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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.

COURA INTL NOTIFIGATIONS @) | HELP

£coupa supplier portal

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

-

Setup

Recommended: Complete your profile to get paid faster and get discovered Learn More Announcements viswa (o)

Profile Progress Last Updated _
Improve Your Profile - - _
e O soays 200 One-Click Savings views
- _‘ G Start saving today!
Prorle S u ma r\'( Explore deals for your company, exclusive fo the
Coupa Community.
@% 1 a& Merge Accounts
2 1 3 If your company has multiple CSP accounts, merge
Legsl Entities Registered User Connected Customers them to reduce confusicn for your custemers. Learn
2 - more
Request Merge

+* Banking Info &) Diversity &) Accelerate %) Bribery Policy

Latest Customers

UAT Supplier - CA UAT Test

UPS - Test -For Equifax

UPS - Test 2 Manoj

Website () hitp://guildfordloris.com
Industry ¥
About
Established
Top Commodities §F Reproduction services

Currencies &
v

Public Profile [ Profile
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Coupa Supplier Portal - Getting Started

Invitation/Registration

« New and existing suppliers will receive an

. . l+2Coupa
e-mal I fro m our Cou pa SYStem Wlth a UPS Profile Information Request - Action Required
unique link to join the Coupa Supplier
Portal. Click Join and Respond to be forSpeed Managerman. TG rmatn s rocied 6 ey can (aneact ity
re d i reCte d to t h e a CCO u n t C rea t i o n pa g e . jzud;::csal:zpher Portal is completely free, setup is fast and it helps you better transact and

communicate electronically. Find out more using the links below.

You can respond and send your information to your customer without joining, but joining

Note.' If an in Vltatlon is not received/ allows you to more easily update your company info if it ever changes, as well as do things
. . with UPS (and your other buying organisations that use Coupa) like view purchase orders,
Suppllers can Send an e-ma[/ to create invoices, manage POs and invoices, get real-time SMS alerts and much more.
Supp/y//ne @ ups com USIng the SUb_]eCt Use the buttons to either respond or decline, or forward this request to another person at your
- / company.
line: Coupa Supplier Enablement, to Welcome!

request an invitation to Coupa.

Join and Respond

« Bookmark

https://supplier.coupahost.com/ as a £3coupa supplier portal i
favorite link for quick access, to return to
the site.

« Suppliers who are new to UPS must go Login

through the supplier onboarding process #emal
with Global Business Services (GBS).

Note: New CSP users click Create An Forgot your paseword?

Account and complete the registration [ wean ]

process. Already have a CSP account?
Log in using your current credentials.

New to Coupa? CREATE AN ACCOUNT
e ]
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Coupa Supplier Portal - Getting Started

Create CSP Account

1. On the account creation page,
complete the required fields, check the
box to accept the privacy policy and
terms and conditions, and then click
Create an Account.

Coupa will send a verification code via
email. Enter the verification code then
click Vext.

Note: If the domain needs to be updated for

your company, please email
supplyline@ups.com.

Create an Account

Grow your Business on Coupa with a Free Account

* Business Name

Your legal business name (or legal personal name if an individual)
* Email
* First Name * Last Name
* Password * Confirm Password
LA &
Use at least 8 characters and include a number and a letter

i accept the Privacy Policy and the Terms of Use

Create an Account

Already have an account?L0G 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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Coupa Supplier Portal - Getting Started

General Information (optional)

{ x
Identify Your Product Categories
« Once the new account has been created, P
Coupa will present suppliers with a series of fetsion So e Tasier i Farly Pey Beounte
business-related, general information pages. x
Customize Your Profile
Note: The information on these pages will not be 2 P X
- onfirm Invoice-From cation
used for UPS transactions and completing these Tzssloa e e o e s e v
forms is optional ==
{ B
. . . A~ Tell Us About Your Business
« Complete all required fields (if elected), then Twazlon
click Next. T .
Your Contact Information
« If not, click Skip for Now to continue. — S

T S —

* nddress

* city state * Postal Code

Skip for Now
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Coupa Supplier Portal - Getting Started

Coupa Verified vs. Free

« Finally, Coupa will present you with an offer

e Get Verified to Grow Your Business
to be “"Coupa Verified” for a monthly fee.

