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Introduction to
Coupa




What is Coupa?

Coupa is a cloud or 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, ranked Coupa as number 1 in Procure-to-
Pay (P2P) suites for the 5th time in a row in 2020.

One of the criteria that ranked Coupa as number 1
is its high user adoption

BUSINESS SPEND
MANAGEMENT

3 major releases or upgrades per year
that are FREE of charge




Suppliers will use 2 portals within Coupa

#1

Attributes

prapamsl  Sourcing Response Portal

Purpose Participate in Worley sourcing events (i.e., Efficiently conduct business with Worley (i.e.,
submit bids, proposals, or responses to Worley RFx interact with buyers and manage various aspects of their

events) relationship beyond sourcing events)

Functionality Suppliers can: Suppliers can:
+ View and respond to sourcing events - Manage supplier information

* Attach relevant documents - Update profile and payment information
« Communicate with buyers

» Track the status of their responses

Enabling suppliers to engage in sourcing activities Interface to interact with buyers across different

and respond to RFx events efficiently procurement processes & transactions including sourcing
and supplier management (and purchasing + invoicing
potentially in the future)

User Role Suppliers are main users Suppliers use to collaborate with buyers

Each Point of Contact will have their own unique Accounts are managed individually for each supplier, with
username and password for secure access. the option to add multiple users to each account, as
necessary.
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Sourcing Response Portal (#1)

Worley Sourcing Event - BP Master - Full Sourcing Event Template

Responding to Sourcing Events

A supplier is invited to participate in a #108 Invitation
sourcing event through an email | | |
. - . XQuared Roofing has been invited by Worley to participate in a sourcing event for BP
notification sent by Worley Group. Master - Full Sourcing Event Template
Dear Bidder

1 . Cl‘ea te a N aCCO u nt | n the SOU rCin g You are invited to submit a Quotation for the above referenced materials, in accordance with
Res pon se PO rtal by o) pen | ng the ‘ the enclosed Instructions to Bidders and all enclosures detailed thereon.

not|f|cat|o ne ma|| an d C||Ck here to set 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

up your log in credentials. Note your on the details contained in this Inquiry package

deSIQ nated useérname from the €ma II We also direct your attention to the Instruction to Bidders. This is important, it contains

bel oW 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

* In pu t yO ur deS | I‘ed pa SSWO I‘d a nd evaluation procedure. To assist the engineering process and reduce lead times, we request
i you provide preliminary layout information with your bid Quotation along with early civil, piping
CIICk Ch a nge Passwo rd - ‘ and cabling information, where appropriate

Welcome to Coupa! Regards,

Worley Procurement

Please anfar your desirad password, then raanfer it for venfication
four password must be at least 8 characiers

You have been given an account on Worley's sourcing system to provide your responses for

— this Sourcing Ev Ip your new passwordjhere Io
Password Confirmation Your username | Kqual‘edroofinﬂ""l 91@gmallﬂﬂm_4¢

Change P d .
et After setting your password, please login to provide your responses

IMPORTANT. You must setup your password within 7 days of receiving this message




Sourcing Response Portal (#1)

Responding to Sourcing Events

« Once password has been saved, log in via yourq
designated username from the sourcing email
notification and input your newly created password.

2. You will now be redirected to the Sourcing Response

Portal. Click on the Event # ‘
Sign In

Username or Email Address

Welcome to your Sourcing Response Portal!

Supplier has been invited by Worley to paricipate in a sourcing event for BP Master - Full Sourcing Event Template. Dear Budder, d
Passwor

You are invited to submit a Quotation for the above referenced matenials, 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 chick to ensure all the contents listed are in your possession. Your tender
should be based entiraly on the details contained in this Inguiry package:

We also direct your attention 1o the Instruction to Bidders. This is important, it contains information on communication dunng 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 engineenng process and reduce lead
times, we request you provide preliminary layout information with your bid Quotation along with eary civil, piping and cabling information, where appropnate

Regards,

Worley Procurement

All Sourcing Events

View Search ,Dl

Event#  Event Name Start Date End Date Status  Type Responses
e BP Master - Full Sourcing Event Template 06/21/24 08/05/24 Prod RFP 0




Sourcing Response Portal (#1)

Responding to Sourcing Events

3. On the Event info tab, Worley - Complex Packa... - Event #69 ac..
acknowledge the event by
indicating intent to participate in ‘1& - 16
the event and accept the terms Tl 3

a n d C O n d I tl O n S . Supplier has been invited by Worley to participate in a sourcing event for Worley - Complex Package Template Dear Bidder

You are invited to submit a Quotation for the above referenced materials, in accordance with the enclosed Instructions to Bidders and all enclosures detailed thereon

T h e n )} C I I C k Se n d to Eve n t o wn e r . 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?

e | intend to participate in this event

Accept Terms and Conditions

Terms and Conditions o Do you accept these Terms and Conditions?
Worley_RFP_Terms___Conditions docx 95
D No

Send to Event Owner

10



Sourcing Response Portal (#1)

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 Buyer Attachments

Tr Al guestions regarding this RFP shall be
Event will end at the Event End Time. provided in wriling 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 accapled via Coupa

Timeline
Lo
Jun  Event Start N Event End
n 07:28 PM America/Mew_York 22 | 12:28 PM America/Mew_York
45d : 17h : Omin

00:00

o (==
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Responding to Sourcing Events

5. On the My Response tab, enter Response:
a. Attachments - Check for provided

—

attachments. A red asterisk next to

Attachment indicates a response is required.
b. Forms - Complete any forms provided.

Not all sourcing events include a form.

Forms

‘ ! Event Ends
days hrs

1. Worley - CBC

F a%e AnSwer the questhions below

Genera

* Please confirm O Yes

acceptance of the O No
following Warranty
Peried:

Payment Terms

* Please confirm () Yes

acceptance of the () No
following payment
terms:

*Is your bid based on O Yes

fabrication/ship fram O No
location outside of the:
United States?

Delivery

* Shipping Point

Import from Excel Save Submit Responze

Sourcing Response Portal (#1)

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

Attachments

Instructions

Attachment
Please Reviens'Sign and upload here Add File
Attachment
Cammercial Bid Clarifications Response
Attachment Attachment
e Add File

Worley NDA Response to Worley NDA

to Commmercial Bid Clarifications

Response to CBE Evaluation Template

Event Ends LlS : I E
days hrs

e

v NLA

Import from Excel

Save

Submit Response

12



Responding to Sourcing Events

c. Items and Services - at the bottom
page of the My Response tab, review
the list of items and/or services for
bidding and enter a bid amount in the
Price per Unit field. A red asterisk next
to the field indicates that an input is
required.

Sourcing Response Portal (#1)

= Items and Services

Items Not In Lots (2 items)

o Centrifugal Pump

Expected Quantity Capaci

1 Each 1

= IT Services

* Price per Unit * Currenc
us|

D

¥

w

vert Ens [N L

days hrs

500,00 USD
Expected Quantity x Price per Unit
>

0.00 USD

Price per Unit

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

click Save.

