
Multi Factor Authentication Job aid :  (Please access Coupa to start and you must 

be an administrator) 

1.Click on your account Name. 

 

 

2. Click on Account Settings. 

 

3. Click on Security & Multi Factor Authentication. 

 

 

 

 

 

 

 

 

 



4. We recommend closing this window and using a phone number for simplicity.  

 

5. Click on By Text Message. 

 

 



6. Enter your cell number to secure your account by keeping 1. 

Check the I'm not a robot box. 

Click on Send Code. 

 

 

7. Enter your 6-digit code in the box: 

 

Do not print the recovery codes, the file does not print well. 

Click on download and from this step you can add them to your files and or print them. 

You can now access the legal entity if not completed. 

 