PRS0 AR SDDG0N I I DO D OO sl

« UPS DOES NOT recommend paying for @ Coupa Verified Free
Coupa verification. Searchatie company profie @ ]
Cotslog manogement ﬁ ﬂ
« Suppliers can create and update their PAP——— & o
profiles using Coupa’s free services. — . R
« Click the *X" in the upper right corner of the ook pi ] ©
dialogue box to exit the screen and return to Poyment rediness via bank account verfication )
the prOf”e Setup. Hnrﬂ-ﬂﬂ:fwi'mmowrmcmﬂ::n o
]

Top of search on buyers seanch results if

L ST Coonipa s il

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
1 ]_/ 1 3/2023 © 2021 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are trademarks of United Parcel Service of America, Inc. Al rights reserved. COUPA is a registered trademark owned
by Coupa Software Incorporated. Used with permission.



Coupa Supplier Portal - Getting Started

Two-Factor Authentication

. Suppliers must complete the Two-factor %icoupa supplier portal ot [T @ | e
Account Settings

authentication process by USing an Home Profile Orders Service/Time Sheets  ASN Invoices Catalogs IS d=Na{o gl Notification Preferences
authenticator app or verifying a code Log Out
received via text to a mobile number. My Account setrings

Settings User Details

* Hover the cursor over your name in the
upper right corner then select Account S —
Settings and Security & Multi Factor —— T '] aumenteason * First Name | JOHN
Authentication.

Notification Preferences

* Last Name | BROOK

Multi Factor Authentication App x
Y I n t h e Mu/ti Fa Ctor A u th en tica tio n A O - Keep unauthorized users out of your account by using both your password and your phone. Setup your Multi Factor Authentication codes
p p p p with these 3 easy steps. You will only be asked to enter validation codes once every 30 days, or when you try to login from a different

computer.

up window, click Cancel to receive a code «—— @ s rour ot it vl fom s el

phone app store: Examples are "Google Authenticator” and [ 3 App Sibré

via text message or download an
authenticator please app, click Enable, and P Coupa Suppler Pora
follow the additional steps. © et vancotecpn e el

Authenticator app to get this. If you lost your phone or deleted
the app, use a backup code to get logged in.

Multi Factor Authentication
Code

EQRSIFN4X46PCGV4PQ
C3V3XTMTKKPAGL

Click to copy Security Key
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Coupa Supplier Portal - Getting Started

Two-Factor Authentication

« To complete two-factor authentication via
code received through SMS on mobile
number please Enable the Via SMS option. +—

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

My Account Security & Multi Factor Authentication

« Supplier can refer the below PDF to review
Multi Factor Authentication

the Two-factor authentication process in Settings
deta | I . Notification Preferences @ Enable only for Payment Changes (Required for changing Legal Entity or Remit-To)
Security & Multi Factor (O Enable for Both Account Access (Login) and Payment Changes

Authentication

Via Authenticator App Disablec

e

PDF [ Enable Using an Authenticator App available from your mobile phone app
store
Adobe Acrobat
Document Via SMS Dissbles

H () Enable | Using SMS, a code will be sent to your mobile phone number. Enter
verification code when prompted and select OK. SMS rates apply.
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Coupa Supplier Portal - Getting Started

Create Profile

« On the Profile page > Information Requests
tab, enter the required information in the
fields AND sections marked with an asterisk.

Note: The Supplier Information name is how UPS
identifies a supplier. The Tax Reporting Name is
the official name of the company as it appears on
tax documents. The two may be different.

Note: Suppliers who save their profile creation
progress can return to this tab to complete later.
Also, some fields in the Head Quarter Address
section will be auto populated with information
previously provided.

Note: Be sure to select the correct UPS-associated
vendor profile from the Profile dropdown.

