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Introduction to
Coupa Supplier
Portal (CSP)




Why Coupa?

« Coupa is a cloud-based e-procurement platform for business
spend, delivering measurable value through real-time spend
visibility, control, compliance, and agility.

« Gartner, the world's leading research and advisory company,
named Coupa a Leader in 2024 for its completeness of vision and BUSINESS SPEND
ability to execute. Coupa was one of only two vendors to receive MANAGEMENT
this recognition.

* One of the criteria that ranked Coupa as number one is its high
user adoption.

« Coupa provides three major releases or upgrades per year —in
January, May and September - all free of charge.

fiecoupa

e
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1. Introduction




Coupa Supplier Portal | Introduction

The Coupa Supplier Portal (CSP) is a free tool that enables suppliers to easily do business with their customers. It
simplifies the management of procurement processes and related transactions. Depending on your specific Coupa
configuration, content and settings are managed on a customer-by-customer basis.

Attributes (from Supplier POV)

Purpose Efficiently conduct business with Worley by engaging with key
stakeholders and managing different aspects of the relationship.

Functionality Suppliers can:

* Manage supplier information.
« Update profile and payment information.
» Respond to Sourcing Events.

Interface to interact with buyers across different procurement processes and
transactions, including sourcing and supplier management, with potential
expansion to purchasing and invoicing in the future.

Suppliers use to collaborate with Worley buyers.

Account Accounts are managed individually for each supplier, with the option to add

Management multiple users to each account, as necessary.

Note: As of 2025, Worley is utilizing the CSP for Supplier Information Management with Risk Assessments and Sourcing.
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2. Manage Profile




Coupa Supplier Portal | Manage Profile

A. Business Profile

In the Coupa Supplier Portal, you have a public profile that is visible in the Coupa Supplier Portal Directory. This allows
potential Coupa customers to find and view your profile.

To get started with filling out your profile information:

1. Select Profile in the top menu.
2. Click Edit Profile to take you to the section you want to update and complete your information.

$,2coupa supplier portal NIKKI~ | NOTIFICATIONS HELP ~

ﬁ Invoices Orders Business Profile Service Sheets ASMN Sourcing Forecasts Catalogs Add-ons Setup More...

o Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation Subscriptions

© Action Required

Verify Your Account And Get Noticed

Coupa Verified builds trust and gets you in front of more Get Verified

customers looking for products like yours.

Profile data doesn't Nikki Consulting Services
automatica”y update Customer Profile Preview | Copy Profile URL | Download as PDF < Share Profile
request ... see slide 28 for 7
instructions on how to update
customer information requests e
Company Info 7~

Company Name Industry About

Nikki Consulting Services




Coupa Supplier Portal | Manage Profile

B. Legal Entities

1. The legal entities section stores yours most up-to-date information in the Coupa Supplier Portal. This helps streamline
the process of completing supplier information requests from customers, as the stored details will automatically populate
relevant fields on the forms.

{;_&coupa ':GUD[:'.i‘:“r pt_lrt al NIKKI ~ | NOTIFICATIONS @) | HELP -

ﬁ Invoices Orders Business Profile Service Sheets ASN Sourcing Forecasts Catalogs Add-ons Setup More...

Business Profile Profile Submissions Legal Entities Payment Methods Infarmation Requests Perfarmance Evaluation Subscriptions

Legal Entities

Create Q YV
Legal Entity Name Invoice From Address  Tax ID Linked Payment Method  Payment Information  Customers
New Supplier 1234 First Street, U5:123456789  Check 1234 First Street, Winrlaw Limitad (—arae saunaanan ann qg
Rockville, Maryland, Rockville, Maryland,...
20850, United States Bank Account JPM Chase
**************** 9012

. __________________________________________________________________________________________________J »

Perpage 5] 10 20




Coupa Supplier Portal |

B.1 Edit /Inactivate Existing Legal Entities

1. Navigate to Business Profile > Legal
Entities.

2. Hover over the name of your legal entity
and select the pencil to edit.

3. The legal entity will open a side window for
edits (skip this step if you are here to delete
the entity).

4. Once edits are complete - select SAVE or
DELETE.

Manage Profile

£zcoupa

ﬁ Invoices Orders Business Profile Service Sheets ASN Sourcing Forecasts Catalogs Add-ons Setup Mare...

NIKKI~  NOTIFICATIONS @  HELP -~

Business Profile Profile Subm'\ss{_ L | j Legal Entits Payment Methods Information Requests Performance Evaluation Subscriptions
Legal Entities
Create Q. Y

Edit Legal Entity (61

Legal Entity Name Invoice From Address  Tax ID Linked Payment Method

New Suppl er@
Z4

1234 First Street, US:123456789 Check
Rockville, Maryland,

20850, United States Bank Account

Tax Registrations

4
Invoice From Address

Perpage 510 20

Ship From Address

Dd!l- Legal Entity a
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Coupa Supplier Portal | Manage Profile

C. Payment Methods

1. The Payment methods section in the Coupa Supplier Portal stores your most up-to-date information. This makes it

easier to complete supplier information requests from customers, as the stored details can be quickly selected to auto-
populate the forms.

;"'.Ecoupa supp lier poI ta NIKKI~ | NOTIFICATIONS @ = HELP -

ﬁ Invaices Orders Business Profile Service Sheets ASN Sourcing Forecasts Catalogs Add-ons Setup More...

Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation Subscriptions

-

Payment Methods

Add Payment Method - \% Q,

Payment Method Payment Method Name Country Currency Linked Legal Entity Shared With Customers  Payment Method Status  Actions

i Bank Transfer ~ Bank United usp New Supplier (Active) 7 @
States

& Check 1234 First Street, Rockville, New Supplier Worley Limited (Active) < 533 |

Maryland, 20850, United States

Perpage 5| 10| 20




Coupa Supplier Portal | Manage Profile

C.1. Manage Payment Methods

1. Navigate to Business Profile > Payment
Methods.

2. Select the ICON for corresponding action

/ 1. Pencil — Edit Existing

Chain — Share/Remove Customers
from Payment Method

e 2.

Gear - Manage Linked Customers

% 3.

m 4. Trash Can - Delete the Payment

Method

[Z} Check
Maryland, 20850, United States

Perpage 5|10 20

z"";_;coupa NIKKI ~ | NOTIFICATIONS @ @ HELP v
ﬁ Invoices Orders Service Sheets ASN Sourcing Forecasts Catalogs Add-ons Setup More...
Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation Subscriptions
L 1,
Payment Methods
Add Payment Method - V Q
Payment Method Payment Method Name Country Currency  Linked Legal Entity ~ Shared With Customers  Payment Method Status  Actions P |
@ Bank Transfer ~ Bank United usp New Supplier -::_ﬁt_‘li‘.’f_‘-::- V<) ZSZ ]| -
States
1234 First Street, Rockville, New Supplier Worley Limited ﬁ:_uf_ VA= 5:93 ]
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Coupa Supplier Portal | Manage Profile

D. Customer Profile

In the Coupa Supplier Portal, you have profiles
for each of your connected customers,
allowing you to manage the information you
share with them. Some customers may send
you information Requests, which you’ll need to
complete to update your details for that
specific customer.

1. Navigate to Profile > Information Requests. You can

also access Information Requests by clicking links in
notifications.

2. Select your customer from the Profile dropdown menu.

3. Select the most recent form by clicking on the form
name.

4. Your Customer form will open and will default with any
of the information you have on your profile page (from
slide 8).

5. In the Choose Remit-To Address window, you can
select Choose next to the existing addresses you want
to send to your Customer, or you can select Create
New Remit-To Address to add a new address.

6. Once all supplier information fields are completed, click
Submit for Approval.

=" . lier -—. NIKKI ~ | NOTIFICATIONS HELP ~
wcoupa suppuer []Ortul (6]
ﬁ Invoices Orders Business Profile Service Sheets ASN Sourcing Forecasts Catalogs Add-ons Setup More...
Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation Subscriptions
Worley Limited - SAMPLE SUPPLIER e Select Customer | Worley Limited - SAMPLE SUPPLIER -

Form Responses

All v Advanced Search yel
Form Status Created Date Submitted At
e I Supplier Profile Form_v7 New 06/10/25 None
Perpage 15 | 45 | 90
,i'r""coupa SUPD »ier porta\ NIKKI~  NOTIFICATIONS 0 HELP ~
o A Invoices  Orders Service Sheets ~ ASN  Sourcing  Forecasts  Catalogs ~ Add-ons  Setup  More..
B ss Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation Subscriptions

Worley Limited - SAMPI E SUPPLIER

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

Jact Cuc oot S AMELE SLIEDIED

View All Responses

Supplier Profile Form_v7

Form 2: Supplier Profile Form

Supplier Information

SAMPLE SUPPLIER

Supplier Profile Form

Supplier Onboarding Guide

Supplier_Onboarding_Guide. docx

-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 |

Decline Save

13



Coupa Supplier Portal | Manage Profile

E. Customer Profile Updates

If your company information changes or
requires updating, it must be updated on the
Worley Information requests.

1. Navigate to Profile > Information
Requests. You can also access Information
Requests by clicking links in notifications.