Capacity
1

Need By Date

Supplier ltem Name

Attachments
Add File | URL 1 Text

Ship To Address

Expected Quantity
1 Each

Item Description

Items Not In Lots (2 items) EventEncs [ RS o8
days hrs

!‘ Centrifugal Pumg

Details

* Price per Unit

500

IDiPart Number

Q

Request Details

* Currency
usD w

Lead Time (days)

Cancel




Sourcing Response Portal (#1)

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 thelResponse 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 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
W

14



Responding to Sourcing Events

Sourcing Response Portal (#1)
E13) AT, Jx

G H | K L M -

You have the option to fill out

3
. \ - ’ Iy Iltem / Service |ltem / Service Fields Supplier Response Fields
Expected Quantity Unit Bid Pri Bid Price C
elther Items and SerVIceS tab Gl Item Description (Te: Naedb Date (Date) il Cap: -

or ‘Forms’ tab or ? Tsenes 20Us0
both. The cells in yellow are the s

only ones that need to be 12
populated, but some _
are not required. Sl il e el WO roulaiin el PP

Item / Service Irtam I Bervice Fields |Supplier Response Fields
Unit Bid Price

Supplier Response Fields . . _ »
Unit Bid Price |Bid Price Currency H Suppller Item Name |ltem Part Number Item Description - 8——— + 100%
Capacity (Number) [l (Number) Bl (Text) Lead Time (Integer) [l (Text) Bl (Text) Bl (Text)

In the Forms tab, the yellow

. . 5
cells in Column H are required to & ance of e flowing Warany Period Rado Butors
7 >tance of the following payment terms: Radio Buttons Yes
b e f i I I e d O u t 8 [fabricalion/ship from location outside of the United States? |Radio Buttons Yes
. 9 Text Field Yes
10 Text Field No
11 sid explicitly states the ARAD and ARO Radio Buttons Yes
12 ssumptions is clearly stated Radio Buttons Yes
13 rawing schedule (in Weeks) ARO Text Field Yes
14 5id is valid for 90 days from the date of original offer Radio Buttons Yes
15 sid is firm Radio Buttons Yes
16 ere will be no additional cost for Documentation, Testing and Packaging Radio Buttons Yes
17 1t and forecast shop capacity / shop loading for the next calendar year Text Area Yes
r company is ing or f any COVID-19 related supply chain / logistics
18 Radio Buttons Yes
19r pany fi any other p ial risks or impact: Radio Buttons Yes
pplicable Commissioning Spares and/or 2 Years Operational Spares are included in
20 Radio Buttons Yes v
< > Items and Services  Forms o HE | C M

15



Sourcing Response Portal (#1)

Responding to Sourcing Events

The table below summarizes the fields in the Items and Services tab, including which fields are
required to be populated.

Field Name Required? Description

Capacity Number No Indicates the number of items to bid. However, this cannot be
more than the Expected Quantity (Number).

Unit Bid Price Number Yes This is the Price Per Unit field where you will indicate how
much you are bidding the item per quantity.

Bid Price Currency Text Yes Select from the dropdown on which currency you'd like to bid
on.

Lead Time Integer No Lead time in Days - aims to support delivery time

requirements by measuring the time it takes for a product to
arrive at its end destination after an order has been placed.
Populate only if applicable.

Supplier ltem Name Text No Name of item being bid on.
Item Part Number Text No Each item may have its own item part number. Populate only
if applicable.

Item Description Text No Description of the item.

16



Sourcing Response Portal (#1)

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 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
| Choose File | en#Worley-Event#69 xisx

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

17



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.

s IT Services

* Price per Unit * Currency

LSl
Instant Messages Q-
Total  500.00 usn

>

Impeort from Excel Save Submit Response

xcoupa

E Spend Management = Accessibality

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

Import from Excel Save Submit Response

18



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 #5 in previous slide (11). This will enable Worley
buyers to see the supplier’s response and review the Worley CBC form.

2. 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.

3. 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 clanfication on the Worley - 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.

19



Sourcing Response Portal (#1)

Responding to Sourcing Events

4. Upon editing the Worley CBC form, click Submit Response again for the Worley buyer

to receive it. This will be repeated as needed, should there be any additional
clarifications needed from the Worley buyer.

* Please confirm | The current shop capacity is
current and forecast | at 100 USD per day and the
shop capacity / shop fc:-rell:agt capacity is at 400
) USD per day
loading for the next
calendar year P

Instant Messages . Import from Excel Save Submit Response
F

20
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Introduction to
Coupa Supplier
Portal




Coupa Supplier Portal

The Coupa Supplier Portal is a free tool for suppliers to easily do business with their
customers. The Coupa Supplier Portal makes managing procurement and its transactions
easy. Depending on the specific Coupa configuration, content and settings can be managed
on a customer-by-customer basis.

Attributes
(from Supplier POV)

Purpose Efficiently conduct business with Worley (i.e.,
interact with buyers and manage various aspects
of their relationship beyond sourcing events)

Functionality Suppliers can:

gescoupa supplier portal

« Manage supplier information
« Update profile and payment information

Interface to interact with buyers across different
procurement processes & transactions including
sourcing and supplier management (and

purchasing + invoicing potentially in the future)

Suppliers use to collaborate with buyers
Accounts are managed individually for each
supplier, with the option to add multiple users to
each account, as necessary.

23



Coupa Supplier
Portal
Registration




Coupa Supplier Portal | 5 Ways to Register

> B4 .

A. Worley- B. SIM C. Sourcing D. Self- E. Forwarded
Created Invitation Invitation Created Invitation
Invitation Invitation from a
Coworker

Supplier receives In the process of When invited for a Suppliers set up Suppliers can
a custom- onboarding a new Sourcing Event, their accounts invite others within
invitation with supplier to Coupa, suppliers who do ahead of time, add their organization
specific Worley will be not have a linked multiple users, set to the Coupa
instructions and a sending a SIM Coupa Supplier up login Supplier Portal by
proactive message Form to the Portal account to preferences, and forwarding the
from Worley. supplier that will Worley will receive update invitation.

enable them to an invite to create their profile.

sign up via Coupa their profile

Supplier Portal.

25



Coupa Supplier Portal | Ways to Register
A. Worley-Created Invitation

Buyers/Admin can invite suppliers to join the
Coupa Supplier Portal in Coupa core via Suppliers
tab:

1.

Go to Suppliers tab and search for the
Supplier you want to invite

There are 2 options to invite the Supplier:

a) Go to Actions column and click the Invite
to Supplier Portal icon

b) Tick the tick box beside the name of the
Supplier and click the Invite button.

Buyers have the option to update the
invitation message to suppliers. Click the
Send Invite button.

Confirmation Message “Invitation successfully
sent will be displayed”.

Suppliers @8

I Create l Load from file lExportto - AH

b4 -@ Advanced l Search

]

Opportunities Supplier Base

€ Invite Add Tag Request - e
quests Supplier Portal Status Supplier Contact Address Supplier Information Status Request Change Orders Community Enablement Actions U
Not Linked Blake Southerland Westpoint No

House, 5
Redwood

Place,
Eact

Ye: x
Femvite To Supplier Portal

g

Compose Invitation to Connect on CSP

Verdana ~ 1ipt - B 7
- W

z:he

IC

A - B~

Hello Flowserve,

Congratulations! The Worley has added you as a supplier on the Coupa Supplier
Portal.

Once you log in, you can configure your PO transmission preferences, create an
online catalog, view purchase orders, create electronic invoices and more! To
continue, log in below.

April Esteron
Worley

Send invitation to @ Primary contact only
O Al contacts @

Oallow supplier to manage its punchout configuration o

Cancel

26




Coupa Supplier Portal | Ways to Register
A. Worley-Created Invitation (cont.)

The Supplier will receive an email
notification to their provided email
address with the subject: Action
Required - Worley Registration
Instructions

1. The Supplier has the option to
click Join Coupa Supplier
Portal OR to forward the
invitation.

2. If the Supplier selected to join
Coupa, they will be taken to
the Coupa Supplier Portal page
to create their account by
choosing a Password,
confirming the Password and
accepting the Privacy Policy
& Terms of Use.

3. Click Create an Account

Action Required - Worley Limited Registration Instructions inbox x

Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.coms>
to xquaredroofing+120 «

1:41PM (23 minutesago) ¢ @ &

¢ 8 @

e worlwA Action Required - Worley Limited Registration Inst

Hello XQuared Roofing Materials v2,
We handle all business spend electronically to make sure you're paid on time and prevent lost dod

To ensure your ability to do business with us, you have 48 hours to register your account. Please
you are unable to register for any reason!

April Esteron
Worley Limited

1

Join Coupa Supplier Portal |

Forward Invitation

Create an Account

Worley Limited is using Coupa to transact electronically
and communicate with you. We'll walk you through a
quick and easy setup of your account with Worley
Limited so you're ready to do business together.

* Business Name

XQuared Roofing Materials v&

* Email

* First Name * Last Name

April Micah Esteron

* Password @

* Confirm Password
s 5

* Country}'Region * Tax Registration

Jidonot have a Tax ID

Jlaccept the and the

Create an Account

27




Coupa Supplier Portal (#2)

Coupa Supplier Portal | Ways to Register
A. Worley-Created Invitation (cont.)

