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Coupa Supplier Portal - Getting Started

Coupa Supplier Portal (CSP) Overview

« The Coupa Supplier Portal
(CSP) is a free tool that allows
users to conduct business with
UPS.

« Suppliers can manage various
content and settings such as:

 Managing/updating company
profile information.

« Viewing purchase orders.
« Sending invoices.

« For the best user experience,
Google Chrome is the
recommended web browser.

£,xcoupa supplier portal

SUPPLIERS NOTIFICATIONS E) | HELF

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Payments Business Performance Sourcing  Add-ons

.

Setup

Action needed: Complete your profile to get paid faster and get discovered Learn More

Profile Progress Last Updated
[ ] 16% Complete o 18 days ago

Improve Your Profile

Profile Summary

Announcements viewaim

& b AL

6 1 4
Legsl Entities Ragjsterad User Connected Customers
View WView
(% Banking Info (% Diversity Info % Accelerate =) Bribery Palicy

CRP Supplier 3

# ATTENTION: (UPS QA)
Starting on 1041, ONLY suppliers who provide
goodsiservices to UPS locations in Georgia, Morth

One-Click Savings wviewea

@ Start saving today!
Explore deals for your company, exclusive to the
Coupa Community.

Merge Accounts

Website ()
Industry 3§

About
Established

Top Commodities §F
Currencies §

Public Profile -;;:;;- Profile
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If your company has more than one CSP account, we
iry to list it below. Consider merging them to reduce
confusion for existing and potential customers.

Mot seeing the account you want to merge with? Click
here.

Latest Customers

UPS - CRP Supplier 3

UPS - PO35_30754_FLDELRAZ200 OL_OFFICE
DEPOT

UPS QA -
P035_3313610_TXDALLAPOBOX731_BEST BUY
FOR BUSINESS

UPS QA - UAT Supplier - Milind
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Invitation or Self Registration

Invitation from UPS Self-Registration

« Suppliers will receive an e-mail from our Coupa system « Register at: https://supplier.coupahost.com/.

ith i link to join th lier P l.
With a unique link to join the Coupa Supplier Porta « Once registered, suppliers will appear as Linked in Coupa.

« If an invitation is not received, send an e-mail to
coupaenablement@ups.com and request an invitation.

 Click the link in the email to be directed to the CSP and
register your account.

 Need help registering? Please e-mail supplyline@ups.com
for assistance.

« Suppliers already on the CSP with another Coupa
customer can send the previously used CSP email address

 Bookmark https://supplier.coupahost.com/ as a favorites to our Supplier Enablement team and they’ll do the rest or
link for quick access, to return to the site. click the link in CSP located on the home screen.
Register Log In
New to Coupa? Create Your Account. Welcome back!
First Name * Emall Address |hotis@ﬂ'laﬁhelbygroup.om
conee =T

* Email Faorgot Your Password?
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Coupa Supplier Portal - Getting Started

Registration

ve2 pev UPS Registration Instructions - Action Required

Powered by Z,sCoOUpa

Hello Supplier,

® EX pect tO recelve a reg |St ra t|0 N We handle all our business spend electronically in order to prevent lost documents and make sure you are paid on time. Within the next
H 48 hours, click the button below to register your account. If you are not the right person at your company, send this request to the
emal I fro m CO u pa ' appropriate person by using the forward link.

° Th e éma | | W| | | p rese nt tWO Note: not registering in a timely manner may impact your ability to do business with us. Let us know if you are unable to register for any
. . reason.
options - Join Coupa or
Mark Baehl

Forward this Invitation.

Sr. Procurement Lead

« Please click Join Coupa to be uPs
redirected to the account

creation page. Forward this invitation

Overview Need Help? Coupa Info
Learn more about the Answers to common Learn more about how
Coupa Supplier Portal questions and issues companies use Coupa
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Logging Into CSP

1. On the account creation page
users will be instructed to
create a password.

2. If you are not the right person,
forward the invite to another
user with the same email
domain.

Example: john@ups.com can forward the
invite to mary@ups.com, but not
mary@coupa.com.

3. Once signed in, additional users
can be invited to the CSP by
clicking the Admin tab and then
clicking on Invite User.

Note: If the domain needs to be updated for
your company, please email

1 z:coupa

Create your business account

UPS is using Coupa lo transact elestronically and communicate with you, We'll walk you through a quick and easy setup of
yeur account with LIPS 50 you're ready to do business together.

Emall | BeliCorp161B@gmal com

Password

Password Confirmation

(7] 1 accapt the Privacy Policy and the Tarms of Uss.

Get Started

Permissions @
Having an issue with signup?