2. Select your customer from the Profile
dropdown menu.

3. Select the most recently submitted form (in
Applied status).

4. Verify applied status, scroll to the bottom
select Update Info.

$,3coupa supplier portal

ﬁ Invoices Orders Business Profile Service Sheets

NIKKI~ | NOTIFICATIONS @

ASN Sourcing Forecasts Catalogs Add-ons Setup More...

HELP ~

Business Profile Profile Submissions Legal Entities

Worley Limited - SAMPLE SUPPLIER

Form Responses

Form
e ISuppIier Profile Form_v7

Perpage 15 | 45 | 90

Payment Methods

Information Requests Performance Evaluation Subscriptions

Select Customerl|| Worley Limited - SAMPLE SUPPLIER

Al v Advanced W Search jol
Status Created Date Submitted At
Apphed 06/10/25
£,#C0Upa supplie s @
i<} rd GEICP Sewp  Service/ Time Sheets  ASN  Sourcing Forecasts = [r—
Your Pr mat s rmal
Worley Limited
Supplier Profie Form v25
0= OneSource
Update Info

14



Coupa Supplier Portal | Manage Profile

E. Customer Profile Updates

If your company information changes or needs to be
updated, you must make those changes within the

Worley Information requests.
Be sure to review all fields — not just the one’s you're

updating.

Note: The following fields must be revalidated or completed each time
you update the supplier information form. These fields are required to

proceed with the update.

*Supplier Location

*Preferred Communication Language

*Are you identified as a Diverse Supplier?

*|s your diversity type as "Native/Indigenous Owned"?
*|s Freight Terms applicable/not applicable?

*Have you answered any of the previous three
questions as "Yes"

*Are you aware if any of the parent entities,
shareholders, ultimate beneficial owners, subsidiaries,
or key executives of the third party are sanctioned by
any jurisdiction or have any connections with
sanctioned entities or countries?

*Are any of the following raw materials contained in
the supplier's products?

*Does the supplier source the products or the raw
materials from any of the following countries: North
Korea, Eritrea, Mauritiana, Saudi Arabia, Turkiye,

Tajikistan, United Arab Emirates, Russia, Afghanistan,
and Kuwait?

*Does the supplier require use of any low
skilled or migrant labor?

*Will the landlord be engaging any cleaning,
maintenance, security and/ or other support
staff?

*Does the third party have an established
process to conduct due diligence on its sub-
contractors/suppliers to identify bribery,
corruption and modern slavery red flags?
*Does the third party have a written policy
addressing bribery, corruption, and other
unethical business practices related risks?
*Does the third party have a written policy
addressing modern slavery and human rights
related risks?

*Does this form correspond to an update?

5. Once you have updated the information needed and
completed the fields above click Submit for Approval.

?,,'_":Coupa supp ier pol tal NIKKI | NOTIFICATIONS @ | HELP ~
ﬁ Invoices Orders Business Profile Service Sheets ASN Sourcing Forecasts Catalogs Add-ons Setup More...
Business Profile Profile Submissions Legal Entities Payment Methods  Information Regquests Performance Evaluation Subscriptions
&b o~
Worley Limited - SAMPLE SUPPLIER Select Customer | Worley Limited - SAMPLE SUPPLIER v
Form Responses
J— Al v Advanced W Search jol

2

=

¥ Form Status Created Date Submitted At

ISuppIier Profile Form_v7 Appias 06/10/25 e
Perpage 15 | 45 | 90
£racoupa suf NOTIFICATIONS @
F 3 Orders Setup ASN  Sourcing }  Forecasts  Cat dd »
Your Profile  Information Requests  Performance Evaluation  Subscriptions
Worley Limited Profils oy Limite
Soppber role Form 23
= OneSource
Form 2 Suppler Profie Fom
(4
Update Info

Decline

Save

Submit for Approval

15
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Coupa Supplier Portal | Homepage

Coupa Homepage - Profile Summary

In the Coupa Supplier Portal Homepage, the
following details are displayed:

{;}coupa supplier portal NIKKI~ | NOTIFICATIONS @ HELP -~

o Invoices Orders Business Profile Service Sheets ASN Sourcing Forecasts Catalogs Add-ons Setup More...

 Recent Activity

- Announcements - Your customers can Verify Your Account And Get Noticed
create announcements to communicate with you , , . Get Verified
about initiatives, promotions, and changes Coupa Verified builds trust and gets you in front of more €t veriie

. . t looking f ducts lik .
required for your collaboration through the portal. Seg i

« Two Factor Securit o _ _
Y ne Nikki Consulting Services «

° JOi n Req uests Profile Last Updated: B months ago | View Profile
 Merge Suggestions - Your company might have
multiple accounts or profiles in the portal. This can| Recent Activity vew v+ @ Announcements
occur when several users from the same :
O rg a n ization reg iSter 0 r a re i nvited tO th e Cou pa |.\.-..-‘;':3rlc-_,- Limited - Mikki Consulting.. /.| ‘Worley Limited - SAMPLE SUPPL... More...
Supplier Portal using different email addresses. ‘ -
Sourcing Event Event participation request on TEST RFQ-04 JUN - VISHAKHA : RELIEF VALVES  Jun 09
° Li n ked Customers — D i Splays th e CO u nt Of yo u r ‘Worley Limited - MNikki Consulting Services » Event participation request on TEST RFQ-04 JUN - VISHAKHA : RELIEF VALVES
linked customers in the portal.
Multi Factor Join Requests Merge Linked
Security Suggestions Customers
0 of 1 Users 0 users 0 Duplicates 3 Connections

17
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Coupa Supplier Portal | Notification Preference

Each Coupa Supplier Portal user will receive notifications based on their individual notification preferences. Users can
choose which notifications they want to receive and select their preferred delivery channel-Online (within the Coupa

Supplier Portal), Email, or SMS.

Steps on how to setup notification preferences:

1. Next to your username, click Notifications then select Notification Preferences.

2. Choose the types(s) of notifications you want to receive and select your preferred channel(s) for delivery-

such as Online (Coupa Supplier Portal),Email, or SMS.

£zcoupa supplier portal

Home Profile

Sewp

Email | xquaredroofing+12@gma

Account Access
Request to Join

Merge Request

Announcements

New Customer Announcement

Business Performance

Business Performance Role Granted

Forecasts

Online

Online

Online

Online

Orders Service/Time Sheets

You will start receiving notifications when your customers enable them

Mobile(SMS) .+

¥ Verify number to reciev

Email

Email

[ Email

[ Email

e SM3

O SMs

0O SMs

0 SMs

0O SMs

Invoices

Verify

Business Performance

NOTIFICATIONS @) | HELP -

Sourcing Add-ons

Notification Preferences

19



Coupa Supplier Portal | My Account

Coupa Security & Mutli-Factor Authentication

When the Supplier logs in for the first time, they are
required to set-up two-factor authentication.

If they have enabled multi-factor authentication for

SMS, check text messages to get the verification code.

The Supplier can also enable multi-factor
authentication by following the below steps:

1. Hover your mouse on your username and click
Account Settings.

2. Click Security & Multi Factor Authentication.

Account Settings o

Home Profile

Setup

Settings

Notification Preferences

zscoupa supplier portal

e Security & Multi Factor

Authentication

Log Out

My Account Security & Multi Factor Authentication

Multi Factor Authentication

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

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

Via Authenticator App

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

Default

Via Text Message

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

Notification Preferences  [S{eli[gulyl=4 Add-ons

APRILMICAH ~ | NOTIFICATIONS @ = HELP -

Forecasts Orders Service/Time Sheets ASN Invoices Catalc

20



Coupa Supplier Portal | My Account

If Via Authentication App
1. Scan QR using your device.

2. Enter the 6-digit verification code
from your device.

If Via Text Message

1. Enter the Cell Phone Number to
receive the SMS notifications.

2. Confirm the reCAPTCHA then click
‘Send Code’.

3. Enter the 6-digit verification code
sent to your phone.

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. Learn more

= For most apps, select *Add” or “+” to scan the QR code or copy and paste the
security key

XZTK2VNGVQCIHEPQILSIPSCZA
NEUKSFF

Click to copy Security Key

e Enter the 6-digit verification code from your device. Code
Multi Factor Authentication via Phone x

(J Remember this computer for 30 days

o A code will be sent to your phone as an SMS Text Phone Number
Message (SMS rates may apply).

* +1

o Confirm Recaptcha

I'm not a robot
raCAPTCHA

Send Code

o Enter the 6-digit verification code sent to your phone.

Cancel

21
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Coupa Supplier Portal | Setup Admin

Navigate to Setup > Admin to manage
users and merge requests, and the remit-
to addresses for your customers, and
other transactions within the portal.

A. Users

Invite new users and manage what each
user can do in the CSP and which
customers your users can interact with.

1. Navigate to Setup >Admin

2. Navigate to Users section and click
Invite User

3. Add First Name, Last Name and
Email

4. Tick/Untick Permissions and select
customer Name

5. Click Send Invitation

£rcoupa

ﬁ Invoices

Orders Business Profile Service Sheets ASN Sourcing Forecasts

NIKKI~ | NOTIFICATIONS @ | HELP -

Catalogs Add-ons Setup More...