Z,xcoupa supplier portal a secure

4. An email verification will then
be sent to the supplier’s email

address, containing the — T—S— _eeeemme—
verification code. Then, click

Next Email Verification

We sent a one time verification code to xquaredroofing+126@gmail.com

5. The supplier will now be able o
to access their account in
Coupa Supp“er Portal_ Didn't receive the Verification Code?  Recjuest o New Code

g}cuupa su pp“er por’[a[ APRIL MICAH NOTIFICATIONS HELP
Home Profile Forecasts Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing Add-ons
-~
Setup
Your Profile Information Requests Performance Evaluation
Company Profile e 30 Complete your profile fo get discovered by Coupa buyers that are looking for items in your category.

Environmental, Social,
Governance & Diversity Worley Limited requires additional information to conduct business with you Start Getting Paid

Risk & Compliance

Financial Performance XQuared Roofing Materials =~ 7= Freer== 4

- V6
Ratings & References (O Last Updated less than a minute ago

. Profile preview Co rofile URL Download Profile as PDF
Quick Links F P N

£0



Coupa Supplier Portal (#2)

Coupa Supplier Portal | Ways to Register
B. SIM Invitation

. . g2 worloyA
If undergoing the new supplier . .
onboarding process, supplier will receive Profile Information Request
a Profile Information Request from y |
) ello Supplier,
WO rI ey to Create d CO u pa S u ppl ler PO rtal wants you to respond by updating your company profile on Coupa, their chosen platform for
accou nt a nd fl ” o) ut th eII" ba N k| N g deta | IS Spend Management. This information is required so they can transact with you electronically.
y i rtal is completely free, setup is fast, and it helps you better transact and
Credte an Account bnically.
1 . Th e su p pl |e rss hO u Id rev | ew the ema |I Worley Limited is using Coupa to transact electronically te your company information if it ever changes, as well as do things with
: = and communicate with you. We'll walk you through a ng organizations that use Coupa) like view purchase orders, create
and click the Join & Res pond button Eumi‘i:tl;gns‘:?zz?;:‘:;zsftz?; ss;‘;:’;::gg’e:‘::r'ey Ds and invoices, get real-time SMS alerts, and much more.
N th e emal I n 0t|f|Cat|O n. . tion, please select 'Join and Respond' and select 'Forward this to
* Business Name ount creation page.
XQuared Roofing Materials vé
2. Sup pI iers will then be redirected to EmJ. s
Coupa Supplier Portal to complete sk Espgicon 1
their P rofile. :g:‘t;:::: .EL::::N Join and Respond
* Password * Confirm Password
* Country/Region * Tax Registration
D1 do not have a Tax ID
(D1 accept the Privacy Policy and the Terms of Use

29



Coupa Supplier Portal (#2)

Coupa Supplier Portal | Ways to Register
C. Sourcing Invitation

U pon receivi ng an invite for a Sou rcing Worley Sourcing Event - BP Master - Lean Template #91 Invitation inbox x e
E Ve nt, th e S U p pI iers W i II re Ceive a . Coupa Sourcing Notifications <sourcing@worleyonesource-uat.coupahost.coms 5:15PM (0 minutes ago) bvg tgl “
notification for the event and beneath it @ roxauaredocingies -
will be an invitation to Coupa Supplier Powered by £,COUPA
Portal. )
1. Click Create Profile Worley Sourcing Event - BP Master - Lean Template #91 Invitation
XQuared Roofing has been invited by Worley to participate in a sourcing event for BP
2. Suppliers will then be redirected to Master - Lean Template.
Coupa Supplier Portal to log in and Dear Bidder
com p I ete t he | r p roﬁ I e, You are invited to sul?mit a qutaﬁon for the above referencgd materials, in accordance with
the enclosed Instructions to Bidders and all enclosures detailed thereon.

Note: Coupa Supplier Portal is not
connected with Sourcing Response

Portal and is not dependent on Worley - _ _ :
. ts Suppliers with Coupa community profiles automatically populate their
sourcing events. information in sourcing events like these.

Save Time Creating Sourcing Event Responses

! .-Q'I N\
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Coupa Supplier Portal (#2)

Coupa Supplier Portal | Ways to Register

D. Self-Created Invitation

Suppliers can go to
supplier.coupahost.com to log in.

1. If the supplier is a new account, click
Create an Account.

2. Suppliers will then be redirected with
the information to fill out to complete
their profile.

3. Once registered, suppliers will need
to connect manually to Worley in
Coupa by clicking Setup then
Connection Requests. Find
customers by clicking on Search.

gxcoupa supplier portal a Secure

Login

* Email

* Password

New to Coupal CREATE AN ACCOUNT o
Forgot your password?

g,zcoupa supplier portal

Home Profile Forecasts Orders Service/Time Sheets ASN Invoices Catalogs Business Performance

Sourcing Add-ons Setup 3

Admin Customer Setup ~ Connection Requests 3

Learning Center

Adding users to your
account

FAQ

Request a connection to your first customer now!

)

APRIL MICAH ~ NOTIFICATIONS @@ = HELP ~

31



Coupa Supplier Portal (#2)

Coupa Supplier Portal | Ways to Register

D. Self-Created Invitation (cont.)

4., To search for a customer, type the
Customer Name and click on the
search icon to select it. Then, populate
the Customer Contact by providing the
email address of the buyer from Worley.
Tick the confirmation button then click
Request.

5. The supplier will now able to see that
their connection request has already
been sent to Worley.

A representative from Worley will
connect through the Supplier Portal
Directory or by sending an invitation
email to any of the Coupa Supplier Portal
Supplier Users on the account.

X
Search for a customer @
* Customer Name
Worley Group, inc. o)
You are limited to 2 attempts. Can't find your customer? Contact Support

* Customer Contact

aesteron@crosscountry-consulting.c

™

reCAPTCHA
Privacy - Terms

\/ I'm not a robot

*1 confirm by sending this request that | am actively doing business with this
customer and contact. | am not soliciting new business opportunities with this
company. | consent to my email address being shared with this customer.

Ol=»

{;‘;coupa Supplier por’[ al APRIL MICAH~ | NOTIFICATIONS @  HELP v

Home Profile Forecasts Orders Service/Time Sheets ASN Invoices Catalogs Business Performance

Sourcing Add-ons Setup

Admin Customer Setup Connection Requests

Your request to connect with Worley Group, inc. has been sent successfully. X

Request a Customer Connection @

Your customers below use Coupal Send them a connection request.

Customers Actions  Status Email Date Comments

Worley Group, inc. Pending aesteron@crosscountry-consulting.com 06/19/24
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Coupa Supplier Portal | Ways to Register
D. Self-Created Invitation (Worley View)

Accept connection requests
1. Go to Suppliers > Supplier Portal Directory.

2. Find the supplier you want to transact with on the Coupa Supplier Portal and click Connect in the

Actions column.

3. Worley has the option to select at one supplier record in Coupa to connect the supplier's Coupa
Supplier Portal account with or to create a new supplier.

4. Click Connect.

O\\D What do you need? Q
f-;, :
ﬁ Requests Orders Invoices Community Inventory Sourcing ma)ntracts Reports Setup o
Suppliers Supplier Information Certificates Diversity Risk Aware Performance Risk Assess Supplier Sites Catalogs Supplier Portal Directory Insights
Supplier Portal Directory
XQuared jo

Showing results for  XQuared %
Name = Logo Industry Short Description Location Coupa Connections CSP Status Verified Admins Last Login Actions
XQuared None MNone 1 Not KA X @gmail.com 05/15/2024
Roofing Connected e
\ i Connect
ks Connect with XQuared Roofing Materials

I already have this supplier in my system:  XQuared Roofing Materials «

() Create a new supplier.
Cancel Connect 9
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E. Forwarded Invitation From a Coworker

1. Upon creating an account, suppliers
can also invite their coworkers in
Coupa Supplier Portal by clicking
Forward this to someone.

2. The supplier will need to input the
email address of their coworker then
click Forward.

Note: Suppliers can forward the
invitation to email addresses with the
same domain.

Create an Account

Worley Limited is using Coupa to transact electronically
and communicate with you. We'll walk you through a
quick and easy setup of your account with Worley
Limited so you're ready to do business together.

