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Coupa Supplier Portal - Getting Started
Coupa Supplier Portal (CSP) Overview

{:}cOupa Supplierportal FIRST NAME NOTIFICATIONS HELP ~
« The Coupa Supplier Portal (CSP) is a

free tOOI that a”OWS users to COI’IdUCt 0 Invoices Orders Profile Payments Setup Service/Time Sheets ASN Sourcing Forecasts Catalogs More...
business with UPS.

» Suppliers can manage various content T VPK TEST CA

and SettlngS SUCh as: Profile Progress 53% Last Updated: 3 minutes ago | View Profile
* Managing/updating company profile

information. Recent Activity view v @ Announcements
« Viewing purchase orders. o seuncemen

| UPS - AEROVECT TECHNOLOGIES | UPS - BREX CORP UPS - EVERCHARGE More...

* Sending invoices.

No activity found for UPS - AEROVECT TECHNOLOGIES.

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

browser. Two Factor Join Requests Merge Linked
Security Suggestions Customers
1 of 10 User 0 Users O Duplicates 176 Connections

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
1 0/23/2024 © 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 3
by Coupa Software Incorporated. Used with permission.



Coupa Supplier Portal - Getting Started

Invitation/Registration

« New and existing suppliers will receive an aupa
H H Profile Information Request
e-mail from our Coupa system with a
unique link to join the Coupa Supplier _
. ; UPS wants you 10 respond by updating your company profile on Coupa, their chosen platform

PO rta I . CI I Ck ]Oln and Respond to be Lﬁé;::;iahﬂinagemem. This information is required so they can transact with you

redirected to the account creation page. commnicat iecronically Fin o move ueing he ks bsiow.
You can respond and send your information to your customer without joining, but joining
allows you to more easily update your company info if it ever changes, as well as do things

Note: If an invitation is not received, e e e e e e o

SUpp/ierS Can Send an e_mall tO Use the buttons to either respond or decline, or forward this request to another person at your
. . - company.

Supp/yllne@upS' Com/ us,ng the Sl"lb-]eCt Please refer Coupa Supplier Portal - Getting started Guide link

line: Coupa Supplier Enablement, to Welcome!

request an invitation to Coupa.

« Bookmark
https://supplier.coupahost.com/ as a
favorite link for quick access, to return to
the site.

{;}CDupa su ppller pOrtal & secure

« Suppliers who are new to UPS must go Login

through the supplier onboarding process “emai
with Global Business Services (GBS).

Note: New CSP users click Create An Forget your pesemword
Account and complete the registration [ e ]
process. Already have a CSP account?

Log in using your current credentials. New to Coupa? CREATE AN ACCOUNT

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
1 0/23/2024 © 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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Coupa Supplier Portal - Getting Started

Create CSP Account

1 Create an Account

1. On the account creation page, Grow your Business on Coupa with  Free Account
complete the required fields, check the
box to accept the privacy policy and
terms and conditions, and then click
Create an Account.

*First Name * Last Name

* Password * Confirm Password
® @

Coupa will send a verification code via
email. Enter the verification code then R N
click Next. = Jmacmn

Ol do nothave aTaxID

Note: If the domain needs to be updated for
your company, please email
supplyline@ups.com.

Olaccept the Privacy Policy and the Terms of Use

Create an Account

Already 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

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

General Information (optional)

Identify Your Product Categories

« Once the new account has been created, p
Coupa will present suppliers with a series of o Mt iok g st L
business-related, general information pages. ' x
Customize Your Profile
Note: The information on these pages will not be S animimsdions Eromiocad o
used for UPS transactions and completing these Tzszloa S

forms is optional

Tell Us About Your Business

- Complete all required fields (if elected), then Trasloa
click Next. |

Your Contact Information

)
|WeZ QA

. If not, click Skip for Now to continue. T e

* Phone Number

T o —
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Coupa Supplier Portal - Getting Started

Coupa Verified vs. Free

« Finally, Coupa will present you with an offer
to be “Coupa Verified” for a monthly fee.

