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Portal de Fornecedores Coupa - Primeiros passos

Visao Geral do Portal de Fornecedores Coupa (CSP)

« O Portal de Fornecedores Coupa zwcoupa supplier portal Sillie | NoTERAISHSE | TER
(CSP) é uma ferramenta gratUita que 0 Invoices Orders Business Profile Payments Setup Service Sheets ASN Sourcing Forecasts Catalogs More...
permite aos usuarios realizar negocios
com a UPS.

oT S‘Avuppligllf Testing 1234556

Profile Last Update 3ys ago | View Profile

« Os fornecedores podem gerenciar
diversos conteudos e configuragoes,
como:Gerenciar,Atualizar informacoes

- Recent Activity view v @ Announcements
do perfil da empresa. T
. . . UPS - Supplier Testing 1234556 | UPS - &/ Si2sasaaRhsesnas...
« Visualizar pedidos de compra. | :
° E n Vla r fatu ra S . Information Request Due Now Feb 25

UPS - Supplier Testing 1234556 « Received 8 days ago

« Para uma melhor experiéncia do
usuario, recomenda-se o uso do
navegador Google Chrome.

Multi Factor Join Requests Merge Linked
Security Suggestions Customers
1 of 1 User 0 Users 0 Duplicates 2 Connections
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Portal de Fornecedores Coupa - Primeiros passos

Convite/Registro

« Novos e atuais fornecedores receberao um e-mail -
dO nOSSO SIStema Profile Information Request
Coupa(do _not reply@supplier.coupahost.com or

UPS wants you to respond by updating your company profile on Coupa, their chosen platform

do not reDIv@u DS. Cou Da host.com) Com u m Iink for Spend Management. This information is required so they can transact with you

electronically.
exclusive para acessar o Portal de Fornecedores el et e
1 H A ( d and send information it ithout j , but joini
Coupa, Clique em Join and Respond para ser eyt ey s o impay s H v chmoa el 2 s
with UPS (and your other buying organizations that use Coupa) like view purchase orders,

red i recio n a d O é pa’ g i n a d e Cri a gé o d a Co nta . create invoices, manage POs and invoices, get real-time SMS alerts and much more.

Make sure to complete the onboarding process to avoid any hold or delay in payment.

Use the buttons to either respond or decline, or forward this request to another person at your
company.

Observacao:Caso o convite ndo seja recebido, os e i oo Gt for st
fornecedores podem enviar um e-mail para Weicome!
supplyline@ups.com, com o assunto: Coupa
Supplier Enablement, para solicitar o envio do
convite.

gscoupa supplier portal

e Salve https://supplier.coupahost.com/sessions/ new
como um link favorito para acesso rapido ao site.

- T AT
+ Os fornecedores que sao novos na UPS devem _
passar pelo processo de Integracgao de Login
fornecedores com a Global Business Services + Emai
(GBS).

Observacao: Novos usuarios do CSP devem clicar
em Create an Account e concluir o registro. Ja tem “
uma conta no CSP? Acesse utilizando suas

credenciais atuais.
New to Coupa? CREATE AN ACCOUNT
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Portal de Fornecedores Coupa - Primeiros passos

Criar uma Conta no CSP

Create an Account

« Na pagina de criagdo da conta, Growyour Business on Coupa witha Fres Account
preencha os campos obrigatorios,
aceite a politica de privacidade e os
termos e condicdes e clique em Create
an Account.

*First Name * Last Name

* Password * Confirm Password
» »

« O Coupa enviard um cédigo de
verificacao por e-mail. Insira o codigo S
de verificagcao e, em seguida, clique | s
e m Next. O 1do not have a Tax ID

Ol accept the Privacy Policy and the Terms of Use

« Observacdo: Se for necessario atualizar

o dominio da sua empresa, por favor,
envie um e-mail para

Supp IV I/ne @UDS, com. Alreadly have an account?LOG IN

{ Back

Email Verification

We sent a one time verification code to ups.supplier.testing@outlook.com

Didn't receive the Verification Code? Request a New Code
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Portal de Fornecedores Coupa - Primeiros passos

Informacées Gerais

3/11/2025

UPS - GENERAL

Apds a criacao da nova conta, o Coupa
solicitara o preenchimento dos detalhes da
conta e das informacoées de pagamento. Os
fornecedores deverao fornecer os dados
obrigatérios, identificados com um asterisco
(*), para concluir a configuracao do perfil.

