

2. Click Respond next to the account that you want to merge with. Open Merge Request may show
multiple requests to merge.

Admin Merge Requests

Initiate Merge Request
Users

Merge Requests
coupa@coupamail.edu

Merge Suggestions

Requests 1o Join F o |
I'm not a robot o 4

Legal Entity Setup [eearTens

Coupa Verified

Fiscal Representatives ! Merging will join the accounts and give all combined users the ability to inveice and submit payment
i to linked on behalf of your company. Before sending a merge request, confirm that this

Remi-To email address belongs to a user who is part of your organization. Once approved, an account merge cannot be
undone. Learn more about merging accounts.

Terms of Use

Additional Caas Request Merge

Information

Early Pay Discounts

sFTP Accounts

XML Efrors Requested cbre Initiated From Other Company
09/07/22 1902 Post Oak Blvd
SFTP File Errors (to Houston VR 77014

Customers)
United States

sFTP File Status (from
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3. Click the box next to | recognize the email address above as a coworker at my company, and |
agree to merge. Then, click Accept.

Merge Request

Patricia Duffie of cbre has requested to merge with your Coupa Supplier Porial
account. By accepting this request, the administrator of cbre will become the new
account owner.

My Account Merged Account

1 My usars As the account owner, they wil

i My eusto administer

Wiy cusiomers

E My payment information 1 1 4ncombined usars

E‘, My publc profile i * f i All combined customers
£ £ All combined payment
information

| will administer only

Their Account 2 My users

M
_ ¥ My customers
1 heir users.

T My payment information
i Their customers & My paym

) Their payment

. ) The merged account will use
information

('{_, Their pubiic profile &, Their public profile

Users with access to sean geronimo ( 5 n)
merged account jennifer Janssen { - - 1)

Jenn Janssen | jeeiie. aose

Prince July (it 1

Test User | Ciemwn 08

JJTest Supplier ( .

Supplier TestJJ | Suppiermsiji@mwei com )

Mote from requester Account Merge request for new policy compliance and more
efficient invoicing/order fulfillment.

Add note for requester

s

| recognize the email addresses above as coworkers at my

company, and | agree to merge

A This request is from a user who has a different email domain. Cnly accept this
request if you confimn this user is part of your organization. Merging will join the
accounis and give all combined users the ability to invoice and submit payment
information to linked customers on behalf of your company. Once approved, an
account merge cannot be undone. Leam more about merging accounts.

==

Edit a User on a Merged Account

Users of a merged account will have access to the same customers. Each user can edit their Permissions
settings. A user with Admin Permission settings may also edit the settings of other users. The following
steps detail how to edit a user.

1. Select User from the Admin tab. Click Edit to make changes to the user’s permissions.
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2. Click Save when you have completed your edits to the user’s permissions.
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View Customer Activity

1. You can view Recent Activity by customer. Select More to choose from a list of additional
customers.

r;;;:coupa supplier portal CBRE -  NOTIFICATIONS HELP ~

0 Invoices ~ Orders  Profile  Setup  Service/Time Sheets ~ ASN  Sourcing  Forecasts  Catalogs ~ Add-ons  More

ou 0000061219-GWS US-ACTIVE FIRE CONTROL

Profile Progress 24% Last Updated o | View Profile

Recent Activity view « @ Announcements

CBRE New

‘.Lb £ - 0000024757-JDE USA-lo. '\ Mum,@ 21 Sep 2024

Coupa OPTIONAL Subscriptions!

Invoice # INV-CFM-b Search Q Disputed ~ Oct22 CBRE does NOT require its suppliers to use
_ Coupa Advance or any other paid features.
CBRE - 0000024757-1DE USA-Johnny CBRE - P « Not paid N 7
B00002430410E You will be able to fully transact with CBRE
Ordder & CEMO0147913 USA-Southworth . without this module. Learn more...
Milton Inc
CBRE - 0000024757-1DE USA-Johnny CBRE - 5D o Not Invoiced < 10f2 >
0000000024-GWS
Order # CFM00147912 US-PITNEY BOWES ssued  Oct22
CBRE - 0000024757-1DE USA-Johnny CBRE - P « Not Invoiced
0000000021-GWS
Order # CFM00147849 Us-KEYENCE CORP ssued  Oct15
OF AMERICA

CBRE - 0000024757-JDE USA-Johnny CBRE - 5D « Not Inveiced

0000167339-GWS
Invoice # InvMgmt-a Approved  Oct08

CBRE - 0000024757-1DE USA-lohnny On The Spot LLC » 692.46 « USD » Not paid

2. Select View for quick links to the selected customer’s orders, invoices, and information requests.

ou 0000061192-GWS US-ABM INDUSTRY GROUPS LLC

Profile Progress 76

Recent Activity view . @ Announcements

AlL Orders

| | CERE - 000012007 4-CORP US-A.. Mere..