QP odmn
Admin users

Worker Portal Access
Merge Requests
Merge Suggestions
Requests to Join
Fiscal Representatives
Payment Methods
sFTP Accounts

cXML Errors

sFTP File Emors (to
Customers)

[ \ ) Admin Connection Requests

o=

User Name Email
Nikki Nikki.biersdorfer+NewAccount@gmail.com
Biersdorfer

Perpage 5| 10| 15

First Name
Last Name

* Email

Permissions @

Al

Admin
Orders

Restricted Access to

Orders

@ All
Invoices
Catalogs
Profiles
ASNs

Service/Time Sheats

Restricted Access to

Service/Time Sheets
@ Al
Payments
Order Changes
Early Payments
Business Performance

Sourcing

Order Line Confirmation

Forecast Planner

Invite User

Customers

A All

- Worley Limited - XQuared
Roofing Materials vE

Worley Limited - XGuared
Roofing Materials v4

23



Coupa Supplier Portal | Admin Setup

B. Merge Requests

This is intended for companies with
multiple accounts to help minimize
confusion for both existing and
potential customers.

1. Navigate to Setup tab

Click Merge Requests

Enter Email and Click Request
Merge

On the opening popup window,
Choose who will become the Account
owner.

Add Note to Recipient and verify
Captcha

Click Send Request

.scoupa supplier porta

Ll

Invoices Orders

NIKKI ~ = NOTIFICATIONS @ | HELP -

Business Profile Service Sheets ASN Sourcing Forecasts Catalogs Add-ons Setup More...

Admin Connectio\\‘/"q uests

Admin Merge Requests

Users

Initiate Merge Request

coupa@coupamail edu

Request Account Merge

D I'm not a robot

You are requesting to merge your Coupa Supplier Portal account with XQuared Roofing Materials.
Choose who will become the owner of the merged account

Payment Methods

sFTP Accounts
cXML Errors

sFTP File Errors (to
Customers)

Merging will join the accounts and give all combined
information to linked customers on behalf of your compal
email address belongs to a user who is part of your organig
undone. Learn more about merging accounts

Request Merge

Open merge requests

All clear! No open merge requests.

My Account
2 Myusers
§ My customers

&= My payment information

&; My public profile

Their Account

2 Theirusers

Their customers

* Note For Recipient

Verification expired. Check the checkbox

D I'm not a robot el

-

Merging will join the accounts and give all combined users the ability to invoice and
submit payment information to linked customers on behalf of your company. Before
sending a8 merge request, confirm that this email address belongs to a user whoe is part of your

organization. Once approved, an account merge cannot be undone. Learmn more about merging
accounts
Cancel Send Request

[ Their payment information

[ Their public profile

= Account Owner @ My Account

(O Their Account

Merged Account
As the account owner, | will administer

2 % Alcombined users
++i i All combined customers

=1 &3 All combined payment information
They will administer only

% Theirusers

§ Their customers

&1 Their payment information

The merged account will use

& My public profile




Coupa Supplier Portal | Admin

B.1 Respond to Merge Account Request

1.
2.

From Admin page, select Merge Requests
Navigate to Open Merge Requests and Click Respond

When the popup window opens, either accept or reject the
request

Open merge requests

Requested XQuared Roofing Materials v6 Initiated From Other Company q Respond
06/20/24 Seafood St

New York 4029

United States

When you choose either your account or the other account as

the account owner, the Coupa Supplier Portal displays a visual
overview of data ownership following a merge.

Merging accounts is a permanent action and cannot be

reversed. Please proceed with caution and ensure that the
account you're merging with belongs to your organization.

Merge Request

April Micah Esteron of X (Quared Roofing Materials v has requesied to merge with your
Coupa Supplier Portal account. By accepting this request, the administrator of XQuared
Roofing Materials vE will become the new account ocwner.

My Account Merged Account
2 Myusers Az the account owner, they will
. administer

¥ My customers

2 My payment information 2 % 2l combined usars

& My pubiic profila i i i i All combined customers
ESE5 Al combined payment
information

| will administer only

Their Account 1 My uses

§ Their users i My customers

§ Their customers £ My payment information

'5 Their ment
pay

The merged account will use
7| information 9

&) Their public profila & Their public profile

Users with access to  April Micah Esteron { xquaredroofing+12¢@gmail.com
merged account

Note from requester A

Add note for requester

“

11 recognize the email address above 35 a coworker &t my

company, and | agree to merge

Merging will join the accounts and give all combined users the ability to
invoice and submit payment information to linked customers on behalf of
your company. Only accept this request if you confirm this user is part of your
organization. Once approved, an account merge cannot be undone. Learn more
about merging accounts.

25



Coupa Supplier Portal | Admin Setup

C. Fiscal Representatives

Add the necessary fiscal representatives if you
operate in a country or region where you are
not legally registered but require
representation for tax purposes.

C.1 Add a Fiscal Representative

1.

Navigate to Setup > Admin > Fiscal
Representatives.

. Select Add Fiscal Representative.

. In the window that appears, fill in at least

the mandatory address fields marked with a
red asterisk: address line 1, city, postal
code, country/region, and VAT ID.

. Select Continue.

£r:coupa NIKKI~ | NOTIFICATIONS @ | HELP -
ﬂ Invoices Orders Business Profile Service Sheets ASN Sourcing Forecasts Catalogs Add-ons Setup More...
Connection Requests
Admin riscal Representatives Add Fiscal Representative
None
Users . 9 n n
Name Country/Region Tax ID Associated Tax Registrations
Worker Portal Access
Merge Requests
Merge Suggestions Fiscal Representatives
Requests to Join
Name
Code
Payment Methods Address
sFTP Accounts *Address Line 1
cXML Errors Address Line 2
* City
sFTP File Errors (to
Customers) State
* Postal Code
* Country/Region | United States ~
*VAT ID
Contact
First Name
Last Name
Email
Work Phone
Mobile Ph
Fax Number
Web Site
oo || 26




Coupa Supplier Portal | Admin Setup

C.2 Edit or Deactivate a Fiscal £rcoupa NIKKI~ | NOTIFICATIONS @ = HELP -
Representative
ﬁ Invoices Orders Business Profile Service Sheets ASN Sourcing Forecasts Catalogs Add-ons Setup More...
1. Navigate to Setup > Admin > Fiscal Admin  Connection Requests
Representatives.
Admin riscal Representatives Add Fiscal Representative
Users Name Country/Region Tax ID Associated Tax Registrations
2. Select Manage next to the fiscal Worker Poral Access Nikki Bersdorfer United States 12334 —
representative you want to modify or erge Requests
deactivate.

Merge Suggestions

You can modify the Contact fields. To

Requests to Join

change the other fields, create a new : : —
ﬂscal representatlve. | — Name Country/Region Tax 1D Associated Tax Registrations
United States 124 M
anage
3. Select Deactivate to deactivate the
fiscal representative or modify the
. Deacti C |
fields you want to change and select b ance (R

Continue.

27
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1. Invitations




Coupa Supplier Information | 3 Ways to Respond

w

Direct SIM Invitation

Worley will send a
customized onboarding
email and SIM form to the
supplier, allowing them to
register through the Coupa
Supplier Portal and complete
the creation and validation
of their supplier information

CSP Linked Update

Suppliers should set up their
accounts in advance. Once
Worley requests an information
update, you will be able to
respond using your existing CSP
Account.

Forwarded Invitation
from a Coworker

Suppliers can forward the
invitation to others within
their organization to assist
with completing the Supplier
information update.

29



The Worley Invitation

When joining the Worley supplier network in Coupa, an invitation and request for information will be sent to the primary

contact on file.

If you are new to Coupa: Select the Join & Respond button within the invitation to create your supplier portal account.
If you are already on Coupa: You will receive notification to login to continue

New to Coupa

(Start At Step 1)

Profile Information Request

Hello Supplier,

Worley Limited wants you to respond by updating your company profile on Coupa, their
chosen platform for Spend Management. This information is required so they can transact
with you electronically.

Coupa's Supplier Portal is completely free, setup is fast, and it helps you better transact and
communicate electronically.

You can easily update your company information if it ever changes, as well as do things with
(and your other buying organizations that use Coupa) like view purchase orders, create
invoices, manage POs and invoices, get real-time SMS alerts, and much more.

To forward this invitation, please select "Join and Respond’ and select "Forward this to
someone’ in the account creation page.

Join and Respond

Welcomel

Already In Coupa
(Start at Step 10)

You are Connected to Worley Limited on Coupa  Inbox =

Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.com=

tome =

JﬁworlevA You are Connected to Worley Limited on Coupa

Powered by F,:COUpPa

Hello Supplier,

Worley Limited wants you to respond by updating your company profile on Coupa, their chosen platform for Spend Management. This
information is required so they can transact with you electronically.

Coupa's Supplier Portal is completely free, setup is fast, and it helps you better transact and communicate electronically.