Preencha todos os campos obrigatérios e
clique em /Next. Se a sua empresa aceitar
pagamentos por Cartdo Virtual, preencha os
dados; caso contrario, selecione a opgao Do
not accept virtual card payments from this
customer.

(7) Do not accept Virtual Card payments from this customer

Coupa Supplier Portal Onboarding

Fill out required info for your Business Profile before proceeding to Coupa Supplier Portal

Account Details Payment Information

Primary Address

* Country/Region * Address Line 1 Address Line 2

* City * State * Postal Code

Coupa Supplier Portal Onboarding

Fill out required info for your Business Profile before proceeding to Coupa Supplier Portal

@ Primary Address saved successfully

Account Details Payment Information

Please enter the following information to receive Virtual Card payments.

* Payment Method Name @ * Email Address
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Portal de Fornecedores Coupa - Primeiros passos

Informacées Gerais (opcional)

Coupa Supplier Portal Onboarding

Fill out required info for your Business Profile before proceeding to Coupa Supplier Portal

Account Details Payment Information

Bank Transfer
° FO rn ega 0S d a d oS d e Tra n Sfe ré n Cla Ba n Ca’ I"I a Please enter the following information to receive Bank Transfer payments.
e Cheque para os campos marcados com

um asterisco (*).
* Bank Account Country/Region * Bank Account Currency

Belgium v EUR

Observacao - Essas informagbées nao serao
utilizadas pela UPS para pagamentos. Elas sao
necessarias apenas para concluir a configuracdo o P—

do seu Perfil Global no COUPA o

* Payment Method Name (7)

Account Details Payment Information

* Payment Method Name ()

() My company expects international payments Country/Region

United States

* Street 1

Street 2

+ Street 3

* State

* Zip Code
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Portal de Fornecedores Coupa - Primeiros passos

Seguranca e Autenticacao Multifator

« Os fornecedores devem concluir o processo de Seguranca e Autenticacao Multifator usando um aplicativo
autenticador ou validando um cddigo recebido por SMS em um numero de celular.

« Passe o cursor sobre o icone | o° [localizado no canto superior direito da tela e clique nele.

%Coupa Supplier Portal @ RH

@ Invoices Orders Business Profile Payments Service Sheets Items ASN Sourcing Forecasts Catalogs Community Add-ons Dashboards Setup Quality Contracts

« Localize a opgao Notification Preferences e clique nela para acessar.

ﬁ:}COUpa Supplier Portal ﬁ_l. ©) RH

@ Invoices Orders Business Profile Payments Service Sheets Items ASN Sourcing Forecasts Catalogs Community Add-ons Dashbeoards Setup Quality Contracts

v

Tasks & Notifications

Take action on important requests and stay up to date

553 Notification Preferences

Select Customers

All Customers -
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Portal de Fornecedores Coupa - Primeiros passos
Seguranca e Autenticacao Multifator

{;}COUpa Supplier Portal

@ Invoices Orders Business Profile Payments Service Sheets Items ASN Sourcing

My Account Security & Multi Factor Authentication

« Localize a opgao Security & Multi Factor
Authentication e clique nela para Multi Factor Authentication

Notification
a Ces sa r Preferences @ For Payment Changes (Required for changing Legal Entity or Remit-To)
" O For Both Account Access (Login) and Payment Changes

v

Via Authenticator App

App Connections

Use an Authenticator App available from your mobile phone
app store.