A

£3coupa supplier portal

Home Profile Orders Service/Time Sheets ASN Invoices

Sourcing Add-ons Setup

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

Supplier Information New Supplier Onboanding - Test Form

Supplier Information Request Form

Please provide the requesiad infomation below,

Company Information

* Supplier Country ~ United Stales ~

* Tax Reporting Name New Supplier Oniboarding -

Doing Business As
Name

* Business Entity Type

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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Coupa Supplier Portal - Getting Started
Create Profile - Suppliers Working a UPS Facility

- If“Yes” is selected in the Supplier working *Business Entty Type | CORPORATION %
. .y . . (CORPORATION)
in a UPS facility field, a certificate of
. . . er rking in Yas L
insurance must be attached to the profile *~ e s =

COH is mandalory for supplier working on UPS facilily

Note to Canadian suppliers: Depending on the

region/country of operation, attachment of up to Certificate of Insurance
three (3) certificates of insurance may be required
and the attachment fields will appear in sequential Type v

order (i.e. Certificate of Insurance - 1, Certificate
of Insurance -2, Certificate of Insurance - 3)

Effective Date

Expiration Date

Attachments Add Fie

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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Coupa Supplier Portal - Getting Started

Primary Address

« In the Primary Address section, complete
the required fields.

Note: Although they are not marked with an
asterisk, the Country/Region and State Region
fields are mandatory

Note: If the primary address and remit-to are the
same, please be sure to enter the address the
same way in BOTH the Primary Address and
Remit-To Address (page 19) sections

* Primary Address

Address Purpose
* Region
Country/Region
State Region

State 1S0 Code

Address Name

* Street Address
Street Address 2
Street Address 3
Street Address 4
* City

* Postal Code

Location Code

Select Some Oplions

United States

el Address, Cit

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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Coupa Supplier Portal - Getting Started

Create Profile — Supplier’s Primary Contact

kS e Dreirrar ©eme = e
supphiers Frimary Lontact

« Inthe Supplier’s Primary Contact section,
enter the contact information of the person

* First Name | JOHN

who will be responsible for all communications *LastName | JOHNSON
from UPS. * Email address | sunilkaba@yahoo.com O

Mobile Phone | US/Canada »

« Complete the remaining asterisk-marked fields
as well as any applicable optional fields. “Work Phone | Other

91 50114 26165

Note: The primary contact email address and the PO
Email address may be different. Example:
Jjsmith@supplier.com may be the primary contact
and orders@supplier.com may be where purchase
orders are received

Contact Purpose Select Some Options o

Federal Reportable? [

DUNS Number o

* Preferred Currency USD w~

* PO Email &

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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Coupa Supplier Portal - Getting Started

Create Profile — Tax Information

In the Tax Information section, enter all
applicable tax information.

Tax Information

Tax Classification ~
« Choose the appropriate Tax ID Type *Tax ID Type O TIN
(TIN/SSN) and enter the Federal Tax ID O ssN
number. * Federal Tax ID (i ]
« Use the dropdown menus to select Tax * Federal Tax Form
Classification and tax form types - federal and .
ype ~

state (if applicable).

* Attachments Add File

« Click File then Browse or drag and drop a file
into the Drop files here box to attach the
necessary tax documents (W8 or W9). " Attachments Add  File

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
11/13/2023 © 2021 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are trademarks of United Parcel Service of America, Inc. Al rights reserved. COUPA is a registered trademark owned
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Coupa Supplier Portal - Getting Started

Create Profile — Bank Form

« In the Bank Form section, click File then Browse
or drag and drop files into the Drop files here
box to attach supporting banking documents

(e.g. bank letterhead, a voided check, etc.). * Bank Form E
Add File

A

*  Note: Supporting documents must include bank * Attachments Add File o %
name, account name, routing and account numbers, {5 _’""“

and any additional, relevant banking information.

«  Note: Suppliers who select payment by check need to * Remittance Email
attach their W-9 form here.

* Enter the email address where payment
information should be received in the
Remittance Email field.

