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Here for her health

Cara Mengelola Pengaturan Admin Anda

1. Log in ke Coupa Supplier Portal dengan Email dan Password

scoupa supplier portal & Secure

y®

2. Pilih Pengaturan (Setup) lalu Administrator (Admin).

Login

* Email

* Password
Forgot your password?

New to Coupa? CREATE AN ACCOUNT
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Here for her health

£,zcoupa supplier portal

NOTIFICATIONS @ | HELP ~

ﬁ Invoices Orders Business Profile Service Sheets ASN Sourcing Forecasts Catalogues Workers More...

I Admin I Customer Setup Connection Requests

Admin users

M, R L
B User name Email

Merge Suggestions
Dema

Requests to Join Supplier

Fiscal Representatives
Payment Methods

Additional CaaS

Information
sFTP Accounts
XML Errors

sFTP File Errors (to
Customers)

sFTP File Status (from

Customers)

— Bagian Pengguna

Status

Inactive

akan

vl o]

Permissions Customer Access

menunjukkan

Purpose Actions

None Activate

izin Anda dan

memungkinkan Anda mengundang pengguna lain.
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Here for her health

‘i‘}coupa Supplier porttﬂ NICOLAS ~ | NOTIFICATIONS @ | HELP -

ﬁ Invoices Orders Business Profile Service Sheets ASN Sourcing Forecasts Catalogues ‘Waorkers More...

Admin Customer Setup Connection Requests

Admin users

Merge Requests

User name Email Status Permissions Customer Access Purpose Actions

Merge Suggestions .
Demo Inactive Organon - None Activate
Supplier

Requests to Join
Fiscal Representatives
Payment Methods

Additional CaaS

Information
sFTP Accounts
cXML Errors

sFTP File Errors (to
Customers)

sFTP File Status (from

Customers)

— Bagian Permintaan Penggabungan akan menghubungkan akun
dan memberi pengguna kemampuan untuk menagih dan
mengirim informasi pembayaran ke pelanggan tertaut atas nama
perusahaan Anda. Sebelum mengirimkan permintaan
penggabungan, konfirmasikan bahwa alamat email ini milik
pengguna di organisasi Anda. Setelah disetujui, penggabungan
akun tidak dapat dibatalkan.
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Here for her health

£v:coupa supplier portal

NOTIFICATIONS @ | HELP -

ﬁ Invoices Orders Business Profile Service Sheets ASN Sourcing Forecasts Catalogues Workers More...
Admin Customer Setup Connection Requests
Admin Merge Requests
Users Initiate Merge Request
Merge Requests
coupai@coupamail edu
Merge Suggestions
Requests to Join ™
I'm not a robot
Fiscal Representatives P':CAP i:'f;
Payment Methods
Additional CaaS 1 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

Request Merge

cXML Errors

sFTP File Emors (to
Customers)

sFTP File Status (from
Customerg)

Open merge requests

Request Merge

— Gabungkan Proposal di mana Anda dapat menggabungkan akun
dengan domain email terkonfirmasi yang sama dan setidaknya
satu kredensial umum seperti Nama Perusahaan, Alamat, Nomor
Pajak, atau Nomor DUNS. Harap dicatat bahwa setelah disetujui,
penggabungan akun tidak dapat dibatalkan.
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Here for her health

a}coupa Supplier portal ~ | NOTIFICATIONS @ | HELP -~

ﬁ Invoices Orders Business Profile Service Sheets ASN Sourcing Forecasts Catalogues ‘Workers More...

Admin Customer Setup Connection Requests

Admin Merge Suggestions

Merge Suggestions are accounts with the same confirmed email domain and at least one common credential such as the Company

Users
Name, Address, Tax ID or DUNS Number.

Merge Requests
Before sending a merge request confirm that this email belongs to a user who is part of your organisation

Merge Suggestions
Once approved, an account merge cannot be undone. Learn more about merging accounts

Requests to Join

Fiscal Representatives Enable Merge Suggestions

Payment Methods Open Merge Suggestions
Additional CaaS All clear! No open merge suggestions.
Information

sFTP Accounts

XML Errors

sFTP File Emors (to

Customers)

sFTP File Status (from

Customers)

— Permintaan untuk bergabung di mana Anda dapat menemukan
pengguna baru yang meminta akses ke akun ini.
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Here for her health

*coupa SUpp”Er portal NICOLAS ~ | NOTIFICATIONS @ | HELP -~

ﬁ Invoices Orders Business Profile Service Sheets ASN Sourcing Forecasts Catalogues Waorkers Maore..