Muiti Factor Authentication App x

o Scan this QR code using your mobile device. Coupa Supplier Portal

« Open your preferred authentication app on your mobile device. Leam more

« For most apps, select “Add” or “+" to scan the QR code or copy and paste the

A UPS recomenda habilitar a autenticacao de s
dois fatores por SMS. Portanto, nao selecione

“Enable” para concluir a autenticacao por meio < s
de aplicativo autenticador. WABOUNFHSOESRTHGRETLAA
V2HTEDML
Click to copy Security Key
Clique em Cancel para receber um cédigo via
S M S e Enter the 6-digit verificafion code from your device. Code
[ Remember this computer for 30 day
3/ 1 1/2025 Proprietary and Confidential: This presentation may not be used or di to other than emp! or customers, unless expressly authorized by UPS.
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Portal de Fornecedores Coupa - Primeiros passos

Seguranca e Autenticacao Multifator

My Account security & Multi Factor Authentication

« Para concluir a autenticagao de dois fatores com Multi Factor Authentication

Notification Preferences

um cddigo enviado ao seu telefone, selecione a e AN

O For Both Account Access (Login) and Payment Changes
Authentication

opgao Via Text Message. -

Via Authenticator App

Use an Authenticator App available from yeur mebile phone app store.
Default

Via Text Message

\ 4

Use a code sent via text message to your phone number.
Default

Via Passkey

o Use a passkey stored in your Drowser or on your device.
@ Default

ative Email

Multi Factor Authentication via SMS
ups ga does not allow email as an MFA factor. Please select a different factor.
A code will be sent to your phone as an SMS Text Message Phone Number
(SMS rates may apply). il

Confirm Recaptcha

[ vosoyunroner 5 « Ao selecionar Via Text Message, sera aberta uma nova janela.
Siga as instrugodes e clique em Enable para concluir o processo
Seguranca e Autenticacao Multifator

Send Code

Enter the 6-digit verification code sent to your phone.
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Portal de Fornecedores Coupa - Primeiros passos

Seguranca e Autenticacao Multifator — Codigos de Recuperacao

« Apbs concluir a autenticacdo, o COUPA
fornecera 6 cddigos de recuperagao exclusivos
que poderao ser usados em futuras
autenticacoes. Ao adicionar uma Entidade Legal
ou um endereco Remit-To, caso o cédigo nao
seja recebido no aplicativo autenticador ou via

SMS, o fornecedor podera utilizar esses codigos.

« Cada cédigo pode ser usado apenas uma vez;

Recovery Codes X

These codes were generated on February 25, 2025

Emergency Recovery codes are the only way to restore
access If you lose access to your authenticating device or
app.

You can use each recovery code only once.

Keep these somewhere safe but accessible.

por isso, o fornecedor deve baixa-los para <
referéncia futura

KpDsJw dPxKmA
FnxKgQ 6DOP_Q
GBYV4g MRbAOA
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Portal de Fornecedores Coupa - Primeiros passos
Entidades Legais

{;}coupa Supp“er Dort al AKSHAY ~ NOTIFICATIONS a HELP
° Crie En tldadeS LegaIS, se alnda né’o ﬁ Invoices Orders Payments Setup Service Sheets ASN Sourcing Forecasts Catalogs More...
eXiStiI’em. Acesse BUS[neSS Pr'Of[/e > Lega/ Business Profile Information Requests Performance Evaluation

Entities > Create para adicionar uma nova
entidade legal. Legal Entities

Create Q| B
« O fornecedor deve ter pelo menos uma
. Legal Entity Name Invoice From Address  Tax ID Linked Payment Method Payment Information = Customers
entidade legal com os dados corretos. Ao
adicionar um enderego Remit'TO é Supplier Testing 3 Kaasrui, Antwerpen, BE:BE1999999999  Check 3 Kaasrui, Antwerpen, None
, . i i ! Antwerpen, Viaams Antwerpen, Vlaams. ..
necessario selecionar a entidade legal Gewest, 2000, Belgium
correta. y >
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Portal de Fornecedores Coupa - Primeiros passos

Entidades Legais

« O fornecedor deve preencher os campos
marcados com um asterisco (*) e clicar em
Save para criar uma Entidade Legal (caso
ainda nao tenha sido criada).

Create Legal Entity

* Legal Entity Name * Country/Region

Invoice From Address

Please enter the address that you invoice from or the address that you receive mailed and in-person payments.