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
11/13/2023 © 2021 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are trademarks of United Parcel Service of America, Inc. Al rights reserved. COUPA is a registered trademark owned 15
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Coupa Supplier Portal - Getting Started

Create Profile — Remit-To Address

In the Remit-To Addresses section,
click the Add Remit-To button then
Choose to select the existing remit-
to address.

+Remit-To Addresses

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

Add Remit-To

Update Existing Remit to fpformation
Note: New suppliers will not have a
remit-to address to choose from and will
have to create a new remit-to address.

Please activate or deactivate an existing remit to address listed below

Validation Results None

To create a new remit-to address Choose Remit-To Address

click the Create New Remit-To

Decline Save Submit for Approval

Address button OR, if P rofile This customer requires you to choose a Remit-To Address that includes payment -
creation is complete, click Submit information.
for Approval.

Choose existing or create new Remit-To Address:

° Choose |
~

902, Hedge Street Bank Account (Swift
Post park, 1122 Road Bank)

New York, 42202

United States
United States

| O Create New Remit-To Address .

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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Coupa Supplier Portal - Getting Started

Create Profile — Remit-To Address

 On the Where’s your business located pop
up window, enter the Legal Entity Name
and select the Country/Region from the
dropdown menu.

 Click Continue.

Where's your business located?

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

possible.

* Legal Entity Name
This is the official name of your

* Country/Region b business that is registered with
the local government and the
country/region where it is

located.

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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Coupa Supplier Portal - Getting Started

Remit-To Address Setup

Tell your customers about your organization
« On the Tell your customers about your

organization screen, select the customers
that should see your information and Which customers do you want to see this?

enter an invoicing address. i

3 UPS - CRP Supplier 3 £
* In the What address do you Invoice from F UPS - P035_30754_FLDELRA2200 OL_OFFICE DEPOT )

section, complete the required fields UPS QA - P036_3313610_TXDALLAPOBOX731_BEST BUY FOR BUSINESS £

UPS QA - UAT Supplier - Milind £

« If the same address will be used as the
remit-to and ship-from address leave the

What address do you invoice from?

boxes beneath the address fields checked. * Address Line 1
INVOICING
Note: If the primary address and remit-to are " City _
the same, please be sure to enter the address State o

the same way in BOTH the Primary Address il e e
(page 10) and Remit-To Address sections —

3 government
Country/Region United States

:!-,:u“lrllnl.'ﬂn o
Note: Although not marked with an asterisk the

. . . Use this address for Remit-To 0
State field is a mandatory field

Use this for Ship From address 0

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
11/13/2023 © 2021 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are trademarks of United Parcel Service of America, Inc. Al rights reserved. COUPA is a registered trademark owned
by Coupa Software Incorporated. Used with permission.



Coupa Supplier Portal - Getting Started

Remit-To Address Setup

« Enter Tax ID, if applicable.

« The Invoice From Code is for use only
by suppliers transacting business with
UPS via cXML. The code must be
obtained from UPS and must be entered
correctly. It is not required to set up the
remit-to address.

 Click Save & Continue to continue the
setup process.

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
11/13/2023 ©2021 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are trademarks of United Parcel Service of America, Inc. Al rights reserved. COUPA is a registered trademark owned

What is your Tax |ID? @
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Invoice From Code

Preferred Language | English (US) ~
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Coupa Supplier Portal - Getting Started

Remit-To Address Setup

« On the Where do you want to receive payment?
page, in the Payment Type field, select Bank
Account if payment to a bank is preferred.

Select Address if payment by check is preferred.

Note: Banking information is not stored in Coupa.

« Click Save & Continue.

Where do you want to receive payment?

* Payment Type Bank Account

Address

Bank Account
What are your B

Virtual Card

etails? @

Bank Account
Country/Region

State

Bank Account Currency

Beneficiary Name: SUPPLIER T

Bank Name

Account Number

Confirm Account
Number:

ACH Routing Number

Wire Routing Number:

SWIFT/BIC Code

Branch Code

Bank Account Type

nited States

My bank does not have a BIC code

Supporting Documents | Choose Files | No e choser (i ]
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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Coupa Supplier Portal - Getting Started

Remit-To Address Setup

« Verify the account and address
information is correct.

