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Help & Useful links

» Lindt & Springli Supplier Portal
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» Coupa Supplier Portal User Guide
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» Coupa Supplier Help Center

» Coupa Supplier Portal on Success Portals
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GLOSSARY

Abbreviatons

CSP - Coupa Supplier Portal

PO - Purchase Order

cXML — commerce eXtensible Markup Language
SAN — Supplier Actionable Notifications

A/P — Accounts Payable



1.1 Process Overview

The Coupa Supplier Portal lifecycle process is divided into two major steps:

Coupa Supplier Portal Registration Express Onboarding form

e We invite you to join us through (Coupa Supplier

Portal), a single access point for Lindt & Spriingli
suppliers. You can do this by self-registration

and/or from an Invitation received from Lindt &
Spriingli Group. There you will be able to perform
business transactions with Lindt & Spriingli Group.We
provide you with helpful training

material and videos explaining the Coupa Supplier
Portal.

A
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1.2 Contact Support

]
@A0 @A0
ﬁcoupa LINDT & SPRUNGLI LINDT & SPRUNGLI

SUPPLIER CENTER

» Contact Lindt & Spriingli in
case of: » Go to Lindt & Spriingli

Supplier Portal for further
= User access request

= Coupa is not available information on:
= Process / sourcing, procure-to-pay

and/or Contract, Legal Entity, Purchase

» Contact Coupa Help Center
in case of:

= Technical issue
= Qur Source-to-Contract procedures

= Functional issue Order, Invoice and Catalogue content
related questions = Qur Procure-to-Pay procedures
= Training/improvements / best practices = Terms and conditions
= Change requests in settings / templates = Coupa training

A
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1.2 Contact Support

There are 3 ways to access Coupa support:

1) Access from Coupa Suppliers Homepage by clicking on
Support -> Help Center. It will redirect you to Coupa
Help Center. You can also access directly by clicking
here.

coupa ‘
Suppliers Solutions v  Pricing

Are you in need of assistance?
<7} Premium Support

Gain access to a team of dedicated support specialists via Zoom web conferencing

(i) Help Center

New to Coupa? The Help Center has everything you need to know to successfully engage with your customers on

Coupa

2) Access the Coupa Supplier Portal Guide once you are
logged in your Coupa Supplier Portal account by clicking
on one of two options: A) Compass and/or B) Help Tour.

g,scoupa supplierportal ALEXv  NOTFICATIONS @  HELF v

Compass

0 Invoices Orders Business Profile Service Sheets [tems ASN Sourcing Forecasts Catalogues M "
Training Webinars
Help Tour r

J

Both the Compass option and the Help Tour option will
lead you to the Coupa Supplier Portal Guide seen
below:

Getting Started with the Coupa Supplier Portal

Learn how you can use the Coupa Supplier Portal to manage customers and
transactions.

What is the Coupa Supplier Portal?

The Coupa Supplier Portal (CSP) is a free tool for suppliers to easily do business with their customers who use Coupa. The CSP makes managing
customers and transactions easy.

Tip

Register here for Coupa Supplier Portal Webinars to leam how to create electronic invoices directly from POs, get set up for fast digital payments
view all your remittance advice, and more!

What can suppliers do in the Coupa Supplier Portal (CSP)?

Depending on the customer's specific Coupa configuration, suppliers can manage content and settings on a customer-by-customer basis, including

+ viewing purchase orders,

= setting up delivery methods,

« creating catalogs,

+ sending invoices and advance ship notices (ASNs),
= checking the status of fransactions,

« and more.


https://supplier.coupa.com/
https://supplier.coupa.com/
https://supplier.coupa.com/
https://supplier.coupa.com/help/

1.2 Contact Support

COUPA SUPPLIER PORTAL SUPPORT

2.1) The Help Tour button will open the next tab. Feel free 3) Contact Coupa Supplier Support via the following Email
to go through its slides and click on the areas where you address:

need help. A guided step-by-step tour will start on your

selected help area.

Welcome to Coupa Supplier Portal ‘

+ View & Respond to Purchase Orders + Create Time Sheets & ASNs Against Orders >@ ‘

£\

+ Create Invoices & Get Status Updates + Update Profile & Payment Info

+ Host & Manage Catalogues + Get Real-Time SMS & Email Notifications

supplier@coupa.com

gxcoupa supplier portal

. =

A
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1.2 Contact Support

‘ Contact us via:
> Access to

> E-mail:


https://www.lindt-spruengli.com/supplier-portal
https://www.lindt-spruengli.com/supplier-portal
https://www.lindt-spruengli.com/supplier-portal
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1.3 Security Settings

= NI Gmail Q  earch mai = @ &3
O~ ¢ : 1-10f 1
l— Compose
Coupa Suppl ort. spam Action Required - Click Below... Jun 9
2o Scheduled
All Mail /
I @ Spam 1 |

File Home Send / Receive View Help Search

I?_ﬂ_ New Email ~ ]E[ - B3 M- é) «) — ﬁiﬁ Share to Teams | ] Unr

<
v Favorites Junk Email By Date~ T

v
e Last Week

Sent Items Coupa S @
Drafts Your Coupa For eport Thu 6/2

Deleted ltems 16
Conversation History
Junk Email [1]

Outbox

Sometimes Coupa notifications sent via Email
could be received in your Spam, Quarantined
or Junk Email inbox (name depends on your
Email service provider). In this case, please
configurate your security settings to receive
notifications from Coupa.

We recommend you contact your Email
service provider to help you configure your
security settings.

If your E-mail is based on Gmail or Outlook, we
provide a couple of examples on how to
change your security settings.



1.3 Security Settings

GMAIL SECURITY SETTINGS

Q, from:Coupalabelspam X 3= ® @ :

s

0 In your Gmail Spam fOIder, go to the Search mail & When a message is an exact match for your search
. . . S h mail ] criteria:
field on top and click on the Filter symbol. & emrenme © =

Skip the Inbox (Archive it)

From Coupa o
J In the field “From” type ‘Coupa’ and then click . [] Markas read
on Create filter button. - O starit
[C] Applythe label: Choose label... ~
Select Never send it to spam and click on create s the words ] Forwardit Add forwarding address
j filter. Your filter has been created; every email in Doesnthave [] Deleteit
which the sender has ‘Coupa’ in its address will size greater than - MB - Never send it to Spam
not be directed to Spam folder. Datewithin 1 day . a [0 Always mark it as important
Search All Mail v B Never mark it as important
[J Hasattachment [J Don'tinclude chats [[] Categorize as: Choose category... =
= M Gmail Q  Searchmail e [ Also apply filter to 1 matching conversation.