* Country/Region * Address Line 1 Address Line 2

* City * State * Postal Code

Invoice From Code (§)

Ship From Address

Please enter the physical address that your goods are shipped from? This can be a warehouse address.

Same as Invoice From Address

3/11/2025 Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
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Portal de Fornecedores Coupa - Primeiros passos

Criar um Perfil Empresarial

« Na pagina Business Profile> Information
Requests > Profile > Select Latest Form. secoupa supplier portal RSTRE, | NERRERTRNCE | BERy

ﬁ Invoices Orders Business Profile

Business Profile Legal Entities |lnformation Requests | Performance Evaluation

Payments Setup Service Sheets ASN Sourcing Forecasts Catalogs More...

UPS - UPS Dave Test 2 Profile | UpS - UPS Dave Test 2 B

Form Responses

Form Status Created Date Submitted At

| Supplier Update (External) - US New 03/07/25 None

Perpage 15 | 45 | 90

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
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Portal de Fornecedores Coupa - Primeiros passos

Criar um Perfil Empresarial

« Na pagina Business Profile> Na aba g.xcoupa supplier portal N | NETECATOR I | e
In forma tion R equeStS, P ree n C h a a s ﬁ Invoices Orders Payments Setup Service Sheets ASN Sourdng Forecasts Catalogs More...
i n fO rm a gaes O b ri g a tO’ ri a S n o S Ca m po S e n a S Business Profile Legal Entities Performance Evaluation
P X
segoes marcados com (*). UPS - US SUPPLIER TESTING DEMO 6 N e

v We have auto-filled some information from your Public Profile.

Observacao: O nome em "Supplier Information”
é utilizado pela UPS para identificar o fornecedor.
Ja o "Tax Reporting Name" é o nome oficial da
empresa, conforme consta nos documentos
fiscais. Esses nomes podem ser diferentes.

<4+—
Choose the correct State or Region unless you need to keep the current value.
Supplier Update (External) - US

This form goes out to the supplier to complete and return back to UPS for review and approvals.

Observacgédo: Os fornecedores que salvarem o Sopcliad infimaadion o
progresso da criagao do perfil podem voltar a US SUPPLIER TESTING DEMO 6
esta aba posteriormente para conclui-lo. Além
disso, alguns campos na secao "Head Quarter
Address" serdo preenchidos automaticamente Supplier Information Request Form

com informacoes ja fornecidas.

Please provide the r d infor ion below.
Observacao: Certifique-se de selecionar, no menu
"Profile", o perfil de fornecedor correto vinculado
a UPS, Company Information

* Tax Reporting Name

New Supplier Testing 234

Enter the company name as it appears on your official tax document or as registered with the local tax authority.
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Portal de Fornecedores Coupa - Primeiros passos

Criar Perfil Comercial — Fornecedores que Atuam em uma Instalacdo da UPS

« Se a opgao Yes for selecionada *SIPEAr WO s RS
no campo Supplier working ina % | K @
UPS facility, sera obrigatério
anexar um certificado de seguro
ao perfil.

Certificate of Insurance is mandatory for supplier working in UPS facility.

=Certificate of Insurance

*Type

Effective Date

* Expiration Date

mm/dd/yy

* Attachments

Add File

Description

3 / 11 / 2025 Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
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Portal de Fornecedores Coupa - Primeiros passos

Criar Perfil Comercial - Endereco Primario

« In Na secao Primary Address, preencha todos os * Primary Address
campos obrigatérios.
. . ) Address Purpose | cope Some Options 0'
Observacao: Embora nao estejam marcados com (*),
os campos Country/Region" e "State/Region * Region
também sao obrigatdrios. Country/Region  United States -
State Region o
Observacao: Se o enderecgo principal € o Remit-To State IS0 Code
forem iguais, certifique-se de inserir o endereco da
mesma forma nas secoes "Primary Address" e Address Name

"Remit-To Address" (pagina 19).