 Click Next.

« Then click Done.

11/13/2023

Where do you want to receive payment?
a

Remit-To locations lel your cuglomers mow whare o send payment for their involces. Click Add Ramit-Ta o Add Remit-To
add mors locations, olharwise click Neaxd.

Remit-To Account Remit-To Address Status

Bank Account 1518 Huron Lina Active Manage
Bank of Montreal ‘Windsor

JOL Landscaps Canada (o]

ii#lllltiitliilﬁm?ﬂ NHH1HE

HagaEiag Canada

Deactivate Legal Entity Cancal m

[ omcivt oo vty oome ]
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Coupa Supplier Portal - Getting Started

Remit-To Address Setup - Setup Complete

Setup Complete

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

+ To add the remit-to address to the
customer profile, click the Add Now Do you want to Add Remit-To Address to the customer profile now?
button and see the next slides, if
applicable.

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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Coupa Supplier Portal - Getting Started

Remit-To Address

« Verify the Remit-To address. If the
Remit-To address is correct, select
the Account Type (checking, EDI, or
savings) from the dropdown menu.

Note: If the Remit-To address is
incorrect, click the red “"X” in the upper
right corner to delete it. Follow the steps
beginning on page 16 to create a new
one.

« Scroll to the bottom of the page

~Remit-To Addresses

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

Remit-To Address

* Account Currency LIS

* Street Address

Street Address 2

* Postal Code

*City

* Region

8324 Dovewood Ct

05662

Crangevale

Country/Region United States

State Region | Florids-FL

State 150 Code

* Beneficiary Name

* Account Type

* Bank Account
Number

* Bank Routing Number
Bank Address

Bank City

Bank Postal Code

Bank State or Region

*Bank Country/Region United

Active

US-FL

CinintryRagon & Siats Region ans mandalory 1o be fied

ABC DEMO

FL.

States

Active  w

* Beneficiary Mame

* Account Type

* Bank Account
Number

* Bank Routing Number

Bank Address

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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Checking (Checking]

EDI {EDH)

Savings (Savings)
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Coupa Supplier Portal - Getting Started

Remit-To Address Setup

Update Existing Remit to Information

Please activate or deactivate an existing remit to address listed below

Validation Results None

d ReV|eW the GIC/PO Terms and GIC [ PO Terms and Conditions

Conditions “By submitting this onbearding form, | (Supplier) am entering into an agreement with UPS. Iif Supplier and UPS have entered into an

exigling agreemant that covers the subject matier of the goods andlor services being provided by Supplier ("Existing Agreement”), then the
Existing Agreement will 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 URL below. If the Suppler and UPS do not have an Existing Agreement. then the UPS Terms
& Conditions will Govern the subject matter of this ransition. Business conduct and terms and conditions {ups.com)”

« If agreeable, check the box next to Ciick below URL
GIC/PO Terms & Conditions Flag and UPSCICIPOTeS | . wape:iusotupe comtusenurcommpen
click Submit for Approva/ * GIC / PO Terms &

Conditions Flag

You must check this box « GIC | PO Terms & Conditions Flag

By submitting this onboarding form, | wamrant 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 addrass_ tax and
banking information provided in the onboarding form

Save | Submit for Approval

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
11/13/2023 © 2021 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are trademarks of United Parcel Service of America, Inc. Al rights reserved. COUPA is a registered trademark owned
by Coupa Software Incorporated. Used with permission.
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Remit-To Address Setup

* Once submitted, a green banner will
appear and the new or updated
remit-to address will be pending
approval by UPS

* Need assistance? Got questions?
Email supplyline@ups.com.

f&coum Suppller Dort (]I RASHMI NOTIFICATIONS o HELP

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

-

Setup

Your Profie

UPS - GROEP VDH TEST Profile | yps . GROEP VDH TEST

Your information has been submitted X

Pending Approval L]

