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Purpose 

This Quick Reference Card (QRC) explains the process for delegating the Supplier 
External Form and any due diligence questionnaire (DDQ) within CSP. Please see the 
following quick reference guides, which contain a comprehensive view on supplier 
onboarding and information management. 

• How to Onboard as a New Supplier for Suppliers  

• How to Navigate and Use the Coupa Supplier Portal (CSP)  

 

How to Delegate the Supplier External Form  

When the Supplier receives the External Form to be completed for the first time, it will be 
sent to the supplier primary contact. To allow another user to complete the External Form, 
you will need to add a new user to your company’s CSP profile. Please see How to Add a 
New User in CSP for Suppliers training for more details. 
 
Once added, a new contact will be able to access the External Form from the CSP 
homepage under Information Requests. 
 

 
  

 

Your screen in Coupa may differ slightly from this training, but the steps to 
complete the activity will be the same. 

 

 

https://kimberlyclark.sharepoint.com/:w:/r/sites/i797/Learning%20Document%20Library/STP_QRC_How%20to%20Onboard%20as%20a%20New%20Supplier%20(for%20Suppliers)_Coupa_Global_EN.docx?d=w1a0b8f249f1a44088869fb84e46bcf07&csf=1&web=1&e=XLYsTs
https://kimberlyclark.sharepoint.com/:w:/r/sites/i797/Learning%20Document%20Library/STP_QRC_How%20to%20Navigate%20and%20Use%20Coupa%20Supplier%20Portal_Coupa_Global_EN.docx?d=w61ae48a68f5747acbcfad9b988e40b1e&csf=1&web=1&e=10F3wZ
https://kimberlyclark.sharepoint.com/:w:/r/sites/i797/Learning%20Document%20Library/STP_QRC_How%20to%20Add%20a%20New%20User%20in%20CSP%20for%20Suppliers_Coupa_Global_EN.docx?d=w83024ebd3cd14932904240eab1fa4b53&csf=1&web=1&e=CDJbs0
https://kimberlyclark.sharepoint.com/:w:/r/sites/i797/Learning%20Document%20Library/STP_QRC_How%20to%20Add%20a%20New%20User%20in%20CSP%20for%20Suppliers_Coupa_Global_EN.docx?d=w83024ebd3cd14932904240eab1fa4b53&csf=1&web=1&e=CDJbs0
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How to Delegate a DDQ  

1. Open the due diligence questionnaire (DDQ). 

 

Magnified view: 

 

2. At the bottom of the assessment screen, click the Delegate button.  

 

Magnified image: 

 

3. Click Confirm within the pop-up. 
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4. Add a delegate. 

a. Select Delegate User within the Delegate to User/Group section.  

b. If you are adding a current contact, search for and select a user within the 
search bar. 

c. If you are adding a user who is not a current contact, select the + button and 
continue to Steps 5-6. 

 
 

5. Enter the delegate’s details within the required fields.  

6. Click Create User. 

 

7. Enter an Explanation for submitting the delegation in the comments field (*required). 
 

8. Click the Delegate button when complete.  
 

 

 

 4a 

  

 4b  4c 

 

 5 

 

 6 
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9. The delegate will receive an email notification that they have received a delegated 

DDQ to complete. 

 
 

 

Note: If you are repeatedly delegating tasks to another user at your organization, 
you may want to invite them to join CSP under your organization, instead. For 
information on how to add users to your organization’s CSP profile, please see the 
How to Add Users in CSP training guide. 
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