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Start by logging into your CSP Account HERE

https://supplier.coupahost.com/


• Click the Merge Request link in the Admin tab on the left of the screen or the Click Here link in the 

Merge Accounts section at the right of the screen.

• Enter the e-mail address of the account to be merged.
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• Select the Account Owner of the record:

• My Account means that you are retaining ownership and the merged user will be under your 

administration.

• Their Account means that they are retaining ownership and the you will be under their 

administration.

• Add a note about your request to help avoid any confusion.

• Click Send

• Once the request is sent you will receive a confirmation

For any questions regarding this process or issue with the Coupa CSP, please reach out to us at CoupaTeam@TraneTechnologies.com
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• The person requested to Merge will receive a notification on their CSP account to accept or reject the 
merger request.  Once accepted the merge will be complete.