J Crea@lter m

Oo- e : 1-10 - Note: filter will not be applied to old conversations in Spam
l— Compose Details or Trash
Coupa Supplier Port. 0 Learn more Create filter
%o Scheduled Action Required - Click Below to Complete Co
Al Mall Action Required - Click Below to Complete Cou
ai
© Spam

13



1.3 Security Settings

OUTLOOK SECURITY SETTINGS

On your Outlook “Home” screen, open the
ribbon and go to Junk >> Junk email

options.

File Home Send / Receive Folder View Help
M5 g 5 2= B wp
3%~ 4 y
New  New - Archive é) Reply Al 'I_'l Share to
Email Items v % v A — Forward E'D v Teams
New % Block Sender
. Never Block Sender
v Favorites
by Never Block Sender's Domain (@example.com)
Sent ltems Never Block this Group or Mailing List
Drafts I
Deleted Items
C3 Junk E-mail Options...

S

A pop-out menu will show up, please go to Safe senders
>> Add and write the E-mail or Domain of Coupa that
should not be as a Junk e-mail, including the ones form
Lind & Spriingli and click Ok. The filter has been set up
and emails from Coupa will not be received in the Junk e-
mail box

Junk Email Options - angel.perezsalgado@bearingpoint.com >
Options Safe Sens == Safe Recipients Blocked Senders International
.\.. Email fr sses or domain names on your Safe Senders List will never

be treatea .k email.

Add

Add address or domain X SN i

g . Remove
Enter an email address or Internet domain name to be added to

the list.

@supplier.coupahost.com|

Examples: someone@example.com or @example.com
Import from File...

OK Cancel v Export to File...
1]

Also trust email from my Contacts
D Automatically add people | email to the Safe Senders List
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Help & Useful links

» Video Tutorial Registration on Coupa Supplier Portal

> Lindt & Spriungli Supplier Portal

» Coupa Supplier Portal User Guide

» Coupa Supplier Help Center

> Supplier Smart Onboarding

» Setting up your account for first time
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2.1 Option 1: Self-Registration

You will be redirected to the next screen. To
register, please click on Create an Account / Log in

button and fill out the fields.

If you are a supplier who has never had any connection with Lindt
& Springli or Coupa, you may want to create a Coupa Supplier

Portal account.

Q Go to Coupa Supplier Portal homepage by clicking here.
Create an Account

Grow your Business on Coupa with a Free Account

Click on the Get Started button to begin the registration
process.

* Business Name

coupa . * Email
Suppliers
* Last Name

G * First Name
Tl'a nsaCt With you I' * Password * Confirm Password
g o o2

Coupa customer.
Meet your next.

Solutions ¥  Pricing Support v

* Country/Region * Tax Registration

Coupa’s Supplier Portal connects purchasing —
organizations with suppliers, providing tools to get paid o || R

faster and get more accounts.

Get Started J

[[J1 do not have a Tax ID

D1 accept the and the

Create an Account

Already have an account? LOG IN



https://supplier.coupa.com/

2.1 Option 1: Self-Registration

You will receive an Email on the Address Read through the email content. If you
written in previous step, please open it. agree with it, click on Complete Your
Profile.

Action Required — Complete Your Profile to Get Paid Faster inbox «

M Gmail Q x -_T'—: Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.com

to coupalindtsupplier +vebege v

/ Compose 5 @ 0 B =

srecoupa

Action Required — Complete Your Profile to Get Paid Faster inbox

B Inbox 36,046 Action Required — Complete Your Profile to Get Paid Faster
Yr Starred Coupa Supplier Portal <do not reply@supplier-test.coupahost.coms

to coupalindtsupplier+vebego - Hello Pia,
(O Snoozed

Your Coupa Supplier Portal profile is incomplete. To make it easier to transact with the Coupa
Community, complete your profile with up-to-date information

Complete Your Profile

syecoupa

Business Spend Management



2.1 Option 1: Self-Registration

Activate your Coupa account

suppliermailexample@gmail.com | SupplierExampleName

Your name m

You will be redirected to the next screen to provide T

your contact information and company, create a = It is suggested to use

password and to accept Coupa’s Privacy Policy and w Uppercase and

. . . . . Cc
Terms of Use. To finalize this step, click on Activate i lowercase letters,
C A t SupplierExampleName numbers and SpeCIaI
Oupa Account. characters (@#%$%*&)
Create a Password
With that you will be successfully registered and have Use at least 8 characters and include a number and a

access to the Coupa Supplier Portal platform. e
.................... 4

oooooooooooooooooooo

w»

| accept the Privacy Policy and the Terms of Use.

Activate Coupa Account 6
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http://www.coupa.com/purchasing-procurement-information/privacy-policy/
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2.1 Option 1: Self-Registration

° Go to Setup >> Connection Requests.

_

If Lindt & Spriingli is on your list, click on connect
symbol to request linkage.

Zecoupa supplier portal

Home Profile Orders Service/Time Sheets ~ ASN Invoices  Catalogues Business Perfor

Admin Customer Setup Connection Requests

Learning Centre
Request a Customer Connection

Adding users to your account

= Your customers below use Coupal Send them a connection request.
5

Actions Status E

PepsiCo e ‘)

Don't see the customer you're looking for? m
|

Customers

Corsair Components, Inc.

If Lindt & Spriingli is NOT on your list, Click on
Search button, enter “Lindt & Springli Group”
and select us.

J

Enter your contact’s E-mail address from Lindt &
Sprungli Group, accept the CAPCHA checkbox and
click on Request.

J

Search for a

customer

i

* Customer Name
Lindt & Sprungli (International) AG O

You are limited to 22 attempts. Can't find your customer? Contact Support

* Customer Contact

Email address

D I'm not a robot A

reCAPTCHA
Privacy - Terms

Cancel

20



2.2 Option 2: Registration from Invitation

If you are a current supplier of Lindt & Spriingli Group, you
will receive an invitation to join the Coupa Supplier portal
via email. Please follow the next steps in order to join Coupa
Supplier Portal from an invitation.

G You will receive an email from Coupa Supplier Portal
regarding Lindt & Spriingli Invitation, please open it.

™ Gmail Q

/ Compose € © ® = 8

Action Required - Lindt & Sprungli Group Registration Ins'

B Inbox 36,046

s Starred Coupa Supplier Portal <do_not_reply@supplier-test coupahost.com=
to coupalindtsupplier+direct1 =

©  Snoozed

Read through the content of the Email and, if
agreed, click on Join and Respond button at the
end of the e-mail.