You can easily update your company information if it ever changes, as well as do things with (and your other buying organizations that
use Coupa) like view purchase orders, create invoices, manage POs and invoices, get real-time SMS alerts, and much more

To forward this invitation, please select ‘Join and Respond' and select 'Forward this to someone’ in the account creation page

Welcome!
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New to Coupa | Supplier Information Management - Invitation

1. Select Join and Respond from the Worley
invitation.

2. Suppliers will then be redirected to Coupa
Supplier Portal to complete their profile.

To continue you will need the following
information types**:

« Tax Certifications

« Banking Information

« Company Addresses

3. If you need to forward to another person
in your company, select “forward to
someone” .

**Coupa takes your data security seriously, if you would like to read
more about the compliance and security measures click here

T ————] - &

Profile Information Request

Create an Account e

% . s a . o Worley Limited wants you to respond by updating your company profile on Coupa, their
WOf|eY leltEd Is US|ng COUPG to transact EIec"onlca”Y chosen platform for Spend Management. This information is required so they can transact

with you electronically.

and communicate with you. We'll walk you through a
Coupa's Supplier Portal is completely free, setup is fast, and it helps you better transact and

quick and easy setup of your account with Worley communicate electronically.
CI— . : You can easily update your company information if it ever changes, as well as do things with
leltEd s0 VOU re recdy to dO bUSIHESS thEther' (and your other buying organizations that use Coupa) like view purchase orders, create
invoices, manage POs and invoices, get real-time SMS alerts, and much more
To forward this invitation, please select "Join and Respond’ and select 'Forward this to
* Business Name someone' in the account creation page
Welcomel

Nikki Consulting Services

. Join and Respond
* Email —

* First Name * Last Name k

Nikki Biersdorfer
* Password * Confirm Password
L 4] &
* Country/Region * Tax Registration

[Jido not have a Tax ID

i accept the and the

Credate an Account

Already have an account? LOG IN ‘

Forward this to someone

Click here for:
ﬁ Potential_Supplier Information Fields
(expected to be entered by suppliers)
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New to Coupa | Supplier Information Management - Invitation

Email Verification
Y We sent a one time verification code to
u Nikki.biersdorfer+NewAccount@gmail.com
4. After clicking Create an Account, a
verification code will need to be entered.

Didn't receive the Verification Code? Request a New Code

5. You will receive an email for a verification

code (this confirmed the email entered is
correct). e ———————— s ———

FEcoupa (
Your Coupa Verification Code

Below is the secure verification code you requested. Enter the 6-digit code in Coupa to verify
It's you

482397

If you didn't request this code please contact us at supplier@coupa.com.

£ycoupa

Business Spend Management




New to Coupa | Supplier Information Management - Invitagion

6. Coupa will ask you for CSP (Coupa
Supplier Portal) Account Information.

A. Contact Information will be first and
this is required (once completed here,
it will also default on your supplier
information form for the Worley
onboarding process).

B. Additional sections such as ‘Making
sure you get paid’ will appear and are
optional if you choose the “skip for
now” option.

Rockville

T
X
{ |
X Your Contact Info
12 worley )
|
* First Name * Last Name
Nikki Biersdorfer
Work Phone
B s Websit
=]} vebsit
* Country/Region of Primary Address
Next
~ —
X
. Make Sure You Get Paid
2worley g\
<
Primary
* Country, /Region
* Address Line 1 .
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7. At the top left, you will see the word
Notifications, click here.

8. Under My notifications you will have an
invitation to connect with Worley, if you
click on the word Notifications, you will see
the most recent notification. From here if
you select the Worley invitation, you will
be directed to the form. It is here you will
start answering questions that are
applicable to your company.

9. If you do not see the Worley notification in
recent list, select the ‘See All Notifications’
and you will be directed to all notifications
— once you have located the Worley
notification select the message to be
directed to the form.

AN

f,zcoupa

ﬂ Invoices Orders Business Profile Service Sheets ASN Sourcing Forecasts

NIKKI -

My Notifications

View | All

\ Subsidiaries

Discovered

© HELP~

+ JAn information update request is received
==lUpdate your profile for Gates Foundation and its

Profile update reminder is received
Complete Your Profile to Get Paid Faster and Get

~ ew participation request is received
Event participation request from Worley Limited on TEST
RFQ-04 JUN - VISHAKHA : RELIEF VALVES
]} Message
See All Notifications
0 Event participation request from Worley Limited on TEST RFQ-04 JUN - VISHAKHA : RELIEF VALVe> UOIUDrED UEL£s T
E v A ELP ~
£:coupa JOE NOTIFICATIONS @ | HELP
ﬁ Invoices Orders Setup Service/Time Sheets ASN  Sourcing Forecas t: Catals Add More.
Your Profile Information Requests Performance Evaluation Subscriptions
Worley Limited Profile [ yorey Limited
+’ We have auto-filled some information from your Public Profile
Choose the correct State or Region unless you need to keep the current value
\; Supplier Profile Form v22
Form 2: Supplier Profile Form
i]

Supplier Information

X-Machina

Supplier Profile Form

* Company Name

Supplier Example

Company Trading Name
Supplier Example

Populate if different from Company Name
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- . . . . =% JOE~ | NOTIFICATIONS @ | HELP -
10. This supplier information request is also L [»<°“
a CCESSi b I e th ro u g h yo u r CO u pa S u p pl ie r. ﬁ Invoices Orders m Setup Service/Time Sheets ASN Sourcing Forecasts Catalogs Add-ons More
PO rta I Your Profile Information Requests Performance Evaluation Subscriptions
Worley Limited Profile | \worley Limited -

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

A. Select Profile

B. Select Info rmatlon Requests Choose the correct State or Region unless you need to keep the current value.

Supplier Profile Form v22

Form 2: Supplier Profile Form

C. Confirm Worley is the Profile Selected

[i]
Supplier Information
11. Fields with a * are required. Also, there
will be conditional fields that will appear as Supplier Profile Form
needed based on your answers. ( D\
*Company Name TIP:
D. The next section of this deck will b Suppiir Example
outline all the fields included on the ) .
forms.

Supplier Example \ /

Populate if different from Company Name




New to Coupa | Supplier

12. Once you have completed the form,
select the Submit for Approval button.

13. **If you have any missing required
fields, you will receive a red error bar.
The missing or incorrect fields will also
turn red, giving you direction on where/
what information is missing or needs to

be addressed.

Information Management - Invitation

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

r:coupa JOE~ | NOTIFICATIONS @) | HELP -
ﬁ Invoices Orders m Setup Service/Time Sheets ASN Sourcing Forecasts Catalogs Add-ons More
Your Profile Information Requests Performance Evaluation Subscriptions
W0r|ey Limited Profile | \worley Limited

Decline Save Submit for Approval
[}

Supplier Information
Supplier Profile Form

* Company Name

Nikki Consulting Services

Company Trading Name

Populate if different from Company Name

-Tax Registrations

Use this section to add all your applicable tax registrations.

‘ Add Tax Registration |
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14. After you select ‘Submit for approval’, a

15.

16.

green bar will appear, indicating that your
form has been successfully submitted to
Worley for review.

Upon submission, you will also receive an
email confirmation that your supplier
information has been successfully
submitted for review.

Once Worley has completed its internal
approval, you will receive an email
notification confirming that your

information has been accepted for review.

gycoupa supplier portal

NIKKI ~ | NOTIFICATIONS @ @ HELP -~

ﬁ Invoices Orders @ Setup Service/Time Sheets ASN Sourcing Forecasts Catalogs Add-ons More..
Your Profile Information Requests Performance Evaluation Subscriptions
Worley Limited Profile | yworiey Limited v

Your information has been submitted x &

Supplier Profile Form v25
Form 2: Supplier Profile Form
Pending Approval

Supplier Information

Nikki Consulting Services

Powered by £,3COUPA

2 worley A

Profile Info Recently Updated for Worley Limited on Coupa &

Hi Nikki,

Your company's profile information was recently updated and sent to Worley Limited on
Coupa. This information is important and can contain pay-to information, tax registration,
compliance ceritification information, and more

Please help us ensure security by notifying your customer if this change is inaccurate or
unexpected. If the change is expected you can ignore this message.

Thanksl!
View Profile Info

$rcoupa

Business Spend Management

Powered by £,3COUPa

2 worley A

Profile Info submitted to Worley Limited was Approved

16
Hi Nikki,

The company profile information that you submitted to your customer, Worley Limited was
recently approved

This usually means that the information was correct and they will activate your new
information so you can start transacting soon (or continue fransacting with the new
information).

No further action is required but you can click below to view additional details.

View Profile Info

£yzcoupa

Business Spend Management
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Fields| Supplier Information Management

Fields with a * are required, and there will be some questions that will appear based on response conditions and are designated by (C).

