
In order to check why AstraZeneca is not visible in your customers list in Coupa Supplier Portal, 
please complete the following steps: 

1. Go to “Setup” tab in the main menu bar 
2. Select “Admin” and then “Users’ from the menu on the left hand-side 
3. Check if respective user has access to see AstraZeneca as customer 
4. If AstraZeneca is not on the list, click on “Edit” button, check AstraZeneca box(es) under 

customers section and save the changes 

 

 

 



 

 

Additionally, please verify if customer AstraZeneca has been linked with the payment method/s 
associated with your Legal Entity.  

1. In your Coupa account, go to “Business Profile” – “Payment Methods” 
2. Locate the payment method associated with the Legal Entity in question 
3. Click on the “Clip” symbol in the Actions column to share this payment method with the 

customer AstraZeneca 

 



4. In the next step, check the appropriate AstraZeneca customer box/es and then click on 
“Share Payment Method” button 

 

 

 

Lastly, go to the ‘Orders’ tab in the main menu bar and ensure AstraZeneca is selected as 
customer in the pull-down menu on the right: 

 

In case AstraZeneca is still not visible on the list, please reach out to GBCS Supplier 
Enablement GBCSSupplierEnablement@astrazeneca.com for additional assistance. 
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