Action Required - Lindt & Sprungli Group Registration Instructions boxx
Coupa Supplier Portal <do_not_reply@supplier-test. coupahost.coms
to coupalindtsupplier+direct1 =

]

% COUPA Action Required - Lindt & Spriingli Group Registration Instructions

Dear Sir or Madam,
Lindt & Spriingli would like to invite you to the supplier qualification process.

Log in or create an account on Coupa Supplier Portal. It is completely free, setup is fast and it helps you better transact
and communicate electronically. Find out more using the links below.

Use the buttons at the end of the email to either respond or decline, or forward this request to another person at your

company.

In case of any questions, please refer to our supplier portal at https:/www.lindt-spruengli.com/supplier-portal or
contact us via supplien@lindt.com.

We are looking forward to receiving your answer.

Join Coupa Supplier Portal Forward Invitation

£rcoupa

Business Spend Management

To get immediate updates via SMS or change nofification preferences, go here and adjust your setfings



2.2 Option 2: Registration from Invitation

On the next screen set your password for Coupa The next tab will show up with basic
Supplier Portal and accept the Privacy Policy and information fields to be completed. Fields
the Terms of Use. Once ready, click on Get Started marked with red asterisk * are required.
button. When ready, please click on Next.

e ><
z,COUPa
s,ecoupa
Create your business ac

Lindt & Springli is using Coupa to transact electronically and communicate with y

setup of your account with Lindt & Springli so you're ready t Te” us abOUt }‘OUI’ bL.I S| ness o
—
* Company Mame | SupplierExampletamea1
Email
Password | essssssssssssssesase ® Weheite
v * Country/Region | Canada -
Password Confirmation | esssssessssssncesens ©® « Address Line 1 | Street tine 1
| accept the Pnivacy Policy and the Terms of Use Address Line 2
=City | Ontario
State | Example: CA

* Postoode | 12345

Having an issue with signup? . - - X
- - G £l done for now. On your first invoice with Lindt & Springli, we will guide you through your legal

Forward this to someone
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2.2 Option 2: Registration from Invitation

° On the next Welcome tab, you can keep filling your profile Choosing option e means that profile
information by clicking on option “Enhance your Coupa information can be input later, this will be

H ”
rofile lained i :
P . explained in section 3.
X . ) : .

£,#coupa supplier portal I Lo~ | NOTIFICATIONS @D | HEL
0 Invoices Orders  Business Profile  Service Sheets  Items  ASM  Sourding  Forecasts  Catalogues  Setup  Moare..

o L

Basics Coupa Profile

Verify Your Account And Get Noticed

secoupa

Welcome to the Coupa community. You're all set with Lindt & Springli!

Coupa Verified builds trust and gets you in front of more

customers looking for products like yours.

Make your company stand out in searches.

Find your next customers by updating rofile.
ﬁ

AM ALEX M Supplier ==

Profile Last Updated: 27 days ago | View Profile

Recent Activity view . @ Announcements

No activity found for Lindt & Springli Group.

Show Up in Top Share your Get Invited to
Search Results Diversity Sourcing Events

A
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2.2 Option 2: Registration from Invitation

6) If option A is chosen on previous step, then the next series of tabs will appear consecutively asking for your company’s
information. Feel free to fill them out and click on Next button until the last tab appears, then a greetings message will be
displayed, click on Take me there to go to your Coupa Supplier Portal account homepage.

Fscoupa

£r:coupa zxcoupa

Would you like to offer discounts to get paid faster? @

Congratulations!
You are ready to do business with Lindt & Springli

Commodities

discount preferences

Saupa customers look for new suppliers daily.
'pany stand out in searches, enrich your profile now!

) scoupa / « Zcoupa ;

Are you a diverse business? @ Almost ready to do business... @

Country/Region | United States ~

PO email address | suppliermailexample@gmail.com

DUNS Number | 152837465




1.2 Contact Support

‘ Contact us via:
> Access to

> E-mail:


https://www.lindt-spruengli.com/supplier-portal
https://www.lindt-spruengli.com/supplier-portal
https://www.lindt-spruengli.com/supplier-portal
mailto:supplier@lindt.com
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2. Coupa
1. Technical Supplier
overview Portal
Registration

3. Managing 6. Manage
your 4. Express 5.SetUpa Purchase

account Orders

7. Invoicing 8. Manage
Homepage Catalogues
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Help & Useful links

> Lindt & Sprungli Supplier Portal

» Coupa Supplier Portal User Guide

» Coupa Supplier Help Center

» Coupa Supplier Portal Videos

» Coupa Supplier Portal on Success Portals

» Coupa Supplier Portal FAQs



https://www.lindt-spruengli.com/supplier-portal
https://www.lindt-spruengli.com/supplier-portal
https://www.lindt-spruengli.com/supplier-portal
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https://files.mtstatic.com/site_5833/15332/1?Expires=1655309000&Signature=aWs~U9Zo8AAvB2gS0xCB7reTnCR5lHssH6AjX46UU-yx96fhsCkYJaSTztG4WAxZMTXWO7H006rYTo~ngX65BJ-P7umLjfDi7s1y6hF1JQ6yRpvPau4r17CAw60Biq7U6WaT5AD3bDSiAj47f0bLJwwNaEi2LHlmAPD6DK-F~fU_&Key-Pair-Id=APKAJ5Y6AV4GI7A555NA
https://files.mtstatic.com/site_5833/15332/1?Expires=1655309000&Signature=aWs~U9Zo8AAvB2gS0xCB7reTnCR5lHssH6AjX46UU-yx96fhsCkYJaSTztG4WAxZMTXWO7H006rYTo~ngX65BJ-P7umLjfDi7s1y6hF1JQ6yRpvPau4r17CAw60Biq7U6WaT5AD3bDSiAj47f0bLJwwNaEi2LHlmAPD6DK-F~fU_&Key-Pair-Id=APKAJ5Y6AV4GI7A555NA
https://files.mtstatic.com/site_5833/15332/1?Expires=1655309000&Signature=aWs~U9Zo8AAvB2gS0xCB7reTnCR5lHssH6AjX46UU-yx96fhsCkYJaSTztG4WAxZMTXWO7H006rYTo~ngX65BJ-P7umLjfDi7s1y6hF1JQ6yRpvPau4r17CAw60Biq7U6WaT5AD3bDSiAj47f0bLJwwNaEi2LHlmAPD6DK-F~fU_&Key-Pair-Id=APKAJ5Y6AV4GI7A555NA
https://files.mtstatic.com/site_5833/15332/1?Expires=1655309000&Signature=aWs~U9Zo8AAvB2gS0xCB7reTnCR5lHssH6AjX46UU-yx96fhsCkYJaSTztG4WAxZMTXWO7H006rYTo~ngX65BJ-P7umLjfDi7s1y6hF1JQ6yRpvPau4r17CAw60Biq7U6WaT5AD3bDSiAj47f0bLJwwNaEi2LHlmAPD6DK-F~fU_&Key-Pair-Id=APKAJ5Y6AV4GI7A555NA
https://files.mtstatic.com/site_5833/15332/1?Expires=1655309000&Signature=aWs~U9Zo8AAvB2gS0xCB7reTnCR5lHssH6AjX46UU-yx96fhsCkYJaSTztG4WAxZMTXWO7H006rYTo~ngX65BJ-P7umLjfDi7s1y6hF1JQ6yRpvPau4r17CAw60Biq7U6WaT5AD3bDSiAj47f0bLJwwNaEi2LHlmAPD6DK-F~fU_&Key-Pair-Id=APKAJ5Y6AV4GI7A555NA
https://supplier.coupa.com/help/
https://supplier.coupa.com/help/
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https://supplier.coupa.com/help/
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https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Intro
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Intro
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Intro
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos
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3.1 Coupa Supplier Portal Homepage

