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Overview

Coupa is an online P2P platform, which aim is to connect buyers with suppliers in order
to improve communication and cash flow.

It is used by Aon to purchase goods and services, create and send purchase orders and
to receive invoices from suppliers.

The Coupa Supplier Portal is a tool designed for suppliers in order to enable control
over incoming purchase orders, facilitate invoicing and to guarantee visibility into

invoices status.

The Coupa Supplier Portal is free of charge, there are no additional costs for suppliers.

i Suppliers :
| . <L
Catalogs, Workflow PO, PO Change ' = st |
I - I
o I

ZEcoupa ; i
J-way Match PO Acknowledgement [,] [;; oo =

I wil i . il
| J,' | J.J | =
e ——— H



Additional Resources

Important sites and contacts:

General Information: www.aon.com > About Aon > Supplier Information

For any issues and questions regarding Coupa Supplier Portal and invoices and
payments: Global Spend Management Helpdesk gsmhelpdesk@aon.com

Coupa resources for suppliers: https://success.coupa.com/Suppliers

AON



Invoicing Options

= Vendors have to options to integrate with Coupa electronically and submit their

invoices.

e Supplier receives a message from
Coupa about a new PO to their mailbox

e |t is possible to create invoices directly
from the e-mail.

e Supplier is linked to the online tool.

CO U p a e It is possible to create invoices, review

. orders history and track payment
Suppller status.
Melar:]

¢ CSP facilitates communication, as a
vendors may check large number of
details themselves.
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PO Flip

= Using this option, you will receive a Purchase Order to the indicated e-mail address.

= |nthe message there are buttons which allow you to take an action.

= |tis not possible to create a credit note using PO flip.

Aon UK Limited Purchase Order #N02461000080754

ﬁ Aon <do_not reply@aon-sandbox.coupahost.com= — L
<" To: CSPTS@yahoo.com

Aon UK Limited Purchase Order #N02461000080754

[ Create Invoice Acknowledge PO Add Comment ) -

Am Aon UK Limited

PURCHASE ORDER
CSPTS FO NUMBER N02461000080754
DATE 052518 ™
Eﬁigaogx; :Izlﬁigis B789 PAYMEMNT TERMS 450
Red City' SHIFPING TERMS Best Way
Altn: Supplier Name Supplier Surname CURRENCY EUR
CSPTS@yahoo.com CONTRACT
COMNTACT Agata Dobromilska
agata.dobromilska@aon.pl
Ship To Bill To
Aon UK Limited Aon UK Limited
1463 Upgrade street The Aon Centre, The Leadenhall
San Mateo, 11111 Building
POLO4X01 122 Leadenhall Street
Altn: Agata Dobromilska London, EC3V 4AN
Aftn: UK Accounts Payable Team
Line Description Qty Unit Price Total
1 Travel Semvice 123.00 123.00
123.00EUR

/

“Create Invoice” —allows to
create an invoice directly from
this message.

“Acknowledge PO” — lets a
requester know that a supplier
received this message — not
obligatory.

“Add Comment” — if something
is wrong or if supplier wants to
notify a requestor about
something.



PO Flip — create an invoice

= After clicking a “Create Invoice” button, you are automatically transferred to Create Invoice view in Coupa.

= You can add attachments (e.g. an excel file) or scan of an invoice. If necessary, please attach a scanin the

“image scan” section in PDF.

General info From
* Invoice # * Supplier CSPTS-US
* Invoice Date | 05/25/18 Supplier Tax ID = 321-54-9876
Payment Term 4500 * Invoice From Address CSPTS-US
Address St 1 1
- R Addrass = Remit-To Address and Ship From
Currency | EUR City, AB1234

United States
Delivery Number

Status Dra * Remit.-To Address ]
Gmgje Scan Browse. Mo file :-}PTED

Supplier Note

Address have to be chosen by a

supplier.

United Stateg

* Ship From Address ) CSPTS-US

Address St

City, AB1234

United States .
@,1 T ,) a Remit-To address.

=  When creating an invoice for the first

time, the system will ask you to create

To
Customer Aon . If yOU have Only one Rem|t'TO, |t W|”
* Bill To Address The Aon Centre, The Leadenhall
Building be set as a default.
122 Leadenhall Street
London
EC3V 4AN

United Kingdom
Buyer Tax 1D JB480840148

Ship To Address 1463 Upgrade streat

San Mateo, 11111

United States
Location Code: POLO4X01



PO flip— create invoice

= Every PO line stands for different

product ordered.