Create an Account

Already have an account? LoG IN

I Forward this to someone n

Zxcoupa supplier portal

Forward This Invitation

Worley Limited is using Coupa to transact electronically
and communicate with you. We'll walk you through a
quick and easy setup of your account with Worley
Limited so you're ready to do business together.

* Email

w

& Secure
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E. Forwarded Invitation From a Coworker (cont.)

3. The coworker will then receive the
email notification that a coworker has
invited them to join their account in
Coupa. They will then click Join
Coupa Supplier Portal and be
redirected to Coupa Supplier Portal to
complete their profile.

If the user is already linked to the Coupa
Supplier Portal, he will be asked to log in
instead. Otherwise, if the supplier tries
to create an account from an expired
invitation, the user is directed to the
Register — Login page where a red
message bar displays: "Your invitation
has expired or already been
activated."

Note: Invitations to the Coupa Supplier
Portal expire in 30 days.

Action Required - Registration Instructions nbox x =

Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.com> 4:59PM (0 minutes ago) v @ “
to xquaredroofing+171 «

{:,'.-‘COUpa Action Required - Registration Instructions

Hi xquaredroofing+171@gmail.com

A coworker invited you to join their account on Coupa. Once registered, you can view and manage purchase orders, create and
manage invoices, get real-ime SMS alerts for these transactions, and much more

Find out more using the links below, and use the button to register. Welcomel

I Join Coupa Supplier Portal Forward Invitation

@
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Coupa Supplier Portal | Manage Profile

A. Public Profile

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

To get started filling out your profile information:

1. Select Profile in the top menu.
2. Click Edit Profile to take you to the section you select so you can complete your information.

ﬁ}cuupa supplier portal APRILMICAH~ | NOTIFICATIONS @ = HELP v
1

Home Profile Forecasts Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing Add-ons
F
Setup
Your Profile Information Requests Performance Evaluation
Company Profile :0:  Complete your profile to get discovered by Coupa buyers that are looking for items in your category.

Environmental, Social,
Governance & Diversity Worley Limited - XQuared Roofing Materials v6 requires additional information to conduct business with you Start Getting Paid
Risk & Compliance

Profile Progress

XQuared Roofing Materials v6 = 2

Ratings & References (O Last Updated about 20 hours ago

Financial Performance

: ) Profile preview Co rofile URL Download Profile as PDF
Quick l'inks , e !
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1. Company Profile

The Company Profile section gives customers background information about your business, such as what
your business does, how customers can contact your business, and how they can interact with your
business on social media.

nformation Requests ~ Performance Evaluation ~ Subscriptions
Company Profile Company Profile
Environmental, Social,
Governance & Diversity
s

Risk & Compliance
Financial Performance
Ratings & References
Quick Links
!-,-lawage payment P
information
Manage legal entities

* Company Name Doing Business As @ Is Ultimate Parent
Learning Center XQuared Roofing Materials @ Yes O No
Add more customers
Create a discoverable profile Primary Address

Address Line 1
Feedback
Tell us what you think

City State Postal Code Country/Region

Select an Option ~ United States




Coupa Supplier Portal | Manage Profile

2. Environmental, Social, Governance & Diversity

The Environmental, Social, Governance & Diversity section gives your customers information about how
your business engages with social goals.

Your Profile nformation Requests

Company Profile

Performance Evaluation Subscriptions

Environmental, Social, Governance & Diversity

Environmental, Social,
Governance & Diversity

Supplier Diversity & Inclusion

Risk & Compliance
Financial Performance

Ratings & References

Quick Links

Manage payment
information

Manage legal entities

Learning Center
Add more customers

Create a discoverable profile

Feedback

Tell us what you think

Diversity Classifications and Certifications @

Add

Tier Two Supplier Diversities

Do you have a Workplace Diversity program?
O Yes @ No

Do you have a Supplier Diversity program?
O Yes @ No

Do you measure Tier 2 Diversity spend?

O Yes @ No

Anti-Bribery & Anti-Corruption

Bribery and Corruption Policy @

O Yes, we have apolicy O No
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3. Risk & Compliance

The Risk & Compliance section gives your customers information the risk and compliance considerations

they need to understand to do business with your company.

r Profile Information Requests

Company Profile

Environmental, Social,
Govemance & Diversity

Performance Evaluation Subscriptions

Risk & Compliance

Risk Management

Risk & Compliance

Is a risk management pregram in place to assess risk across the company?

Financial Performance

Ratings & References

Quick Links

Manage payment
information

Manage legal entities

Learning Center
Add more customers

Create a discoverable profile

Feedback

Tell us what you think

O Yes @ No

Information Security

Is a code of conduct policy in place across the company?

O Yes @ No

Is a physical security policy in place?

O Yes @ No

Are background checks performed on employees and contractors before they are granted access to data?
O Yes @ No

Is a change management policy in place?

) Yes @ No
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4. Financial Performance

The Financial Performance section shows information about your business's financials. This section doesn't

display on your profile, and you can choose to include it on your profile PDF.

r Profile nformation Requests

Company Profile

Environmental, Social,
Governance & Diversity

Risk & Compliance

Performance Evaluation Subscriptions

Financial Performance

Preferred Currencies

Search currencies..

Financial Performance

All amounts in

Ratings & References

Quick Links

Manage payment
information

IManage legal entities

Learning Center
Add more customers

Create a discoverable profile

Feedback

Tell us what you think

Balance Sheet

Net Loss/Profit

Book Value

Total Assets

Working Capital

Current Liabilities

Other Assets

Other Liabilities

Account Receivable
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5. Ratings & References

The Ratings & References section shows information about who you do business with, your
accomplishments, and your competition and peers.

nformation Requests Performance Evaluation Subscriptions

Company Profile

Environmental, Social,

Govemnance & Diversity

Risk & Compliance

Financial Performance

Ratings & References

Ratings & References

Customers o

Add Customer

Accomplishments

Awards, Distinctions and Projects o

Add
Quick Links
Manage payment Brands
information
Add Brand
Manage legal entities
. Competitors
Learning Center
Add more customers Add Competitor
Create a discoverable profile
Peers
Feedback
eedback Add Peer

Tell us what you think

Cancel
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B. Customer Profile

In the Coupa Supplier Portal, you have profiles
for each of your customers you are connected

to which allows you to customize the
information you provide to your customers.
Some of your customers may send you
Information Requests that you complete to
update your information with that customer.

1.

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

. Select your customer from the Profile

dropdown menu.

. If the Information Request includes Remit-

To Addresses, select Add Remit-To.

. 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.

. Once all supplier information fields are

completed, click Submit for Approval.

Coupa Supplier Portal | Manage Profile

Coupa Supplier Portal (#2)

.:coupa supplier portal

Profile Orders Service/Time Sheets ASN

-~

Home Forecasts

Setup

Your Profile Information Requests Performance Evaluation

Worley Limited - XQuared Roofing Materials v6

External Supplier Request Form

External Supplier Request Form (Demo)

Supplier Information

XQuared Roofing Materials v6

Supplier Information Update Form

*Supplier Legal Name

Invoices

APRIL MICAH NOTIFICATIONS @  HELP

Business Performance Add-ons

F'P'Of“i Worley Limited - XQuared Roofing Materials v6

Sourcing

Catalogs

(i ]

Choose Remit-To Address X

-

Choose a Remit-to Location below - Recommended

It's a few more fields, but provides compliance, verification, and re-usability. Otherwise, click
‘Cancel’ to add info to your customer's form manually.

Choose existing or create new Remit-To Address:

o Choose ‘

Sarnia Rd
Toronto, 4027
United States

-Remit-To Addresses

Add one or more Remit-To Addresses by either filling out a new Compliant Invoicing Form

\’ Add Remit-To \

United States

Sarnia Rd Bank Account
Tarnntn 4097

4 »

0 Create New Remit-To Addressa

Decline

Save

)
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Will my information be
shared with other
companies on the

Coupa portal?

You have the option to make your Profile public so that other companies
can reach out to you to join their vendor database.
Only limited information will be made available.
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Coupa Supplier Portal | Manage Profile

C. Copy to Public Profile

After the update of the New vendor
Info, Supplier will be prompted with
an option to copy the SIM profile to a
Public Profile

1. Click Yes, Save to Profile.

2. You can also go directly to the
Profile tab and click Edit Profile
to update the public information.

Profile Progress
L ]

2
29% Edit Profile

Save This Information to Your Profile?