Coupa Supplier Portal Homepage main elements:

1)

2)

3)

4)

5)

6)

Bar menu: It allows to navigate through Coupa
Supplier Portal functions and manage your account.

Announcements: Lindt &  Springli
announcements will be shown here.

supplier

Merge Suggestions: Shows a suggestion for other
accounts on Coupa Supplier Portal that could be
merged. More information will be explained later.

Linked Customers: here you can easily find Lindt &
Sprungli or other customers you might have.

View Profile: Gives a quick overview of your
company’s profile

Upgrade: Gives you options for getting Coupa verified
(free or via paid subscription) — this is for your
information only.

£,zcoupa supplier portal

Q H Upgrade ALEX~ | NOTIFICATIONS @) | HELP -~

o Invoices Orders

Business Profile Service Sheets Items Sourcing Forecasts Catalogues Setup More...

Verify Your Account And Get Noticed

Coupa Verified builds trust and gets you in front of more
customers looking for products like yours.

Get Verified -

am ALEX M Supplier -

Profile Last Updated: 26 days ago | View Profile,

Announcements
Mo Announcements

Recent Activity view v @
—
| Lindt & Springli Group |
Mo activity found for Lindt & Sprungli Group. e o

Multi-Factor Pending Join Merge Linked

Security Tasks Reguests Suggestions Customers

0 of 1 Users

o e 1 Task 0 Users 0 Duplicates 1 Connection

A
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3.2 Profile Information on the Coupa Supplier Portal

PROFILE SETUP
IMPORTANT NOTICE

Lindt & Springli requires you to notify them about
any modifications done to your company’s profile
information.

Action Needed: Update Customer Information

1 customer require you to notify them of your profile updates directly.

Select each customer you want to notify, and we will quickly help you share your information
with them by email. (Note: some customers may not have contact email listed.)

Lindt & Sprangli



3.3 Admin Setup Menu on the Coupa Supplier Portal

USERS

The Admin Setup Menu has useful functions for managing your enterprise. Follow the next steps to learn more about them:

G Click on Setup >> Admin >> Users. A screen will
show the |list of available wusers in your
organization.

Click on Edit if you want to make changes on a
user.

Click on Invite User if you want to add new
members to your organization.

#,scoupa supplier portal ALEX~  NOTIFICATIONS @ | HELP v
ﬁ Invoices Orders Business Profile Service Sheets Items ASN Sourcing Forecasts Catalogs ore...
——
Adm n.‘i e

Ad

in users

Worker Portal Access

User Name Email

Merge Requests ; ) i
Alex testforms4coupafr@gmail com
Mendoza

Merge Suggestions
Requests to Join
Fiscal Representatives

Additional CaaS
Information

sFTP Accounts
cXML Errors

sFTP File Errors (to
Customers})

sFTP File Status (from
Customers})

OAuth2/OpenlD

Per page 0 5
Connect Clients page 511011

Status

Active

Permissions

ASNs

Admin

Catalogs

Community

Contracts

Early Payments
Forecast Planner
Hidden, Private, and Public
Inventory

Invoices

Navi Access

Order Changes

Order Line Cenfirmation
Orders

Payment Method Admin
Payments

Profiles

Service Sheets
Sourcing

Supplier Dashboard

3 | |

Customer Access

Lindt & Sprungli
Group

Purpose Actions
Accounting, Edit
Diversity,

Legal,

Procurement,

Risk, Sales,

Sourcing f




3.3 Admin Setup Menu on the Coupa Supplier Portal

After clicking on Edit, make the
changes that are necessary and click on
Save to apply them. Make sure to
verify the user’s correct permissions.

In case a user (that is not an Admin)
will no longer be active in vyour
organization, click on Deactivate User.

Usser Informeaticn

Parmizsions

EEEeR

[~

eEe

=0~]

Edit user access for ae: Mendozs

Phong Humbsar



3.3 Admin Setup Menu on the Coupa Supplier Portal

Invite User
G After selecting Invite User, the next tab will be
displayed. It is required to write the new user’s G 0
email.
Permissions @ Custom
Select the desired permissions and then click on

Send Invitation.

The new user will receive an invitation via Email, in
which the steps explained previously on section 2.2
Option 2 must be followed by the new user to enter
Coupa Supplier Portal. In this case, account merging
may be necessary later.




3.3 Admin Setup Menu on the Coupa Supplier Portal

MERGE ACCOUNTS

From homepage
Merge Accounts

If your company has more than one CSP account, we
try to list it below. Consider merging them to reduce
confusion for existing and potential customers

Not seeing the account you want to merge with? Click

ere
SupplierA
supplierA@supplier.com

Request Merge Remove
SupplierB
supplierB@supplier.com

Request Merge Remove

Your company may have more than one
account/profile in the Coupa Supplier Portal.
This can happen when several users from the
same company register or are invited to the
Coupa Supplier Portal through different email
addresses. To prevent this issue, it s
recommended to Merge accounts.

A merging process can be started from 2
options:

° From the Homepage, where accounts with
the same mail domain will be suggested to

be merged.

° From Admin Setup Menu under Merge
Requests menu

For more information about merging accounts,

From Admin Setup Menu

Admin Merge Requests

Users

Worker Portal Access

Merge Suggestions
Requests to Join
Fiscal Representatives

Additional CaaS

nformation
sFTP Accounts
cXML Errors

sFTP File Errors (to
Customers)

sFTP File Status (from

Customers)

Initiate Merge Request

coupa@coupamail.edu

™

reCAPTCHA

D I'm not a robot

! Merging will join the accounts and give all
information to linked customers on behalf of -
email address belongs to a user who is part of
undone. Learn more about merging accounts.