= To invoice a PO partially:

= Change quantity (for a quantity
based PO) or price (for a service
based PO).

smimiodity Billing Notes

1+
:

£) Delete

Sawve as draft Subsmit

=  Delete chosen line.
=  For taxation you can:
= Enter a general Tax in “Tax
Description” at the bottom of
the page — it will be applicable
to all the lines.
= Select “Line Level Taxation” to
choose different tax rate for
each line. For some countries
line level taxation is required
and in such a case, a vendor
does not see a general tax field.
= For each country there are different
rates available. For U.S. the only rate is
0% and then a vendor has to enter the
tax rate himself.
= For suppliers from certain regions a
word “Tax Description” is substituted
with “VAT Rate”.

Remember to always click “Calculate”
after changing any value on an invoice.
You can delete this invoice, save it as draft

or submit it to your client. n



How to connect to CSP?
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How to get connected to CSP?

= Each of the below steps must happen before a supplier can properly interact

with Aon:

Update
Contact
Details

* Notify Help Desk
team of key
contacts*

e Primary contact,
PO email, invoice
email, banking
details

Accept
Invitation
to CSP

Update Transact

Account with Aon

e Will come from e Add users ® Receive POs
“Supplier Coupa e Update profile e Invoice
Enablement”  Merge accounts e View payment

* Will be delivered details
to the primary
contact

e May land in junk
mail

e Must be a unique
email address

11
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Profile update

= |nformation included in your profile is visible in the main page when you log in to CSP.

Home Profile Orders Service/Time Sheets  ASN Invoices Catalogs Admin

Profile | Public Profile “
R F e
& About CSPTS covers organising domestic and...
> & Industry Travel agency activities
&5 Website http:/fcspts.com
(. Established 1992
2L Employees 100-499

Edit Background

Edit Profile

About

CSPTS covers organising domestic and overseas business trips

13



Profile update

= You can set up your profile as public or adjust it to each client separately.
= Address and contact information can be updated directly via CSP. Only bank details cannot be

changed this way.

£,scoupa supplier portal
Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Admin
0 i) Lo
Profile | Public Profile [
Public Profile
CSPTS-U
'.‘.':N" Aon & "'ft:l
B ¥ LSRR
# About CSPTS covers organising domestic and...
- ¢ Industry Travel agency activities
I 8 Website hitp://cspts.com
“q; Established 1992 T
2 Employees 100-499

Edit Background




Profile update

= Choosing “Edit profile” you can update general information about your company.
= Here you can choose if you update your public profile or one visible for a specific client.

= QObligatory fields are marked with a red asterisk (e.g. Name, Address, Primary Contact).

gscoupa supplier portal

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Admin

Profile | Public Profile "

Public Profile
Aon

General Information

* Name @CS5PTS-US

Logo Mo file selected.

Industry | Travel agency activities v

Year Established | 1992

Short Description | CSPTS covers organising domestic and overseas b

15



Recelve & view orders
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Receive & view orders

= Click “Orders” in the menu bar - you can review Purchase Orders you received
= You can choose to review orders from your different customers.
= Here you can also Configure PO Delivery — if you are interested in this option please contact

gsmhelpdesk@aon.com

£,zcoupa supplier portal SUPPLIER NAME ~ = NOTIFICATIONS @) | HELP -

Home  Profile | Orders  Service/Time Sheets  ASN Invoices  Catalogs  Admin

D
Orders Order Lines

Select Customer Aon ~

Configure PO Delivery

Purchase Orders

Instructions From Customer

Flease acknowledge the purchase order. For timely payments, please put EFT details on your invoice.

PO Number Order Date  Status Acknowledged At ltems Unanswered Comments. Total Actions

I MNO2461000030760 052818 lssued MNone 10 Each of Travel magazines Mo 90.00 EUR = %
NO2461000080759 05/28/18 |ssued None 2 Each of travel equipment No 1,000.00 EUR = 5*
NO2461000080758 05/28/18 Issued None 5 Each of Tourism Books No 150.00 EUR = %
NO2461000080754 05/25/18 Issued None Travel Service No 123.00 EUR = 5%

v AON



Receive & view orders

= Select a relative PO by clicking on its number in “PO Number” column.

= Use the search menu to find the PO.