® Street Address
Street Address 2
Street Address 3
Street Address 4

* City

* Postal Code

Location Code

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
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Portal de Fornecedores Coupa - Primeiros passos

Criar Perfil Comercial — Contato Primario

*Primary Contact

* First Name

« Na secao Primary Contact, informe os dados
de contato da pessoa que sera responsavel o
por todas as comunicagoes da UPS. -

« Preencha os demais campos marcados com “Emi address
asterisco (*) e também quaisquer campos suppleresting45@gmai.com
opcionais aplicaveis

Mobile Phone
Observacdo: O e-mail do contato principal e o e- il | G
mail de PO podem ser diferentes. Exemplo:
jsmith@supplier.com pode ser o contato principal, “Work Phone
enquanto orders@supplier.com pode ser o e-mail us/Canage | [ +1(650) 595-1212
onde os pedidos de compra sdo recebidos.

DUNS Number

« Na secao Preferred Currency, selecione/atualize a

moeda das faturas que serao emitidas para a UPS. °
* Preferred Currency
uso ~
*PO Email
suppliertesting45@gmail.com (]

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
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Portal de Fornecedores Coupa - Primeiros passos

Criar Perfil Comercial — Dados Fiscais

+ Na segao Tax Information, informe todos os dados o Information
fiscais aplicaveis e anexe os documentos *Bank Form
com p ro baté rI 0S. Tas Classification

+ Use 0S menus suspensos para selecionar Tax " b R iacimeris
Classification e Tax ID Type.
+ Fudaral Tax 1D Add File
« Informe o numero apropriado no campo Federal Tax °
ID.

*Federal Tax Form
« No campo Federal Tax Form, selecione o tipo valido
no menu suspenso e anexe o formulario W-9 na secao
de anexos ("Attachments").

« Na secao Bank Form, clique em File e em seguida em
Browse, ou arraste e solte um arquivo em Drop files
here para anexar um cheque cancelado ou um
documento em papel timbrado do banco como * Remittance Email
comprovante dos dados bancarios.

« Informe o e-mail no qual as informacoes de
pagamento devem ser recebidas, no campo y
Remittance Email.
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Portal de Fornecedores Coupa - Primeiros passos

Criar Perfil — Endereco para Pagamento (Remit-To)

« Na secao Remit-To Addresses,
clique em Add Remit-To e
depois em Choose para
selecionar um enderego Remit-
To ja existente.

Observacao: Fornecedores novos ndao
terédo um endereco Remit-To para
selecionar e precisardo criar um novo.

« Para adicionar dados bancarios,
clique em Add Payment Method >
Bank Transfers.

UPS - GENERAL

-Remit-To Addresses

Add one or more Remit-To Addresses by either filling out a new Compliant Invoicing Form or choosing an Existing Remit-To Address.

[ Add Remit-To J

All Methods

How would you like to be paid?

Bank Transfers Checks Credit Cards

UPS prefers Credit Cards, Bank Transfers, Checks Payments.

Add Payment Method ~

Credit Cards

Bank Transfers I

Currently, there are no valid accounts available for your selection

Checks
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Portal de Fornecedores Coupa - Primeiros passos

Criar Perfil — Endereco Remit-To — Adicionar Forma de Pagamento

Add Payment Method

+ Selecione a Entidade Legal Associada
correta e preencha os dados bancarios
obrigatérios marcados com um asterisco *.

* Associated Legal Entity

« ApOs preencher todos os dados, clique em Bank Transfar

Sa Ve . Please enter the following information to receive Bank Transfer payments.

* Payment Method Name (§)

* Bank Account Country/Region * Bank Account Currency
-
Beneficiary Name Bank Name
Branch Code Bank Account Type
Business
Email Address (7)) Remit-To Code ()
Cancel
Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
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Enderegco Remit-To

-Remit-To Addr

Add one or more Remit-To Addresses by either filing out 3 new Compliant Invoicing Form or choosing an Existing Remit-To Address.

Add Remit-To

*Account Currency USD W 0

« Verifique o endereco Remit-To. Se o
enderego Remit-To estiver correto,
selecione o Account type (corrente,
EDI ou poupanga) no menu +Region
suspenso. P —

« Caso o endereco Remit-To esteja
incorreto, clique no “X” vermelho ey |
no canto superior direito para “Ensnciy Nans: (S OEND Number | Checking (Checking
exclui-lo e siga as instrugdes a ' * Bank Routing Number | ED! (EDI)

* Account Type v

partir da pagina 16 para criar um 0

*Postal Code 05862
*City Orangevale

* Beneficiary Name ABC DEMO

* Account Type

A

Savings (Savings)

R Bank Address —
Nnovo. * Bank Routing Number ==**-021 (/]
« Desga até o final da pagina.