Request Merge

Open merge requests

All clear! No open merge requests.


https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal/set-up-the-csp/account-merges-and-customer-connections/manage-merge-requests
https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal/set-up-the-csp/account-merges-and-customer-connections/manage-merge-requests

3.3 Admin Setup Menu on the Coupa Supplier Portal

MERGE ACCOUNTS FROM THE HOMEPAGE

From the Homepage, click on Request Merge on your desired user, otherwise click on Remove to eliminate the
merge suggestion. Next, select the account owner, fill in or check the required fields and click on Send Request.
For more information on Merge Account options click here.

Merge Accounts Request Account Merge
You're about to merge your profile and users with SupplierA. Select the owner for the merged account. For
If your company has more than one CSP account, we more info on merging, Click here
try to list it below. Consider merging them to reduce * Account Owner @ My Account
confusion for existing and potential customers (O Their Account

Not seeing the account you want to merge with? Click

nere
* Note For Recipient
P
SupplierA
™
e s o I'm not a robot
SupplierA@suppilier.col reCAPTCHA
Request Merge Remove
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. Befors
sending a merge requast, confirm that this email address belongs to a user who is part of your
: organization. Once approved, an account merge canneot be undone. Learn more about merging
Supp“erB accounts.
supplierB@supplier.com

Cancel Send Request

Request Merge Remove



https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Set_Up_the_CSP/Account_Merges_and_Customer_Connections/Manage_Merge_Requests
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Set_Up_the_CSP/Account_Merges_and_Customer_Connections/Manage_Merge_Requests

3.3 Admin Setup Menu on the Coupa Supplier Portal

The next list contains a brief explanation of the rest of the Admin Setup Menu options. These are not required in order to work
with Lindt & Springli Group.

If your company has subsidiaries or other legal entities, you can add them and their

Legal Entity Setu . . : : " :
g y P details on this menu. For more information about legal entities click here.

Fiscal Here you can add fiscal representatives that can delegate for your company in a country
Representatives or region where you are no legally registered. Click here for further information.

Remit-to Add remitting addresses for your legal entities. Click here to find out more about it.
Terms of Use View the Accepted and/or Requested terms of use by your customer.
Payment Allows you to setup Static Discounts, Create and View SFTP accounts and view cXML

Preferences errors.



https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Set_Up_the_CSP/Financial_Setup/Set_Up_Legal_Entities
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Set_Up_the_CSP/Financial_Setup/Add_Fiscal_Representatives
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Set_Up_the_CSP/Financial_Setup/View_and_Manage_Remit-to_Information
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Set_Up_the_CSP/Financial_Setup/Set_Static_Discounting_Preferences
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Set_Up_the_CSP/SFTP_and_cXML/Create_SFTP_Accounts
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Set_Up_the_CSP/SFTP_and_cXML/View_SFTP_File_Upload_Errors
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Set_Up_the_CSP/SFTP_and_cXML/View_cXML_Submission_Errors
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Set_Up_the_CSP/SFTP_and_cXML/View_cXML_Submission_Errors

3.4 My Account Settings on the Coupa Supplier Portal

My Account Settings is intended to allow users to manage personal information.

To access it, hover your cursor over your name at the
top right corner of your screen and click on Account

Settings.
The first Settings menu gathers your personal basic My Account settings
information. User Detail
Motification Preferences
Here it is also possible to change your Coupa Supplier ety & ot *First Name | Alex
Portal access password' Authentication * Last Name | Mendoza
App Connections * Email
Purpose
NOTIFICATIONS ) HELP N
Country/Region | France
Account Settings Code |33
sts e Maore...
\':ltl ication Freferences Phone Number | 123123123
= Security & MFA ,
. Extension
Log Out

Change Password



3.4 My Account Settings on the Coupa Supplier Portal

My Account Notification Preferences

“You will start receiving notifications when your customers enable them.

Settings

Email
Security & Multi Factor

Authentication
App Connections
Account Access
Request to Join

Merge Request

Announcements

New Customer Announcement

Business Performance

Business Performance Role Granted

Email

Email

() Email

[ Email

Mobile(SMS)

(] sMs

0 SMs

() SMS

() sMs

With Notifications Preferences you can decide which
notifications you want to receive. There are 3 options:

Online: notifications are received in the Coupa
Supplier Portal.

E-mail: you will receive notifications on your
account’s e-mail address. Remember to change your
E-mail security settings to get Coupa notifications in
your Inbox. Click here to know more about it.

SMS: this will send notifications to your Verified
Coupa Supplier Portal phone number.



1.2 Contact Support

‘ Contact us via:
> Access to

> E-mail:


https://www.lindt-spruengli.com/supplier-portal
https://www.lindt-spruengli.com/supplier-portal
https://www.lindt-spruengli.com/supplier-portal
mailto:supplier@lindt.com

LINDT & SPRUNGLI

2. Coupa
1. Technical Supplier
overview Portal
Registration

3. Managing 6. Manage
your 4. Express 5.SetUpa Purchase

account Orders

7. Invoicing 8. Manage
Homepage Catalogues

Onboarding Legal Entity




Useful links & Help

Useful links

» Lindt & Springli Supplier Portal

» Coupa Supplier Portal User Guide ‘

» Coupa Supplier Portal Smart Onboarding .‘
» The DUNS number -

» Eco Vadis Score

Help

For the supplier express onboarding process, Lindt & Springli Supplier enablement team
will conduct regular supplier webinars to walk you through the process.