Purchase Orders

Instructions From Customer

Flease acknowledge the purchase order. For timely payments, please put EFT details on your invoice.

Status Acknowledged At  ltems Unanswered Comments Total Actions
lssued Mone 10 Each of Travel magazines Mo 90.00 EUR - E_E
N02461000080759 05/28/18 lssued Mone 2 Each of travel equipment Mo 1,000.00 EUR = i_i
MO2461000050755 D5/28/M18 lssued Mone 5 Each of Tourism Books Mo 150.00 EUR = E-E
NO2461000080754 05/25/18 lssued None Travel Service Mo 123.00 EUR = i-i

. AON



= You can check PO details and shipping

Receive & view orders
address.

Purchase Order #N02461000080759 " Click the “Acknowledged” checkbox to

Status Issued - Sentvia Ema > Shipping notify customer that you have received
Order Date 05/28/18
Ship-To Address 1463 Upgrade street
Revision Date 05/28/18 San Mateo, 11111 the PO'

) United States
Requester Agata Dobromilska

Location Code: POLO4X01 “" : 4 H H
_ ccton Goce FOL * The “Invoiced” section tells you if some
Email agata dobromilska@aon pl Attn: Agata Dobromilska
Payment Term 45D Terms Best Way

part of the PO has already been invoiced

Attachments Ngne

or not (in case of multiple invoices).

=  Click on “Advanced” button to filter the

Lines
Search L4 Line Number: 0—9  ~ | Order Iines_
1 Type  ltem Qty Unit Price Total Invoiced . .
travel equipment 2 Each 500.00 1,000.00 m By US|ng ”sort by" you can adJUSt the
Part Number Iines View by Sorting them-
None

Perpage 15 45 | 90

Total 1,000.00 EUR
You can also:

= (Create invoice directly from this

page

= Addacomment for a requestor

19 AON



Receive & view orders — create invoice

= To create invoice, click a gold coin icon in the column on the right OR the “Create Invoice” button
when viewing PO details.

=  “Create Invoice” form will appear and the system will ask to choose a Remit-to address. When
attempting to create an invoice for the first time, you will be requested to navigate to “E-invoicing

set-up” to set up a Remit-to address.

PO Number Order Date Status Acknowledged At  ltems Unanswered Comments Total Actions
I NO24651000080760 05/28/18 Issued None 10 Each of Travel magazines Mo 90.00 EU
NO2461000050759 05/28/18 lssued MNone 2 Each of travel equipment No 1,000.00 EUR *::'g

Choose Invoice From Address

gtlrr?eé*cm?.d © Choose i i

Uned Statet Most Recently Used If there is only one Remit-To address,
United States (123456789) the system sets it as a default one and
Street Fove— will not ask you for it every time.

City, PC1234
Canada
Canada (123456789RTO001)

AON



Receive & view orders — create invoice

= All fields marked with a red asteriisk have to be filled.

= You can add attachments (e.g. an excel file) or scan of an invoice. If necessary, please attach a scanin

the “image scan” section in PDF.

Create Invoice create

General Info

* Invoice #
* Invoice Date | 05/28/15

Payment Term 45D

*Currency EUR ~
Delivery Number

Status Draft

@ﬁge Scan | Choose File | Mo file chaseD

Supplier Note

@achmemsa Add File | URL T:—:-D

From

* Supplier CSPTS-US

Supplier Tax 1D

*Invoice From Address AON Supplier

* Remit-To Address JAON Supplier
Street

123456789 »

Street
Clty, PC1234
United States

Clty, PC1234
UnifgetStates

*Ship From Address JAON Supplier

21

Street
Clty, PC1234
United States

Remit-To Address and Ship
From Address have to be

chosen by a supplier.

These addresses can be

managed in the “E-
invoicing setup” tab in the

“Admin” section.