Admin Customer Setup Connection Requests

Admin Requests to Join

Requests to Join are from new users requesting access to this account
Users
Before responding, confirm that this email address belongs te a user whe is part of your organisation. Either invite the user to join
this account (and set appropriate permissions) or reject their request to join
Merge Requests

Merge Suggestions Lz Requested Response

| =
Requess to Join All clear! No open user join requests.

Fiscal Representatives
Payment Methods

Additional CaaS

Informatien
sFTP Accounts
cXML Errors

sFTP File Errors (to
Customers)

sFTP File Status (from
Customers)

— Perwakilan fiskal memungkinkan Anda menunjuk perwakilan
fiskal.
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Here for her health

‘i‘-'-,;coupa 5upplier portal NOTIFICATIONS @@ | HELP ~

ﬁ Invoices Orders Business Profile % Service Sheets ASN Sourcing Forecasts Catalogues ‘Workers More...

Admin Customer Setup Connection Requests
Admin Fiscal Representatives Add Fiscal Representative
Mone
Users 9 q .
Name Country/Region Tax ID A d Tax Reg

Merge Requests
Merge Suggestions

Requests to Join

Payment Methods

Additional CaaS

Infermation
sFTP Accounts
cXML Errors

sFTP File Errors (to
Customers)

sFTP File Status (from
Customers)

— Metode pembayaran. Bagian ini memungkinkan Anda
menambahkan alamat pengiriman uang atau melakukan
tindakan seperti mengedit dan menonaktifkan entri yang ada.
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Here for her health

i‘:;‘coupa Supplier por’[al NICOLAS +~ | MOTIFICATIONS @ | HELP -

ﬁ Invoices Orders Business Profile Service Sheets ASM Sourcing Forecasts Catalogues Waorkers Mare..

Admin Customer Setup Connection Requests

Admin remitTo

Add Remit-To View [ v I o} I
Users

Merge Requests

Payment Method Name Remit-To Address Payment Type Legal Entity Customer Sharing Status Actions

Merge Suggestions

None Address Test Account Gt Fo

Requests to Join

Active
Fiscal Representatives

Active
Payment Methods

- Active

Additional CaaS
Information Active
sFTP Accounts See all 46 customers
XML Errors MNone Address Active re
sFTP File Errors (to i
Customers)

Active

sFTP File Status (from

Customers) None Address

Active ’ ©

— Bagian Informasi CaaS Tambahan (Informasi Kepatuhan
Tambahan sebagai Layanan), untuk integrasi dengan Kepatuhan
Coupa sebagai Layanan, khususnya untuk e-faktur. Integrasi ini
memastikan faktur elektronik Anda memenuhi persyaratan
peraturan setempat.
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Here for her health

ﬁ‘}coupa Supplier portal NOTIFICATIONS HELP -~

ﬁ Invoices Orders Business Profile Service Sheets ASN Sourcing Forecasts Catalogues Workers More.

Admin Customer Setup Connection Requests

Admin users

3 | 3|
Users

Merge Requests

User name Email Status Permissions Customer Access Purpose Actions
Merge Suggestions

Demo Inactive Organon None Activate

Supplier

Requests to Join
Fiscal Representatives

Payment Methods

Additional CaaS
Information

sFTP Accounts
cXML Errors

sFTP File Errors (to
Customers)

sFTP File Status (from

Customers)

— Akun SFTP, Kesalahan CXML, Kesalahan File SFTP, Status File
SFTP. Akun SFTP dan CXML memungkinkan Anda berbagi faktur,
katalog, dan PO secara digital dengan pelanggan Anda dan
memeriksa kesalahan.

{‘;‘ccupa Supplier portal NOTIFICATIONS @ = HELP -~

M nvoices  Orders  Business Profile Service Sheets ~ ASN  Sourcing  Forecasts  Catalogues  Workers  More.

Admin Customer Setup Connection Requests

Admin users

71 7]
Users

Merge Requests.

User name Email Status Permissions ‘Customer Access Purpose Actions

Merge Suggestions i
Demo Inactive QOrganon Nene Activate
Supplier

Requests to Join
Fiscal Representatives
Payment Methods

Additional Caa$S
Information

sFTP Accounts

XML Errors

sFTP File Errors {to
Customers)

sFTP File Status (from
Customers)
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