Forward this to someone

= srecoupa

Create your business account

UPS is using Coupa o transact slectranically and communicate with you. We'll walk you thraugh & quick and sasy setup of
yeur secaunt wilh UPS ss you're ready 1o do business logather.

Email | Emal @amail eam

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
11/3/2020 © 2020 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

by Coupa Incorp Used with p i

Invite User

Customers




Coupa Supplier Portal - Getting Started
Admin - Invite User

« On the Invite User page type the first
name, last name and email of the user Invite User
being invited, in the appropriate fields.

First Name

Last Name

« In the Permissions section, select access
options for the user being invited.

* Email

Permissions @ Customers
Note: UPS does not use the Service/Time 0 An iy
Sheets, Order Changes, or Pay Me Now & Admin [ UPS - CRP Supplier 3
. . M Orders 7 UPS - P035_30754_FLDELRAZ2200 OL_O|
functions in the CSP. “ O Restricted Access to Orders UPSQA-P[I35_331361{}_TXDALLAPOB
@Al UPS QA - UAT Supplier - Milind
« In the Customers section, select the G invoice
. . - atalogs
customers the invited user will have & Profiles
ASNs
access tO. [ Service/Time Sheets
@] Restricted Access to Service/Time Sheets
. . . oAl
«  When complete, click Send Invitation and S
the user will receive an email inviting e
him/her to access the CSP. 2 Business Performance

Sourcing

e
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Notifications Setup

« Select Notifications in the top
right corner to be redirected to
the My Notifications screen.

,zcoupa supplier portal SUPPLIER3 ~ || NOTIFICATIONS HELP ~

Home  Profile  Orders  Service/Time Sheets ASN  Invoices Catalogs Payments  Business Performance  Sourcing  Add-ons

Setup

- Click Notification Preferences to My Notifications Notification Preferences '
customize supplier notifications.

View | All ~

« Choose how notifications of

fu n Ctlo ns | n th e CS P are My Account notification Preferences
re Ce ive d _ O n | i n e , E m a i | , o r —— You will start receiving notifications when your customers enable them.
Motification Preferences AnnOUﬂ CEI’T\ET‘ITS
SMS (text).
( ) i:fuh:nl: :; I;O—Fﬂﬂﬂf New Customer Announcement Online Y [0 Email O sms

Note: Suppliers will be prompted to set Business Performance

up a phone number |n My Account Business Performance Role Granted G Online [ Email [J sms
settings. Mobile phone verification will be

) Catalogs
needed; follow prompts to verify
Anew comment is received Online ) Email ] sMs
number.
A catalog Is approved [ Online Email [ sms

A catalog is rejected [ Online [ Email
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Coupa Supplier Portal - Getting Started

Merging Accounts

£,scoupa supplier portal SUPFLIERZ ~ | NOTIFICATIONS HELP

« If suppliers are already using the
CS P’ a CCO u N ts Ca N be m e rg ed to Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Payments Business Performance Sourcing  Add-ons

-

eliminate duplication. Setup

Action needed: Complete your profile to get paid faster and get discovered Learn More Announcements viewa 1)

« Click the link in the task menu, to o o
the right of the profile summary - 5 Consla D 15 daa s e S e e
to access step-by-step S goodsiservices 1o UPS locations n Georgia, Norh
instructions for completing the One-Click Savings. viewas
merge process. @% 1 "L&' @) Start saving today!

. Explore deals for your company, exclusive to the
6 4 Coupa Community.

Legzl Entities Regsterad User Connected Customers

 Please have additional customer
account information ready to © Bankingino @ Diversitylnfo (9 Accelarate 5 Bribery Polcy ot oo s o e o et e

fry to list it below. Consider merging them to reduce
com p I ete th e me rg e _ confusion for existing and potential cusiomers.
L] .
CRP Suppller 3 Mot seeing the account you want to merge with? Click

here.

Merge Accounts
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Coupa Supplier Portal - Getting Started
Legal Entity Setup

g,scoupa supplier portal SUPPLIER3 ~ | NOTIFICATIONS HELP +

Home Profile Orders Service/Time Sheets ~ ASN Invoices Catalogs Payments Business Performance Sourcing  Add-ons

 Click the Setup tab in the —
navigation bar to be redirected to ™ e
the Admin page.

Admin Legal Entity Setup — Add Legal Entity

Legal Enti
Users egal Entity

« Select Legal Entity Setup in the — [ncicns I
Ieft m a rg i n . Invoice From Remit-To Accounts Locations Customers m:::g: ;Z?;i!tjz:uunts

Fiscal Representatives 6612 E Libby Street Address 4 customers 6612 E Libby Street UPsS Deactivate Legal Entity
Phoenix Phoenix UPS —
Remit—To . Dormit Ta Addenca EE4D E | thhe Qirant - EE——

. TO Create anew Iegal entlty bbb Where's your business located?
select, Add Legal Entity.