Save this info to your profile so that you'll be able to re-use it when other customers
request you the same information.

The following info will be saved to your profile:

Doing Business As

PO Email xquaredroofing+121@gmail.com
DUNS #
Primary Address
Address Line 1 Seafood St
Address Line 2
City MNew York
State
Pastal Code 4029
Country United States
Leamn More

S 1
( NotNow ) Yes, Save to Profile

@ Last Updated less than a minute ago

APRILMICAH ~ | NOTIFICATIONS HELP

zxcoupa supplier portal

Home Profile Forecasts Orders Service/Time Sheets ASN Invoices Business Performance Add-ons

Catalogs

Sourcing
F

Setup

Your Profile Information Requests Performance Evaluation Subscriptions

Your profile was successfully updated.

45



Coupa Supplier
Portal
Homepage




Coupa Supplier Portal (#2)

Coupa Supplier Portal | Homepage

COUEa Homenage — PI‘Ofile Summal‘}[ £rzcoupa supplier portal APRILMICAH ~ | NOTIFICATIONS @ = HELP ~

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

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

« Recent Activity

Verify Your Account And Get Noticed

« Announcements - Your customers can

create announcements to communicate with Coupa Verified builds trust and gets you in front of more
you about initiatives, promotions, and customers looking for products like yours.
changes required for your
collaboration through the por'tal. XR XQuared Rooﬁng Materials v
. Two Factor Security Profile Progress 6% Last Updated: about 8 hours ago | View Profile
 Join Requests Recent Activity vew v @ Announcements
- Merge Suggestions - Your company may (e ) —
have more than one account/profile in the No actityfour for orly
portal. This can happen when several users
from the same company register or are Two Factor Join Requests Merge Linked
InVIted to the Coupa Supplier Security Suggestions Customers

0 of 1 Users 0 users 0 Duplicates 1 Connection

Portal through different email addresses.

« Linked Customers - Displays the count of
your linked customers in the portal.
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Coupa Supplier Portal | Notification Preference

« The Supplier will receive a notification in Coupa Supplier Portal based on the Notifications

preferences setup.

« The Supplier will be able to select the notifications they want to receive and can select the channel
to receive the notification which can be via Online (Coupa Supplier Portal), Email and SMS.

Steps on how to setup notification preferences:

1. Beside your username, click Notifications then click Notification Preferences.

2. Select the type of notification(s) and the preferred channel(s) on which to receive the notification.

£,zcoupa supplier portal

Home Profile

Setwup

Email | xquaredroofing+12@gma

Account Access
Request to Join

Merge Request

Announcements

New Customer Announcement

Business Performance

Business Performance Rele Granted

Forecasts

Online

Online

Online

Online

Orders Service/Time Sheets

You will start receiving notifications when your customers enable them.

Mobile(SMS) [

1 Verify number to recieve

Email

Email

[ Email

[ Email

SMS

0 SMs

O SMS

O SMS

O SMs

Invoices

Business Performance

NOTIFICATIONS @  HELP ~

Sourcing Add-ons

Notification Preferences
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APRILMICAH ~ | NOTIFICATIONS @ @ HELP -

Coupa Supplier Portal | My Account

COUEa Securit¥ & Two-Factor Authentication Account Settings
When the Supplier logs in for the first time, they Sourcing  Add-ons

are prompted to enable two-factor
authentication.

scoupa supplier portal

If they have enabled two-factor authentication Home Profile Forecasts  Orders Service/Time Sheets  ASN Invoices  Catalc
for SMS, check text messages to get the Setup
verification code.

My Account Security & Multi Factor Authentication

The Supplier can also enable two-factor

authentication by following the below steps: . : —
y g P Setlings Multi Factor Authentication
Notification Preferences
1. Hover your mouse on your username and Securty & MuliFactor | O | | -
. - Authentication @ For Payment Changes (Required for changing Legal Entity or Remit-To)

CI I Ck Accou nt Settl ngs - O For Both Account Access (Login) and Payment Changes

2. Click Security & Multi Factor Via Authenticator App
- - Use an Authenticator App available from your mobile phone app store.
Authentication. Detaut

Via Text Message

Use a code sent via text message to your phone number.
Default
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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 Recaptcha then click
Send Code.

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

a Scan this QR code using your mobile device.

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

security key.

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

[ Remember this computer for 30 days

@

&

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

Coupa Supplier Portal

XZTK2VNGVQCIHEPQIL5IPSCZA
NEUKSFF

Click to copy Security Key

Code

Multi Factor Authentication via Phone X

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

Phone Number

* +1

Confirm Recaptcha

Fp

reCAPTCHA
el

I'm not a robot

Send Code

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

Cancel
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Coupa Supplier Portal | Admin Setup

Go to Setup > Admin to manage srcoupa supplier portal APRILMICAH | NOTIFICATIONS @ | HELP -
users an d me rg ere q ues ts, an d th e Home Profile Forecasts Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing Add-ons

remit-to addresses for your =
customers, and other transactions
within the portal.

Admin Customer Setup

Admin vsers ; Invite User

Invite new users and manage what
each user can do in the CSP and Permissions @ Customers
which customers your users can 0o -~
interact with. 2 L
1. Go to Setup >Admin T
2. Navigate to Users section and e

click Invite User g o
3. Add First Name, Last Name s —

and Email on
4. Tick/Untick Permissions and SR

select customer Name ”M
5. Click Send Invitation R (5
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Coupa Supplier Portal | Admin Setup

B. Merge Reguests ;"‘;_coupa Supplierportal APRILMICAH v | NOTIFI

Home Profile Forecasts Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourt

This is used for companies
with multiple accounts to Setup

reduce confusion for existing P —
and potential customers.

Admin Merge Requests

To Merge:
1. Go to Setup tab — o

Merge Requests

Initiate Merge Request

coupa@coupamail edu e RequeSt Account Merge

2. CIle Merge RequeStS Merge Suggestions

You are requesting to merge your Coupa Supplier Portal account with XQuared Roofing Materials.

i Choose who will become the owner of the merged account
Requests to Join

3. Enter Email and Click fm not a robot

Legal Entity Setup = My Account Merged Account
'Tiv]
Req u eSt M e rg e 2 Myusers As the account owner, | will administer

Fiscal Representatives

¥ My customers .
2 % Allcombined users

4 " O n th e 0 p e n I n g po p u p Remit-To 1 Merging will join the accounts 2 my paZTent i;lfurmalion iiii All combined customers
. - . . . y public profile
win dOW C hoose Wh oW |” = information to linked customers
I/

email address belongs to a user w

be come th e ACCO u nt owner. XML Errors undone. Learn more about merging P
Their Account . )
- - - R t M Their customers
5 ] Ad d N ote to ReCI pl e nt a nd sriP e Erors HO p 1 Their users é Their payment information

)

Ve ri fy Ca ptc h a j e customes The merged account will use

[% Their payment information

£ &= All combined payment information

They will administer only

* Note For Recipient

6. Click Send Request o : S S

Verification expired. Check the checkbox

again. ™

‘:’ I'm not a robot R * Account Owner @ My Account
Privacy - Temns. (O Their Account

1 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 a merge request, confirm that this email address belongs to a user who is part of your
organization. Once approved, an account merge cannot be undone. Learn more about merging
accounts
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B.1 Respond to Merge Account Request

1.
2.

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

On the opening popup window, Accept or Reject the
request.

Open merge requests

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

New York 4029

United States

When you select either your account or the other

account to be the account owner, the Coupa
Supplier Portal shows you a visual representation
of who controls what data after the merge.

Account merges cannot be undone. Use caution
when merging accounts and be sure to verify that

the account you are merging with is part of your
organization.

s E Their payment

Merge Request

April Micah Esteron of X CQuared Roofing Materials w8 has requesied to merge with your
Coupa Supplier Portal account. By accepling this request, the administrator of XQuared
Roofing Materials vE& will become the new account owner.