https://www.lindt-spruengli.com/supplier-portal
https://www.lindt-spruengli.com/supplier-portal
https://www.lindt-spruengli.com/supplier-portal
https://www.lindt-spruengli.com/supplier-portal
https://www.lindt-spruengli.com/supplier-portal
https://files.mtstatic.com/site_5833/15332/1?Expires=1655309000&Signature=aWs~U9Zo8AAvB2gS0xCB7reTnCR5lHssH6AjX46UU-yx96fhsCkYJaSTztG4WAxZMTXWO7H006rYTo~ngX65BJ-P7umLjfDi7s1y6hF1JQ6yRpvPau4r17CAw60Biq7U6WaT5AD3bDSiAj47f0bLJwwNaEi2LHlmAPD6DK-F~fU_&Key-Pair-Id=APKAJ5Y6AV4GI7A555NA
https://files.mtstatic.com/site_5833/15332/1?Expires=1655309000&Signature=aWs~U9Zo8AAvB2gS0xCB7reTnCR5lHssH6AjX46UU-yx96fhsCkYJaSTztG4WAxZMTXWO7H006rYTo~ngX65BJ-P7umLjfDi7s1y6hF1JQ6yRpvPau4r17CAw60Biq7U6WaT5AD3bDSiAj47f0bLJwwNaEi2LHlmAPD6DK-F~fU_&Key-Pair-Id=APKAJ5Y6AV4GI7A555NA
https://files.mtstatic.com/site_5833/15332/1?Expires=1655309000&Signature=aWs~U9Zo8AAvB2gS0xCB7reTnCR5lHssH6AjX46UU-yx96fhsCkYJaSTztG4WAxZMTXWO7H006rYTo~ngX65BJ-P7umLjfDi7s1y6hF1JQ6yRpvPau4r17CAw60Biq7U6WaT5AD3bDSiAj47f0bLJwwNaEi2LHlmAPD6DK-F~fU_&Key-Pair-Id=APKAJ5Y6AV4GI7A555NA
https://files.mtstatic.com/site_5833/15332/1?Expires=1655309000&Signature=aWs~U9Zo8AAvB2gS0xCB7reTnCR5lHssH6AjX46UU-yx96fhsCkYJaSTztG4WAxZMTXWO7H006rYTo~ngX65BJ-P7umLjfDi7s1y6hF1JQ6yRpvPau4r17CAw60Biq7U6WaT5AD3bDSiAj47f0bLJwwNaEi2LHlmAPD6DK-F~fU_&Key-Pair-Id=APKAJ5Y6AV4GI7A555NA
https://files.mtstatic.com/site_5833/15332/1?Expires=1655309000&Signature=aWs~U9Zo8AAvB2gS0xCB7reTnCR5lHssH6AjX46UU-yx96fhsCkYJaSTztG4WAxZMTXWO7H006rYTo~ngX65BJ-P7umLjfDi7s1y6hF1JQ6yRpvPau4r17CAw60Biq7U6WaT5AD3bDSiAj47f0bLJwwNaEi2LHlmAPD6DK-F~fU_&Key-Pair-Id=APKAJ5Y6AV4GI7A555NA
https://supplier.coupa.com/help/supplier-smart-onboarding/
https://supplier.coupa.com/help/supplier-smart-onboarding/
https://supplier.coupa.com/help/supplier-smart-onboarding/
https://supplier.coupa.com/help/supplier-smart-onboarding/
https://supplier.coupa.com/help/supplier-smart-onboarding/
https://www.dnb.com/ca-en/duns-number.html
https://www.dnb.com/ca-en/duns-number.html
https://www.dnb.com/ca-en/duns-number.html
https://support.ecovadis.com/hc/en-us
https://support.ecovadis.com/hc/en-us
https://support.ecovadis.com/hc/en-us

4.1 Express Onboarding form on the Coupa Supplier Portal

gcoupa supplier portal c ALEX~ | NOTIFICATIONS @ | HELP

ﬁ- Invoices Orders Business Profile Service Sheets Items ASN Sourcing Forecasts Catalogues Setup More...

RECEIVING THE EXPRESS ONBOARDING FORM

In order to participate in sourcing events, you
are required to fill out an Express Onboarding

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

form that can be accessed on Coupa Supplier
Portal under Profile >SS Information Requests. Lindt & Sprungli Group Select Customer | Lindt & Springli Group -

Forms Express Onboarding
U pO n reglste rl ng / Ioggl ng I n 0 n th e CO u 9 a Fill out and submit the New or Draft forms. You can update your information on forms at any time. notifications
Supplier Portal, you will need to complete the e NI (T X a|
form(s), attach required documents and submit Form Saws  Created Dae Submicada

|DE_Supu er Qualification_Direct_Raw Material_EN/DE New 03/04/2026
your answe r' Supplier Pre-Qualification_SHORT_EN/DE/FRAT New 11/03/2026

Perpage 15 | 45 | 90

Once you fill out the received form(s), you will
be able to respond to sourcing events via the
Coupa Supplier Portal.

= M Gmail Q X = @ & +

&« B 0 ® =] =
/ Compose
3 Update your profile for Lindt & Springli Group nbex < T a e
¥ Starred Lindt & Spriingli Group
® Powered by Update your profile for Lindt & Springli Group Hello Supplier, Lindt & Spranghi Group would like o invite you to start the Coupa Supplier Portal (Pr

Snooze d
B Sent
Lindt & Spriingli Group Wed 11 Feb, 1106

[ Drafts Powered by Update your profile for Lindt & Spranglh Group Hello Supplier, Lindt & Sprangli Group would like to invite you ta start the Coupa Supplier Portal (Pr


https://supplier.coupahost.com/sessions/new
https://supplier.coupahost.com/sessions/new
https://supplier.coupahost.com/sessions/new
https://supplier.coupahost.com/sessions/new
https://supplier.coupahost.com/sessions/new
https://supplier.coupahost.com/sessions/new

4.1 Express Onboarding form on the Coupa Supplier Portal

0 ALK NOTIFICATIONS @ | HELP v

ﬁ Invoices  Orders  WENEQESAZOIEN  Service Sheets  ftems  ASN Sourcng  Forecasts  Catalogues  Setup  More.

Business Profile  Profile Submissions  Legal Entities  PaymentMethods  Information Requests  Performance Evaluation

Lindt & Sprungl\ GrOUp Select Customer | Lindi & Springl Group

o/ We have auto-filled some information from your Public Profie

Express Indirect Supplier Onboarding

External form for collecting supplier information needed to process orders and invoices.

Supplier Information

Testforms4CoupaFR

*Language / Sprache / Langue
() English
() Deutsch
() Francais
0 Italiano

To become an Express Qualified supplier of Lindt &
Sprungli Group, you must fill out the Express Onboarding
form. This questionnaire is sent out by our buyers during
tenders. You must fulfill all the Express Onboarding form
requirements to be awarded as a business.

The Express Onboarding form requires you to answer
category and region-specific questions and provide
relevant documentation (e.g. bank details, certifications,
PO email).

Note: If necessary, Express Onboarding may be done for
other actions such as audits or testing; the form is not the
only way to be qualified.



4.1 Express Onboarding form on the Coupa Supplier Portal

The Express Onboarding form has a series of questions related to your company such as contact information, financial health,
and more. There are 6 types of fields to be fulfilled, this is how to respond on them:

A. Text fields: Write your answer. C. Button fields: Click on the button.
e Company Name | SupplierExampleName1 Civility @ Mrs
QkMr
(O Other

B. Dropdown fields: Select your answer from

the drop-down list. D. Category fields: A list of pre-filled answers will be
shown, select one or various options to answer.

