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Introduction to Coupa Supplier Portal (CSP)

« The Coupa Supplier Portal (CSP) is a free instance of Coupa made available to suppliers
and designed to streamline the procurement process

 Signing up to the CSP is critical as it allows suppliers to more efficiently monitor purchase
orders and process customer invoices

We will provide directions on how to register for the CSP within in this presentation

« Suppliers will have the ability to access their CSP content and manage settings for Savage
companies as well as various other customer accounts
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CSP Invitation

You will receive an e-mail from Savage’s
Coupa system with a unique link to join
the Coupa Supplier Portal

The invitation can be forwarded to
additional contacts if appropriate

If you are the correct contact, please
proceed with the Join Coupa button

Save https://supplier.coupahost.com as
a favorite link for quick access when you
need to return to the site

Action Required - Savage Registration Instructions

&
@ Coupa Supplier Portal <do_not_reply@su ‘© ‘ 3 Reply ‘ © Reply Al ‘ 7 Forward E B

To Patrick Harden Sat 7/27/2024 6:06 PM
Retention Policy Email Retention - 3 years (3 years) Expires 7/27/2027

@ Follow up. Completed on Wednesday, July 31, 2024,
If there are problems with how this message is displayed, click here to view it in a web browser.

Action Required - Savage Registration Instructions

Hello Supplier,

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

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

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

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

Welcome!

Join Coupa Supplier Portal Forward Invitation



https://supplier.coupahost.com/

Creating Your CSP Account

+ Immediately after clicking the Join Coupa button,
you will be redirected to the CSP and provided
instructions on how to register

« Some of your information will be defaulted from
the Supplier Record and Contact Information on
file with Savage

* Once you choose a secure password, click the
Create an Account button to finalize your profile

If you already have a CSP account, you can click
Log In instead and skip registering for a new
account

Create an account

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

* Business Name

SiM UAT Scenario 1_PH

e {or lagal personal name if an individual)
* Email
* First Name * Last Name
* Password * Confirm Password
L [ ]
ICLars Qnd mciucks O NUmber ong
* country/Region * Tax Registration | |

|| R

I do not have a Tax ID

[J1 accept the Privacy Policy and Terms of Use
p

Already have an account?Leg In




Creating Your CSP Account

* Next, you will enter information about your business to complete your CSP profile

» Basic Business Information
« Address / Remittance Information
* Tax Information

* Click Next to finish setup

Basics Coupa Profile

Tell us about your business @

* Company Name | QRG Testing Supplier

Your official registered company name
Website
* Country/Region | United States v
* Address Line 1 | 100 Main Street
Address Line 2 | Suite 101
*City | New York
State | NY
*Postal Code | 10305

Also use this address as Invoice-from location

Must match your official registered company address

Pay to location (Remit-To)

Ship from location

Prefered Invoicing
Language

Tax Country/Region

Tax ID

United States ¥

123456789

Please provide only tax identification information that ks in
public domain. Do not provide company Internal tax
Identification numbers or personal ldentification ke social
security numbers. Coupa does not ai ponsibility tor
personal information provided by Vandors.

[[] 1 don't have Tax ID Number

Add additional tax id




Creating Your CSP Account

After clicking Next, Coupa will
invite you to enhance your CSP %%COUPa
profile by adding more

I ) Welcome to the Coupa community. You’re all set with The Shelby Group!
information about your company.

Make your company stand out in searches.
Find your next customers by updating your profile.

.
Profile enhancement steps are

optional and can be completed at
any time i

EH %@ L

<

PN

Show Up In Top Share Your Get Invited To
Search Results Diversity Sourcing Events




CSP Navigation

« Home Page Navigation
« Help

Back to Main Topics Page
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Home Page Navigation

{;}mupa supplier portal o paTrICK ~ || [ noTiFicaTIONS|@B) | HELP -

n @I Invoices Orders Business Profile Service Sheets ASHN Sourcing Forecasts Catalogs Waorkers Setup More...

Verify Your Account And Get Noticed

1
s L}
0o Coupa Verified builds trust and gets you in front of more Get Verified o

customers looking for products like yours.