£,zcoupa

ﬁ Invoices Orders Business Profile Service Sheets

Business Profile Profile Submissions Legal Entities

Worley Limited - SAMPLE SUPPLIER

View All Responses
Supplier Profile Form_v7

Form 2: Supplier Profile Form

Supplier Information

SAMPLE SUPPLIER

Supplier Profile Form

Supplier Onboarding Guide
Supplier_Onboarding_Guide docx

* Supplier Location

Select -

* Company Name

INikki Consulting Services

Enter the supplier name in ALL CAPITAL LETTERS

Paymen

* Mandatory Field

Supplier Location*
Company Name* Please type in ALL CAPS
Company Trading Name
Tax Registration*
+ Country*
+ VAT ID*
Company Identification Number*
Permanent Account Number (PAN) - India only (C)
RUT Number (RUT) - Chile Only (C)
RUC Number (RUC) - Peru Only (C)
Date Established*
Proof of Company Registration* (A)
DUNS Number
Primary Address (Region/Address)*

SIM - Primary Contact (Name/Contact
Information)*

Additional Contacts (if you choose to add, the following
fields are required)

Website
Parent Company Legal Name
Preferred Communication Language*

(A) = Attachment Field

Fields — Supplier Profile Form

What is your company's legal structure or
Organization type?*

Company Registration Type*
Shareholder Details (A)

Download “Shareholder Details” spreadsheet,
Fill Out and Upload back

Other Registration Type
Company Type*
Default Commodity*

How much is your annual or budgeted
spend (USD)?*

What are your other Business Activities?*
Company Brochure (A)
Licenses and Permits (A)

Sectors* (where capable of providing services,
goods and materials, products or works)

Countries where products/services
provided*

Countries, where regulated by a
government agency* (Select the countries
where your company is regulated by a
government agency (if none select N/A))

(C) = Conditional Field 40



Fields| Supplier Information Management

Fields with a * are required, and there will be some questions that will appear based on response conditions and are designated by (C).

£,zcoupa

ﬁ Invoices Orders Business Profile Service Sheets

Business Profile Profile Submissions Legal Entities

Worley Limited - SAMPLE SUPPLIER

Wiew All Responses
Supplier Profile Form_v7

Form 2: Supplier Profile Form

Supplier Information

SAMPLE SUPPLIER

Supplier Profile Form

Supplier Onboarding Guide
Supplier_Onboarding_Guide docx

* Supplier Location

Select -

* Company Name

INikki Consulting Services

Enter the supplier name in ALL CAPITAL LETTERS

Paymen

Fields — Supplier Profile Form

- Countries where subject to regulatory
oversight*Select the countries where your company
is subject to regulatory oversight (if none select N/A)

+ Total number of employees*

* Principal Customer & Percentage of Turnover¥*

(A)

Diversity
+ Are you identified as a diverse Supplier*

- Supplier Diversity (C)*

Country (C)

Diversity Category (C)

Diversity Subcategory (C)

Agency (C)

Effective Date (C)

Expiry Date (C)

Diversity Ownership Attachment (C)(A)

+ Diversity Ownership Percentage

* Mandatory Field (A) = Attachment Field

Is your diversity type as
"Native/Indigenous Owned"?* (C)

+ Identify Indigenous Ownership Type*
(©)

* Percent of Indigenous Ownership* (C)
+ Indigenous Community* (C)

* Location and Territory of Indigenous*
(C)*

(C) = Conditional Field
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Fields| Supplier Information Management

Fields with a * are required, and there will be some questions that will appear based on response conditions and are designated by (C).

Banking Details Fields — Supplier Profile

Name and address of the payments

Banking Details Banking Details (CONT)
+ SIM Remit to* + Invoice Currency*
-Remit-To Addresses . . ) )
o N L R . + Remit to Email* « Tax Registration
Add one or more Remit-To Addresses by either filling out a new Compliant Inveicing Form or choosing an Existing Remit-To Address
VT * Remit to Address* + Payment Method
| AddRemit-To |
+ Supplier Payment Location* + Is Freight Terms applicable/not
. : licable?*
 International /Domestic applicable
L Bank* * Freight Terms* (C)
Is Freight Terms applicable/not applicable?
Select y + Bank Information* » Is Withholding tax/ TDS (WHT/TDS)
. i ?
+ Bank Details sipppliezlie
* s tax applicable/not applicable? (Na me/AddreSS)
Select -
* Account Currency
* Is Withholding tax/ TDS (WHT/TDS) applicable? « Account Start Date*
e v « Account Payee Name*
*Will the company be handling, processing, or storing data/information pertaining to Worley's: employee HR identities (e.g. passports, ° Bank Accou nt N u mbers*
driving licenses, ID cards, visas, payslips, social security numbers, medical data, credit card data), or personal data of our customers and . .
business partners? « Conditional by Country (i.e.,
y IBAN/SWIFT/BSB etc.) (C)
« Banking support Document* (A)
*Coupa requires you to add your remit to, to your CSP Account, if you do not have N Payment Currency*

one already set up COUPA will prompt you to add at this time.

* Mandatory Field (C) = Conditional Field (A) = Attachment Field
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Fields with a * are required, and there will be some questions that will appear based on response conditions and are designated by (C).

* Have you answered any of the previous three questions as "Yes"
@ Yes
O No

Is the Company currently accredited or certified in respect of its information security, cybersecurity, or data privacy practices?

Select v

* Does your Company have a privacy policy in place and is in compliance with applicable privacy regulations?

Yes ~

Please describe the review process and frequency.

* Do you or any of your owners, shareholders, directors, officers, or key employees have any relationship with Worley, its employees, or
related parties?

If Yes, please input the Name, Location and Relationship details below. If No, please skip these fields.

Name

Location

+ Personally Identifiable Information (PPI)
handling*

+ Will the company be handling, processing,
or storing data/information pertaining to
Worley's: employee HR identities (e.g.
passports, driving licenses, ID cards, visas,
payslips, social security numbers, medical
data, credit card data), or personal data of
our customers and business partners?

+ Confidential Data handling*

« Will the company be handling, processing,
or storing data/information pertaining to
Worley's confidential information, including
but not limited to: sales, finance, project
delivery activity; specific business
initiatives, bidding strategies, audit findings,
security logs, network diagrams and
configurations; merger & acquisition plans;
litigation cases; passwords and PIN codes,
VPN tokens, or encryption keys?

» Network Access*

+ Will the company's products/services
require an IT connection to Worley’s
network/information systems?

* Mandatory Field

(C) = Conditional Field

Fields — Supplier Profile

- Have you answered any of the previous
three questions as "Yes“* (C)
» Is the Company currently accredited or certified in

respect of its information security, cybersecurity,
or data privacy practices? (C)

» Is Company accredited with ISO/IEC
27001*

e ISO/IEC 27001 Certificate (A)

» Is Company accredited with ISO/IEC
27701*

« ISO/IEC 27701 Certificate (A)

+ Is Company accredited with SOC1 Type II*
* SOC1 Type II Certificate (A)

» Is Company accredited with SOC2 Type II*
* SOC2 Type II Certificate (A)

» Is Company accredited with Cybervadis?*
» Cybervadis Scorecard (A)

» Are Al systems used in the course of providing
products/services to Worley?*

(A) = Attachment Field 43
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Fields with a * are required, and there will be some questions that will appear based on response conditions and are designated by (C).

Fields - Supplier Profile

+ Do you or any of your owners, shareholders, directors, officers, or key
employees have any relationship with Worley, its employees, or related
parties?*

Non-disclosure and No
confidentiality

- Employee Relationship (A)

agreement « Are you aware if any of the parent entities, shareholders, ultimate
Mon-Disclosure and Confidentiality Agreemant .= T - - -
beneficial owners, subsidiaries, or key executives of the third party are
sanctioned by any jurisdiction or have any connections with sanctioned
Worley Code of No entities or countries?*
Conduct

Worley Code of Conduct «  Will you interact with government officials on behalf of Worley?

« Are any of the following raw materials contained in the supplier's

. products*
Supply Chain Code of No

Conduct - Does the supplier source the products or the raw materials from any of the
Supely Chan Cods e Conduct following countries: North Korea, Eritrea, Mauritania, Saudi Arabia, Tiirkiye,

Tajikistan, United Arab Emirates, Russia, Afghanistan, and Kuwait? *

C15 Status . If Yes, please explain (C)

« Does the supplier require use of any low skilled or migrant labor?*

Unique Tax Reference

- If the answer to the previous question (relating to low skilled or
migrant labor) is yes, does the supplier rely on outsourcing through

NIICompany recruitment or labor hire agencies? If no, please select, not

registration applicable.* (C)

- If the answer to either of the previous questions (relating to low skilled or
migrant labor, and outsourcing) is 'Yes', please include the country from
which the third party would be sourcing these workers (C)

CIS name

* Mandatory Field (C) = Conditional Field (A) = Attachment Field 4,
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Fields with a * are required, and there will be some questions that will appear based on response conditions and are designated by (C).

Fields - Supplier Profile

Non-disclosure and No
confidentiality
agreement

Worley Code of No
Conduct

Supply Chain Code of No
Conduct

CIS Status

Unique Tax Reference

NI/Company
registration

CIS name

Mon-Disclosure and Confidentiality Agreement

Worey Code of Conduct

Supply Chain C

ode of Conduct

Will the landlord be engaging any cleaning, maintenance, security and/ or other
support staff?*

Does the third party have an established process to conduct due diligence on its
sub-contractors/suppliers to identify bribery, corruption and modern slavery
red flags?*

- If the answer to the previous question (relating to due diligence) is not
applicable, please explain. (C)

Does the third party have a written policy addressing bribery, corruption, and
other unethical business practices related risks?*

Does the third party have a written policy addressing modern slavery and
human rights related risks?*

My company has a privacy policy in place and complies with applicable privacy
regulations.