AON



= Every PO line stands for different

Receive & view orders — create invoice product ordered.
= To invoice a PO partially:

= Change quantity (for a quantity

WPEL ;firimm — - — “"“e“””"”""m 5 based PO) or price (for a service
tPhane 7 : Eac " 78589 4739.34 based PO).
=  Delete chosen line.
S Contract Biing iling Hotes =  For taxation you can:
KINCRINDNISEERET | v | NabReauied—raariiiomsionn Tnicking Syn Geners] Office Supplie= Sicon0a = Enter a general Tax in “Tax
Tax Descaipion TaxRate | Tax Amount] Tax Reference Description” at the bottom of
T ——— o the page — it will be applicable
: to all the lines.
e - E = Select “Line Level Taxation” to
.00 w0 choose different tax rate for
each line. For some countries
] | - Billing Notes line level taxation is required
i and in such case, a vendor does
mount]  Tex Reference not see a general tax field.
= For each country there are different
] rates available. For U.S. the only rate is
e e 0% and then a vendor has to enter the
sreene tax rate himself.
o S - = » For suppliers from certain regions a
i ::; . - word “Tax Description” is substituted
o with “VAT Rate”.
— ” - - — Remember to always click “Calculate”
Tax Descrption | US: USSLT -1 ~ || 0,000 | 0.0
Total Tox 0.00 after changing any value on an invoice.
Total 479534 You can delete this invoice, save it as draft
@osee | coot  saessasn o | come | sams O submit it to your client. A



Receive & view orders — create credit note

= To create invoice, click a red coin icon in the column on the right.
= “Create Credit Note” form will appear and the system will ask to choose a Remit-to address

(see: E-invoicing set-up), as for “Create Invoice”.

Purchase Orders

Instructions From Customer

Please acknowledge the purchase crder All invoices must be submitted to invoicesi@acon-test. coupahost.com. You have the option of oeating an electronic
invoice through this PO or use elecronic submission through the Coupa Supplier Metwork. If you would like more information on how to electronically submit
invoices at Aon, please contact supplierenablement@acn.com For timely payments, please put EFT detsils on your invoice.

FO Mumber Order Date = 5Status Acknowledged At ltems Unanswered Comments Total Actions
MLO101000038258 082017 Issued Mone 2 Each of Software license Mo 1.581.00
IT consultancy EUR
2 Active Mon Qualified of Samsung X0 -
a9
HLDO 110000382597 0872017 Issued Mone 1 Each of Samsung -Motebook 2 12.2"  No 203500 == EEE
5 Each of Samsung 5 Acticn Mouse EUR
ol
Bladk
2 Each of Anti virus software
MLOSZ21000028225 082017 Issued Mone Systemn installation Mo SGEPEUR = "EE
Tl

” AON



Receive & view orders — create credit note

= All fields marked with a red asterisk have to be filled. The form looks similar to the one for
creating an invoice.

Create Credit Note creae

General Info From

*Credit Note # * Supplier CSPTS-US

*Credit Note Date | D5/28/18 [ Supplier Tax ID | 123456788 ~
*Invoice From Address ACN Supplier
Street
*Currency EUR «~ Clty, PC1234
United States

Payment Term 45D

Delivery Number

Status Draft * Remit-To Address ACN Supplier

Street
*Qriginal Invoice # Clty, PC1234
United States
o <
- Original invoice Date Enter a number and date
- * Ship From Address ACN Supplier Of the Orl |na| |nvo|ce
Image Scan | ch File | Mo file chosan .
g coeet g
Clty, PC1234
Supplier Note United States

To

Customer Aon

Attachments add Fi & Tex ) B
o eg e e = *Bill To Address The Aon Centre, The Leadenhall

Building

122 Leadenhall Street
London

EC3V 4aN

United Kingdom

Buyer Tax ID | GB4305340148 «

Ship To Address 1463 Upgrade street
San Mateo, 11111

United States
Location Code: POLO4X01



Receive & view orders — create credit note

Lines

1 Type Description Gty UCOM Price Total
Saoftware license -2 Each L 45,00 -30.00

PO Line Contract Billing Billing Notes
WL J00038255-1 e Mot-Feguired—a61 294 AGN AGRC-General Cifice Supplies-5560005-Ellabke
VAT Rate VAT Amount Tax Reference
(- Add Tag
2 Type Description Total
T consultancy =
PO Line Contract Billing Billing Notes
ML 0000382852 e Mo-Faguined—Ea12960AEN AFF-GEeneral Omcs Supplies-6560005-5llanke
VAT Rate VAT Amount Tax Reference
(- Add Ta
@ AddLine Subtotal -213.00
Shipping
VET Rate {Shipping) P
Handling
VAT Rate (Handling) v
Misc
AT Rate (Misc) L
Total VAT 0.0
Gross Total -213.00

© Delete Cancg Save as draft | Calculate | Submit

= To enter negative value, add

“” in the “Quantity” field (for a

quantity based PO) or “Price”

field (for a service based PO).

