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1. About This Document
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Background and Purpose

Background

• From Monday, June 8, 2026, LY Corporation (hereafter "LY") plans to gradually 
switch to processes using the purchasing system Coupa.

For the series of purchasing processes with LY, from quotation to order to invoice, we 

intend to gradually switch to communication through Coupa as the standard process.

Purpose of This 

Document

• This document is a manual for suppliers when registering with CSP (Coupa 

Supplier Portal), which is required to issue invoices on Coupa.

*The screenshots in this document may differ from the actual screens.
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2. Overview of Coupa and CSP
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Overview of Coupa

What is Coupa?

Coupa is a cloud service provided by Coupa, Inc.* that can manage purchasing processes from 
quotation to order to invoice.

*Coupa corporate website: https://coupa.co.jp/

Usage / Fees
It can be used from a web browser without installation.

No license fees or other costs are incurred for using Coupa.

Registration
Coupa can be used without account registration, but issuing invoices on Coupa requires prior 
registration with CSP.

(See the next section for CSP. CSP registration is also free of charge.)

https://coupa.co.jp/
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Overview of CSP

CSP (Coupa Supplier Portal) is the Coupa portal site used by suppliers. Use requires an invitation from LY and registration by the 

supplier.To request registration, please contact us using the inquiry form described later.

If Not Using CSP If Using CSP

Access Coupa from the link in each email sent 
to you

Log in to CSP to access

Check by individual case
Centralized management and confirmation are 

possible

Access Method

How to Check

Order Information

Cannot issue invoices on Coupa Can issue invoices on CoupaInvoicing Method
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Scope of Coupa Use

Quotation Request

LY Corporation Supplier

Coupa

Submit Quotation

Receive Quotation

order Receive Order

Delivery / Work 
Completed

Issue Invoice*2Receive Invoice

Inspection*1

*2 CSP registration is 

required to issue 

invoices (described 
later).

You will check and enter information in Coupa starting from email notifications.

Supplier /

Case Survey
Response

Currently handled

in Coupa

New scope to be

handled in Coupa

*1 If submission of an 

inspection certificate is 

required, please request it 

together with your company 
format.
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Projects Subject to Invoicing via CSP

Cases handled by the Purchasing / Procurement 
Department*

In Scope

(Switch to Coupa)
Quotation

order

Invoice

In principle, we ask that invoices received by LY be issued via CSP.

Cases other than those at left

Out of Scope

In Scope

(Switch to Coupa)

In Scope

(Switch to Coupa: CSP registration required)

In Scope

(Switch to Coupa: CSP registration required)

*This includes goods, hardware, outsourced services, cloud services, etc.; many items procured by LY are in scope.

Supplier / Case 
Survey

Already handled in CoupaAlready handled in Coupa

Out of Scope
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Timing of Switch to Coupa

Because the switch to Coupa will be gradual from Monday, June 8, cases already in progress will continue using the current method. 

Therefore, cases using different methods will run in parallel.

Quotation Request

(LY to Your Company)

Quotation Response

(Your Company to LY)

Order

(LY to Your Company)

Invoice

(Your Company to LY)

May June July August

No Change

No Change

No Change

No Change

Monday, June 8 (planned), gradual switch

(switching from new cases created within LY after release)

Monday, June 8 (planned), gradual switch

(we will contact suppliers who should register for CSP in phases)
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3. CSP Registration

P12: Overall Overview

P13-21: CSP to initial registration

P22-23: CSP screen overview

P24-25: Various notification receive settings

P26-28: Login password change

P29-33: User information edit / add registration

P34-41: CSP account merge
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Overall Overview

This section explains the following CSP registration operations.

CSP to initial 
registration

1

When LINE Yahoo 

registers a supplier 

in Coupa, the 

supplier will receive 

an invitation email to 

Coupa.

This section 

explains the 

procedure for 

completing the initial 

Coupa registration 

using the link in the 

email.

CSP screen 
overview

2

Various 
notification 

receive settings

3

Login password 
change

4

User information 
edit / add 

registration

5

This section gives 

an overview of CSP.

This section 

explains how to 

change your CSP 

login password.

Multiple users can 

be registered for 

each company.

This section 

explains the 

procedures for 

editing user 

information and 

adding new users 

using an 

administrator 

account.

