
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
   

 
 
HOW TO SEND MERGE 
REQUEST 
  

 

 



   

 

 

How to send Merge request in Coupa  
 
 
 

1. Click on the Setup tab → select Merge Request  

 

 
 
 
 

2. In the Email address field, type the email address for the recipient you would 
like to send the marge request to then click Request Merge 

 

 



   

 

 

 
3. Type the note for recipient (ex. Please accept the request) in field Note For  

Recipient then click Sent Request. 
 

 
 

4. The recipient will be notified to accept the request, in order to accept the 
merge request, the recipient should login to Coupa, Click on the Setup tab → 
select Merge Request  
  



   

 

 

 
 

5. The merge request will be listed in Open merge requests, click on Respond  

 
 

 
 
 
 

6. Type the note for requester (ex. accept) in field Note For Requester then click 
Accept. 



   

 

 

 
 