= |t is also possible to modify
guantity, value or to delete
line, as explained before in
“Create Invoice”

Remember to always click
“Calculate” after changing any
value on an invoice.

You can delete this invoice, save

it as draft or submit it to your
client.

AON



Receive & view orders — Order Lines

= An “Order Lines” tab in the “Orders” section allows to you see a list of all lines from the orders
received by your company.
= Thanks to this option, a supplier can review which product categories are purchased and create

a report for analysis purposes with “Export To” option.

Home Profile Orders Service/Time Sheets AS Invoices Catalogs Admin

Select Customer Acn - DDI BV-NLD e

Configure PO Delivery

Purchase Order Lines

Gt view, Y EEEG

PO Number (Header] Line Order Status (Header) fem Total ltem Guantity Line Total

l NLO101000038258 1 Issued 2 Each of Software license 2 30.00
NLO1D01000038228 2 lzsued IT consultancy Mone 123.00
NLO01000038298 2 lssued 2 Active Non Qualified of Samsung XY 83 2 1248 00
NLCO11000038257 2 Issued 5 Each of Samsung 5 Action Mouse Blacdk B 225.00
LD0110000382087 3 lssued 2 Each of Anti wirus software 2 248.00

NLDO 11000038297 1 lssued 1 Each of Samsung -Notebook 8 13.3° 1 1582.00
NLOSZ21000038298 1 Issued Systemn installation MNaone 58.89

* AON



Invoices
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Invoices

= Click “Invoices” in the menu bar - you can review Invoices submitted by you.
= |f you have multiple customer accounts linked to CSP you can select different customer
invoices view.

= Areport can be created by clicking on “Export to” button.
i;}coupa SUDD“Er DOI't al SUPPLIER NAME NOTIFICATIONS HELP

Home Profile  Orders Service/Time Sheets ~ ASN Invoices  Catalogs  Admin

ry

Select Customer Aon w

Invoices

Instructions From Customer

Please include the Requester's name on the invoice. Please attach invoice image scan if you create an invoice electronically via PO flip or CSM.

~“
(E=T8 view [ -

Invoice # Created Date Status PO # Total Unanswered Comments Actions
| MNone 05/28M18 Draft MNO2461000080760 90.00 EUR Mo / e
MNone 05728118 Draft MNO24610000280760 90.00 EUR Mo ! e
MNone 05/25/18 Draft MNO2461000080754 123.00 EUR Mo / 9
MNone 05/25/18 Draft MO2461000080754 123.00 EUR Mo / 6
MNone 05/25/18 Draft MNO2461000080754 123.00 EUR Mo / e
MNone 05/25/M18 Draft MNO2461000080754 123.00 EUR Mo / g
MNone 05/25/18 Draft MNOZ2461000020754 123.00 EUR Mo / 9
9ENE 40  NEMEMO B A RN AS 4 ANNNDNTE A 490 45 1D KA



Invoices

=  You can select different view of invoices or create your own and can see payment
status of your invoices.
= |f you want to see invoices for particular status then you can export file.

= Under View tab, you can view Payment Information, Paid invoices etc.

SUPPLIER NAME NOTIFICATIONS HELP

z,acoupa supplier portal

Home  Profile  Orders  Service/TimeSheets ASN | Invoices  Catalogs  Admin

Gelect Customer Aon u)

Invoices

Instructions From Customer

Please indude the Requester's name on the invoice. Please sttach invoice imege scan if you oreate an invoioe electronically via PO flip or CSN

Created Date ~ Status
I 11 0420017 Pending Approval HO0301000034032 945| Disputed
Nene 04/20/17 Drsft HO0801000024092 aa:'ﬁﬂf 7
4T EY 0214217 Anproved NLOO11000032507 cuspad
PR - A Approve LV WU Sa ol 1 ‘Da-,rn-sef-: Inf;rma‘tor'
20170178 0211217 Approved NLO0 11000022508 2,24 Pending Approva
Processing
None 0211317 Draft NLOO011000032510 430 Voided r i
Craate View :
20170178 021317 Approved NLOO 11000032509 1.483.35 No
20170173 02/13/17 Approved :;L%@'.SSSQEZE‘Z e05.00 No
20170172 02:13M7 Approved NLOO11000032510 520.30 No



Invoices

A supplier can view the following invoice statuses in the CSP:

= Draft — Draft invoice that has not yet been submitted.