« UPS DOES NOT recommend paying for
Coupa verification.

« Suppliers can create and update their
profiles using Coupa’s free services.

« Click the “"X” in the upper right corner of the
dialogue box to exit the screen and return to
the profile setup.

Get Verified to Grow Your Business

ST ] EROTRGH DD O e RO O Rl Tl

© Coupa Verified Free

Searchobie compory profila ﬁ
R
AR
Invoices monoagement

RTErld GGG

o © o o0 0

Poryrrind necadiineg=as wio Donk aocciund vorficotion

Proméngant Vieriflod BOOge on your Compony ﬂ'
profite

&
&
-
]
]
e

A 2 m

&8 USD pat it Frosh Aoroevad

Tog of search on tuyers’ ssarch results i)
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Coupa Supplier Portal - Getting Started

Two-Factor Authentication

« Suppliers must complete the Two-factor
authentication process by using an

authenticator app or verifying a code
received via text to a mobile number.

« Hover the cursor over your name in the
upper right corner then select Account

Z,scoupa supplier portal FIRST NAME ~  [NOTIFICATIONS HELP
Account Settings
ﬁ Invoices Orders Profile Payments Setup Service/Time Sheets ASN Sourcin R — ogs More...
Log Out

My Account Security & Multi Factor Authentication

Settings Multi Factor Authentication

Notification Preferences
(O Disabled

Settings and Security & Multi Factor «—

Security & Multi Factor

@ For Payment Changes (Required for changing Legal Entity or Remit-To)

Authentication

Authentication.

« In the Multi Factor Authentication App pop-

up window, click Cancel to receive a code «————

via text message or download an
authenticator app, click Enable, and follow
the additional steps.

Multi 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 “+” 1o scan the QR code or copy and paste the.
security key,

R

[=] ¢S L

WAGOUN4FHS6ESRTHN2RLTL4A
V2HTEDML

Click o copy Security Key

e Enter the 6-digit verification code from your device. Code

O Remember this ¢

omputer for 30 days

Cancel m

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

Two-Factor Authentication

« To complete two-factor authentication with a

code sent to your phone number, select the £rscoupa supplier portal FIRSTNAME ~ | NOTIFICATIONS @I | HELP -
. . -«
Vla TeXt Message optlon ' ﬁ Invoices Orders Profile Payments Setup Service/Time Sheets ASN Sourcing Forecasts Catalogs Add-ons Business Performance
¢ Supplier can refer the below PDF to review My Account security & Multi Factor Authentication
the Two-factor authentication process in
detail. R Multi Factor Authentication

Motification Preferences
() Disabled

Security & Multi Factor
. @ For Payment Changes (Required for changing Legal Entity or Remit-To)

Authentication
I _ (O For Bath Account Access (Login) and Payment Changes
PDF ‘ ,
Via Authenticator App
Use an Authenticator App available from your mobile phone app store.
Adobe Acrobat o
Document

V/ia Text Message

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

e

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

z,zcoupa supplier port al FIRSTMAME ~ | NOTIFICATIONS HELP ~

« On the Profile page > Information Requests
tab, enter the required information in the

ﬂ Invoices Orders Payments Setup Service/Time Sheets ASN Sourcing Forecasts Catalogs More...

Your Profile Information Requests Performance Evaluation Subscriptions
fields AND sections marked with an asterisk.
UPS - Indian Supplier Testing DOC Profile | Jps - Indian Supplier Testing DOC
Note: The Suppllef‘ Informatlon name is hOW UPS + We have auto-filled some information from your Public Profile.

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.

Supplier Update (External) - APAC

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

Note: Suppliers who save their profile creation Suppliar Information

progress can return to this tab to complete later. Inefian Supplier Testing DOC
Also, some fields in the Head Quarter Address
section will be auto populated with information
previously provided. Supplier Information Request Form

Note: Be sure to select the correct UPS-associated Please provide the requssted information below

vendor profile from the Profile dropdown.
Company Information

*Tax Reporting Name

— — = registered with the local tax authority.