* Mandatory Field

Non-disclosure and confidentiality agreement - check box if you agree
Worley Code of Conduct - check box if you agree
Supply Chain Code of Conduct - check box if you agree

If you do not acknowledge any of the fields above, please provide your company's
policies. (A)

The following fields are available if the supplier selects United Kingdom on the supplier
location (CIS Status, Unique Tax Reference, NI/Company registration and CIS Name)

Does this form correspond to an update?*

Note: If you are completing this form for the first time, please select “No”. If you are
updating an existing profile, select “yes”

Which of the following areas require an update? (C)

(C) = Conditional Field (A) = Attachment Field ,;
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New to Coupa | Coupa Risk Assess (CRA) - Evaluation Invitations

1. Based on the type of work your company will ¢

. . A Coupa Risk Assess account has been created for you
be performing for Worley, you may receive

the following email from Coupa. This is an Dear Nikki Test Supplier

inVitation tO y0u tO Create d COU pa R|Sk A Coupa Risk Assess account has been created for you

Assess (CRA) account, thls to Complete Your Username is: worley.cra.uat+nikki@gmail.com

supplier evaluations to be added to the T e e e

Approved Supplier List.

https://worleyonesource-test risk coupahost com/External/_si73147?x5=
bjX0Q4AVEITBIWSJOMUrGe%2FyKaSsfRLwOIIJRheXbLLFYZ1r%
2FZC4zxUz7LFnGovjHpBm2pHUyraiNVRXOF6VzsLqFwgHt9BLoAEmMEmMFtnjO
DRe1BvIjWSQeky5g%2B OtiQyklIWsvAkbSCBRs%2FhQZ5%

2 After your |n|t|a| ema|| you W||| I"eCelve an 2F%2BROpSLvCM3ud3MPw4%2Frvt%2FhNSBua1Q7udmUipYEp4nmSGNVXBFgMa4%3D

a uthent|cat|o ] Code Wh | Ch |S req u | red for you If you have any questions please contact your administrator at mario_faria@worley.com.
!
to start the proceSS_ Thank you for using Coupa Risk Assess!

The Coupa Risk Assess Team

This email was intended for Nikki Test Supplier
Goupa Risk Assess - Disclaimer Your Coupa Risk Assess authentication code

This communication and any files or attachments transmitted with it may co
disclosure under applicable law. It is intended solely for the use of the indivi

you are hereby notified that any use, dissemination, or copying of this comn I .
arror, please natify us here so that we may take the sppropriste action. Dear Nikki Test Supplier,

Enclosed is the authentication code needed to login to the Coupa Risk Assess system.

Your authentication code is: 18D01A73s452b

Alink fo login was sent to you in a separate email. Please refer to that email for instructions
% on using your authentication code to login to your Coupa Risk Assess account

If you have any questions please contact your administrator at mario_faria@worley.com

Thank you for using Coupa Risk Assessl|
The Coupa Risk Assess Team

This email was intended for Nikki Test Supplier

Coupa Risk Assess - Disclaimer

This communication and any files or attachments transmitted with it may eontain information that is confidential, privileged, and exempt from
disclosure under spplicable law. It is intended soley for the use of the individuzl or entity to which it is addressed. If you are not the intended recipient,
you are hereby notified that any use, dissemination, or copying of this communication is strictly prohibited. If you have received this communication in
errar. please notify us here so that we may take the appropriate action.




New to Coupa | Coupa Risk Assess (CRA)-Evaluation Invitations

3.

CRA will first ask you to create a Security
Question and answer (for identification
purposes if needed) and a password.

After confirming your password, you will
be taken to a terms of use page, to agree
to the terms of use for your new CRA
Account.

ZEcoupa
Welcome to Coupa Risk Assess.

For security reasons, your password must now be changed. Your password was last changed on 10/27/2024 10:57:32 AM.

New Password « Your password is strong.

Passwords must be a minimum of 6 characters and contain at least two of the following: uppercase letters, lowercase letters, numbers and special symbols
(18,2, # %...).

Confirm New ITE | v

Password

,scoupa
Select and answer your security question
Security Question * | Mother's maiden name? v

Security Response *

Confirm Security Response
e v

Still having trouble logging in?
If you have questions please contact your administrator at mario.faria@worley.com

Fzcoupa

b

zEcoupa

%

Business Spend Management

Terms of Use

Welcome o the Coupa Risk Assess, These Terms of Use govern your (“You” of “Your') parmpamn in the Coupa Risk Assess application and the Coupa Supplier Network (together referred to as the “Network’) which is maintained
and operated by Coupa Software, Inc., including its subsidiaries and affiiates ("Coupa

1. Coupa offers to its customers ("Customers”) online procurement, invoicing, data analysis, and other services and associated content, developed, operated, and maintained by Coupa, and made accessible via
hitp://www.coupa.cam or another web site o IP address designated by Coupa from time to time, or ancillary online products, including those offered via electronic mail, or offline products and services provided by Coupa to its
Customers (“Service™). You wish fo be listed in the Network as a potential or current supplier to Customers that use the Service. YOU EXPRESSLY AGREE AND ACKNOWLEDGE THAT YOU ARE SUBJECT TO, BOUND BY,
AND WILL COMPLY WITH THESE TERMS OF USE. BY USING THE SERVICE, YOU AGREE TO THESE TERMS OF USE; IF YOU DO NOT AGREE, DO NOT USE THE SERVICE.

2. Coupa reserves the right, at its sole discretion, to change these Terms of Use, at any time. The revised version will be effective at the ime Coupa posts it. It is Your responsibility to check these Terms of Use periodically for
changes. Your continued participation in the Metwork and use of the Service following the posting of changes will mean that You accept and agree to the changes. Coupa last amended these Terms of Use on the date stated
above. However, if the revised version includes a material change, it will be effective 30 days after the material changes are Initially posted. Coupa will make all reasonable endeavors to notify You of such material changes
through the Service prior to the expiration of such 30-day period. As long as You comply with these Terms of Use, Coupa grants You a personal, non-exclusive, non-transferable, limited privilege to be a member of the Network and
use the Service. COUPA RESERVES THE RIGHT TO IMMEDIATELY REMOVE YOU FROM THE NETWORK AND TERMINATE YOUR USE OF THE SERVICE IN ITS SOLE REASONABLE DISCRETION UPON NOTICE TO
YOU (EMAIL ACCEPTABLE) 48

3. You represent and warrant the following: (i) You will comply with all laws and regulations that apply to Your participation in the Netwerk and Service; (ii) You possess all right, power, and autherity to enter into these Terms of Use;
and (iil) Information that You provide to Goupa or upload to the Service will be accurate and that you are responsible for the accuracy of your Information.

4. Each party shall cantinue to own all right, title, and interest in its intellectual property and materials associated with these Terms of Use. Additianally, neither party provides any license to its intellectual property or materials except
as sl forlh hergin, You grant 1o Coypa 2 limited, personal, non. 1sable, non-exclysive license 1o yse vour Information and intellectual property necessary for Coupa 1o inclyde You in the Network and 10 Drovid
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5. Once logged in, you will see the dashboard and can select the evaluation square.

O 4 E]

Evaluations Approvals Action Plans
7 1 0




New to Coupa | Coupa Risk Assess (CRA)- Evaluation Invitations

6. When ready to begin, click ‘View’ (tip: you can start now and save your progress to return later).

Action Item Persona 1
Approvals Action Plans
Late Due This Week Due Later 4 0
Late Due This Week Due Later Closed
Qv

Name Periodicity Start Date Context Status Due Date Action

Financial Viability Control One Time 10/27/2024 CRA UAT SUPPLIER - Nikki Rejected 11/06/2024 S \
Operational Delivery Capabilities One Time 10/27/2024 CRA UAT SUPPLIER - Nikki Not Started 11/06/2024

Information Security Policy Contrel V2 One Time 1012772024 CRA UAT SUPPLIER - Nikki Mot Started 11/06/2024




New to Coupa | Coupa Risk Assess (CRA) - Evaluation Invitations

7. Once you have started the evaluations:

Questions marked with an asterisk * are required.

a.
b. Some answers will trigger conditional questions to appear as needed.

c. There are some questions that have areas to load attachments (some are required).

« To remove if needed, select the trash can (if applicable).

28.020

28.021

Do you hold insurance certificates that protect against risk of compensation claims and legal action to the Public (due to fault in product that is designed, manufactured or supplied’)?

Please sele:t: *
) Yes
@ No

If NO, then please state reasons

Please input: *

*

Please provide a copy of the Insurance certificates

® Upload

Upload File

First select the file you want to upload!

Select files.

attachment_19274640.png

Next, give your file an optional friendly display name. Click Submit when
you are done.

B

E

Please provide a copy of the Insurance certificates *
attachment_19274640 png [attachment_19274640 png] nﬁ

@® Upload
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10.

11.