= Processing — Invoice that is between invoice being submitted by the
Supplier and the submission being recorded in Aon’s instance.

= Pending Approval — Invoice undergoing any Aon-internal process to
allow final approval. This could be pending receipt or pending approval.

= Disputed — Invoice that is currently being disputed by the business or AP.

= Approved — Invoice that is approved and ready for payment as per the
pay terms or immediately if overdue.

= Voided - Invoice voided after being fully approved and processed.

AON
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Catalogs

= C(Click “Catalogs” in the menu bar - The catalogs page is where you work with
catalogs for your customers such as Aon.

= Within Coupa, a catalog is a collection of items. You can create as many
catalog records as you like, but each catalog has to be approved by Aon before

it can be included in Coupa search results.

Z2i v | NOTIFICATIONS @) | HELP -

scoupa supplier portal ==
fcoupa supplierp

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Admin

Select Customer Aon-. I BVNLD g
Configure punch out
ve ENEEEEEY ) EENEED
Catalog Name Created Date +  Submitted Date  5Start Date Expiration Date  Status Unanswered Comments Actions
. _BMENLD Catalog 3 05/02/17 050217 None None Pending Approval No e
Infoemation TEST 04726017 None None None Accepted by Customer No
Information TEST 0472017 None None None Accepted by Customer  No

Per page 15 45 &0
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Catalogs

= |fyou are interested, please follow the below attached detailed instruction for Catalogues.

a

Microsoft
wverPoint Presentat

You can also Configure Punch-out — a punch-out is a form of integration between a supplier’s
website and Coupa.

If you are interested in this option please contact gsmhelpdesk@aon.com

33 Am
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Admin

= Click “Admin” in the menu bar — you can edit your user information, Invite users to

your CSP, Add Remit-To address, merge requests, can setup E-Invoicing etc.

£,2coupa supplier portal .- 1~ | NOTIFICATIONS ) @ HELP -

Home Profile Orders Service/Time Sheets ASN Invoices Catalags

Admin Users

Users Permissions Customer Access
_. Infermation ASNs Aon
Merge Requesis ) ) .
- --information@yahoo.com Admin Acn
Catalogs
E-invoicing Setup . ‘ - Ao
Edit Inveices
= Crders
Fiscal Representatives
Profiles

Service/Time Shests

Remit-To
Terms of Use DD Storage DO Storage ASNs Aocn
fisterage@yahoo.com Adrmin
Coupa Accelerate Catalogs
Edit Invoices
Preferences
Crders
Profiles

Service/Time Sheeats

5 AON



Admin

= |If you want to invite another users then click on “Invite User”. Fill “Email” tab and select the

permissions and customers and then click “Send Invitation”.

Invite User

First Name
Last Hame
* Email
Permissions Customers

All All
Admin Aon
Orders Aon
Invoices
Catalogs
Profiles
ASHs

Service/Time Sheets

36

AON



Admin

= |f you want to merge your Aon CSP account with another company CSP account then enter

the email address and click “Request Merge”.

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Admin

Admin Merge Requests

Initiate Merge Request

Lsers

Merge Reguests
coupai@coupamail .edu Request Merge

E-Invoicing Setup

Fiscal Representatives Open merge requests

Remit-To All clear! Mo cpen merge requests.
Terms of Use

Coupa Accelerate

Preferences

g AON



CSP — how to merge accounts

= To request a merge, type in the e-mail address of a person whose mailbox is linked to
other Coupa profile.

= Click “Request Merge”.
Company Account Merge

SUPPLIER:US of BUSINESS SERVICE US INC-SHARE has requested to -
merge with your Coupa Supplier Portal account.

If you accept this request the administrator of BUSINESS SERVICE
US INC-SHARE will become the account owner for the merged company
profile and all current users will retain access to their customer accounts. The
following users will have access to the merged account:

= Here you have to choose who will

* Supplier Canada ( ca@aol.com)

m

Note From Requester: Please accept this merge request be the owner Of the merged

Provide note for the account — you or the person you
Requester
.~ areinviting.
[V] | recognize the email address above as a coworker at my — = Add a note for an invited person.
a{'}mpany and | agree to merge -

Cancel Reject m
Z AON




CSP — how to merge accounts

The person, you sent a request to, will receive an e-mail from Coupa and notifications
the CSP account.