Bank Postal Code
Bank State or Region
* Bank Country/Region United Siates v

Active |Actve
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Portal de Fornecedores Coupa - Primeiros passos

Configuracao do Endereco para Pagamento (Remit-To)

Validation Results

« Revise os Termos e Condicoes
de GIC/PO 4

° Se conco rdar, marq ue a calxa ao Iado GIC / PO Terms and Conditions “By submitting this onboarding form, | (Supplier) am entering into an agreement with UPS. If Supplier and UPS have entered into an

H P~ existing agreement that covers the subject matter of the goods and/or services being provided by Supplier (“Existing Agreement”), then the Existing Agreement will
da bandelra de TermOS € Condlgoes govern the subject matter of the goods and/or services provided by Supplier and Existing Agreement will supersede the UPS Terms & Conditions found under the UR!
do G | C/PO e CI |q ue Sme/t for below. If the Suppler and UPS do not have an Existing Agreement, then the UPS Terms & Conditions will Govern the subject matter of this transition. Business

conduct and terms and conditions (ups.com)” Click below URL.

Approval

UPS GIC / PO Terms and Conditions URL

| https://about.ups.com/us/en/our-company/suppliers/. ...

*GIC / PO Terms & Conditions Flag

You must check this box - GIC / PO Terms & Conditions Flag

By submitting this onboarding form, | warrant and represent that | am duly authorized and providing consent to Equifax to furnish my consumer report to UPS and
providing consent to UPS to use my consumer report for the purpose of validating the address, tax and banking information provided in the onboarding form.

Decline Save Submit for Approval

3 1 1 20 2 5 Proprietary and Confidential: This presentation may not be used or di: to other than emp! or customers, unless expressly authorized by UPS.
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Portal de Fornecedores Coupa - Primeiros passos

Configuracao do endereco de remessa

swcoupa supplier portal AKSHAY v | NOTIFICATIONS HELP v
ﬁ Invoices Orders Payments Setup Service Sheets ASN Sourcing Forecasts Catalogs More...
Business Profile Legal Entities Information Requests Performance Evaluation
» Apds o envio, o status do formulario
sera alterado para Pending UPS - US SUPPLIER TESTING DEMO 6 Profile | yps - Us SUPPLIER TESTING DEMO 6 v
Approval.
* Precisa de ajuda? Tem a|g uma duvida? Choose the correct State or Region unless you need to keep the current value.
Email supplyline@ups.com Ou vocé View All Responses
pode entrar em contato com a pessoa Supplier Update (External) - US
de Contato da U PS ' This form goes out to the supplier to complete and return back to UPS for review and approvals.
Pending Approval (i ]
Supplier Information
US SUPPLIER TESTING DEMO 6
.-.__________________________________________________________________________________________________________________________.3
3/1 1/2025 Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS. 24
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Portal de Fornecedores Coupa - Primeiros passos

Administrador

« Para acessar as fungdes
administrativas, clique em Setup na
barra de menu para ser direcionado
a aba Admin.

* Precisa de ajuda? Tem alguma
duvida? Emailsupplyline@ups.com.

3/11/2025
UPS - GENERAL

gscoupa supplier portal AKSHAY | NOTIFICATIONS @ = HELP -
ﬁ Invoices Orders Business Profile Payments Service Sheets ASN Sourcing Forecasts Catalogs More...
Connection Requests
Admin users
Users
Merge Requests ; . ;
User Name Email Status Permissions Customer Access Purpose Actions
Merge Suggestions ; : :
AKSHAY suppliertesting45@gmail.com Active ASNs UPS Accounting, Edit
Requests to Join MOHITE Admin Diversity,
Business Performance Legal,
Fiscal Representatives Catalogs Procurement,
Community Risk, Sales,
Payment Methods Early Payments Sourcing

Additional CaaS
Information

Early Pay Discounts
sFTP Accounts
cXML Errors

sFTP File Errors (to
Customers)

sFTP File Status (from
Customers)

Perpage 5| 10|15

Forecast Planner

Hidden, Private, and Public
Invoices

Order Changes

Order Line Confirmation
Orders

Payments

Profiles

Service Sheets

Sourcing

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
© 2021 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are trademarks of United Parcel Service of America, Inc. All rights reserved. COUPA is a registered trademark owned
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Admin - Convidar um Usuario

Cligue no botao Invite User.