Home Page Icon — Takes user back to Home Page

Navigation Bar — Horizontal tool bar at the top of screen with links to each CSP tab

Account Settings — Access to user profile settings

Notifications — Link to notification alerts

Help — Welcome Tour and other resources

Scrolling Banner — Links to various Coupa offers such as Get Verified which is pictured above.

SRS e



Help

You can view the Welcome Tour any time by clicking on the HELP drop-down in the top right
corner and then Help Tour

You can also view Compass articles and Training Webinars from the HELP menu

For additional help, users can click on the Chat with Coupa Support button in the bottom
right corner. Coupa Support will be able to assist you with any technical issues

NOTIFICATIONS @ = HELP v e
Compass D —
Setup Mor Training Webinars
Help Tour e

gxcoupa supplier portal
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CSP Account Settings & Setup

» Account Settings
e Setup - Admin
« Business Profile

Back to Main Topics Page




Account Settings

Hovering over your profile name in the top
right corner will expose Account Settings
On the My Account Settings page, you can
make changes to your personal information
« Name
* Purpose

* Phone Number
 Password

£,3coupa supplier portal

My Account settings

User Details

Change Password

noTiIFicATIONS (@)

LLLLL
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Account - Notification Preferences

+ Selecting Notification
Preferences allows you to
set the types of notifications
you would like to receive
and how they are sent

¢£»coupa supplier portal

* P Gete s Ordars Businass Profile Frdon Shits ASM Seurging Faracar 113 Latalags Wharkers

Mitup  Mang

M}" ACCOUNT Notification Preferences

i vl M1ATE Paciining ROlBCaBon whid pour cuRlomen anabhy B

Moihile| SM5)
B
Account Access
Request o Join Online  Fg Email M5
Megs Request Onling Ermeail %
Announcements
Hew Customer Announcement Online
Business Performance
Bissiness Perficemance Roke G irded ] lir g
atalog&
) eemmand i eteied B Online ]
log i appraved miine ] Email
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Account - Security & Multi Factor

Authentication

« The Security & Multi Factor
Authentication page is
where you can set the
Authentication Method used
for accessing your CSP
account

My Account Security & Multi Factor Authentication

Settings
Naotification Preferences

Security & Multi Factor
Authentication

Multi Factor Authentication

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

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

Via Authenticator App

Use an Authenticator App available from your mobile phone app store
Default

Via Text Message

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

f1a Alternative cmaill

Multiple customers does not allow email as an MFA factor. Please select a different factor.

15



Setup - Admin

« Admin Users can manage account-wide settings by navigating to the Setup page in the navigation bar.
Admins can control user access, invite new users and manage Merge Requests and Merge Suggestions.

.xcoupa supplier portal PATRICK ~ | NOTIFIGATIONS HELP

ﬁ Invoices Orders Business Profile Service Sheets ASN Sourcing Forecasts Catalogs Workers More...

Admin Connection Requests

Admin users

Users

Worker Portal Access

User Name Email Status Permissions Customer Access Purpose Actions
Merge Requests
Patrick procurement@savageco.com Active ASNs Savage - Test None Edit
Admin Supplier ABC123
Business Performance Savage - Savage
Requests to Join Catalogs Test Supplier
Early Payments ABC123
Fiscal Representatives Forecast Planner
Invoices
sFTP Accounts Order Changes
Order Line Confirmation
cXML Errors Orders
Payments
sFTP File Errors (fo Profiles
Customers) Restricted Worker Access
Restricted Worker Assignment
Access
Service Sheets
Sourcing
Supplier Dashboard

Merge Suggestions Harden

Perpage 5| 10 | 15




Setup - Admin - Users

Admins can edit the permissions of existing CSP users
Adjusting a user’s permissions will change the user’s view of
the home page as it controls which tabs and functions users
can access

Admins can also select which customers your users have
access to view

Edit user access for patrick Harden

User Information

LLLLLL

Furpos

Primary Contsct )

Curment primary conmICT: Patnck Hargen

Permissions @

o an
Admin
Ordesrs
wan
Festricted Lccess 1o Orders
B Imvoicss

B Servics Shasts
o AN

Reatricten ACooss 10 Service Shaats

B Payments
1 Oroer Changes
Earty Payments
@ Busingss Performance
B Sourcing
@ Privats and Public
Higden, Private, and Pubiic
O Community
Order Ling Confirmation
& Forscast Pianner
Worksrs
» View
Mznage
Worksr Assignments
. View
Manapgs

Imventory

Phone Number
Country/Region

AreaiCity

Local

Extansion

Customers

[ Savags - Test Supplier ABC123

[ Savags - Savage Test Suppiler ABC123

17



Setup - Admin - Merge Requests

* Your company may have more than one CSP account. This can happen when several users from the
same company register or are invited to the CSP through different email addresses.
« Admins have access to merge these accounts as needed.