When multiple 

accounts exist for 

the same legal 

entity, the accounts 

can also be merged.

This section 

explains the account 

merge procedure.

CSP account 
merge

6

Various notifications 

from Coupa can be 

received via “Online 

(CSP),” “Email,” or 

“SMS.”

This section 

explains how to 

configure the 

notification receipt 

settings.
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Detailed Explanation

This section explains initial registration with CSP.

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge

CSP to initial 
registration

1

When LINE Yahoo 

registers a supplier 

in Coupa, the 

supplier will receive 

an invitation email to 

Coupa.

This section 

explains the 

procedure for 

completing the initial 

Coupa registration 

using the link in the 

email.

CSP screen 
overview

2

Various 
notification 

receive settings

3

Login password 
change

4

User information 
edit / add 

registration

5

This section gives 

an overview of CSP.

This section 

explains how to 

change your CSP 

login password.

Multiple users can 

be registered for 

each company.

This section 

explains the 

procedures for 

editing user 

information and 

adding new users 

using an 

administrator 

account.

When multiple 

accounts exist for 

the same legal 

entity, the accounts 

can also be merged.

This section 

explains the account 

merge procedure.

CSP account 
merge

6

Various notifications 

from Coupa can be 

received via “Online 

(CSP),” “Email,” or 

“SMS.”

This section 

explains how to 

configure the 

notification receipt 

settings.
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CSP initial registration(1/8)

Access the initial setup screen from the CSP registration invitation email.

1

You will receive an invitation email to CSP. Complete 

the initial setup using the link in the email.

Invitation email sender 

domain:@supplier.coupahost.com

Subject: Action Required: Registration Instructions for 

LINE Yahoo Corporation

1

Click “Join Coupa Supplier Portal.” A web browser will 

open and take you to the Coupa account registration 

screen.

2

Note：
The link in the email is valid for 48 hours. If you are unable 

to complete registration within 48 hours, please contact us.

Although there is a “Forward this registration request”

button, the initial registration should be completed by the 

person who received this email. If you need to change the 

registrant to another person, please contact us.

2

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge
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CSP initial registration(2/8)

Configure the data privacy settings on the web browser screen that opens.

If you wish to make your company profile visible to the 

entire Coupa Community*, select “Make all business 

profile details public.”

3

3

Note：
Coupa Community is a community that connects Coupa 

user companies around the world (buyer companies like 

our company) with suppliers for knowledge sharing, 

networking, and other activities. LINE Yahoo is not involved 

in its operation.

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge
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CSP initial registration(3/8)

Enter the required information on the account creation screen.

Enter the required fields, review the “Privacy Policy”

and “Terms of Use,” check the box to indicate your 

agreement, and then click “Create Account.”

4

4

Note：
Fields marked with “*” are required.

The email address cannot be changed. If it needs to be 

changed, please contact us.

The “First Name” and “Last Name” fields will display the 

values set by our company (with the first and last names 

reversed and “-sama” added). If your own name is entered, 

no correction is required even if it appears in this format. 

You may revise it as needed.

Set a password using at least 8 alphanumeric characters.

Registration Number refers to the Qualified Invoice Issuer 

Registration Number.

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge
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CSP initial registration(4/8)

Select a method to secure your account. 

Select a method to secure your account, and then 

follow the on-screen instructions to complete the setup. 

5

5

Note：
Multi-factor authentication (MFA) using passkeys is recommended.

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge
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CSP initial registration(5/8)

Enter the required information on the account creation screen.

Enter the supplier’s address and postal code.
5

6

Note：
Fields marked with “*” are required.

7

8

Although this is an optional field, please enter the 

“Corporate Number” whenever possible.

7

Click “Save and Continue.”
8

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge

6
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CSP initial registration(6/8)

Enter the required information on the payment information screen. (For Bank Transfer) 
※If you are not automatically redirected to the payment information screen, please refer to "Initial CSP Registration (8/8)." 

If you wish to receive payments via bank transfer, 

please enter the required information.

9

Note：
Fields marked with an asterisk (*) are required. 

10

11

If you do not accept payments via bank transfer, 

please select the checkbox. Note: Since this setup is 

mandatory for your first invoice submission through the 

CSP, we highly recommend completing it in advance. 