¥ Legal Form

Contact Purpose Legal Diversity g
Sales
Public limited company =
Limited partnership
General partnership Sourcing

Sole proprietorship



4.1 Express Onboarding form on the Coupa Supplier Portal

FIELD TYPES

E. Attachment fields: Upload the requested
file to respond.

Lindt & Sprungli Choose ku

Supplier Code of
Conduct Upload

[

& v 4 = ThisPC v O

Organize ~ - m @
Modified templa A, £ 1ers (7)
P2P training
3D Objects
@ OneDrive - Bearin -

I Desktop

& Documents Desktop

uf
Microsoft Teams

»= Pictures Documents

2 This PC
B 3D Objects
[ Desktop

Downloads

< Documents

¥ Downloads e A Music v

File name: v | Al Files (*.%) v

Open Cancel

F. Download attachment field: Click on the
file name to download it.

-

Lindt & Spriingli Supplier Code of Conduct [ Verhaltenskodex fiir Lieferanten / Code de conduite des fournisseurs / Codice di Condotta dei
Fornitori

https:/Awww.lindt-spruengli.com/supplier-code

* Please confirm, that you will execute and upload signed Lindt & Spriingli Supplier Code of Conduct
O Yes
O No

Lindt & Spriingli Confidentiality Agreement / Geheimhaltungsvereinbarung / Accord de confidentialité / Accordo di Riservatezza

LS Confidentiality Agreement_Mutual_Pre-Qualific..

* Please confirm, that you will execute and upload signed Lindt & Spriingli Confidentiality Agreement

O Yes
No

the signed Lindt

Sprungli Confidentiality Agreement below and confirm the action here.



4.1 Express Onboarding form on the Coupa Supplier Portal

e Questions or fields with the * symbol are required to be answered.
e Every field has its own description below.

e Button answers may open one or various more questions to be answered as shown below.

*Do you have a DUNS Number / Haben Sie eine DUNS Nummer / Avez-vous un numéro DUNS / Avete un codice DUNS?
@ Yes

*DUNS Number / DUNS Nummer / Numéro DUNS / Codice DUNS

o

*Do you have a DUNS Number / Haben Sie eine DUNS Nummer / Avez-vous un numéro DUNS / Avete un codice DUNS?
) Yes
® No




4.1 Express Onboarding form on the Coupa Supplier Portal

The Dun & Bradstreet DUNS Number is a unique nine-digit identifier for businesses that identifies a company as being unique from
any other inside the Dun & Bradstreet Data Cloud.

The DUNS Number is used around the world to identify and access information on businesses. A DUNS Number identifies a
company's Dun & Bradstreet business credit file, which may include firmographic data (company name, address, phone number,
etc.), corporate family relationships (headquarters, branches, subsidiaries, etc.), and scores and ratings that assess different financial
health indicators. The DUNS Number can also serve as a primary data key within an organization's Master Data Management
architecture, such as Coupa.

In a Source-to-Contract context, having a DUNS number means:

1. Trustworthy relationship between suppliers and customers by having access to performance and behavioral data such as scores
and ratings.

2. Performing risk assessments of potential partners and/or customers.

3. Let customers learn more about your business by requesting reports and historical information.


https://www.dnb.com/ca-en/duns-number.html
https://www.dnb.com/ca-en/duns-number.html
https://www.dnb.com/ca-en/duns-number.html

4.1 Express Onboarding form on the Coupa Supplier Portal

EcoVadis is the world’s most trusted provider of business sustainability ratings, intelligence and collaborative-performance
improvement tools for global supply chains.

The EcoVadis scorecard covers a broad range of non-financial management systems including Environmental, Labor & Human Rights,
Ethics and Sustainable Procurement impacts.

Each company receives a tailored questionnaire based on company’s size, location and industry. The overall score (0-100) reflects the
performance of the company’s sustainability management system at the time of the assessment.

For more detailed information, please visit EcoVadis help center.

In case you have been assessed, Lindt & Spriingli might require your EcoVadis score later for Source-to-Contract processes such as
Supplier Onboarding, Contracts, RFP, RFQ, RFl and/or eAuctions.

Your EcoVadis score will be asked in the Express Onboarding questionnaire. If you have not been assessed yet by EcoVadis, more
guestions will open for you to provide us information of your company’s sustainability management.

v



https://support.ecovadis.com/hc/en-us
https://support.ecovadis.com/hc/en-us
https://support.ecovadis.com/hc/en-us

4.1 Express Onboarding form on the Coupa Supplier Portal

Lindt & Spriingli DOCUMENTS

We require you to ACCEPT the documents found under the
“Lindt & Spriingli Documents” section. Please download
them in your respective language by clicking on them, read
their content carefully, sign them and upload them. The
signing and accepting of the Supplier Code of Conduct and
the NDA are vital to the continuation of the process.

In the exceptional case that you cannot accept, please
provide an answer in the field that appears below.

* Please confirm, that you will execute and upload signed Lindt & Spriingli Supplier Code of Conduct

O Yes

Nu

Please upload the signed Lindt & Springli Supplier Code of Conduct below and confirm the action here

* Please describe why you cannot accept Lindt & Spriingli Supplier Code of Conduct

* Revised Lindt & Spriingli Supplier Code of Conduct Upload

Choose File  No file chosen

Please add your comment(s) directly in the pdf. adjacent to the relevant sentence/section. No other document should be uploaded

Lindt & Sprungli Documents

Please review and accept the following Lindt & Spriingli documents. These are the minimum requirements to be able to do business with us. / Bitte lesen und
akzeptieren Sie die folgenden Lindt & Springli Dokumente. Damit erfillen Sie die Mindestanforderungen, um mit uns Geschéfte zu tatigen. / Veuillez relire et accepter
les documents suivants de Lindt & Springli. Il s'agit des prérequis pour pouvoir travailler ensemble. / Vi chiediamo di leggere ed accettare i seguenti documenti di

Lindt & Springli. Questi sono i requisiti minimi essenziali per poter collaborare con noi.
Supplier Code of Conduct / Verhaltenskodex fir Lieferanten / Code de conduite des fournisseurs / Codice di Condotta dei Fomnitori

Lindt & Spriingli Supplier Code of Conduct / Verhaltenskodex fiir Lieferanten / Code de conduite des fournisseurs / Codice di Condotta dei
Fornitori

https://www.lindt-spruengli.com/supplier-code

* Please confirm, that you will execute and upload signed Lindt & Springli Supplier Code of Conduct

@® Yes
) No

Please upload the signed Lindt & Sprungli Supplier Code of Conduct below and confirm the action here

* Lindt & Spriingli Supplier Code of Conduct Upload

Choose File No file chosen

Please upleoad signed Lindt & Sprungli Supplier Code of Conduct by clicking on Choose File.



