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

( Log into your CSP account

Go to Setup -> Users -> Invite User

- lnvite User
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03.a. How to Add More Users to a CSP Account (2/5)

Invite User

( The Invite User window will open J

e 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.

Send Invitation
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03.a. How to Add More Users to a CSP Account (3/5)

 The invited user will be notified by email |

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

Create an account

e Grow your Business on Coupa with a Fres Account
coupa

Action Required - Join the Coupa Supplier Portal

* Busindss Nam

Hi Jane Doe,
o . . . . = Emasl
A coworker invited you to join their account on Coupa. Once you have registered, you can view and manage purchase orders,
create and manage invoices, get real-time SMS alerts for these transactions and much more.
Find out more using the links below, and use the button to register Welcomel * First Narma * Last Hame

ong

Join Coupa Supplier Portal

Password »  contmpossurs ?
. “r:coupa
g [ifimcopeha emy ety mstrma s « AcceptTs &Cs

Join

Create Account » P ——

Alreadly e On GoCounl? | g I




03.a. How to Add More Users to a CSP Account (4/5)

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.

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

Admin Merge Requests

Initiate Merge Request

Users

Worker Portal Access Enter emall add ress
jane_doe@boi.com °

Merge Requests tO merge WIth

Merge Suggestions
(]| rmnotarobot ... 4@ |SolvereCaptcha

Requests to Join

Fiscal Representatives

Additional Caa3 ! Merging will join the accounts and give all combined users the ability to invoice and submit payment
Information 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 organisation. Once approved, an account merge cannot be
sFTP Accounts undone. Learn more about merging accounts.

cXML Errors | ‘ Req u est M e I‘g e




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

UAT Test of UAT Test Supplier has requested to merge with your Coupa Supplier Portal
account. By accepting this request, the administrator of UAT Test Supplier will become
the new account owner.

My Account Merged Account

The existing user will be notified of

2 Myusers As the account owner, they will

the merge requests and will be able to § Wy cusiomers
respond by accessing Setup -> Merge
Requests -> Open merge requests ->
Respond

B My payment information 1 1 ~icombined users

&J My public prafile “ ' i All combined customers

'5 '5 All combined payment
information

The next window will
explain the implications
of merging account.
AN e eyt Acknowledge the email

Initiate Merge Request

| will administer only

Their Account _t My users

X Their users * My customers

a d d reSS a n d Cl I C k * Their sustormers B My payment information
lAcce pt' . E}r;;::jaymm The merged account will use

& Their public profile &. Their public profile

Users
Worker Portal Access

Merge Suggestions F ol
D I'mnot a robot

Requests to Join 1eGAPTCHA

[ boupa@coupamail.edu

Fiscal Representatives

.
Warning! Account merges cannot
Additional CaaS 1 Merging will join the accounts and give all combined users the ability to invoice and submit payment . : - , R o
Information information to linked customers on behalf of your company. Before sending a merge request, confirm that this be un d one U se caution w h en Users with access to Supplier Name (. 1@bai.com
.

email address belongs to a user who is part of your organisation. Once approved, an account merge cannot be merged account

SFTP Accounts undone. Leam more about merging accounts merg i n g aCCO u ntS a nd be SU re tO
Request Merge .
EE— verify that the account you are

Customers)

P merging with is part of your
(from Open merge requests
Custy ) . .
e Requested UAT Test Supplier Initiated From Other Company O r g a n IZG t | O n . r
04/02/2026 1Any Street, Willow Farm Business

Gity LND EG4M 9BE | recognise the email address above as a colleague at my
United Kingdom

CXML Errors Hote from requester BOI Webinrar

Add note for requester

mpany, and | agree to merge

Merging will join the accounts and give all combined wsers 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 is part of your
organisation. Once approved, an account merge cannot be undone. Learn more
about merging accounts.

=3 &3




03.b. How to Add Multiple Legal Entities for Invoicing (1/3)

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

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:

dLog into your CSP account (https://supplier.coupahost.com/sessions/new), go to
Business Profile > Legal Entities > Create:

o Business Profile o
NOTE: The first time you go to the Legal
£,zcoupa supplier portal ‘ Entities sub-tab you will be asked to
siese Ovders Mmmm | e Sheete  lerme enable Multifactor Authentication (MFA).
t.u TS — S You can find instructions about this
— procedure in section 03.d. of this guide.
Legal Entities f

Legal Entities e

*

Create

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

Fill in the mandatory fields and click on ‘Save’:

Create Legal Entity

Legal Entity Name *

GreenTech Innovations UK

Tax Registrations

CountryRzgion *

United Kingdam

Additional Company Information

Mandatory (*)

Type of Company *

Ltd

Invoice From Address

5

Country/Rzgion *

United Kingdom

VATID *

GB123456789

| don’t have a Tax ID Number

@ Add Tax Registration

Board of Directars

Please enter the address that you invoice from or the address where you receive posted and in-person payments.