My Account Merged Account
2 My users As the account owner, they wil
B administer

Y My customers

= My payment information _1 l Al combined users

.EL- My public profie i i i i All combined customers
ES1E5) All combined payment
information

| will administer only

Their Account 2 wyusers

1 Their users

[ .
Y neir customers

i My customers

£ My payment information

. ) The merged account will use
nfomnation

.E{,- Their public profile Ei,- Their public profile

Users with access to  April Micsh Esteron { xquaredroofing+12{3gmail.com )
merged account

Mote from requester A

Add note for requester

Y

] | recognize the email address above as a coworker at my

company, and | agree to merge

1 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 maore

about merging accounis.

Portal (#2)
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Coupa Supplier Portal | Admin Setup

C. Legal Entit!! gzcoupa supplier portal APRILMICAH ~ | NOTIFICATIONS @ | HELP -~
A Iegal entlty |S a representatlon Of Home Profile Forecasts Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing Add-ons
your company and gives your Coupa Setwp |

customers the information they need P

to do business with you, including o
addresses, payment methods, Admin Legal Entity Setup P——
and remit-to details. . Legal Enty

.1 Add L | Enti

1. Go to Setup > Admin > Legal
Entity Setup

2. Click on Add Legal Entity in the

Where's your business located?

top right corner. Setting up your business details in Coupa will help you meet your customer's invoicing and payment
o requirements. For best results with current and future customers, complete as much information as
3. Enter the official name of your possible.

business that is registered with
the local government and select
the country/region where it is
|Ocat6d and Se|eCt Continue. " Legal Entity Name This is the official name of your

* Country/Region v business that is registered with
the local government and the

country/region where it is located.
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C.1 Add Legal Entity (CONTINUED)

4. On the Tell your customers about your
organization page, complete the fields.

5. Select Save & Continue.

Tell your customers about your organization

Which customers do you want to see this?

= Al

Worley

What address do you invoice from?

* Address Line 1
* City
State | Select an Option
* Postal Code

Country/Region United Siates

Use this address for Ren'it-Tng

Use this for Ship From acldresso

What is your Tax ID? @

Country/Region | United States
Tax ID

[[] | don't have Tax ID Mumbar

Miscellaneous

nvoice From Code

Preferred Language | English (US) »~

REQUIRED FOR
INVOICING
your legal entity. | hs IS the same
nis. o

@

Cancel




Coupa Supplier Portal |
Admin Setup

C.1 Add Legal Entity (CONTINUED

6. On the Where do you want to receive payment?
page, select how you'd like to be paid in the
Payment Type selector

Address - You receive physical checks at the
address listed. If you selected

Bank Account - You receive payment via deposit
into your bank account. If you select this option, the
bank account sections and fields appear. The
available bank account fields and field names
depend on the selected country. Banking information
is required for compliant invoicing in some countries
when indicated. Otherwise, banking information is
not required and remains private.

Virtual Card - You receive payment via a virtual
card sent to you through an encrypted email.

7. Select Save & Continue.

Where do you want to receive payment?

* Payment Type | Bank Account «

Address
o

Bank Account | United States
Country/Region:

Bank Account Currency: | USD
Beneficiary Name: | ABC Corp US
Bank Name:
Account Number:

Confirm Account
Number:

ACH Routing Number:
Wire Routing Number:
SWIFT/BIC Code:

Bank Account Type: | Business

Supporting Documents Mo file

What is your Bank's Branch Address?

Address Line 1

Address Line 2:

City:

State:
Postal Code:
Who is your Remit-To Contact? (optiona
What is your Remit-To Address?

e e

e | (TR |
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Where do you want to receive payment?
C.1 Add Legal Entity (CONTINUED)
. . B
8' ThefO”OWIng Screen Summarlzes your Remit-To locations let your customers know where to send payment for their invoices. Click Add Remit-To to add more Add Remit-To
remit-to account details. You can select| iocatons, otnenvise cick next.
Add Remit-To to add an additional remit
to address or you can Select Manage Remit-To Account Remit-To Address Status
next to an existing remit-to to edit it. | Adges Jama Active Manage
Once you are finished making changes, 027
Se|eCt Next. United States
9. On the Where do you ship goods cancel | [JEZ3D
from? page, add your ship-from
address, remit-to integration code, ,
contact information, and the Coupa Where do you ship goods from?
customers who can use this remit-to
account. Click Done. (4]
For many countries/regions including different shipping details on the invoice is required if they are different to where Add Ship From
your legal entity is registered.
Title Status
Samia Rd Active Manage
Toronto
4027
United States
=3




Coupa Supplier Portal | Admin Setup

C.1 Add Legal Entity (CONTINUED)

10. The Setup Complete page confirms
that your legal entity setup is
complete and that you can use it on
invoices.

Select whether you'd like to go
to Orders, Invoices, or Return to
Admin or select Done to return to
the Legal Entities page.

Setup Complete

Congratulations!

This legal entity can now be used on new invoices.

To get paid - Most customers require that you send them this payment info in in addition to
providing it on the invoice. 0
» Click on the Profile Tab to see if your customer has a form that collects payment information.
» QOtherwise, you'll have to send it to them through another channel.

Go to Orders Go to Invoices Return to Admin
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Coupa Supplier Portal | Admin Setup

{';_3C0upa SUDD“ET Dth al APRIL MICAH NOTIFICATIONS @  HELP -
C Ll 2 M Od I f Le a I E n tlt I es Home Profile Forecasts Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing Add-ons
Setup
1. Go to Setup > Admin > Legal
- Admin Customer Setup
Entity Setup.
. Admin Legal Entity Setup Add Legal Entity
2. Next to the legal entity you want to —
. - Users
modify, select Actions. e L pr—
- Merge Suggestions Invoice From Remit-To Accounts Locations TAX IDs Customers Manage Legal Enity
| Manage Remit-To Accour
3. You can select Manage Legal Entity, S cosomer S woroy | contas Loga s
M a n a g e Rem it-To Accou nts, a n d Legal Entity Setup Igrzo:lo Remit-To Samia Rd 1;;;10 .
- - W United States FEilizEs Ui United States
Deactivate Legal Entity. =
Active

option ______|Description

Manage Legal Entity Opens the legal entity setup flow described in the Add a legal entity in the previous slide. You can
manage your addresses, but other information is not editable. Create a new legal entity if you
need to modify more information.

Manage Remit-To Opens the Add a new Remit-To account window where you can manage existing remit-to accounts
Accounts or add new remit-to accounts. For more information, see View and Manage Remit-to Information.
You can also manage your remit-to information from the Setup > Admin > Remit-To page.

Deactivate Legal Entity Deactivates the legal entity so that it can't be used by you or your Coupa customer.
This action can't be undone. Check with your customer first to ensure that you don't have any
interruption in e-invoicing.
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D. Fiscal Representatives sp:coupa supplier portal APRILMICAH~ | NOTIFICATIONS @ | HELP
D. Fiscal Representatives

Ad d fl Sca| re p rese nta t |Ves th at yo un eed Home Profile Forecasts Orders Service/Time Sheets ASN Invoices Catalogs Business Performance

if you have operations in a country/region Sourcing  Add-ons | Setup

where you are not registered legally but
you need to be represented for tax
purposes.

Admin Customer Setup

Admin riscal Representatives

Add Fiscal Representative

None
Users Name Country/Region Tax ID Associated Tax Registrations
D.1 A Fiscal Representativ mro————
1. Go to Setup > Admin > Fiscal
Representatives. o
2. Select Add Fiscal Representative.
3. In the appearing window, fill in at least
the mandatory Address fields (marked oo [
with a red asterisk): address line 1, .
city, postal code, country/region, and
VAT ID- Contact

4. Select Continue.
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D.2 Edit or Deactivate a Fiscal
Representative

1.

Go to Setup > Admin > Fiscal
Representatives.

. Select Manage next to the fiscal

representative you want to modify or
deactivate.

You can modify the Contact fields. To
change the other fields, create a new
fiscal representative.

. Select Deactivate to deactivate the

fiscal representative or modify the
fields you want to change and select
Continue.

