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ADDING ADDITIONAL USERS

@ Inchcape

Inchcape are only able to setup one user on your portal, this person becomes the admin for your

portal automatically.

If you want to add new users, click on the Setup tab then Users.
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ADD'NG ADD'T'ONAL USERS @ Inchcape

Invite User

First Name

Add the new users name and email address .

—p
Last Name

You can choose the permissions you'd like them * Email
to have. We advise you choose at least one o
other person in your company to have admin Permissions @ Customers
access, this will prevent any issues in the future. Al Al
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Useful Contacts
Invoice/ Payment Queries - Enquiries.AccountsPayable@inchcape.co.uk

Supplier Statements - SupplierStatements@inchcape.co.uk

Inchcape Coupa Queries - GlobalCoupa.Support@Inchcape.com

You can also visit https://www.inchcape.co.uk/suppliers/

Where you will find additional guides and support
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