Invite User

* Na janela pop-up Invite User, informe o nome, User Information Phone Number
sobrenome e e-mail do usuario a ser convidado i
nos campos correspondentes.

ArealCity
Local

Extension

« Na secao Permissions, selecione as permissoes
de acesso para o usuario a ser convidado.

Permissions @ Customers
Al An
Observacdo: A UPS néo utiliza as funcionalidades

Service/Time Sheets, Order Changes ou Pay Me Now no

CSP' Caulogs
@ Profiles
2 ASNs
* Na secao Customers, selecione os clientes aos g
quais o usuario convidado tera acesso. s
Order Changes
Early Payments

Business Performance

« Ao finalizar, clique em Send Invitation. O usuario e
recebera um e-mail com um convite para acessar s i
o CSP. -

Workers
@ View
0 Manage

Worker Assignments
@ View

(OManage

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
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Portal de Fornecedores Coupa - Primeiros passos
Configurar Notificacoes

gr:coupa supplier portal AKSHAY HELP ~

ﬁ Invoices Orders Business Profile Payments Setup Service Sheets ASN Sourcing Forecasts Catalogs More...

Selecione Notifications no canto superior
direito para acessar a tela My Notifications.

My Notifications Notification Preferences

View Al v

« Clique em Notification Preferences
para configurar as notificacdes do
fo rn eced 0 r. 0 Message Received

0 A company information update was recently sent to your customer. 03/06/25 10:18 AM

@) A company information update was recently sent to your customer. 03/06/25 10:14 AM

» Escolha como deseja receber as
notificagdes das fungdes no g
CSP — Online, e-mail ou SMS.

Form (Supplier Update (External) - EMEA) from UPS requires your attention. 03/05/25 10:25 AM

Mark as Read

o o . My Account Notification Preferences
Observacao: Os fornecedores serao solicitados O ——

Setting

a adicionar um numero de telefone nas

i ~ . ~ Email Mobile(SMS) v m
configuragoes de My Account. A verificacao do

Vernfied
celular sera necessaria; siga as instrugoes para
. ’ Account Access
confirmar o numero.
Merge Request Online Email (] SMs
Request to Join Online Email [ sms
Announcements
New Customer Announcement Online () Email ) sms
Business Performance
Business Performance Role Granted Online ) Email ) sms
Catalogs
Acatalog is about to expire Online ] Email [ SMS

Acatalog is rejected

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
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Portal de Fornecedores Coupa - Primeiros passos

Mesclar Contas

g,xcoupa supplier portal AKSHAY v | NOTIFICATIONS @ = HELP

4 Se (0} fornecedores Ja’ utlllzam (@) CSP, 0 Invoices Orders Business Profile Payments Setup Service Sheets ASN Sourcing Forecasts Catalogs More...
é possivel mesclar as contas para
evitar duplicagdes. ns New Supplier Testing 234

ay ago | View Profile

« Clique no link no menu de tarefas, a
direita do resumo do perfil, para

) N Recent Activity view v @ Announcements
acessar instrucdes passo a passo sobre
como concluir o processo de (s o]
mesclagem.

Information Request Submitted Mar 06

UPS e Received today

« Tenha disponiveis as informacoes
adicionais da conta do cliente necessarias
para concluir a mesclagem.

Information Request Submitted Mar 06

UPS « Received today

Information Request Due Now Mar 05

UPS e Received yesterday

Multi Factor Join Requests Merge Linked

Security _ Suggestions Customers
1of 1 User 0 0 Duplicates

Users 1 Connection

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
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