Doing Business As Name

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by
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Coupa Supplier Portal - Getting Started

Create Profile — 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 18) sections

Address Furpose | gplact Some Options O
* Region
Country/Region United States w
State Region -

State 150 Code

Address Name
® 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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Coupa Supplier Portal - Getting Started

Create Profile — Primary Contact

=Primary Contact

* First Name

« In the Primary Contact section, enter the
contact information of the person who will be Last Name
responsible for all communications from UPS.

« Complete the remaining asterisk-marked fields °
as well as any applicable optional fields.

USiCanada ~

Note: The primary contact email address and the PO

Email address may be different. Example: + Wk Phane
Jjsmith@supplier.com may be the primary contact usicanada | [1
and orders@supplier.com may be where purchase
orders are received S

Select Some Options [/}

« Inthe Supplier’s Country select bank country. In Preferred
Currency section update the currency of invoices issued to
UPS.

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
1 0/23/2024 © 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.



Coupa Supplier Portal - Getting Started

Create Profile — Tax Information

“Supporting Documents

In the Tax Information section, enter all applicable tax TexInformation

information and attach supporting documentation. J—— Enter GSTVATID e
Select ~ Add File
Enter “N/A" if GST/VAT ID is not available, m X

« Use the dropdown menus to select Tax Classification.

MSME Supplier?

Select v

« Enter the appropriate number in the Enter GST/PAN ID
field and select MSME Supplier classification from the
drop-down list.

Applicable for Indian Suppliers Please attach the supporting do ier details e.g. supplier letterhead, Invoice etc

« In Supporting Documents section click File then
Browse or drag and drop a file into the Drop files here
to attach the necessary documents like company
letterhead, invoice, bank letterhead etc.

* Remittance Email

« 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.
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Coupa Supplier Portal - Getting Started

Create Profile — Remit-To Address

In. the Remit-To Aq’dresses section, -Remit-To Addresses

click the Add Remit-To button then

Choose to select the existing remit- Add one or more Remit-To Addresses by either filling out a new Compliant Invoicing Form or choosing an Existing Remit-To Address.
to address and click on Add

Selected. [ Add Remit-To }

Note: New suppliers will not have a
remit-to address to choose from and will
have to create a new remit-to address. How would you like to be paid?

All Methods Bank Transfers Checks Credit Cards @ Add Payment Method

UPS supports Bank Transfers, Checks Payments.

To create a new remit-to address
click on Bank Transfers then Add
Payment Method.

ICICI Bank (ﬂ’ Customer Supported \}

D = PUNE 12345, PUNE 12345, Maharashtra, India, India (98AAAAA9999A879)

Account Number Transit Code Wire Routing Number
****01700287 ICIC0000005

Cancel

| Add Selected

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

Create Profile — Remit-To Address

* On the Miscellaneous Information popup

Miscellaneous Information

window enter the required details marked

with asterisk*.

 Click Save & Continue.

10/23/2024

FY
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  |NDIA SUPPLIER TESTING
* Country/Region India w Conducting business in certain
countriesfregions requires your
F:0 Rag M o invoice to contain specific
Permanent Account o information about your company.
Number (PAN) o

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 1 6
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Coupa Supplier Portal - Getting Started

Remit-To Address Setup

« On the Tell your customers about your
organization screen, select the customers
that should see your information and
enter an invoicing address.

 In the What address do you invoice from
section, complete the required fields

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

boxes beneath the address fields checked.

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 (page 10) and
Remit-To Address sections

Note: Although not marked with an asterisk the
State field is a mandatory field.

Tell your customers about your organization

Which customers do you want to see this?

@Al
3 UPS - CRP Supplier 3 &)

UPS - P035_30754_FLDELRA2200 OL_OFFICE DEPOT £

UP3 QA - P035_3313610_TXDALLAPOBOX731_BEST BUY FOR BUSINESS {:1

UPS QA - UAT Supplier - Milind £

What address do you invoice from?