Country/Regian *

United Kingdem

City =

Londan

Invaice-From Code (7

Addiress Line 1 %

123 Baker Street

Address Line 2

Preferred Language

English {UK)

Pastcode *

WU BRY

Ship-From Address

Please enter the physical address that your goods are shipped from. This can be a warehouse address.

@ same as Invoice-From Address

Remit-To Address

Please enter the address to which you receive in-person payments

® Seme as Invoice-From Address




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

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:

siness Legal Entity successfully aeated. Mext, you must add payment inlo or a

Bty
[:E] Fermit-to address required for invoecing. Go to Payment Methods and click "Add
Payrment Method' 1o complete ths.
Cloge | Continue « Contlnue

Payment Methods

Payment Method » Add Payment Method «
. | Bank Transfer
a Bank Tra nSfer ‘ Payment Method Name

Yirtual Card

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

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

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:

dLog into your CSP account (https://supplier.coupahost.com/sessions/new), go to
Business Profile > Payment Methods:

0 Business Profile

£,scoupa supplier portal ‘

ﬂ Irvcrices Orders Service Sheats Iterms ASN Saurcing Forecasts Catalogues

Business Profile Profile Subsmissions Legal Entities

Payment Methods a

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.

Information Reguests Performance Evaluation

Payment Methods
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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:

#,:coupa supplier portal monica~ | @ | HELF

ﬂ lrvoices Orders Service Sheets Items ASH Saurcing Forecasts Catalogues Setup More...

Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation

Payment Methods

Payment MethOd Add Payment Method v

Bank Transfer

B a n k T ra n Sfe r . Payment Method Name Country Currency Linked Legal Entity Shared With Customers Payment Method Status Actions
Virtual Card

E Bank Transfer EUR Account Iredand EUR GreenTech Innovations Lid Bank of Ireland _-"'\:i\-'E:- / ] iﬁg E




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

Add Payment Method

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

BOI GBP Account GreenTech Innovations Lid.

Bank Branch Country / Region * Bank Account Currency *

‘ iretand - GaP
Highlighted » — —

»

S

Bank of lreland 31926819

AN Transit Code Typz () Transit Code:

Fields

IE79 BOFI 9311 5212 3458 78

SWIFT/BIC Code (7) Branch Code (F)

BOFIE2ZD

Additional Information

Bank Branch Address

Address Line 1

» Cancel




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

( You will then be asked to select the customers with whom you want to share this account.

You must tick Bank of Ireland and click on Save. 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:

Add Payment Method

Great Newsl The payment information has baen succesefully saved.

Payment Methods

(i/_, GBP Account has been linked with your customers).

Add Payment Method ~

Payment Method Payment Method Name Country Currency Linked Legal Entity Shared With Customers Payment Method Status Actions
it Bank Transfer GBP Account Irefand GBF GreenTech Innovations Lid Bank of Ireland ( Active) / D EEE E

i Bank Transfer EUR Account Ireland EUR GreenTech Innowations Lid Bank of Ineland ( Active) / D EEK E

Save

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.
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03.d. Multifactor Authentication (MFA) Activation and Use (1/4)

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
O Go to the Business Profile tab and click on Legal Entities or Payment Methods.

Business Profile o

z,zcoupa supplier portal ‘v
ﬁ Invoices Orders | | Service Sheets [tems ASN Sourcing

Business Profile |Lega[ Entities | |Payment Methods | Subscriptions

Legal Entities Payment Methods




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

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

Multi Factor Authentication needs to be enabled before you can access this feature.

Multi Factor Authentication via App

dScan the QR code with your Multi-Factor @  Scan this QR code using your mobile device. Coupa Supplier Portal

Authentication app (e.g. Google oyt rtne sttt s s e e o e [

Authenticator, Microsoft Authenticator - For most apps,Select AT o+t scan the QR code or copy and pase '

etc.) (o socuy oy QR code
d Enter the 6-digit verification code

received on your mobile device from

the MFA app and click Enable.

XMYQEG2ERFKSYH6IHHQ3LTF6

If you don’t have an MFA app, download e 6-digit code ke e

it on your mobile device from Play ’

Store/App Store. @ Enter the 6.digit verification code from your device. 278714 | G

- E Enable

16



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

recovery codes which:

( The system will then provide some emergency

These codes wene generated on March 05, 2025

Emengency Recoverny Codes are the only way to resiore
access il you ise access 1o your authenticating device or

dYou can use to restore access to the CSP in the e
cases indicated in the screenshot. You can use each recovery code only once

Fizap (hese somewhens safe bul accessibhe.

dYou should keep safe in case you need them and DCMIWA VEHIg
once you save them, close this window. —_— T

fp &g N




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

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

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 vyour
Authenticator app:

Multi Factor Authentication
Enter the G-digit verification code from your authenticator app.

* Multi Factor | Code
Authentication

y ot

e MFA code
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