= Also, information about a new merge request, will be visible on the main page in the
“Merge Accounts” section and in the “Merge Requests” tab in “Admin”.

[ your company has more than one CSP account, we
try 1o st @ below Consider merging them to reduce
confusion for existing and poléntial cuslomers

Initiate Merge Request
Not seeing the account you want to merge with?

S e e L
BUSINESS SERVICE US
c

is requesting to merge with
you

~ A DS
INC-SHAR

Open merge requests
POBOXT

FHILADELPHIA, PA,

BUSINESS SERVICE US IN
&d Stales
us.profileg@vat

By clicking on “Respond” on “Accept Merge” button, a further action can be taken.

39
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CSP — how to merge accounts

= Here the system informs about the consequences of accepting a merge requests — who the

account owner will be.

Company Account Merge

SUPPRLIER:US of BUSINESS SERVICE US INC-SHARE has requested to =
merge with your Coupa Supplier Portal account.

If you accept this request the administrator of BUSINESS SERVICE
US INC-SHARE will become the account owner for the merged company
profile and all current users will retain access to their customer accounts. The

fﬂ”ﬂWiI‘Ig users will have access to the merged account: | A request can be either accepted’
cancelled or rejected.

* To accept it, a checkbox above has
to be marked.

¢ Supplier Canada ( ca@aol.com)

m

Note From Requester: Please accept this merge request

Provide note for the
Requester

{/

| recognize the email address above as a coworker at my

a{typany and | agree to merge -

Cancel Reject



CSP — how to merge accounts

= After the merge, any linked customers will be converted to the new account.
= Users from both main and merged account are visible in the “Users” tab in the “Admin” section.

= In the main menu sections, there is a “Select Customer” option. You can choose which

comnanv’s nrofile voir want to work on e o create an invnice view orders or chanee nrofile

Admin e

Users Permissions Customer Access
Supplisrys ASHs A
Merge Requests P
nge usi@yahoo.com Admin Aon
E-lr voiCing 5-?'5--‘5’} L-atalogs
Edit Imveices
Fiscal Representatives Orders
Profiles
Ramit-To SeniceTime Sheets
Terms of Use SupplierCanada ASNs Aon
nge.ca@acl.com Admin
Coupa Accelarate Catalogs
Prafarences Edit Invaices
Orders
Profiles

Semice/Time Sheets

{;}Dﬂupﬂ ':‘LD[J!.-“L” D'-.thlil. SUPPLIER NAME NOTIFICATIONS o HELP

Home  Profile  Orders  Service/TimeSheets  ASN | Invoices  Catalogs  Admin

G&Eecl Customer Aon )

- AON



CSP — how to merge accounts

The “Merge Accounts” section is also available in the main page when an user logs into the

{}Cﬂl.lpa supplier p{}l’tai SUPPLIER NAME ~ | NOTIFICATICNS f) | HELP ~

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Admin

BV-NLD Merge Accounts
If your company has more than one CSP account, we
# About DDi software driving all your iry to list t below. Consider merging them to reduce
& Industry Other information technology and confusion for existing and potential customers.
Website hitps:ihweww ddinl Mot seeing the account you want to merge with? Click
(. Established 1888 here
1t Employees 100-459
SUPPLIER BUSINESS SERVICE US
B,
PO BOX T
PHILADELPHIA, P4 1
m United States
nge.us@yahoco.com, nge_cai@aol.com
ADO ut Request Merge Remowve
Ben je klaar met onvolledige dossiers? Heb je genoeg van facturen die te lang bliiven liggen? Suist het je, omdat je
steeds meer aanvragen ontvangt en je mensen het werk niet meer aankunnen? Schrik je van het geld wat je uitgeeft
aan printen en portokosten? Wil je domweg tiid besparen op je administratieve processen en de kwalite ervan Latest Customers
verhogen?
" Aon
Public Profile s
hitps /fsupplier-test coupahost com/suppliers/public/1 0268 Ao

- AON



Admin

= Once you log into Coupa Supplier Portal, suppliers can start setting up their account for invoicing

in our new setup area that will guide them through the process.

= To setup a legal entity in order to create an Invoice, click “Add Legal Entity”. Follow the commands

on the screen that will guide you to add a legal entity and information about your business.

Admin cinvoic ng Setup

!