* Address Line 1

Address Line 2 REQUIRED FOR
: INVOICING

City

Enter the reqgistered address of

State

your legal entity. This is the

* Postal Code same location where you

r 3 government

BCEIVE
documents o

Country/Region United States

Use this address for Remit-To 0

- Use this for Ship From address (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

What is your Tax ID? @
« Enter VAT/GST ID, if applicable.

Country/Region L

« The Invoice From Code is for use only VAT ID
by suppliers transacting business with
UPS via cXML. The code must be
obtained from UPS and must be entered Add additional Tax ID
correctly. It is not required to set up the
remit-to address.
Miscellaneous
* Click Save & Continue to continue the
setup process. Invoice From Code o

Preferred Language | English (UK) v

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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Save & Continue
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Coupa Supplier Portal - Getting Started
Remit-To Address Setup

Where do you want to receive payment?

* On the Where do you want to receive payment?
page, in the Payment Type field, select Bank a8
Account if payment to a bank is preferred. * Payment Type | Bank Account v
Select Address if payment by check is preferred. BankAc

What are your BWelails? o

« Update valid Account Number and IFSC Code. What are your Bank Account Details? @ 3
Note: Banking information is not stored in Coupa.

Bank Account | India ~
Country/Region:

CI ) k S & C t . Bank Account Currency: | INR el

° IC ave ontinue.

Beneficiary Name: | ABC TRANPORTATION LTD
Bank Name:

Account Number: o

Confirm Account

Number:
IFSC: 7]
SWIFT/BIC Code: (]

(J My bank does not have a BIC code

Branch Code:

Bank Account Type: | Business ~
Supporting Documents | Choose Files | No file chosen o

Email Address | dmartindale64@yahoo.com o

Resident Account

Proprietary and Confidential: This presentation may not be used or disclosed to other than emp! I cL unless exp y authorized by UPS.
10/23/2024 © 2021 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are trademarks of United Parcel Semoe of America, Inc. All rights reserved. COUPA is a registered trademark owned
by Coupa Software Incorporated. Used with permission.
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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.

10/23/2024

Where do you want to receive payment?

Remit-Te locatlions lel your cuslomers mow whare o send payment for thewr invoices. Click Add Remit-Ta o Add Remit-To
add more lecations, otherwise click Naxd.

Remit-To Account Remit-To Address Status

Bank Account 'I!rw Hurgn Line Active Manage
Bank of Monbraal Windsoe

JOL Landscaps Canada O

il "l%bi%l!ilﬁsa?ﬂ MHH1HB

Ha0959999 Canada

Deactivate Legal Entity Cancel m

[ omctvt ogw vty J ™ oore ]

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 - Setup Complete

Setup Complete

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

+ 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

* Ensure to Review Remit-To Address
section and complete all fields with
asterisk mark.*

« Note: If the Remit-To address is

-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

*Remit-To Address

incorrect, click the red "X” in the
upper right corner to delete it. Follow
the steps beginning on page 15 to
create a new one.

* Account Currency

INR ~

* Street Address

ABC Road

Street Address 2

* Postal Code

12345

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

* Account Type

» Select the valid Account Type.

Select >

+ Update the IFSC code in Bank
Number & Swift Code (BIC) field.

*Bank Name

« Update last 7 digits of IFSC code in ICICI Bank
Branch Number field.

* Bank Number/IFSC

« Scroll to the bottom of the page

Provide IFSC code for India

* Branch Number

Provide last 7 digit for IFSC code for India

* Bank Account Number

FHEEEERIRG T O o

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

« Review the GIC/PO Terms and
Conditions

- If agreeable, check the box next to
GIC/PO Terms & Conditions Flag and
click Submit for Approval

Validation Results

Y

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
existing agreement that covers the subject matter of the goods and/or 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 UR
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

UPS GIC / PO Terms and Conditions URL

* htips://fabout 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

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

zcoupa supplier portal FIRSTNAME + | NOTIFICATIONS

ﬁ Invoices Orders Payments Setup Service/Time Sheets ASN Sourcing Forecasts Catalogs More...