Supplier Information GROEP VDH TEST

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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Admin

{,’}l:oupa SUDDHEI’ portal ZIp NOTIFICATIONS BB | HELP

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

Setup

Admin Customer Setup Connection Reguests

« To access administrative functions,
click Setup in menu bar to be T SR
redirected to the Admin tab. =

Users Permissions Customer Access
Users
. - Zip Signs ASNs UrPs
® Need aSS|Stance? Got questlons? Merge Requests zip.signs.supplier@gmail.com Admin
H H Status: Active Business Performance
Email supplyline@ups.com. Legal Entiy Setup Catalogs
Edit Invoices
Fiscal Representatives Order Changes
Orders
Remit-Ta Pay Me Now
Fayments
Terms of Use Profiles

Service/Time Sheets
Payment Preferencas w

Sourcing
Static Discounting
SFTP Accounts

cXML Errors

SFTP Ermors

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
1 ]_/ 1 3/2023 © 2021 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are trademarks of United Parcel Service of America, Inc. Al rights reserved. COUPA is a registered trademark owned
by Coupa Software Incorporated. Used with permission.
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Admin - Invite User

Click the Invite User button.

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

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

Note: UPS does not use the Service/Time Sheets,
Order Changes, or Pay Me Now functions in the
CSP.

In the Customers section, select the
customers the invited user will have access
to.

When complete, click Send Invitation and
the user will receive an email inviting
him/her to access the CSP.

Invite User

First Name
Last Name

* Email

Permissions @ Customers

0 Al Al

Admin UPS - CRP Supplier 3

Orders UPS - P035_30754_FLDELRAZ2200 OL_O|
(O Restricted Access to Orders UPS QA - P035_3313610_TXDALLAPOB

@Al UPS QA - UAT Supplier - Milind

Invoices

Catalogs

Profiles

ASNs

[ Service/Time Sheets

(O Restricted Access to Service/Time Sheets
oAl

Payments

Order Changes

Pay Me Now

Business Performance

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
by Coupa Software Incorporated. Used with permission.

27



Coupa Supplier Portal - Getting Started

Notifications Setup

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

« Click Notification Preferences to
customize supplier notifications.

« Choose how notifications of functions in
the CSP are received - Online, Email,
or SMS (text).

Note: Suppliers will be prompted to set up a
phone number in My Account settings.
Mobile phone verification will be needed;
follow prompts to verify number.

coupa supplier portal SUPPLIER3 ~ || NOTIFICATIONS HELP ~

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

Setup

My Notifications Notification Preferences ',

View  All ~

My Account notification Preferences

You will start receiving notifications when your customers enable them.
Seftings

Mofification Preferences AI"IFIO uncements

Security & Two-Factor

i New Customer Announcement Online k [ Email [ sms
Business Performance
Business Performance Role Granted Online (] Email ] sms
Catalogs
A new comment is received Online [[] Email [] sms
A catalog is approved [ Online Email [] sMs

A catalog is rejected [] Online [] Email

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
11/13/2023 ©2021 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are trademarks of United Parcel Service of America, Inc. Al rights reserved. COUPA is a registered trademark owned 28
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Merging Accounts

« If suppliers are already using the CSP,
accounts can be merged to eliminate
duplication.

* Click the link in the task menu, to the
right of the profile summary to access
step-by-step instructions for completing
the merge process.

 Please have additional customer account
information ready to complete the merge.

11/13/2023

£xcoupa supplier portal

Home Profile Orders Service/Time Sheets ASN

F.

Setup

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

Profile Progress

- 16% Complete

Last Updated
O 18 days ago

Profile Summary

Invoices

Catalogs

Payments

Improve Your Profile

Business Performance

ity

n

Legal Entities Regjsterad User

(%) Banking Info %) Diwersity Info %) Accelerate (%} Bribery Policy

CRP Supplier 3

182

4

Connected Customers

—

SUPFLIERE NOTIFICATIONS GIE) | HELP

Sourcing  Add-ons

ANNoUNCeEMENTS viewa 1)

A ATTENTION: (UPS QA)
Starting on 10/1, ONLY suppliers who provide
goods/services to UPS locations in Georgia, Morth

One-Click Savings viewa

&y Start saving today!
Explore deals for your company, exclusive o the
Coupa Community.