Click "Save & Continue". 
11

9

10

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge
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CSP initial registration(7/8)

Enter the required information on the payment information screen. (For Virtual Card) 
※If you are not automatically redirected to the payment information screen, please refer to "Initial CSP Registration (8/8)." 

If you wish to receive payments via virtual card, please 

enter the required information.

12

Note：
A virtual card refers to a credit card that does not issue a 

physical card.

13

14

If you do not accept payments via virtual card, please 

select the checkbox.

Click "Save & Continue".
14

13

12

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge
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CSP initial registration(8/8)

(Only if you are not automatically redirected) 

Navigate to the payment information screen.

Click the "Business Profile" tab. 

15

Note：
Fields marked with an asterisk (*) are required.

16

17

Click "Payment Methods". 

Click "Add Payment Method", select your payment 

method, and then follow the on-screen instructions to 

complete the setup. 

17

16

15

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge
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Detailed Explanation

Check the CSP screen.

CSP to initial 
registration

1

When LINE Yahoo 

registers a supplier 

in Coupa, the 

supplier will receive 

an invitation email to 

Coupa.

This section 

explains the 

procedure for 

completing the initial 

Coupa registration 

using the link in the 

email.

CSP screen 
overview

2

Various 
notification 

receive settings

3

Login password 
change

4

User information 
edit / add 

registration

5

This section gives 

an overview of CSP.

This section 

explains how to 

change your CSP 

login password.

Multiple users can 

be registered for 

each company.

This section 

explains the 

procedures for 

editing user 

information and 

adding new users 

using an 

administrator 

account.

When multiple 

accounts exist for 

the same legal 

entity, the accounts 

can also be merged.

This section 

explains the account 

merge procedure.

CSP account 
merge

6

Various notifications 

from Coupa can be 

received via “Online 

(CSP),” “Email,” or 

“SMS.”

This section 

explains how to 

configure the 

notification receipt 

settings.

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge
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CSP Screen Overview

Account

You can change the password for the registered 

account and configure notification settings. (Details are 

explained in “3. Configuring How to Receive Various 

Notifications” and “4. Changing the Login Password.”)

1

Notifications

You will be notified of the status of information 

requests and other updates. Click “View All 

Notifications” to view a list of notifications.

2

Note：

If you will not perform “invoice registration,” which is part of 

P2P (Procure to Pay) operations in Coupa, these settings 

are not required.

Settings

You can configure various settings, such as adding 

users and merging accounts. (Details are explained in 

“5. Editing and Adding User Information” and “6. 

Merging Multiple CSP Accounts.”)

3

[Home]

Displays the 

main screen.

You will receive 

notifications about 

Coupa version 

updates and other 

information.

The Coupa help 

screen is displayed.

2

[Profile]

Supplier company 

information.

[Purchase Orders]

Click this to view 

purchase orders.

[Profile]

Supplier company 

information.

3

1

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge
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Detailed Explanation

Configure how to receive notifications from Coupa.

CSP to initial 
registration

1

When LINE Yahoo 

registers a supplier 

in Coupa, the 

supplier will receive 

an invitation email to 

Coupa.

This section 

explains the 

procedure for 

completing the initial 

Coupa registration 

using the link in the 

email.

CSP screen 
overview

2

Various 
notification 

receive settings

3

Login password 
change

4

User information 
edit / add 

registration

5

This section gives 

an overview of CSP.

This section 

explains how to 

change your CSP 

login password.

Multiple users can 

be registered for 

each company.

This section 

explains the 

procedures for 

editing user 

information and 

adding new users 

using an 

administrator 

account.

When multiple 

accounts exist for 

the same legal 

entity, the accounts 

can also be merged.

This section 

explains the account 

merge procedure.

CSP account 
merge

6

Various notifications 

from Coupa can be 

received via “Online 

(CSP),” “Email,” or 

“SMS.”

This section 

explains how to 

configure the 

notification receipt 

settings.

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge
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Notification Preferences 

Configure your notification preferences on the Account Settings screen. 

Note：
• You can select both "Email" and "SMS". 

• To receive SMS notifications, you must configure your 

phone number.

• If you do not perform invoice registration (P2P business) 

on Coupa, these settings are not required. 

Click "Notification Preferences".

