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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. The Admin can also deactivate or remove users previously added to your 
company’s CSP account. The steps in this document outline how to add a user or deactivate a 
user. 
NOTE: When all supplier account’s admins have been inactive for 90 days, users can request Admin 
status. This triggers a process to send a notification to all admins on the account, alerting them of the 
request and allowing them two weeks to reply. If no reply is given, the request is granted, and the user 
becomes the admin. 
 
 

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. 
 

 

  

http://supplier.coupahost.com/
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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. 
 

 

4. Add the new user’s Email address. Optional fields are First Name, Last Name, Purpose 
and additional contact information. 
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5. Click the box next to the Permissions that the user should have. 
 

 
6. In Customers section, select CBRE. Click Send Invitation. An email notification with a 

registration link will be sent to the user. 
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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.  

NOTE: You can permanently Delete the user from the Actions column. 

To delete a user is to remove the user from the Users data table, but 
information (i.e. customers, invoices, etc.) relative to the account remains 
as part of the account. 
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For additional support, please reach out to your Procurement Buyer Support Team. 

Region & Line of Business Support Email Contact 

ADV & GWS APAC APAC_ProcurementBuyerSupport@cbre.com 

Corporate & US usprocurement@cbre.com 

GWS U.S. & Canada GWSNAM_ProcurementBuyerSupport@cbre.com 

GWS Latin America LATAM_ProcurementBuyerSupport@cbre.com 
Chile, Panama, Peru, Costa Rica, Uruguay, Dominican Republic, Columbia, 
Argentina, Mexico 

EMEA, Canada ACML All CBRE Entities 

 

mailto:APAC_ProcurementBuyerSupport@cbre.com
mailto:LATAM_ProcurementBuyerSupport@cbre.com
https://mediaassets.cbre.com/-/media/project/cbre/dotcom/global/about/suppliers/coupa-training-portal/coupa-training-portal-support-team-emea-apac-entities-mybuy.pdf?rev=e07524b8af2e4655a183474d5f6da8cc