Merge Accounts

by Coupa Software Incorporated. Used with permission.

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

If your company has more than one CSP account, we
fry to list it below. Consider merging them fo reduce
confusion for existing and potential customers.

Mot seeing the account you want to merge with? Click
here.
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11/7/23, 7:13 PM Coupa Supplier Portal Two-Factor Authentication | Coupa

= @coupacompass eNnE®

What can we help you find? » Products > Coupa Product Documentation > Supplier Resources » For Customers »
Supplier Enablement Toolkit > Document Exchange > The Coupa Supplier Portal >
Coupa Supplier Portal Two-Factor Authentication

Coupa Supplier Portal Two-Factor
Authentication

Suppliers using the Coupa Supplier Portal can enable two-factor authentication
using the Google Authenticator.

The CSP leverages Google Authenticator, which is available for iOS and Android devices. You need
to install it on your mobile device if you want to enable two-factor authentication. See Install

Google Authenticator for help with installing the app on your mobile device.

Instead of the authenticator, you can also use SMS to receive verification codes.

Enabling Two-Factor Authentication

@ Note

Your customers can require you to use two-factor authentication to log in to the CSP and

access their data, in which case you have to enable it.

Make sure you have your mobile device with you before enabling two-factor authentication.

1. Sign into your Coupa Supplier Portal account at https://supplier.coupahost.com.

2. From your name at the top right, click Account Settings.

s this page helpful? A
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s this page helpful?

() VYes I
() No

Next

Two-Factor Authentication

SMS : Disabled

Two Factor Authenticator App : Disabled

4. Enter and validate your phone number to receive SMS notifications or verification codes
through SMS.

5. Under Two-Factor Authentication, click Enable for SMS or Two Factor Authenticator App
depending on how you want to receive the verification codes.

6. For SMS, enter the verification code in the pop-up window.

Enter the code that you received by SMS

Your verification code has been sent to: +1 201-555-5555

*Code

Cancel Resend Code m

a
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s this page helpful?

() VYes
() No

2. Scan this QA code using Google Authanticator app

3. Enter tha &-digit validation code - open your mobile
device's 'Google Authenticalor app to get this. If you lost
your phone ar daletad the app. use a backup code to get

logged in.

Two Factor Code

Remasmber this computer for 30 days

Mo Thanks, Contimus withaut additional security m

Choose Remember this computer for 30 days if you're not using a shared or public computer,

and click Enable.

Print your backup codes or email them to yourself before you click OK. If you ever lose your
device, you need these to regain access to your CSP account.

@ Note

You can only use a recovery code once, so it's a good idea to refresh your list if you have
to use a recovery code. Go to Account Settings > Security & Two-Factor Authentication

and click Regenerate Recovery Codes to get a new list of codes.

a
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s this page helpful?

() VYes
() No

2. Depending on your setting, open Google Authenticator on your device and choose your CSP
account. Get the number that's shown. Or open the newly received text message that contains
the verification code.

3. Type the two-factor authentication code in the appropriate field. For the authenticator,
choose Remember this computer for 30 days if you're not using a shared or public
computer, and click Log In.

¢ Note

The code that Google Authenticator provides is good only for 60 seconds. If you don't
type that code on the CSP sign-in page and click Log In within 60 seconds, you have
to get a new code and try again.

@ Note

If your supplier is locked out and they don't have their six-digit backup validation code,
contact Coupa Support who will ask you to provide the supplier's declaration form and
either their email used to log in to the CSP or a copy of their photo ID or passport to
verify their identity.

@ cowpacormpass

© 2023 Coupa Software Inc. All Rights Reserved. | Privacy Policy | Cookie Policy | Cookie Preferences | VALUE-AS-
A-SERVICE
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