Check the boxes for your preferred notification 

methods for each item. Note that even if no boxes are 

checked, you will still receive notifications within the 

CSP. 

3

1

2

1

3

• Email

Coupa notifications will be sent 

to your registered email address. 

• SMS

Coupa notifications will be sent 

by SMS. 

4

Click "Save".4

2

A phone number must be registered in 

order to receive notifications by SMS.

Click the icon at the top of the CSP page. 

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge
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Detailed Explanation

Change the CSP login password.

CSP to initial 
registration

1

When LINE Yahoo 

registers a supplier 

in Coupa, the 

supplier will receive 

an invitation email to 

Coupa.

This section 

explains the 

procedure for 

completing the initial 

Coupa registration 

using the link in the 

email.

CSP screen 
overview

2

Various 
notification 

receive settings

3

Login password 
change

4

User information 
edit / add 

registration

5

This section gives 

an overview of CSP.

This section 

explains how to 

change your CSP 

login password.

Multiple users can 

be registered for 

each company.

This section 

explains the 

procedures for 

editing user 

information and 

adding new users 

using an 

administrator 

account.

When multiple 

accounts exist for 

the same legal 

entity, the accounts 

can also be merged.

This section 

explains the account 

merge procedure.

CSP account 
merge

6

Various notifications 

from Coupa can be 

received via “Online 

(CSP),” “Email,” or 

“SMS.”

This section 

explains how to 

configure the 

notification receipt 

settings.

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge
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Change Login Password(1/2)

Set your login password on the Account Settings screen. 

Note：
Please contact LY Corporation when changing your email 

address. 3

1

2

Click "Account Settings".

3

1

2

Click the icon at the top of the CSP page.

Click "Change Password".

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge
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Change Login Password(2/2)

Note：
Set a password using at least 8 characters, including both numbers 

and letters. 

5

4
Enter the “Current Password,” the new “Password,”

and “Password Confirmation” (re-enter the new 

password). 

Click “Submit.”

4

5

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge
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Detailed Explanation

This section explains how to edit and add user information.

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge

CSP to initial 
registration

1

When LINE Yahoo 

registers a supplier 

in Coupa, the 

supplier will receive 

an invitation email to 

Coupa.

This section 

explains the 

procedure for 

completing the initial 

Coupa registration 

using the link in the 

email.

CSP screen 
overview

2

Various 
notification 

receive settings

3

Login password 
change

4

User information 
edit / add 

registration

5

This section gives 

an overview of CSP.

This section 

explains how to 

change your CSP 

login password.

Multiple users can 

be registered for 

each company.

This section 

explains the 

procedures for 

editing user 

information and 

adding new users 

using an 

administrator 

account.

When multiple 

accounts exist for 

the same legal 

entity, the accounts 

can also be merged.

This section 

explains the account 

merge procedure.

CSP account 
merge

6

Various notifications 

from Coupa can be 

received via “Online 

(CSP),” “Email,” or 

“SMS.”

This section 

explains how to 

configure the 

notification receipt 

settings.
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Editing User Information

Click "Setup".

Note：
The "Terms and Conditions" issued by our 

company are strictly limited to your 

transactions with LY Corporation. 

Click "Admin".

Click “Edit” for the user whose information 

you want to edit.

A pop-up window will be displayed.

3

1

2

Edit the “First Name” and “Last Name”

fields.
4

1

2

3

4

5 6

If there are any Coupa functions for which 

access should not be granted to the user, 

clear the corresponding checkboxes. (See 

the figure on the right.)

5

Verify that the checkbox for "LY Corporation" 

is selected under Customers. If you use the 

CSP for transactions with other companies, 

please check the box for the specific 
customer that the user is responsible for. 
* If different users are responsible for 
different customers, please select the 
assigned customers in this section. This 
will grant access to the information in ⑤
regarding the selected customers. 

6

Once editing is complete, click "Save". 

7 7

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge

Orders: This feature allows you to view 

and respond to purchase order 

information.

Admin: This is an administrative function 

for performing operations within the 

"Setup" tab (the current procedure). 

Invoices: This feature allows you to view 

and create invoice information.

Profile: This feature allows you to view 

and update your company information. 

Order Changes: This feature allows you 

to view and manage changes to 

purchase order information. 