Static Discountit

Setting up your business details in Coupa will help you meet your customer's invoicing and payment
requirements. For best results with current and future customers, complete as much information as

« Enter the legal entity name and possible.
country in the corresponding
fieldS. *Legal Entity Name | Beli Corp Test

Country | United States ~ business that is registered with

This is the official name of your

the local government and the

® CI iC k Con tin ue . country where it is located.
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Legal Entity Setup

On the Tell your customers about o
. . Tell your customers about your organization
your organization screen, select
the customers that should see
your |nf0rmat|on and enter an Which customers do you want to see this?
invoicing address. @
% UPS - CRP Supplier 3 £
UPS - P035_30754_FLDELRA2200 OL_OFFICE DEPOT )
If the same address W||| be used G UPS QA - P035_3313610_TXDALLAPOBOX731_BEST BUY FOR BUSINESS £ =
as the remit-to and ship from [ UPS G- UAT Supplier - Milnd
address leave the boxes beneath
the address fields checked. —
= City Enter the registered address of
If a different address will be used St S
for remit-to or ship from, uncheck *Postal Code e
the appropriate box. Address e L
information for those selections  Use this address for Remit-To @
will be added as the set up is {# Use this for Ship From addresso
completed.
11/3/2020 2020 United Parcel Senice of ameriss, Inc. UP® e UPS brandmark,and he colorbron e rademarks of Uited Pariel Seros of Amerca, o, Allghs resened. COUPA is  registered rademark owned
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Coupa Supplier Portal - Getting Started
Legal Entity Setup

 Enter Tax ID, if applicable. What s your Tax ID? @

Country | United States ~
« The Invoice From Code is for used Tax 1D
only by suppliers transacting 1 | dont hve T 10 Number
business with UPS via cXML. The
code must be obtained from UPS Add additional Tx 1D
and must be entered correctly. It
is not required to set up the legal Miscellaneous
€ ntitY- Invoice From Code (i ]

Preferred Language | English (US) w

 Click Save & Continue to continue -

the setup process.
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Legal Entity Setup

On the Where do you want to receive payment?
Page, select Address in the Payment Type field.

Note: This is a Coupa-related function that does not affect
the way suppliers are paid. Banking information is not
stored in Coupa.

If the remit-to address differs from the invoicing
address, click the Add Remit-To button, complete
the required fields, then click Save & Continue.

The Deactivate Legal Entity button removes the
entity from the user’s account.

Clicking the Manage button opens a subset of the
current page where users can make changes to the
customers who can see supplier addresses or to
deactivate an invoicing, remit-to, or ship from
address.

Click Next.

Where do you want to receive payment?

* Payment Type | Address %

What is your Remit-To Address?

Address Line 1 123 Beachside
Address Line 2
Ccity Jacksonville
State FL
Postal Code 32223

Country United States

Save & Continue

Where do you want to receive payment?

Remit-To locations let your customers know where to send payment for their invoices. Click Add Remit-To to Add Remit-To
add more locations, otherwise click Next.
Remit-To Account Remit-To Address Status
Address 123 Beachside Active
MﬂDge
Jacksonville
FL
32223
United States

Deactivate Legal Entity
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Legal Entity Setup

« If the ship from address differs Where do you ship goods from?
from the invoicing address, click B
the Add Shlp F Fi Om button then For many countries including different shipping details on the invoice is required if they are different to where Add Ship From
. . your legal entity is registered.
complete the required fields and

. . Title Status
any preferred optional fields. — — ;
p anage
;:Ia_cksunwlle
32223

« Scroll to the bottom of the page Uried Sates
and click Continue.

Deactivate Legal Entity

« Review addresses for accuracy - Whatis your Ship From Address?
errors in addresses can *Addross Line 1
U Itlmately delay payment. fdress tine2 What is the physical address
* City that your goods are shipped

from? This can be a warehouse
State

 Click Done to complete the Legal N adoress
Entity set up process.

* Country ~
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Setup Complete

Setup Complete

« Supplier setup is now
complete and invoice
processing can begin.

: Congratulations!
* Need assistance? Got
q u estio N S? E ma | I This legal entity can now be used on new invoices. .
supplyline@ups.com.
To get paid - Most customers require that you send them this payment info in in addition to
providing it on the invoice. 0
« Click on the Profile Tab to see if your customer has a form that collects payment information.
« Otherwise, you'll have to send it to them through another channel.
Go to Orders Go to Invoices Return to Admin m
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