Coupa Supplier Portal (#2)

zcoupa supplier portal

Home Profile Forecasts Orders Service/Time Sheets ASN

Sourcing Add-ons Setup

Admin Customer Setup

Admin riscal Representatives

None
Users

APRIL MICAH ~

Invoices

Catalogs

NOTIFICATIONS @

HELP v

Business Performance

Add Fiscal Representative

Name Country/Region Tax ID Associated Tax Registrations
IMerne Renniect
Name Country/Region Tax ID Associated Tax Registrations
United States 124 Manage
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Coupa Supplier Portal | Admin Setup

E. Remit To

Remit-to addresses ensure
global electronic invoice
compliance. To meet
compliance regulations for
most countries outside of the
US, an invoice must include a
remit-to address and
associated tax information.

Note: This can also be added
when filling out Information
Requests from Worley.

E.1 A Remit-
1. Go to Setup > Admin >

Remit-To.
2. Select Add Remit-To.

3. In the Add Remit-To window
that appears, select the
legal entity you want your
remit-to associated with. If
only one legal entiié}/ is
active, it is selected by
default, and you cannot
change it.

z.coupa supplier portal

Home Profile Forecasts Orders

Setup
1

Admin Customer Setup

Admin remitTo

Remit-To Account
Users

Merge Requests Lol
Merge Suggestions

Requests to Join

Legal Entity Setup

Service/Time Sheets ASN

APRIL MICAH~ = NOTIFICATIONS @ | HELP -

Invoices Business Performance Add-ons

Catalogs

Sourcing

Add Remit-To
Remit-To Address Payment Type Legal Entity Customers Actions
Samia Rd Address US Ltd v Worley ’ @«
Toronto
4027
United States

Preferred Language: English (US)

Add Remit-To

Legal Entity

Invoice From Address Sarnia Rd
Toronto, 4027
United States

Back

X
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E.1 Add a Remit-to (CONTINUED)

4,0n the Add a new Remit-To
account page, complete the fields.

5. Select Save & Continue. The CSP
displays the remit-to page you see
during legal entity setup.

E.2 Deactivate a Remit-to
1. Go to Setup > Admin > Remit-To.

2. In the Actions column, select
Disable.

Add a new Remit-To account

* Payment Type | Bank Account ~

What are your Bank Account Details? @

Bank Account | United States w
Country/Region:

Admin remit 1o

leers Remit-To Account Remit-To Address Payment Type
Users
. N None Samia Rd Address
Vierge Requests —
oronto
4027

\Vierge Suggestions
United States
Requests to Join
Preferred Language: English (US)
Legal Entity Setup

Legal Entity

US Lid

Customers

" Worley

Add Remit-To

Actions
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E.3 Share a Remit-to with a
Customer

1. Go to Setup > Admin > Remit-
To.

2.In the Actions column, select
Share.

3. On the Edit Remit-To Usage page
that appears, select the customers
you want to share the remit-to
with from the Add Additional
Customers dropdown list.

Admin remit-To

Jsers Remit-To Account Remit-To Address Payment Type
) None Sarnia Rd Address
\Vierge Requests _
oronto
4027

Merge Suggestions
United States

Requests to Join
Preferred Language: English (US)

Legal Entity Setup

Legal Entity

US Ltd

Customers

+ Worley

Add Remit-To

Actions

'J/

Edit Remit-To Usage

Legal Entity US Ltd
Remit-To Samia Rd, Toronto, 4027, United States

Samia Rd
Toronto, 4027
United States

Which customers can use this account?

Add Additional Customers fdd Sslactad
& Denotes customers using Coupa Pay. Remit-to Account details
will be shared with the customer when they have been successfully
validated if the customer has chosen to send payments for those
account types through Coupa Pay.

Customer Status Date added

Worley Active and Validated 06/20/24

Back LNt

66



Coupa Supplier Portal (#2)

Coupa Supplier Portal | Admin Setup

E.4 Add Remit-to Addresses to SIM zxcoupa supplier portal APRILMIGAH | NOTIFICATIONS @ | HELP v
Re ueSt Home Profile Forecasts Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing Add-ons
+ Customer might request you to add a o
remit-to address to the SIM Requests.
You Can Cr‘eate a neW remlt_to Your Profile Information Requests Performance Evaluation Subscriptions
address or choose an existing one
from the legal entities. Worley Profile [ Woriey
1. Go to Profile > Information + We have auto-filled some information from your Public Profile.

Requests. You can also access
Information Requests by clicking links
in notifications.

-Remit-To Addresses
2 . SeIeCt you r CUStomer from the PrOfI I e Add one or more Remit-To Addresses by either filling out a new Compliant Invoicing Form or choosing an Existing Remit-To Address.

d ro p dOW n menu. Choose Remit-To Address X
3 | e—— |

. If the Information Request includes
Remit-To Addresses,

This customer requires you to choose a Remit-To Address that includes payment information.

Se|eCt Add Remit-TO tO add ada new Choose existing or create new Remit-To Address:
or an existing remit-to address. You —_—
can add one or more remit-to 5 oot o o reenm o | @ oo ]
ad d resses. Phoenix AZ 85040 America)

United States

United States

4. 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 “ g
address.

0 Create New Remit-To Address

Cancel 67
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Coupa Sourcing Optimization

Coupa Sourcing Optimization (CSO) is a strategic sourcing solution provided by Coupa, designed to
streamline and optimize the procurement process for organizations.

Coupa Sourcing Optimization (CSO) offers several benefits to suppliers that can enhance their experience
and operational efficiency within the procurement process.

v' Greater visibility into demand forecasts, market trends, and buyer requirements

v' Direct interactions with buyers through the platform, leading to clearer expectations, faster responses
to inquiries, and streamlined negotiations.

v Optimized pricing strategies

AN

Provides data-driven insights and analytics that aid in decision-making
v Simplified bidding process by providing a structured and transparent platform
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How to Login to CSO

Coupa Sourcing Optimization (#3)

Go to the web address indicated in your login details and enter your username and your one-
time password provided in the login ticket or invitation letter.

1. Or just click the link in the e-mail and Login.

2. Note that the one-time ticket can be used only once. You may retrieve a new temporary one-time
password by clicking the “Forgot your password?” link in the login page.

ElIITZEIEE*> ==
Username or Email:

Password:

& Forgot your password? If so, click here.

# Use a One-time Ticket to Login

=] PR Joml O 1) H-1° IO T pe={c | ST
Username or Email:
megacs

One-time Ticket:
tFK7ND2d
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How to Login to CSO

If it is the first time you visit CSO, after logging in you will be asked to change your password into one of
your own choice.

The password must contain:

v' At least 8 characters

v At least one digit

v At least one lower case letter
v At least one upper case letter

You will also be asked to review and update your personal contact information the first time you log in.

Please make sure phone numbers are correct in case event management should need to contact you.
Click the Save button to continue to the main page, do not click the Log out button.

72



Coupa Sourcing Optimization (#3)

Start Page

This is your start page in CSO where you can see the events you are invited to and if you are required to
do something at the moment.

%TfadeEXtenSIOHS % Logged in as Exampie Bidder Bidder Logout

Chck 10 90 10 the Home pago.

The password was changed

Welcome Example Bidder
Your Account information Your Organization information "5' Change Your Password
Cick here 1o view and edt your account nformstion (emsd Chck here 10 view and edd the information about your Cick here 10 ender a new
address etc ) organization password
Your Projects
Project information Phase Status Start Vime * Closing Time *
@ Example Propct RFQ @ 0of2tasks completed Oct 17, 2018 7.00 PM Oct 31, 2016 8:00 PM

* Al tmes are daglayed n your curren time zone. Pacific Daylight Time
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Gating

You may be required to take part of some particular information prior to getting access to the event page
in a gating step.

Clicking the event name in the start page will take you to the gating page. If there is no gating
requirements for the event at hand, you will be taken directly to the Event Overview page.

« Click the link to download the agreement documents and download all documents.

«  Click the Back arrow.

«  Check the box "I confirm that I have read...” and click the “Participate” button.

« Should you wish to decline participation, you will be asked to give a brief explanation.