Order Lines: This feature allows you to 

view and confirm purchase order details.
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Deactivating/Deleting User Information 

Click "Deactivate User". Note: This option 

is not available if there is only one user 
registered. 

Deactivated users can be deleted. To 
delete a user, click "Delete".

1

2

1

2
Click "Delete User" to complete the 

deletion. 

3

3

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge
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Adding User Information

Click "Invite User". A pop-up window will 

appear. 

Enter the "First Name", "Last Name", and 

"Email" for the additional user.

1

2

1

2

3

5

If there are any Coupa functions you do 

not wish to grant the additional user 
access to, please uncheck them.

3

Verify that the checkbox for "LY 

Corporation" is selected under Customers. 

If you use the CSP for transactions with 

other companies, please check the box 

for the specific customer that the 

additional user is responsible for. Note: If 

different users are responsible for 

different customers, please select the 

assigned customers in this section. This 

will grant access to the information in ❸
regarding the selected customers.

4

Once entry is complete, click "Send 

Invitation". 

5

Note：
• The scope of the "Terms and Conditions" sent by 

our company applies exclusively to transactions 

with LY Corporation. 

4

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge

Admin: Authorized to perform operations 

within the "Setup" tab (the current procedure). 

You cannot remove your own administrative 

privileges. 

Orders: This feature allows you to view and 

respond to purchase order information. 

Invoices: This feature allows you to view and 

create invoice information.

Profile: This feature allows you to view and 

update your company information. 

ASNs: This feature allows you to send 
advanced shipping notices.

Order Changes: This feature allows you to 

view and manage changes to purchase order 

information. 

Order Lines: This feature allows you to view 

and confirm purchase order details.
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Registering Additional Users on the CSP

Receiving the Coupa Invitation Email

Once an additional user is registered, a Coupa invitation 

email will be sent to the added email address. Please join 

Coupa via the link in the email and complete the initial 

setup in the same manner as described in "1 Initial 
Registration for the CSP (Coupa Supplier Portal)".

• Email Subject: 
Action Required: Join Coupa Supplier Portal 

Navigating to the Coupa Initial Setup Screen

Click "Join Coupa Supplier Portal". Your web browser will 

launch, and you will be directed to the Coupa account 

registration screen.

1

2

1

2

Note：

When completing the initial account registration, additional 

users do not need to register company information. You only 

need to set up your password. 

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge
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Detailed Explanation

CSP to initial 
registration

1

When LINE Yahoo 

registers a supplier 

in Coupa, the 

supplier will receive 

an invitation email to 

Coupa.

This section 

explains the 

procedure for 

completing the initial 

Coupa registration 

using the link in the 

email.

CSP screen 
overview

2

Various 
notification 

receive settings

3

Login password 
change

4

User information 
edit / add 

registration

5

This section gives 

an overview of CSP.

This section 

explains how to 

change your CSP 

login password.

Multiple users can 

be registered for 

each company.

This section 

explains the 

procedures for 

editing user 

information and 

adding new users 

using an 

administrator 

account.

When multiple 

accounts exist for 

the same legal 

entity, the accounts 

can also be merged.

This section 

explains the account 

merge procedure.

CSP account 
merge

6

Various notifications 

from Coupa can be 

received via “Online 

(CSP),” “Email,” or 

“SMS.”

This section 

explains how to 

configure the 

notification receipt 

settings.

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge
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Merging Multiple CSP Accounts (1/7)

If your company has multiple accounts for different offices or branches, you can merge these accounts 

into one. By merging accounts, Coupa notifications—which were previously sent to the registered 

email addresses of each individual branch—can be consolidated into a single mailbox, as shown 
below. 

Account Merged Overview

B
e
f
o
r
e

XX Company - Tokyo Branch
aaa@test.supplier.com 

XX Company - Osaka Branch
bbb@test.supplier.com 

XX Company - Merged Account

aaa@test.supplier.com

*Example showing integration into the Tokyo 
Branch account.

A
f
t
e
r

After the merger, notifications originally sent to the Osaka Branch can be viewed and managed through the 

merged account (aaa@test.supplier.com). 

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge

mailto:aaa@test.supplier.com
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Merging CSP Accounts (2/7)

Note：

Coupa accounts may be divided by location or branch, even within the same legal entity. 