£ecoupa supplier portal PATRICK NOTIFICATIONS HELP

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

Admin Connection Requests

Admin Merge Requests

Initiate Merge Request
Users < .

Waorker Portal Access
coupa@coupamail.edu

Merge Requests

Visit the Coupa Compass portal for [ metaroso ~
more information on Merge B

Fiscal Representatives

sFTP Accounts 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
cXML Errors 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.
sFTP File Errors (to

Customers; ) Request Merge

Open merge requests

All clear! Mo open merge requesis.

18



Business Profile

-n- Invoices Orders Business Profile Service Sheets ASN Sourcing Forecasts Catalogs Workers Setup More...

manage the Company Info that was added

d u rl n g Setu p Coupa Verified builds trust and gets you in front of more

customers looking for products like yours.

Verify Your Account And Get Noticed

Savage Test Supplier ABC123

Profile Preview | Copy Profile URL | Download as PDF <, Share Profile
7
Company Info 7o~
Company Name Industry About

Savage Test Supplier ABC123

Tax ID Year Established Commodities
None(test account) 1946

Products and Services PO Email Website

DUNS Company Size Ownership Type

1000-5000 employees

Areas Served Mo coverage in areas

United States




Business Profile - Legal Entities

« By clicking on Legal Entities under the Business Profile tab, admins can add or manage their

company Legal Entity information

* Legal Entities are comprised of
* Legal Name of your company(s)

PATRICK ¥ | NOTIFICATIONS @ HELP ~

« Tax ID £7coupa supplier portal
° Add reSS(eS) M Invoices  Orders Service Sheets ~ ASN  Sourcing  Forecasts  Catalogs  Workers  Setup  More..
. Invoice From Business Profile  Profile Submissions  Legal Entities  Payment Methods  Information Requests  Performance Evaluation  Subscriptions
«  Ship From PE——
- Payment Method (Remit-to) OMENRES
* Customers (linked for PO & Invoice)
Create Q| 5
Legal Entity Name Invoice From Address Tax ID Linked Payment Method Payment Information Customers
Savage Test S. 901 W. Legacy Center None  Check 901 W. Legacy Center Savage - Test Supplier ABC123, Savage - Savage

Way, Midvale , Utah, Way, Midvale , Utah,... Test Supplier ABC123
84047, United States

Invoice From, Ship From and
Remit-to Codes are important
for cXML connections




Business Profile - Payment Methods

- Admins can add or manage payments methods from the Business Profile tab.
« Although Savage does not use Coupa Pay (we pay via ACH), we need suppliers to create a
payment method (Remit-to Address) in Coupa and add Savage as a Shared With Customer

to enable invoicing.

Add Payment Method b

Bank Transfer

Remit-To Address lymen
Virtual Card

300 Ma

1200, K3

If Savage is greyed out in the

Customer list on the invoicing

tab, it is likely due to not being
a Linked Customer to a

$,3coupa supplier portal

ﬁ Invoices Orders Business Profile Service Sheets ASN

PATRICK ~

Sourcing Forecasts Catalogs Workers Setup More...

NOTIFICATIONS HELP ~

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

Subscriptions

Payment Methods

Add Payment Method ~ Y Q

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

(=} Remit-ToAddress 4800 Main Street, Ste Bartlett Test Supplier (Active ) / o) @ ]m
1200, Kansas City, DEF456 ' '

Missouri, 64112, United
States

Payment Method
\_ y J

21



CSP Transactions

e Purchase Orders
* Invoices

Back to Main Topics Page
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Purchase Orders

* From the Orders tab, CSP users can monitor and interact with POs from their assigned
customers

£,:coupa supplier portal PATRICK~ | NOTIFICATIONS @  HELP ~

- The pag n be filtered
e a e Ca e e e ﬁ Invoices EB Business Profile Service Sheets ASN Sourcing Forecasts Catalogs Workers Setup More...

a CCO rd i n g to th e a p p ro p ri ate Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...