HELP ~

Your Profile Information Requests Performance Evaluation Subscriptions

* Once submitted, a green banner will

appear and the new or updated UPS - ABC TAX Authority APAC 2 Profile | UPS - ABC TAX Authority APAC 2

remit-to address will be pending
approval by UPS

Your information has been submitted x

* Need assistance? Got questions? _
Supplier Update (External) - APAC

Email supplyline@ups.com.

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

Pending Approval [i]

Supplier Information

ABC TAX Authority APAC 2

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

ﬁcoupa Suppller portal FIRST NAME ~ | NOTIFICATIONS HELP ~

ﬁ Invoices Orders Profile Payments Service/Time Sheets ASN Sourcing Forecasts Catalogs More...

Admin Customer Setup Connection Requests

« To access administrative functions,
click Setup in menu bar to be '
redirected to the Admin tab. Admin users

] )
« Need assistance? Got questions? -

Email su pPp | YI ine @ ups.com. Merge Requests User Name Email Status Permissions Customer Access Actions

Merge Suggestions

ADAM acambria@gmail.com Inactive ASNs UPS - Activate
Requests to Join CAMBRIA Business P590_2177017_UBEMELLEGONTROD_ASSA
Performance ABLOY ENTRAMNCE SYSTEMS BELUX
Legal Entity Setup Catalogs
Early Payments
Fiscal Representatives Invoices
Order Changes
Remit-To Qrder Line
Confirmation
Additional CaaS Orders
Information Payments
Profiles
Early Pay Discounts Service/Time Sheets
Sourcing

sFTP Accounts

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 - 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 All All

Admin UPS - CRP Supplier 3

Orders UPS - P035_30754_FLDELRA2200 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
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Notifications Setup

« Select Notifications in the top right _ PR Irme——
corner to be redirected to the My #wcoupa supplier portal | |
NOtificationS screen. A Invoices Orders Profile Payments Setup Service/Time Sheets ASN Sourcing Forecasts Catalogs Mare...

 Click Notification Preferences to My Notifications

: . e e Notification Preferences
customize supplier notifications.

View
All
« Choose how notifications of functions in

the CSP are received - Online, Email,
or SMS (text).

My Account notification Preferences

Note' Supp/iers WI” be prompted tO Set Up a e You will start receiving notifications when your customers enable them.
- etlings

phone number in My Account settings. Notification Preferences  ANNOUNCEMENtS

Mobile phone verification will be needed; Security & Two Factor

New Customer Announcement Online A [ Email [ sms
Authenticalion J

follow prompts to verify number.
Business Performance

Business Performance Role Granted Online (] Email ] sms
Catalogs

Anew comment is received 2 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.
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Merging Accounts

g,zcoupa supplier portal
« If suppliers are already using the CSP,
accounts can be merged to eliminate

JOHN « | NOTIFICATIONS @) HELP -

0 Invoices Orders Profile Payments Setup Service/Time Sheets ASN Sourcing Forecasts Catalogs More...

duplication.

. C||Ck the ||nk |n the task menu’ to the Piﬁle Progress 24% Last Updated: about 15 hours ago | View Profile
right of the profile summary to access
step-by-step instructions for completing
the merge process.

Recent Activity

e

f ™
| UPS - S2P Testing Supplier | UPS - S2P Testing Supplier 1 Moare...
. A

kN

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

Information Request

UPS - S2P Testing Supplier » Received 10 days ago

Information Request

UPS - S2P Testing Supplier » Received 10 days ago

<t SUPPLIER TESTING UPS

Two Factor Join Requests Merge
Security Suggestions
1 of 1 User 0 Users 0 Duplicates

View v @ Announcements

MNo Announcements

Submitted Oct11

Due Now Oct11

Linked
Customers

36 Connections

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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