If multiple accounts exist, various notifications will be sent out separately. To receive 

communications from LY through a single, unified account, you must follow these 

procedures to merge your multiple accounts. 

1

2

3
4

5

6

Click "Setup". 

Click "Admin". 

Click "Merge Accounts". 3

1

2

Enter the email address of the account you wish to 
merge.

4

Check the "I'm not a robot" box.5

Click "Request Merge". 6

Submit a request to merge your CSP accounts.

Initial 
Registration

CSP Screen
Notification 
Settings

Change 
Password

User

Information 

Management

CSP Account 
Merge



© LY Corporation 37

Merging CSP Accounts (3/7)

Check one of the checkboxes under "Account Owner". 

*Note: After the merger, this determines which 

account—this current account or the target account 

(the email address entered on the previous page)—will 
become the primary Account Owner.

Enter a message to the owner of the account you wish 
to merge with.

Check the "I'm not a robot" box.9

7

8

Click "Submit". 10

The company name associated with 

the email address entered on the 

previous page will be displayed. Please 

verify that this is the correct account to 

merge with. 

10

7

8

9
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Merging CSP Accounts (4/7)

Accept the merge request from the account that has been requested for integration.

How to Accept an Account Merge Request

This operation must be performed within the target 

account (the account with the email address entered 

on the previous page). Please contact the owner of the 

target account and request them to perform this step to 

complete the account merger.

Receiving the Account Merge Request Email

Once the account merge request is submitted, a 

notification email will be sent to the email address 

of the target account. Please click the link within 

the email to access Coupa and respond to the 

request.

Accessing the Account Merge Request Screen

Click "View Merge Request". 

Your web browser will launch, and you will be 

directed to the Coupa screen.

1

2

1

2
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Merging CSP Accounts (5/7)

Note：

The "Account Owner" refers to the primary account that will 

remain active and be used after the account merger.

Navigate to "Setup" > "Admin" > "Merge 

Accounts" > "Pending Account Merge 

Requests", and then click "Respond". 

Review the details of the merge request, and 

then check the "I agree to merge accounts" 

box.

Click "Approve".3

1

2

2

3

Please verify that the 

party from whom you 

received the merge 

request is correct.

Accept the merge request from the account that has been requested for integration.

How to Accept an Account Merge Request

This operation must be performed within the target 

account (the account with the email address 

entered on the previous page). Please contact the 

owner of the target account and request them to 

perform this step to complete the account merger.

1
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Merging CSP Accounts (6/7) 

Receiving the Account Merge Approval Email

Once the account merge request is approved, a 

notification email will be sent to the email address 

of the requesting account. Please click the link 

within the email to access Coupa and review the 

merged information.

Accessing the Account Users Screen

Click "Verify User Access". Your web browser 

will launch, and you will be directed to the Coupa 

screen.

1

2

1

2
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Merging CSP Accounts (7/7)

1
2

4

5

3

Click "Setup".

Click "Admin". 

Verify that the accounts have been 

merged and the user has been added, 

and then click "Edit" for the merged user 

account. 

3

1

2

To disable access to the pre-merge 

account, uncheck the checkbox for the 

pre-merge account item.

4

Click "Save".5

How to Verify the Merged Account Information

This operation must be performed by the Account 

Owner after the account merger. Please contact the 

Account Owner and request them to perform this 

step to complete the account merger.
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7. Contact Information
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Contact

■FAQ
If you have any questions, please check the FAQ at the URL below.
https://workers-hub.ent.box.com/folder/365284672716
*The FAQ will be updated as needed based on inquiries received.

■Inquiry Form
If the FAQ does not resolve your issue, please contact us using the URL 
below.
https://form-business.yahoo.co.jp/claris/enqueteForm?inquiry_type=coupasupplier

https://workers-hub.ent.box.com/folder/365284672716
https://workers-hub.ent.box.com/folder/365284672716
https://workers-hub.ent.box.com/folder/365284672716
https://form-business.yahoo.co.jp/claris/enqueteForm?inquiry_type=coupasupplier
https://form-business.yahoo.co.jp/claris/enqueteForm?inquiry_type=coupasupplier
https://form-business.yahoo.co.jp/claris/enqueteForm?inquiry_type=coupasupplier
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