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INTRODUCTION

Introduction

This User Guide describes how to register onto the Coupa Supplier Portal
(CSP) and completing the Onboarding form to ensure we have up to date
information from the supplier.
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Register on Coupa Supplier Portal (CSP)

1.

You will receive an email
from Coupa requesting you
to join CSP and update
your company information.
Select Join Coupa Supplier
Portal in the email.

Action Required - Suntory Beverage & Food International Registration Instructions
« ware
Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.com> ©| SRaly | & Repys | > Foward | |
To © graeetan2@frucorsuntory.com Sun 12/05/2024 12:02 pm

(D there are problems with how this message is displayed, cick here to view it in a web browser,
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Action Required - Suntory Beverage & Food International Registration Instructions

Hello Supplier,

Suntory Beverage & Food Inemational wants you to respond by updating your company profile on Coupa, their chosen platform for Spend Management. This information is
required 50 they can transact with you electronically.

Coupa's Supplier Portal is completely free, setup is fast and it helps you better transact and communicate electronicaly. Find out more using the links befow.
You can respond and send your information to your customer without joining, but joining allows you to more easily update your company info if i ever changes, as well as do

things with Sunfory Beverage & Food International (and your other buying that use Coupa) like view pu 3
get real-ime SMS alerts and much more.

Use the buttons to either respond or decline, or forward this request to another person at your company.

Welcome!

Forward Invitation

You will be taken to the
CSP landing page to
complete the form.
Select Create an Account.

The account for CSP is
completely free.

Create an Account

We use Coupa to manage purchase orders, invoices,
and communicate with our suppliers. we'll walk you
through a quick and easy setup for your account, so
we're ready to do business together. RM39 Coupa Test!

* Business Name
Suntory Oceania Test 1

* Email
grace.tan+2@frucorsus
* First Name *Last Name
Grace Test Tan
* Password * Confirm Password
® L4
* Country/Region * Tax Registration

~ | EEERRERE

Oidonot have a Tax ID

[l accept the Privacy Policy and the Terms of Use

5.

6.

You will receive an email
verification code to enter.
Select Next.

Your Coupa Verification Code

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

681809

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

Email Verification

We sent a one time verification code to grace.tan+2@frucorsuntory.com

Didn't receive the Verification Code?  Request a New Code
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7. Select No, continue
creating a new account.
8. Select Next.

Join an Existing Account?

Provide any of the additional info to get better suggestions.

@ View existing accounts matching email
domain f'ucorﬁuntow.‘:om

Business Name
Suntory Oceania Test 1

Country/Region

Address Line 1

City State Postal Code
Tax D DUNS Number
[ No, continue creating a new occounl]

9. Complete the dialogue box
requesting for information.
10. Select Next.

SUNTORY Your Contact Info
BEVERAGE & FOOD INTERNATIONAL
QUALITY
* First Noma * Last Nome
Groce Test Tan
Work Phone

* Business Website
do not have o website

* Country/Region of Primary Address

Mew Zealond Lo

11. Once information has been
completed, select
Continue which to create
your free account.

{ B
Registered % Coupa Verified Coupa Advanced
Eazily do bu: wi o i Optimize your cash flow ai
se Coupa productivity throughout your dar
Free $549 [ year $4,800 [ year

Everything in 'Registered’ plus: Everything in ‘Registered plus:
+ Verified Badge
+ Priority Search Rank and

nvoice reminders
a
ntegration with your

Purchase Advanced
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Completing the Supplier Onboarding Form

1. Navigate to Profile > coupa sppler orta

vome [(Profie| Forecasts  Orders  Service/MimeSheets ASN  Invoices  Catalogs  BusinessPerformance  Sourcng  Add-ons

Information Request and seup
you will be able to see the —
Onboarding form there. i st 1

once completed, select

Submit for Approval. At
this stage it will go via the Naw Supplier Craatan Form

internal approval process. e s
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