
One-Time Password for SAN in PO emails
Introduction

With Coupa Upgrade R39 suppliers using Supplier Actionable Noti(cations )SANP on their 
Om ewails qill be reTuired to use a mne .iwe Oassqord )m.OPy
.he passqord is generated bv Coupa autowaticallv and supplier does not need to set up 
a svstew passqordy .his change aiws to iwpro,e SAN securitv• pro,iding both ours and 
suppliers data securitvy

f  Suppliers that use Coupa Supplier Oortal )CSOP can a,oid the m.O• iD thev process the 
Oms directlv Drow their CSO pro(ley
f  Suppliers qill still be able to see the Om e,en qithout using the m.Oy .he Om inDorwation 
qill be added as a OF2 attachwent to the ewaily

.he m.O is ,alid Dor 41 hours aDter it is (rst issues and can be Dorqarded to others to use• 
e,en iD soweone else has alreadv used to access the Omy

.his setup qill be active after May 24th, 2024

5V Steps Lieq wost recent ,ersion 
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# Supplier Email 4 Steps

STEP 1

Open Email notiwcation for a neC PO
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STEP 2

klicb on any of the action suttong provided in the email

:n vour ewail noti(cation vou qill see V action buttons-

5y ManaAe order k option to ,ieq a Dull order inDorwation onliney :t is not reTuired to ha,e 
a Coupa pro(le to use this Dunctiony
4y kreate Invoice k option to create an in,oice Dor this order onliney :t is not wandatorv 
to ha,e a Coupa pro(le to use this Dunctiony
3y VcbnoCledAe PO k option to ac6noqledge the Om and let Cabot 6noq that vou ha,e 
recei,ed it and are able to deli,ery
1y Vdd comment k option to add a cowwent on the Om online• that Cabot Ourchasing 
teaw can ,ieqy
Vy Vdd Shipment TracbinA k option to add shipping inDorwation pro,ided bv the carriery

# koupa OTP 3eriwcation PaAe * Steps
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STEP N

'eC Tas openg for accegg veriwcation

mnce vou ha,e clic6ed on anv oD the action buttons pro,ided in the ewail• a neq tab qill 
open in vour broqser and prowpt vou to ,eriDv vour accessy

B:D vou alreadv ha,e a CSO account• vou can Iog in and s6ip the m.O process
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STEP 4

klicb on I5m not a rosot

xeDore vou can generate vour m.O• ,eriDv that vou are not a robot bv clic6ing the tic6 boYy

STEP H

komplete rekVPTk6V veriwcation procegg
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STEP R

klicb on 3EFIY7

STEP G

klicb on -enerate One8Time PaggCord
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STEP 9

7our OTP ig -enerated

7our m.O is sent to vour purchasing ewaily .o retrie,e the passqord• go bac6 to vour ewaily

# Supplier Email 4 Steps

STEP 6

Open the accegg veriwcation email
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STEP 10

kopy your paggCord

Copv the * digit code and return to the Access ,eri(cation .ab

# koupa OTP 3eriwcation PaAe V Steps
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STEP 11

Pagte your paggCord in the degiAnated gection

STEP 12

klicb on I5m not a rosot
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STEP 1N

komplete the rekVPTk6V procegg and clicb 3EFIY7

STEP 14

klicb on 3erify One8Time PaggCord
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STEP 1H

7ou can noC accegg the online vergion of your Purchage Order
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