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03.a. How to Add More Users to a CSP Account (1/5)

Go to Setup -> Users -> Invite User
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Setup

Users

Invite User

Log into your CSP account
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03.a. How to Add More Users to a CSP Account (2/5)
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Send Invitation

Required 
Fields

You only need to fill in the fields on the left-hand 
side and to tick the permissions you want to 
grant to the respective user, then click on Send 
Invitation. 

The Invite User window will open
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03.a. How to Add More Users to a CSP Account (3/5)

5

Join
Create Account

Password

Accept Ts & Cs

They will click the Join Coupa Supplier Portal button on the 
invitation and will create a password to finalise the creation of 
their account:

The invited user will be notified by email
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03.a. How to Add More Users to a CSP Account (4/5)

6

Password

In this case the only solution is to merge accounts by 
initiating a Merge Request: Setup -> Merge Requests -> 
Request Merge

If the invited user already has a CSP account, you will receive an error notification 
when trying to send out the invitation, warning that this user is already on CSP.

6
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Enter email address 
to merge with

Solve reCaptcha

Request Merge
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03.a. How to Add More Users to a CSP Account (5/5)
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The next window will 
explain the implications 
of merging account. 
Acknowledge the email 
address and click 
‘Accept’.

Warning! Account merges cannot 
be undone. Use caution when 
merging accounts and be sure to 
verify that the account you are 
merging with is part of your 
organization.

The existing user will be notified of 
the merge requests and will be able to 
respond by accessing Setup -> Merge 
Requests -> Open merge requests -> 
Respond
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03.b. How to Add Multiple Legal Entities for Invoicing (1/3)

❑Log into your CSP account (https://supplier.coupahost.com/sessions/new), go to 
Business Profile > Legal Entities > Create:
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NOTE: The first time you go to the Legal 
Entities sub-tab you will be asked to 
enable Multifactor Authentication (MFA). 
You can find instructions about this 
procedure in section 03.d. of this guide.

Business Profile

If you use the same email address in Coupa to manage several legal entities that provide services to BOI 
(e.g. offices in different countries), here is the process of adding additional legal entities once your CSP 
account creation is complete:

Legal Entities

Create

When you create your CSP account, you have the option to add details for a single legal entity

1

2

3
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03.b. How to Add Multiple Legal Entities for Invoicing (2/3)
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Mandatory (*)

Save

1 - 8

87

6

5

43

21
Fill in the mandatory fields and click on ‘Save’:
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03.b. How to Add Multiple Legal Entities for Invoicing (3/3)

10

Continue

Payment Method

Bank Transfer

You will then be prompted to associate a bank account with your newly created Legal Entity. Click 
on ‘Continue’ and then follow the steps described in the ‘How to Add Multiple Bank Accounts for 
Invoicing’ section (coming up next) to add a new bank account:
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03.c. How to Add Multiple Bank Accounts for Invoicing (1/4)

❑Log into your CSP account (https://supplier.coupahost.com/sessions/new), go to 
Business Profile > Payment Methods:
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NOTE: The first time you go to the Payment Methods sub-tab you will be asked to enable Multifactor Authentication (MFA). You can find 
instructions about this procedure in section 03.d. of this guide.

Business Profile

Payment Methods

If your company uses several bank accounts (e.g. in different currencies) in relation to the services 
provided to BOI, here is the process of adding additional bank accounts once your CSP account creation 
is complete:

When you create your CSP account, you have the option to add bank details for a 
single bank account

1
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03.c. How to Add Multiple Bank Accounts for Invoicing (2/4)

Click on Add Payment Method and select Bank Transfer:
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Payment Method

Bank Transfer

3
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03.c. How to Add Multiple Bank Accounts for Invoicing (3/4)

Fill in at least the fields highlighted 
below and click on Save:

13

Highlighted 
Fields

Save

4
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03.c. How to Add Multiple Bank Accounts for Invoicing (4/4)

You must tick Bank of Ireland and click on Save.
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NOTE: If the account you are adding has not been used previously in relation to the Bank of Ireland Group (is not recorded in BOI SAP), you should also update the Supplier 
Onboarding External Form with these details. Instructions for this process can be found in section 02 of the Training Pack. 

Both accounts will now be displayed in the 
Payment Methods section, and you will be 
able to select the appropriate one when 
creating each invoice:

BOI

Save

You will then be asked to select the customers with whom you want to share this account.
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03.d. Multifactor Authentication (MFA) Activation and Use (1/4)
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Business Profile

Legal Entities Payment Methods

In the Coupa Supplier Portal (CSP), MFA (Multi-Factor Authentication) is a security feature that 
enhances account protection by requiring users to verify their identity using more than just a 
password. 
It will be required each time you access the Legal Entities or Payment Methods sub-tab in the 
Business Profile tab, to make payment information-related changes.

How to enable MFA
❑ Go to the Business Profile tab and click on Legal Entities or Payment Methods.

1

2



BOI

ACN 
/ BOI

03.d. Multifactor Authentication (MFA) Activation and Use (2/4)

❑You will be asked to enable Multi-Factor 
Authentication. This is a mandatory 
step. Click on “Enable”:

❑Scan the QR code with your Multi-Factor 
Authentication app (e.g. Google 
Authenticator, Microsoft Authenticator 
etc.)

❑Enter the 6-digit verification code 
received on your mobile device from 
the MFA app and click Enable. 

❑ If you don’t have an MFA app, download 
it on your mobile device from Play 
Store/App Store.
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Enable

Enable

6-digit code

QR code
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4
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03.d. Multifactor Authentication (MFA) Activation and Use (3/4)

❑You can use to restore access to the CSP in the 
cases indicated in the screenshot.

❑You should keep safe in case you need them and 
once you save them, close this window.

17

The system will then provide some emergency 
recovery codes which:
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03.d. Multifactor Authentication (MFA) Activation and Use (4/4)
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MFA code

Upon every subsequent login to your account and attempt to access the Legal Entities or 
Payment Methods, the system will require you to enter the MFA code from your 
Authenticator app:

You now have access to the Legal Entities and Payment Methods sub-tabs

8
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