You are required to and read the agr
1. Clok the lni below 10 vaw 30 Gowniosd the 2greement Socuments You are required to download and read the agreement documents
2. When you have read the documents, tick the checkdox below 10 confem You have read them 1. Cick the Ink Delow 10 view 304 Jowniond the agreament Jocumaents

2. When you have 1ead the doouments. tick the CAecDOX below 10 COATIm that you have read them
3 Click here to download the agreement documents

& Click here to download the agreement documents
D | confirm that | have read and agree 10 all of the terms, as stated in the agreement documents.

@conﬁmm!hanubdmmn!oulolmh stated in the agreement documents
‘—‘:‘rr” = V'O'N O u
N\ Particpate Declire
|

* Al tirmes e daplayed 1 your current time 200e Central Europesn Time

Pro]ecﬂormation Documents

uoyocumenu <; Back)

Project in!

Size D Last
20kB Aug 16, 2015 12:59:13 PM GMT+02:00

29k8 Aug 16, 2015 12:59:13 PM GMT+02:00
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Event Overview Page

On the event overview page, you can see and access the various tasks you are required to fulfil at the
tihme beingl.I If the event is in an evaluation phase, i.e. you just have to wait, you will be informed about
that as well.

QTradeEXtenSIOnS' Logged in as Example Bidder Bdder | Logout

# | Example Project - Project Overview Q TrackeExtensions

Project Overview [Example Project]

The Project is currently in a Reques! For Quote Phase

Options

joeckine to participate Reviaw the mandatory actions below and complete them before Oct 34, 2016 8:00:00 PM

[View invited colleagues

View documents ¢y

lAsk a Question / FAQ Required Actions Status Completed on

& Place Bid (required) @ Not OK
3 [Go]
fStatistics

o \ Questionnaire (required) @ Not OX

* Al trres are dsplayed n your current tene 2one: Pacific Daylight Time

The actions that are required from you are shown in the list (green box in the screen shot above). When
the task is completed, the status is changed to OK with a happy smiley icon. Tasks that are not
mandatory are marked as “Not yet completed” throughout the event.

To enter a given task, click either the blue "Go” button or the name of the task, see next section.

In the top left corner of the event overview page (red box in the screen shot above), there are links for
information and questions
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Request for Quote/Request for Information

The procedure is the same for RFI Questionnaires
as for RFQ Bid forms.

Click the link to the task in the event overview
page, for instance "Place bids” in the example
above. Click “"Download” and save the empty bid
form or questionnaire on your computer.

Complete the requested information and make sure
all mandatory questions have been answered.
Save the completed form, go back to CSO and
click the “Upload” link.

Browse for the saved questionnaire or bid form on
your computer and click "Submit”. You will get a
receipt that your answers have been properly
submitted.

Your Bidding in Phase [RFQ]

f'} Time to Next Closing (30 Lots): 3 days 5 hours
N\ (A1 bidaing ends Oct 31, 2018 11:00.00 P GUT-04.0

You can place bids via Excel forms: 8 Back

*Download the Excel form and save it on your computer.

GUpload the Excel form with your bids.

Upload Your Reply For Questionnaire [RFI: General information] For Organization ['TE Test Company]

[ Uplasd questicnnaire reply from Excel I Wiww the Latest uplosded dorm

Lipdoaed Dhr E-coad T ol M Sowedacd For thes quad S20nnare nd g nith joor ansners
File

/

A TTACEXIENSIONS™  Looset m us Taamute mbder | sume | bogeut
L] ronwe Pramet - Pragecs Ovarview Qashazans

Your Bidding in Phase [RFQ]

o RARRLI SO (R e Soch

H Your changes have been saved.

Added 93 answers.
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Error Messages

If some mandatory information is missing or
not correct, you will get an error message
upon submission. The message will tell you
which information is not accepted and why.
In addition, the rejected form contains an
additional sheet which lists the errors and
points to the cells to be corrected.

The rejected form may be downloaded directly
from the receipt page or from the “Upload”

page.

Review the error message(s) carefully,
revise/complete the information, save the
completed form and re-submit it as
described above.

Upload bids from Excel [ View the latest uploaded form ]

Below you can click to downioad your latest accepted form, or your latest rejected form
Iif you have a rejected form, & contains & sheet called "ERRORS AND W

the fie
Name /
B | Rejected Bid Form-Transporta-RFQ 1-SuppherA-0209171813.53 xis

& | Bid Form-Transporta-RFQ 1-SuppherA-0405161855.48 xis

FARNING S® in which you can view the error/\warning messages that arose when the system received

Feb 9, 2017 6:13:54 PM GMT+02:00 EJ Rejected
Apr 5, 2016 6:55:48 PM GMT+02:00 Accepted

Coupa Sourcing Optimization (#3)

Your Bidding in Phase [RFQ]

Documen ts Review submitted bid forms | Latest bid submission receipt ﬁ- Back

0 Keeping Track Of Your Bidding
Print this page and keep it as a reference and use t when you communicate with this project's management or support.

[J You have encountered errors during submission. Download this marked up file.
You will find a sheet named ERRORS AND WARNING 5, where all errors will be listed.

£1 | Rejected Bid Form-ExamplePro-RF O-MegaCorp-1028161749 38 xis
# No bids were uploaded,

Your bid for lot [1001] in row 5, sheet [Single Bids] is invalid since it is missing mandatory data. f you do not want to

place a bid on this lot, you must leave all cells empty (first non empty cell found was RS, with the value [5.00]). The data missing from this bid is:
You must enter a value for the field [Bidder Equipment Type] in cel TS of sheet [Single Bids].

More replies exist. Display all replies

4 No Bids Were Submitted
No bids were found in this submission

Submitted Bid Supplements: 0
Bids submitted: 0
lgnored duplicate bids: 0
ProjectiPhase: Example ProjectRFQ
Organization: MWegaCorp
Bidder: Example BidderMagaCorp

o “ou have encountered errors during submission. Download this marked up file. “ou will find a sheet named ERRORS AND WARNINGS, where all ernors will be Ested,
B | Rejected Bid Form-ExamplePro-RFQ-MegaCorp-1028161749.38 xis

Result
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View Documents

Here you can retrieve all documents provided for download as well as all the forms that you have

submitted in the current phase. The star indicates if there are documents available that you have not yet
downloaded (including your own submitted forms).

Options Documents In [Transportation Ten.. 4@ Back

View invited colleagues g Name Category _ Size Date Desct
'y v -l

View documents |y

B Bid Form-Transporia-RF Q. pherA-0405161855.48xls T~ RFQ Reply ITEKE Apr S, 2016 6:55:48 PM GMT=02:00 S T~
Ask a Question I FAQ *

1
2 A |Information document for download pdf T~
3

Information 29kB Aug 16, 2015125913 PMGMT+0Z200 I T -
Statistics A= HDA o be signed and re-uploaded pdf T/~ Information 30 kB Aug 16, 2015125513 PM GMT+0Z00 A T -
: v 30 |ltems 1 to3of3 Previous Mext

Use the Back arrow to get back to the event page.
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Ask a Question/FAQ
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Here you can contact event support if you have any questions concerning the event. Click the green button

"Ask new question”, describe your question as
"Submit question”.

Frequently Asked Questions (FAQ)

4 Back
| Want To
Quastion Raply Last Edited
Bocling to partici pate /
L agues | Ak new on | - Download FAQ
Ask a Question | FAQ
mos arg Gisph

yodd in your cument Sme zong: Central Ewrcpean Time

Statistics

carefully as possible in the editor window and click

Ask new question

I Want To
Project management will be notified about your question and I receive wila
View invited colleagues
Ask & Question [ FAQ Title
NDA |
Question
b Fomats~ B Ff A~ @A~ E E F B (=~ |=~-F =
£ =

Where do [ find the Non-Disclosure Agreement?

The answer will appear next to your question on the "FAQ" page. Click the question name to see the
answer or click the "Download FAQ" button to download all questions and answers in an Excel file.

Frequently Asked Questions (FAQ)

I Want To
Cuosti Raply Last Edited
I o
peetine 1o paricioate NDA Click the “View Documents” link in the 1 Want To™-box 1o the 20141108 22
tow Invited colle: 2guss Whers do | find the Non-Disclosurs Agroament? Best
View documen tn < regards, Demo Bidder
Ask & Qu 1FAQ
[ Asknewossion R el

Statistics

* Al s ane displayed in your curment Sme zone: Ceniral European Thre
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