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COUPA SUPPLIERS

QuICcK REFERENCE GUIDE

SETTING UP YOUR 2 FACTOR AUTHENTICATION (2FA) IN THE COUPA SUPPLIER PORTAL

(CSP)

(Increase the zoom to view the screenshots clearly.)

z,scoupa supplier portal

Home Profile Orders

My Account settings

ServicefTime Sheets

Settings User Details
Notification Preferences

Security & Two-Factor

Authentication * First Nameg

Step 1

Select the drop down box beside
your name located at the top right
hand side of your CSP.

Then select the option “Account
Settings”.

Step 2

In the “My Account” settings page
select the “Security & Two-Factor
Authentication” option.

Continue to the next step ...
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Two Factor Authentication App x

Keep unauthorised users out of your account by using both your password and your phone. Set up your two-factor authentication codes
with these 3 easy steps. You will only be asked to enter validation codes once every 30 days, or when you try to log in from a different
computer.

o Use your favourite Authenticator App available from your mobile
phone app store: examples are 'Google Authenticator' and
Authy’

® Google Play

Coupa Supplier Portal

o Scan this QR code using authenticator app

4%

o Enter the 6-gigit validation code — open your mobile device's
Authenticator app to get this. If you lost your phone or deleted
the app, use a backup code to get logged in.

Two Factor Code
Code

PXIESDYPBSB74VDYNJC
NPSPBLZ5IUVXU

Click to copy Security Key

Cancel

Z,:coupa supplier portal

Home Profile Orders Service/Time Sheets ASN Invoices Business Performa

Catalogues

My Account Security & Two-Factor Authentication

Two-Factor Authentication

Settings
Notification Preferences O Disabled

@ Enable only for Payment Changes (Required for changing Legal Entity or Remit-To)

() Enable for Both Account Access (Login) and Payment Changes

Via Authenticator App Dizabled

[ Enable Using an Authenticator App available from your mobile phone app

store

Via SMS Disablec

[ Enable Using SMS, a code will be sent to your mobile phone number. Enter

verification code when prompted and select OK. SMS rates apply.

Step 3

You can continue the process from
this screen if you have or want to
use an authentication app.

Just follow the steps provided to
complete the process and enable
the 2FA.

If you prefer to receive a code via
text message, select cancel, and
move to Step 4.

Step 4

If you prefer to receive your 2FA
code via text, select the tick box in
the “Via SMS” box.

Once selected you will need to
enter your mobile phone number
and select “Next”.

You will then receive a code to
enter to finalise this option.

You can print or download the
backup codes and store in a safe

place if required.

Continue to the next step ...
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$;zcoupa supplier portal Step 5

- If you are on-boarding as a new
supplier to IRT, you will need to
My ACCOUNE Security & Two-Factor Authentication navigate back to the IRT supplier
Two-Factor Authentication On'boarding form.

Hom: Profile Orders Service/Time Sheets ASN Invoices Caralogues Business Performanc

Settings

Notification Preferences @ Enable only for Payment Changes (Required for changing Legal Entity or Remit-Ta)

Security & Two-Factor () Enable for Both Account Access (Login) and Payment Changes TO d O th i S, Se I eCt th e ”P rOfi | e Ta b” .

Authentication

Via Authenticator App Disabled

[ Enable Using an Authenticator App available from your mobile phone app
store

Via SMS gnapled
Enabled Using SMS, a code will be sent to your mobile phone number. Enter
verification code when prompted and select OK. SMS rates apply.

+61423761083 Change Phone Number

Show Recovery Codes Regenerate Recovery Codes

Step 6
From the profile tab, select the
“Information Requests” option.

$coupa supplier portal

Home Profile Orders Service/Time Sheets ~ ASN Invoices Catalogues Business Perfy

Information Reguests

IRT - TEST You will now be back at the on-
boarding form where you can
continue completing IRT’s on-
boarding requirements.

Your Profile Coupa Verified

+/ We have auto-filled some information from your Public Profile.

Supplier Information

Test 2FA Pty Ltd Part 3

SUPPLIER ONBOARDING FORM

Before completing this form, please finalise the 2 factor authentication section.

1
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