Coupa Supplier Portal Instructions

To sign up for the Coupa Supplier Portal, you will receive an an email from Coupa Supplier Portal that will require action.

1)

2)

do not reply@supplier.coupahost.com

Open email and click Join Coupa Supplier Portal

a. Oryou can forward the email to another person internal to your company.

Hello Help Purchasing Test,

Powered by £3CouUpa

‘We handle all business spend electronically to make sure you're paid on time and prevent lost documents.

To ensure your ability to do business with us, you have 48 hours fo register your account. Please contact us at supplier@coupa.com if

you are unable to register for any reason!

The Andersons, Inc.

Join Coupa Supplier Portal Forward Invitation

zEcoupa

Business Spend Management

Create your Coupa Supplier Account

Create an Account

Grow your Businass on Coupa with a Free Account

* Business Name
| Help Purchashing Test

¥our lagal business noma (or legal personal noma it an indkddual)

= Email

heippurchoshingtest@grmailocom
* First Name _ " lost Name
| Help | | Purchashing

* Country/Region * TaxiD |
United States - :'ﬁﬁﬁﬂﬁ

1 donot have a Tax 1D

1 accept the Privacy Policy and the Terms of Use

= - AT Pammaasd

Create an Account

Already have an account? LOG IN



mailto:do_not_reply@supplier.coupahost.com
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3.) After clicking Create an Account, you will receive an email with a verification code.

do_not reply@supplier.coupahost.com

Coupa Supplier Port. Your Coupa Verification Code -

grecoupa

Your Coupa Verification Code

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

1t's you.

986027

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

Enter the verification code and click Next.

Email Verification
‘We sent a one time verification code to helppy

Didnit recsive the verificotion Code?  pagquaest o Maw Code

Finish completing your account and click Next.

Your Contact Info

* First Nome * Lost Name
Halp Purchasing

Work Phone

* Business Website

[ | do rot have o wabsite

* Country/Region of Primary Address
United States



mailto:do_not_reply@supplier.coupahost.com
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6.) You can skip this step as it is not necessary.
Make Sure You Get Paid

Contirm location oddresses

primary v

* Country/Region

United States ~

* Address Line 1
1234 Testor. (+]
*City state * Postal Code
Moumee | oH | 43614
* Country/Region * Tax Registration ()

o EESERsmed

8 1 donot have a Tax 1D
* Reason
Not needed

Copy To Invoice-From

Invoice-From .
Pay-To (Remit-To) @ -
Ship-from @ >
Invite user )

Sand Invite

7.) Click Continue under Registered.

Registered # Coupa Verified w Coupa Advanced

Easily do business with cuss & wiho Aumplily your trusted brand across Optirnize your cash flow and incresse
e Coupa Coupa's communily of buyers productivity throughout your day
Free $549 / year $4,800 / year

Registered user include: Everything in ‘Registered’ plus: Everything in "Coupa Verified' plus:
=  Busmess Profile = Werified Badge = Automated involce reminders and
= Orders =  Priority Search Rank reporting

= E-lnvoices = A& seamless integration with your
= Catalogs account system

*  Payments
Sourcing Events

Continua Purchase Verified Purchase Advanced
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8.) Click Setup tab > Legal Entity Setup > Add Legal Entity.

£,3coupa supplier portal HEL®~ | NOTIFICATIONS @ | HEL®~

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

Add-ons

Admin Customer Setup

Admin Legal entity setup Add Legal Entity
Xars Legal Entity
Merge Requests
Let's get wpany setup for
Merge Suggestions R A, "
We'll walk you through what's needed & keep it as short as possible.
Requests to Join
Legs! Enty Setup The first thing you'll need 1o do is add a legal entity.

Fiscal Representatves

Remit-To

SFTP Accounts Pleace note, i you are a European Company, or have any operations in Europe. and you are based in ene country/region but are registered for
AT in more than one yiregion, you your fiscal before you sst up your legal entity. Once you set those up,

XML Ermors follow the E-Invoicing Setup to continue.

<FTP File Ermors (1o
Customarel

9.) Fillin the information with the * and then click Continue.

Where's your business located?

Setting up your business details in Coupa will help you meet your customer's invoicing and payment

requirements. For best results with current and future L as much i as
possible.
+Legal Entity Name
LeR ey This s the offical name of your
* Country/Region - business that s registered with
the local government and the
countrylregion where it is located.
Cancel Confinue




10.) Fill in information with the *
e Check the Remit to and Ship from addresses.
(Do not enter tax ID information)
e Check the Remit to and Ship from boxes.
e  C(Click Save and Continue

Tell your customers about your prganization

‘Which customers do you want to see this?

mAl
& The Andersons, Inc.

What address do you invoice from?

* Address Line 1

‘Clly [

State [ Select an Option [ ]

*Postal Code |

g Use this address for Remit-To (]

3 Use this for Ship From address 0

What is your Tax ID? @

Country/Region | United Siates w b
TaxID |

[ 1 don’t have Tax ID Murmier

Add additional Tax ID'

Miscellaneous

Invoice From Code |

Preferred Language | Engish (US) ~ |

Cancel
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3

REQUIRED FOR
INVOICING
Enter the registered address of

your legal entity. This is the same

CountrylRegion United States focation whers you receive
government documents. 0

Save & Confinue

11.) Choose Payment Type - (Do not add bank account information or virtual card information)

Click Save and Continue

Where do you want to receive payment?

*Payment Type | Address -

‘What is your Remit-To Address?

Address Line 1 1234 Test
City Toledo
State OH
Postal Code 43514

Country/Region United States

Cancal

Save & Confinue
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12.) Click Next if an additional remit-to address does not need to be added.

Where do you want to receive payment?

Remit-Ta lecations let your customers know where to send payment for their inwcices. Click Add Remit-To to add more

Add Remit-To
locations, othemnwise click Mext.
Remit-To Account Remit-To Address Status
Address 1234 Test Active Manage
Toleds
OH
43314
United States

Deactivate Legal Enfity Cancsal m

13.) Click Done

Where do you ship goods from?

For many countriesiregions including different shipping details an the invoice is required i they are different to where Add Ship From
your legal entity is registered.

Title Status

1234 Test Active
Toledo

OH

43514

United States

Manage

Deactivate Legal Entity m

14.) Click Done

Setup Complete

Congratulations!
This lzgal 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. [ ]

s Click on the Profile Tab to see if your customer has a form that collects payment information.
« Otherwise, you'll have to send it to them through another channel.

Go to Orders. Go ta Invoices Return to Admin m
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To add another user from our company to the Coupa Supplier Portal
1.) Click Setup > Users > Invite User

£,:coupa supplier portal COURA~ | NOTIFICATIONS HEL® -

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

ELLE Setup

Admin  Customer Setup

Admin vsers
- o T
e UserName  Email Staus  Permissions Customer Access Actions

2.) Add new user’s name and email address. Select desired permissions and customers.

Invite User

First Name |
Last Name |

* Email |

Permissions @ Customers

& Al & Al
& Admin & The Andersons, Inc.
& Orders
) Restricted Access to
Orders
@Al
Invoices.
G Catalogs
& Profiles
ASNs
B ServicalTime Sheets
() Restricted Access to
Service/Time Sheets
@ Al
& Payments
3 Order Changes
[ Early Payments
G Business Performance
Sourcing
B Order Line Confirmation
& Forecast Planner

Cancel Send Invitation

3.) Click Send Invitation.