I Add Legal Entity l

Legal Entity

SUPPLIER NAME

Ship From Address

43 AON



Admin

Where's your business located?

* Legal Entity Hame . .
his iz the official name of your

* Country ~ business that is registered with
the lecal government and the

country where it is located.

,,

Fill the red asterix fields (e.g. Legal Entity Name, Country,
Co registered number, VAT ID etc.) and click on Continue.
The address which is being created will be by default used
as Remit-to and Ship From address. If you uncheck these
boxes, after choosing “Continue”, there will be an option
to add other Remit-to and Ship From address.

Once all the fields are updated then click on “Save &

Continue”.

;;_ : AoN



Admin

= |f you unchecked box “Use this for Remit-to” at the earlier stage, you will see this view.

= |f you want to modify or to add another Remit-To address then click on Add Remit-To and fill

Where do you want to receive payment?

Remit-To locations let your customers know where to send payment for their invoices. Click Add Remit-To Add Remit-To
to add more locations, otherwise click Next.

Remit-To Banking Information Status

Octva Street None Active Manage
Metherland

29

Metherlands

Deactivate Legal Entity Cancel

15 AON



Admin

= |f you unchecked box “Use this for Ship From address” at the earlier stage, you will see this view.

= |f you want to modify or to add another Ship from address then click on Add Ship From and fill all

Where do you ship goods from?

For many countries including different shipping details on the invoice is required if they are different to where Add Ship From
your legal entity is registered

Title Status

Octva  Street Active Manage
Metherland

29

Metherlands

Deactivate Legal Entity

4 AON



Admin

= You will receive below message which shows Legal entity can be used on new invoices.

Setup Complete

Congratulations!

This legal entity can now be used on new invoices.

Go to Orders Go to Invoices Return to Admin
o AON



Admin

= Remit To — You can view your remit to address. In case you want to make

changes in your remit to address then click on E-Invoicing Setup.

Admin remitTo

Remit-To Address

Remit-To Location

N Address:
E-Invaic =&
Fiscal Representatives
Terms

pa Acoelernte View Details
F al= i

Remit-To Location
Remit-To Code.

Address

View Details

Remit-To Location
Address

View Details

To manage remit to addresses, please visit the E-Invoicing Setup section

Banking Information Customers

Mone

40
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& Notification Preferences

Account Settings

AON
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Account Settings & Notification Preferences

® You can access “Account settings” by clicking on your account login in the upper right corner of
the screen.

= Here you can change your account settings.

f.scoupa supplier portal Supplier Namew | NOTIFICATIONS @) | HELP-

Account Settings b
Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Admin Notification Preferences -

Log Out

My Account password

Seitings

*FirstMame | Supplier Name

Notification Preferences
* Last HMame | Information

Security & Two-Facter =
*Email emailaddress@yahoo. con
Authentication
*Current Password | ®sessssss

Password

Password Confirmation

I'm not a robot s

. AON



Account Settings & Notification Preferences

= |n “Notification Preferences” section it is possible to manage your notifications.
= |f you want to be notified about a particular thing, just check a way you would like to receive messages.

= Notifications are turned off by default.

M}f Account Notification Preferences

“'ou will start receiving notifications when your customers enable them.

Naotification Preferences Catang

Security & Two-Factor A new comment is received [#] Online [#] Email [] sms
Authentication
A catalog is approved |:||:|n|ine |:|Emai| |:| 505
A catalog iz rejected |:||:|n|ine |:|Emai| |:| 505
A catalog iz about to expire |:||:|n|ine |:|Emai| |:| 5M5

Form Responses

A form response is approved I:Inline Email |:| 505
A form response is rejected |:|n|ine Email |:| 5M5
Supplier information is updated [#] ©nline [f] Email [] sMms

51 AON



Account Settings & Notification Preferences

= To receive SMS Notifications, validate your phone number in this section.
= Enabling Two-Factor Authentication, will allow you to use another form of identification to

access your account and improve security (For more information visit Coupa site).

My Account secus ity & Two-Factor Authentication

Mobile Phone Verification

Mobile Phone : Not verified

W - 345-678-9101

Two-Factor Authentication

Status : Disabled

52 AON


https://success.coupa.com/Suppliers/For_Customers/Toolkit/Document_Exchange/The_Coupa_Supplier_Portal/Coupa_Supplier_Portal_Two-Factor_Authentication

Thank you!

AON
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