@ Financial Viability Control: Market Presence
After Completingl CIiCk SAVE & SUBMIT 2.000 In which regions/countries does your company operate? E
For each evaluation submission you will be required tp
accept to confirm all information entered is valid. o
The CRA will validate - please be patient. Leaving this
Validation page too Soon may Cause errorsl eFinanciaIViabiIityComr.ol:-F‘aymentTerms . Sem

Authorization Required

Please input: *

If you have missed any important information — CRA
will highlight what was missed and you will need to
complete before you try resubmission. It notes the
item# that is missing information to make it easy to
find ( each # is also a link and will take you to the
qguestion requiring action).

| certify that all information that | have provided is valid.

(o e | e

Authorization Required u

Your evaluation is being validated. Please do not leave this page until the submittal
process Is complete.

* The follow

Item #

0.000

Evaluation is incomplete!
ine(s) are missing a score: 1.020
+ Gomponents requirg a re

24.000,24.010,24.020,25.000,25.010,25.020,26.000,26.010,26.020,27.000,27.010,27.020,27.030,28.000,28.010,28.020,28.030,28.040,28.050,28.060,30.000,30.010,30.020,30.030

sponse on line(s)
0.3.000,4.000,4.010,4.020,4.030,4.040,4.050,4.060,4.07(
00,14.010,14.020,14.030,14.040,14.050,15.000,16.000, 1€

© O Export @ Import

© Global

© Introduction

Description Score Actions

52
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12.

13.

Once you have started an evaluation, if
you save and exit, your evaluation will
move the approval section and change to
WAITING.

After successfully submitting the
evaluation, it will be removed from the
home page but can still be accessed under
‘Closed Evaluations’.

NNNNN

O

Evaluations

0

Late

0

Action Required

1

Waiting

SSSSSS

E

Action Plans

Action

53




New to Coupa | Coupa Risk Assess (CRA)- Evaluation Invitations

92 worley w P

Workspaces: R Portal»  Last Login: 7/9/2025 10:36 PM Enter Keyword Q

If another person in your company is
responsible for completing any or all these
evaluations, you can delegate them 6 0 0 v E

—~a

i Al I Action PI
a CCO rd I n g Iy- Late Due This Week Due Later pprovals ction Flans

1 0

1 4 . S e I e Ct v i ew Al Late  DueThisWeek  Duelater  Closed

15. Once in the evaluation, select delegate. Name Pusudci St Comn S Oue bt eton
Yo u Wi I I n eed to CO nfi r m Financial Viability Control One Time 1012712024 CRA UAT SUPPLIER - Nikki Rejected

Information Security Policy Control V2 One Time 1012712024 CRA UAT SUPPLIER - Nikki Not Started 11/06/2024
= worley o P,

(A

Risk-Financial Viability Control [CRA UAT SUPPLIER - Nikid] - Onetime - Period Start 27 Oct 24

+ ioh
© @ Lapor @ lmpert

© Introduction
Item # Description Score Actions

0.000 Overview and Instructions u—

Program Version
3 -

© Financial Viabilty Control: Businoss Oporations
Item & Description

1000 How many yoors has your company beon in operation? Confirm Action

This action will take you away from the evaluation. Any unsaved changes will
be lost. Do you want to continue?

e T
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16. You will be asked who you are delegating to.

17.

If this is your first time adding a delegate or
if this person is a new delegate, you will
have to add them to your account using the
green o

For Adding Users, you must include their
email, first and last name. They will receive
an email notification and will have to follow
the CRA account set up steps to access the
evaluation.

Evaluation Delegation

Risk-Financial Viability Control [CRA UAT SUPPLIER - Mikki] - Onetime

Basic Information

Delegate to User/Group

Delegate g User

——> Je

Group

Comments

* Please enter why you are submitting this delegation

Create CRA UAT SUPPLIER - Nikki User

Email Address *

First Name *

Last Name *
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1. Home Page Management \ @ erey w P
W (o

a. Here is where you will find your
evaluation history, and anything
currently required.

6 0 ¥ B
Late Due Later Approvals Action Plans
b. Alerts can be accessed by selecting
the notification bell.
General et
c. Account Management can be accessed ittt i,

by clicking your initials.

Username  worley.cra uat+nikki@gmail.com

'\\ ?S‘:;ﬂ j; Company Name  Worley Group-Test
2. Account Management: Once you select e L
your initials you will be able to update and o )
manage your account details.

3. Alert Access: Once you click on the alert
bell, you will see all alerts received.

sssss

y
G660
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1.

On the home page, click the Resources tab
to access multiple links to Coupa-created
resource materials.

02 worley A
ﬁ Relationships Programs Reports \

NT p

Resources

Forums

Worley Group-Test Forums

Workspaces: R.Portal~  Last Login: 10/27/2024 11:04 AM

v
Forum Name Most Recent Threads Most Recent Post Replies Post
There are no records to display.

Coupa Risk Assess Resources Libraries v

Library Name Most Recent Document
Import Templates Test for A
Import Templates Tes test

Reference Guides Risk Assess Reference Guide

Import Templates

User Import Template

Reference Guides Risk Assess TRWorld-Check One Integration Reference Guide

Description

Te tTest Test

The Risk Assess Reference Guide provides procedural instructions on the features and functions within the Risk Assess application
For up-to-date Risk Assess documentation, see the Success Portal

The User Import Template can be used to import users via the Admin tab > Integration section . To import a file: 1. Click the Admin tab.
The Administration page displays. 2. Scroll down to the Integration section. 3. Select the link for the data preferred to import. The Data
Integration page displays. 4. Click the Browse button to locate the file for import, then double-click the file to add it, or click on the file
once, then click the Open button to add it. 5. Click the Import button to

This document describes how Risk Assess can integrate with Refinitiv (Thomson Reuters) World-Check One, an optional data source
for screening companies
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Responding to Sourcing Events

1. A supplieris invited to participate in a sourcing
event through an email notification sent by Worley.

A. Create an account in the Coupa Supplier Portal
by opening the notification email and click
here to set up your log in credentials.

B. You will then be prompted to LOGIN to the
Coupa Supplier Portal, this login email will
default from the email your sourcing event
was sent to (do not change it).

Login

* Email

Nikki blersdorfer+NewAccount@gmail.com

Powered by %,3COUPA

[#:Coupa

Worley Limited Sourcing Event - TRAINING EVENT - New Sourcing
Settings #649 Invitation

Demo Supplier has been invited by Worley Limited to participate in a sourcing event for
TRAINING EVENT - New Sourcing Settings.

Participation and submission is easy and all done within the system. Response may require
forms, attachments, price quotes, and/or descriptions of products or services.

Responses are due by Saturday, 26 July 2025 03:21 AM 05

l intend to Participate | decline to Participate

Save Time Creating Sourcing Event Responses

Suppliers with Coupa community profiles automatically populate their
“s_information in sourcing events like these.

N e ) e
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Responding to Sourcing Events

2. Once logged in you will be directed to the Sourcing Tab - directly to your event.

{;.‘:Coupa Supplier pOrtal NIKKI ~ | NOTIFICATIONS @ | HELP -

ﬁ- Invoices Orders Business Profile Service Sheets QSN m Forecasts Catalogs Community Setup More...

My Events Public Sourcing Events

TRAINING EVENT - New S... - Event #649 scive

Event Ends H'—‘ Dq

days hrs

Event Info

Supplier has been invited by Worley Limited to participate in a sourcing event for TRAINING EVENT - New Sourcing Settings. Participation and submission is
easy and all done within the system. Response may require forms, attachments, price quotes, and/or descriptions of products or services.

Do you intend to participate in this event?

ndicate your infent to parficipate. Buyer will be nofified of your infent

Do you intend to participate? | Choose an answer ~

Accept Terms and Conditions

Terms and Conditions Do you accept these Terms and Conditions?
Pleasze ensure to submit bid as per stipulated T&Cs O Yes
O No
Event Information & Bidding Rules O Buyer Attachments

None
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Responding to Sourcing Events

3. On the Event info tab, acknowledge the
event by indicating intent to participate in
the event and accept the terms and
conditions.

Click Send to Event Owner.

Worley - Complex Packa... - Event #69 acuwe

Event Ends

(3

Supplier has been invited by Worley to participate in a sourcing event for Worley - Complex Package Template Dear Bidder
You are invited to submit a8 Quotation for the above referenced materials, in accordance with the enclosed Instructions to Bidders and all enclosures detailed thereon

We refer to the attached list of relevant documents (COUPA ATTACHMENTS). Please check to ensure all the contents listed are in your possession. Your tender
should be based entirely on the details contained in this Inquiry package

We also direct your attention to the Instruction to Bidders. This is important, it contains information on communication during the bid period, terms and conditions
commercial document requirements and bid submission requirements

Upon receipt of all bids a selection process will determine which bids will go through the evaluation procedure. To assist the engineering process and reduce lead
times, we request you provide preliminary layout information with your bid Quotation along with early civil, piping and cabling information, where appropriate

Regards

Worley Procurement
Do you intend to participate in this event?
l intend to participate in this event
Accept Terms and Conditions

Terms and Conditions e Do you accept these Terms and Conditions?

O No

py_RFP_Terms Conditions. docx

Send to Event Owner
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Responding to Sourcing Events

4. Scroll down to view event information & bidding rules, buyer attachments, and timeline. Click Enter Response to
provide a response and submit a bid.