Cu StO mer u SI n g th e S e | e Ct Select Customer || savage - Savage Test Supplier ABC123

. Purchase Orders
Customer drop-down list in the
Click the “g Action to Invoice from a Purchase Order

top right corner
PT9 | = T 2 co—3
) | CO n S u n d e r th e ACtl O n CO | u m n PO Number OrderDate  Status Acknowledged At ltems Unanswered Comments Total Assigned To | Actions

| Us0000012562  05/09/25 Issued  MNone 10 Half Gallon of test item 1 Mo 80.00 USD = ~=:-E
» Gold coins flip PO into an oS R oHuE] el T % <t
US0000012523 02127125 Issued  03/21/25 10 Pair of Boot Voucher Mo 2.400.00 USD = 55

1 Pair of Boot Vioucher

i n VO i Ce 1 Pair of Boot Voucher

BAD00D012520  02/24/25 Issued  Mone 1 Case of test item 2 No 12.00 USD =5
) Red CO | n S C re ate a C re d |t n Ote BAOD00012519 02124125 Issued  None 1 Half Gallon of test item 1 No 8.00 USD =Sz
US0000012518  02/24/25 Issued None 111 Each of test item 2.24 No 111,000.00 USD = EB

Uso000012517  02/20025 Issued  None 3 Each of test item b No 12.00 UsD = Eg




Purchase Orders

« Under the PO Number column click on the number to open and view the PO and perform the

following actions:
- Acknowledge PO

« Add Shipment Tracking

*  Print View
* Create Invoice

Purchase Order #291

o General Info

“ Shipping

Status Issued - Sent via Email
Order Date 01/03/23
Revision Date 01/03/23
Requester Joevita Weah
Email jweah@theshelbygroup.com
Payment Term N30
Retainage Indicator None
Retalnage % Mone

Attachments MNone

I Acknowledged [ l

Ship-To Address 18 East 48th Street
Mew York, NY 10017
United States
Location Code: 0119481
Attn: Bridget Mollaghan

Terms Standard

7 Shipment Tracking

-+

No shipment tracking.

Lines
1 Type Item Qty Unit Pri Total Invoiced
L4 TTT Email Receipt 1 Each 10.00 10.00 0.00
EA)
Part Number Manufacturer Name  Manufacturer Part Number Service Start Date  Service End Date
Nene None None Nane Nane
Perpage 15 |1 45 | 90
Total usD 10.00
Create Invoice Save =i Print View

24



Invoices

Select the Invoices tab to monitor existing coupa supplierportal T ——

Coupa invoices or create new ones e e

Invoices can be created via: I
* PO Flip (gold coins on PO tab) IR

Create Invoices @

+ Create Invoice from PO (button on this tab) e —————————
Suppliers can use the View dropdown or T

Invoice # Created Date Status PO # Total Unanswer: ed Comments Dispute Reason Actions

I GKTEST14 04121125 Approved None 157,50 CAD No

Sea rch bar to filte rlsea rch for desired None 03721125 Draft BAOODOO12519  8.00USD No rd ]

Mone 0321725 Drraft BADD0D012520 12.00 USD No .('0

Mene 0321125 Draft BADODDO12520  12.00 USD No 79

d O C u m e n tS None  03/21/25 Draft BADO0D012520  12.00 USD Mo g ~]
003 02107125 Pending Approval  US0000012491  12999.00USD Mo
. 002 02107125 Approved US0000012490  9,999.00 USD No
Blue hyperlinks allow you to open an T e o i
test123 1131125 Approved US0000012483  100.00 USD No

invoice or the associated PO by clicking

the document #



Invoices - Create Invoice Header Fields

Create Invoice creae

* Populate all the required header fields
. . o General Info ° From
« Specify a previously created Payment - Y

. . * Invoice Date | 01/10/23 Supplier Tax ID | 123456789 ~
Method / Remit-to Address for this e o 150 il From Adirss Danel S L0
H . “currency | (I':i::;i:.r:;lms
particular transaction
Image Scan | Choose File | Mo file chosen —P *Remit-To Address Daniel & South LLC ,O

