Zacoupa
Coupa Supplier Portal
Requesting Admin Status

When a supplier account’s admin has been inactive for 90 days, a user can request admin status. A
notification of the request is sent to all admins on the account. The admin is allowed two weeks to reply.
If no reply is given, the user’s request for admin status is granted. The following outlines the steps for
requesting admin status.

NOTE: The user must have interacted with the admin previously for the request to admin status to be
granted.

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

2. From the Home page, select View Admins.

;;,“fcoupa su I-"I-‘“’—‘f por tal PB PROCUREMENT NOTIFICATIONS @B} | HELP
0 Invoices Orders Business Profile Service Sheets Items ASN Sourcing Forecasts Catalogs Community Setup More...
ou 0000004373-GWS US-PITNEY BOWES INC

file Last t t 2 mont View Profile
I Admins Last sign on I
13 munutes ago
Recent Activity view ~ @ Announcements
Order # US120005243408 lsswed Sep 25 -
cbre test « 1450.0 « USD » Mot Invoiced I

3. Review the activity of all the admins on the account.
NOTE: All admins must be inactive or their last sign on must be 90 days ago or longer.

4. Select Request Admin Access underneath admin activity. This option is only available when admins
are inactive or last signed on more than 3 months ago.

For additional support, please contact the Procurement Buyer Support Team.
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