Event Information & Bidding Rules o' Buyer Attachments

) Tr Al questions regarding this RFP shall be
Event will end at the Event End Time. provided in writing via the Coupa

Messaging Center. Complated RFP
Your responses are viewable by buyer once submitted Submissions and Quotations will only be

Buyer may choose to award individual line items accepled via Coupa

Timeline

?

I EventEnd

Jun  Evenl Start
I 07:28 PMamerncamiew_vor

22 12:28 PM AmericaMew_York

45d : 17h : Omin 00:00

o (=




Responding to Sourcing Events

5. On the My Response tab, enter Response: Worley - Complex Packa... - Event #69 s
a. Attachments - Check for provided attachments. A red

asterisk next to attachment indicates a response is »

required. I
b. Forms - Complete any forms provided. Not all sourcing
events include a form. Attachments A

’

Worley NDA Response to Worley NDA
Forms Evont Encs [ LaST ! Y
days hrs Instructions Attachment
. \u"'n-'lOI'|‘c"'}-’ - CBC Please Rewview!Sign and upload here Add Fik
Flease answer the questions below Attachment
Genera
* Please confirm O Yes . . ) )
acceptance of the O No Cammercial Bid Clarifications Response to Commercial Bid Clarifications
fallowing Warranty
Perlod: ) Aftachment Attachment
Add File
200KV 5-1018-R0G-PO00S__Commerc
Payment Terms
" Please confimn O Yes CBE Evaluation Template Response to CBE Evaluation Template
acceptance of the () No
following payment
terma: Import from Excel Save Submit Response
*Is your bid based on O Yes
fabrication/'ship from O No
location outside of the
United States?
| ol very
* Shipping Point
r- Import from Excel Save ‘Submit Respense
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C.

Items and Services - Scroll to the bottom of the
My Response tab, review the list of items and/or
services available for bidding. Enter your bid
amount in the Price per Unit field-fields marked
with a red asterisk are required.

Note: To include additional information, expand the line
item by clicking the arrow above. In the expanded view,
enter additional information and click Save.

Ewvent Ends

45 : 16

= ltems and Services P, 5

Items Not In Lots (2 items)

o Centrifugal Pump 500,00 USD

Expected Quantity x Price per Unit

o Centrifugal Pump

Need By Date

Capacity
1

Supplier Item Name

Attachments
Add File 1 URL 1 Text

>
Expected Quantity Capacity * Price per Unit * Currency
1 Each 1 500 usD -
&= IT Services poouse
Price per Unit
¥
* Price per Unit * Currency
usD w
Items Mot In Lots (2 items) Event Ends '-| 5 . IE [’
days hrs |
Ship To Address Details Request Details
I ! No Request Details Present
Expected Quantity * Price par Unit * Currency
1 Each S00 usD w
Item Description IDVPart Number Lead Time (days)
F
cnce 2D




Responding to Sourcing Events

If the Event contains several line items and/or if you want to answer the forms or questionnaires via Excel, click Import
from Excel....

Import from Excel Save Submit Response

...then click download the Response Template to complete the item details and/or forms in an Excel spreadsheet.

Steps for uploading your response in Excel
1. Download thq Response Template INote: This template will only work for this event)
2 Fill in or update the Excel file.
Fields marked with a ™" are mandatory. Do not unlock/unprotect the Excel file if you plan to upload it
Values in the uploaded file will replace anything currently saved to your response
Once you click "Start Upload™ values in the excel file will be saved, but not submitted
Once upload is complete, review your response and click "Submit " Your response will not be sent until you do so
3. Load the updated file

Uploading will only save your response. You must click "Submit” to send it to the buyer

Start Upload
VA




Responding to Sourcing Events

You have the option to fill out either
‘Items and Services’ tab or ‘Forms’ tab
or both. The cells in yellow are the only
ones that need to be populated, but
some are not required.

Item / Service

TE

4
Expected Quantity
Item Description (Te)idl (Number - Neadb Date (Date) Kl Capi -
Centrifugal Pump

M a

Item / Service Fields Supplier Response Fields

Unit Bid Price Bid Price Currency
(Number) M (Text)

2
6 500/USD
7 IT Services 200/USD
8
9
10
11
12
13

Item | Service Ittam I Service Fields

Supplier Response Fields
|Unit Bid Price
Capacity (Number) Bl (Number)

|Supplier Response Fields
Unit Bid Price Prlu. ] | Supplier Heem Hame,
Capacity (Humber] -|H|-Iuﬂ #2d Time (Integer] i Texi)

] Bid Price Currency

Bl (Text)

Suppller Item Name |Item Part Number

[item Descri ption

J Lead Time (Integer) Bl (Text) Bl (Text) B (Text)

100%

In the Forms tab, the yellow cells in
Column H are required to be filled out.

4
5 ]
6 )tance of the following Warranty Period: Radlo Buttons
7 »tance of the following payment terms: Radio Buttons
8 Eabrication/ship from locati ide of the United States? IRadio Buttons
9 Text Field
10 Text Field
11 sid explicitly states the ARAD and ARO Radio Buttons
12 ssumptions is clearly stated Radio Buttons
13 rawing schedule (in Weeks) ARO Text Field
14 5id is valid for 90 days from the date of original offer Radio Buttons
15 5id is firm Radio Buttons
16 1ere will be no additional cost for Documentation, Testing and Packaging Radio Buttons
17 2t and forecast shop capacity / shop loading for the next calendar year Text Area
r pany is encc ing or fo any COVID-19 related supply chain / logistics
18 Radio Buttons
19r pany fol any other p ial risks or impact: Radio Buttons
pplicable Commissioning Spares and/or 2 Years Operational Spares are included in
20 Radio Buttons
< items and Services ~ Forms + i e
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The table below summarizes the fields in the Items and Services tab, including which fields are required to be populated.

Field Name Required? Description
Capacit Number NG Indicates the number of items to bid. However, this cannot be
pactty more than the Expected Quantity (Number).
Unit Bid Price Number Yes This is the Prlcg Pgr Unit flleld where you will indicate how
much you are bidding the item per quantity.
Bid Price Currency Text Yes CS)r?Iect from the dropdown on which currency you’d like to bid
Lead time in Days - aims to support delivery time
Lead Time Integer NG requirements by measuring the time it takes for a product to
9 arrive at its end destination after an order has been placed.
Populate only if applicable.
Supplier Item Name Text No Name of item being bid on.
ltem Part Number Text NG !Each |.tem may have its own item part number. Populate only
if applicable.
Item Description Text No Description of the item.




Responding to Sourcing Events

Once done, save the Excel file and click Choose File to load the spreadsheet. Click on Start Upload and a green banner
showing “Excel import successful. Remember to submit your changes below.” will appear.

Steps for uploading your response in Excel
1. Download the Response Template (Note: This template will only work for this event)
2 Fill in or update the Excel file.
Fields marked with a ™" are mandatory. Do not unlock/unprotect the Excel file if you plan to upload it
Values in the uploaded file will replace anything currently saved to your response
Once you dlick "Start Upload” values in the excel file will be saved, but not submitted
Once upload is complete, review your response and click "Submit " Your response will not be sent until you do so
3. Load the updated file
[ Choose File | en#Worley-Event69 xisx

Uploading will only save your response. You must click "Submit” to send it to the buyer

Start Upload




Responding to Sourcing Events

d. Instant Messages Board - ask questions or request clarification from Worley while the event is open.

Note: answering questions promptly through Coupa will reduce the need to call or email Worley. Additionally, the
message board stores all questions and answers within the event for future reference and audit.

& IT Services

* Price per Unit * Currenc ¥

LISD
Instant Messages Q-
Total  500.00 usD

Import from Excel Save Submit Response

Py £ucoupa

255 Spend Management «  Accessibaity

6. To submit the response, click Submit Response. Worley will receive a notification that the response was submitted.

Import from Excel Save Submit Response




Responding to Sourcing Events

7.

Worley will review and evaluate supplier responses and follow up as required.
See the event terms and conditions for any further information.

Note: How to reply to the Worley CBC (Commercial Bid Clarification) Form:
Should there be clarifications required on the form, please follow the steps below.

1.

Submit Response as indicated in step #6 in previous slide (13). This will enable Worley buyers to see the
supplier’s response and review the Worley CBC form.

Worley buyer will send a message to the supplier via Instant Messages board. The supplier will then
receive the message. If needed, attachments can also be sent both by the buyer and supplier.

Click on Edit Response to make changes on the form.

Message from April Esteron

on 06/18/24 at 08:38 AM -04.00

Hi XQuared Roofing, we have a clanification on the Worey - CBC form. For
the Bidding Confirmation section, please expound on the question "Please
confirm current and forecast shop capacity / shop loading for the next
calendar year”

Please update your response by clicking "Edit Response” then click "Submit
Response” when updated. Thank you.
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Responding to Sourcing Events

8. After editing the Worley CBC form, click ‘Submit Response’ again to ensure it is received by the Worley buyer.
Repeat this process as needed if further clarification is requested.

* Please confirm | The current shop capacity is
current and forecast | 8 100 USD per day and the
, forecast capacity is at 400
shop capacity / shop USD per day
loading for the next
calendar year Fed

Instant Messages @ o om Sxoel = Submit Response
P
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