100 Payment Ave
MNew York, NY 10305

Supplier Note
v F United States
Choose Invoicing Details )
. * Ship From Address Daniel & South LLC ‘O
Attachments o Add File | URL | Text 10 Main Strest

Chicago, IL 60615

* Legal Entity | Daniel & South LLC v | @ Add New
United States

Invoice From 10 Main Street
Chicago, IL 60615
United States

“ To

Customer Shelby Demo - TEST

* Bill To Address Shelby Demo
See Invoice Instructions

* Remit-TaRgk: o
United States

* Ship From Addres 100 Payment Ave, New York, NY 10305, United States

D&S RTA-2, 200 Payment Ln, New York, NY 10305, United States
300 Payment Ave, New York, NY 10305, United States

Buyer Tax ID | ~

Ship To Address 18 East 48th Street
New York, NY 10017
United States
Location Code: 0112481
Attn: Bridget Mollaghan




Invoices - Create Invoice - Lines Fields

« Populate all the required line fields (most will default from the PO)

Billing
0119481-62005.703-W-13344

Lines O Line Level Taxation
Type Description Qty uom Price 1 O OO Q
H Item from PO 1 Each (EA) ~ 10.00 “

PO Line Service/Time Sheet Line Contract Credit Line
291-1 None - MNone 'D
Supplier Part Number Retainage Indicator Retainage %

None None

When applicable, please ensure
retainage amount is entered as a
separate, negative line. Hines AP
will associate with the appropriate
backing PO.

27



Invoices - Create Invoices Summary Fields

« Suppliers can add Summary Level charges (such
as shipping and tax) as applicable

 Calculate the invoice total and Submit the invoice to
the customer

- Savage will then receive the invoice in our Coupa
instance and will process it for approval and
payment

Totals & Taxes

Delete

Lines Net Total

Shipping

Handling

Tax

Total Tax

MNet Total

Total

ancel

WA

Save as Draft

0.00

%o

Calculate

10.00

0.000

0.00

10.00

10.00

28



Invoices - Status & Views

- Key Invoice Statuses
«  Approved — Savage will pay the
invoice according to payment terms
*  Voided — Savage deleted the invoice
« Disputed — Savage rejected the
invoice and likely added a comment
as to why

* Views can be created and used to
filter results to a given status

« Savage does not pay through the
CSP so invoices will not show
Paid only Approved

Create Invoices @

Create Invoice from PO

Invoice # Created Date
I None 06/20/25
None 06/20/25
None 06/20/25
None 06/20/25
None 06/20/25
GKTEST14 04/21/25
None 03/21/25
None 03/21/25
None 03/21/25
None 03/21/25
inv003 02/07/25
inv002 02/07/25
inv001 02/07/25
test123 01/31/25

Create Invoice from Contract

Create Blank Invoice

Status PO # Total

Draft UsS0000012548 10,000.00 USD
Draft UsS0000012548 10,000.00 USD
Draft Us0000012548 10,000.00 USD
Draft US0000012562 80.00 USD
Draft US0000012562 80.00 USD
Approved None 157.50 CAD
Draft BA0000012519 8.00 USD

Draft BA0000012520 12.00 USD
Draft BA0000012520 12.00 USD
Draft BA0000012520 12.00 USD
Pending Approval UsS0000012491 12,999.00 USD
Approved Us0000012490 9,999.00 USD
Pending Approval US0000012490 10,001.00 USD
Approved Us0000012483 100.00 USD

Create Credit Note

View
v

Unansiia
No Abandoned
No Approved
No Credit Notes

No Disputed

Search

o)

#

-~

No Disputes with a supplier response

No Disputes without supplier response

No Draft
No Overdue invoices
No Payment Information

No Pending Approval

No Processing

No Processing Failed
No Unpaid invoices
No

Voided

ison

Actions
70
70
70
/0
70

R
70
70
/0

29
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¥ .

Thank you for your participation!

 Note: if you have any questions or need
additional assistance, please contact
Savage
* Procurement: Procurement@savageco.com
« Supplier Success Team: Supplier@savageco.com

SAVAGE
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SAVAGE

We move and manage what matters so our Customers and Partners can
Feed the World, Power Our Lives, and Sustain the Planet.

.
£°) -
. N

FEED THE WORLD POWER OUR LIVES SUSTAIN THE PLANET

e —
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