Mo activity found for CBRE - 000

All Invoices

3-GWS US-8XE INC All Information Requests

Two Factor Join Requests Merge Linked
Security Suggestions Customers
1 of 4 Users Q Users 0 Duplicates 14 Connections

Create a View by Customer

Create a custom view by customer on Orders, Service/Time Sheets, ASNs, Invoices, and Catalogs. The
following steps detail how to create a view by customer for purchase order information.

1. Select the Orders tab from the home page. Choose your customer from Select Customer drop-
down list.
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$yzcoupa supplier portal CBRE ~ | NOTIFICATIONS HELP ~
ﬁ Invoices Profile Setup Service/Time Sheets ASN Sourcing Forecasts Catalogs Add-ons More...
Orders Order Lines Retufns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...
CERE - 0000000024-GWS US-PITNEY BOW... »
Purchase Orders l I
CBRE - 0000000116-CAN-ACKLANDS =
GRAINGER
Instructions From Customer CBRE - 0000024757-JDE USA-Johnny On The
Please acknowledge the receipt of your orders by selecting the acknowledge PO option on the PO template. In case you have any questions wi SpotLLC
you would like to be enralled to the Coupa Supplier Portal, which allows you to see the status of all your orders and invaices please send an en| CBRE - 0000000021-GWS US-KEYENCE
"To APAC vendors only, kindly ignore the PO number with "WCP" as this is for CBRE internal use only.” CORP OF AMERICA
Click the == Action to Invoice from a Purchase Order CBRE - 0000024304-JDE USA-Southworth
Milton Inc

2. Click the -~ next to View and select Create View.

Purchase Orders

Instructions From Customer

Please acknowledgs the receipt of your arders by selesting the acknowiedgs PO opfion on the PO template. In case you have any questions with respect to the purchase order o if you would

ke to be enrolled to the Coupa Supplier Portal, which sllows you to see the status of all your orders and invaices please send an email to supplychain.oparations@cbre.com

POMNumber OrderDate  Status  Acknowledged At Hems Unanml_ﬂ - gned To  Actions
Client Name
I US120000124005 08/21/23 ssued  None Exception 13 - 7/2023 Evap Cooler Rents No Client XYZ =
Confirmations Awsiting Buyer Review _
US120000124803 0821723 Issued  None Exception 8 - 1/2023 M Trash Removal Service Mo Last Quarter £
Exception 8 - 22023 M Trash Remaoval Service Open Orders
Exception 8 - 22023 M Trash Removal Services. Orders not acknowiedged

Orders naot invoiced
Orders past due
Orders Pending Confirmation

Exception 8 - 42023 M Trash Removal Services
Exception 8 - 5/2023 M Trash Remaoval Service

Exception 8 - 6/2023 M Trash Removal Service Orders with pending changes
Exception 8 - 7/2023 M Trash Removal Sarvices ‘Owerdue Confimations
Exception - 82023 M Trash Removal Services. POs with service lines
Excetion 8 - 072023 M Trash Removal Service et

Exception 8 - 1042023 M Trash Removal Senvice

2 more lines

3. Enter a Name for your view on the Create New data table view page. Select Only Me to be the only
one who can access the view that you are creating.

Create New data table view

Start with view | All L

4. Select from the Match Conditions drop-down. Match all conditions will result in a display of
information that is an exact match to the filter you define. Match at least one condition will result
in a display of one or more objects matching the filter that you define.

4]

5. Create Filter By conditions. Add additional filters by clicking or Add group of conditions.

Note: © allows you to define multiple filters but will display information matching only one filter.
For example, if searching for POs beginning with ABM or created this month, the display will
display POs beginning with ABM or created this month. Add group of conditions will display POs
beginning with ABM or an order date of this month and with paper towels as the item.
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Conditions

Match Conditions | Match all conditions from at least one group Add group of conditions

Filter By | PO Mumber ~ | Filter Clause | contains ~ | Filter Text | ABM 9
Filter By | Order Date “ | Filter Clause | this month L4 o 9

Firter By | liem * | Filter Clause | is | Filter Text | paper towels o 9

6. Select columns to include in your View. You can add, remove, and re-order the columns by clicking
on and dragging them. Select Save.

Folumns I

Drag columns to the right to select. to the left to unselect and vertically to change column order.

*fou can also use your keyboard to modify the selected columns. Use TAB fo focus and ENTER to mowve a column to or from the
Selected Column list. To reorder, use SPACE to grab an item and then UP or DOWN to move it. Press SPACE again to drop the
item, or ESC to cancel the reordering.

Available Columns Selected Columns
Client Name PO Number
CMMS PR # Order Date
Comments. Status
Payment Ag s ged At
POID ltems
Work Order # Unanswered Comments
Tatal
Aszzigned To
Actions

Default Sort Order

Sort by % | in | ascending s~ | order

Ganes m

For additional support, please contact our 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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