G Bank details of the company

Submit a document issued by your bank: either a
letter from your bank confirming the bank details or
a bank statement showing the name of the
company and bank details (without
balances/amounts). For this, click on File button and
select the desired document.

Select your Preferred Currency to receive

payments: CHF, EUR or USD.

Set your PO Email.

There are four major sections to respond on the Express Onboarding form:

Bank Information

:Bank Form / Bankauskunft / Donnée bancaire / Informaioni bancarie

* Attachments

4.1 Express Onboarding form on the Coupa Supplier Portal

A~ men 1= 0 ank: eftner a E'.'.E"'"C""'_—':‘-' bank confirm ng the bank deialls or 3 bank siatement snowing the name of ompa a
without balances/amounts). / Ein womn lhrer Bank ausgesielies Diokument: entweder ein Schraiben lhrer Bank, in dem die Ba el esiatigt a
(=1 Kontoauszug, der dem Mamen des Untermehmens und die Bankverbindung (ohne Salden/Betrage) enthalt / Un document & par wotre pangque : soit
ne letire de votre bangue confirmant les coordonnées bancaires, soit un releve bancaire indiguant l2 nom de 'entreprise et les coordonnées bancaires (sans
soldes/montants) / Un documento rilasciato dalla vostra banca: o una lettera della vostra banca che confermi le coordinate bancarie o un estratto conto bancario
B Lpi ome a3 eta & le co B ncane (Senza s3lauimport



4.1 Express Onboarding form on the Coupa Supplier Portal

EXPRESS ONBOARDING FORM CONTENTS

a Tax Registrations:

Add as many Tax registrations as needed by clicking
on Add Tax Registration button.

For European companies, please indicate your intra-
community VAT number (VATIN). For other
countries (outside EU), please provide your official
tax or business registration number.

Select your Country/Region from the dropdown,
write your Tax ID number and select Local if applied.

Tax Information

* What is your supplier type? / Was ist ihr Lieferantentyp? / Quel est le type de fournisseur? / Qual & il tipo di fornitore?

(O European company (except France) / Europdisches Unternehmen [auBer Frankreich) / Société européenne (sauf la France) / Societa europee
[eccetto la Francia)

(O French company [/ Franzdsisches Unternehmen / Entreprise frangaise / Societa francese

2 Qutside EU f Auerhalb der EU / En dehors de I'UE [ Al di fuori dell'UE

: Tax Registrations

| Add Tax Registration

- Official Tax or Business Registration Number / Amtliche Steuer- oder
Unternehmensregistrierungsnummer / Numéro officiel d'enregistrement fiscal ou commercial /
Numero ufficiale di registrazione fiscale o commerciale

Country a

Number

Lacal



4.1 Express Onboarding form on the Coupa Supplier Portal

EXPRESS ONBOARDING FORM CONTENTS

Purchasing Information

* Supplier Language / Sprache des Lieferanten f Langue du fournisseur [ Lingua del fornitore

e Purchasing Information: .

e Add the Supplier Language, this selection will drive N '
the Ianguage used On the PurChase Order. * Shipping Terms [ Versandbedingungen [ Conditions d'expédition / Condizioni di spedizione
* Add the Shipping Terms. A

DDP - Delivered Duty Paid
DAP - Delivery at Place
CPT - Carriage Paid To

* Select your Preferred Currency to receive DAT - Deivered af Temminal

EXW - Ex Works
paym e ntS : CH F, E U R Or US D- -f‘f;:ff.:?r&ilag:r::e: Insuranece Paid Tn

* Preferred Currency / Bevorzugte Wahrung / Monnaie préférée [ Valuta preferita

yréférée [ Valuta preferita

[

- ]
AUD
CAD
CHF
EUR
GBP
usD




4.1 Express Onboarding form on the Coupa Supplier Portal

e Purchasing Information:

 Select the PO Method and please choose N
between the following two options: o . °

Email: Coupa automatically emails Purchase
Orders to the email address you enter.



4.1 Express Onboarding form on the Coupa Supplier Portal

* PO Method

a Purchasing Information:
 Select the PO Method and please choose
between the following two options:
(i
CxML: Coupa sends the Purchase Order via CxML
and you’ll have to enter the additional CxML .
settings to use this option.

*eXML S5L Version

* XML Supplier Domain

+* XML Supplier |dentity

*eXML HTTP username

* XML Secret
* XML HTTP password



4.1 Express Onboarding form on the Coupa Supplier Portal

Certificates

Flesse update all certificates beneath. It is possible to upload multiple certificates under one cerificate type form. Please follow the instructions below
Certifications:
1. Please upload the certificate(s) under attachments.

Attach your certification files under Attachments >>
Flle 3. In the description name all the uploaded certificates ana their expiry aaies.

updaate the expired cermcate ana c

* Select the dates your certificate becomes effective

and expires under Effective Date & Expiry Date. ISO 9001
e Add any descriptions of the certificates, if necessary, —
in the Descriptions field.

* You can add as many attachments as needed, please
try to keep them relevant to your certificate.

* Add up to 2 certificates.



4.1 Express Onboarding form on the Coupa Supplier Portal

EXPRESS ONBOARDING FORM CONTENTS

° Certifications: * GFS| (Food Safety)

Effective Date |_|

In the Certificate section, you can add several certificates. -
* Expiration Date | 112323 [g]

If several certificates are uploaded under Attachments, the Expiration Date will * Attachments Add

show the one expiring the soonest. BRC.pdf

In the Description, all uploaded certificates and their expiry dates will be listed. IFS paf

You will receive a notification when the certificate is close to the expiry day (90 days FSSC_22000.pdf

before). :
Description | BRC - expires 23.11.2023

*  Process Steps: FSSC - oxpires 06 05 2026

* The supplier will upload the new certificate to replace the one expiring/expired. %

* The supplier will update the expiry date and description.

*Note: The expiry date will be the one of the certificates who expires next (from the
ones uploaded before), not the date of the certificate just uploaded.



4.1 Express Onboarding form on the Coupa Supplier Portal

Express Onboarding FORM CONTENTS

° Certifications: e o et
" larsl (FOOd >ar1ety)

Practical example

Effective Date [e]

Under the GFSI section, there are several certificates uploaded : BRC, IFS, FSSC 22000 * Expiration Date | 11/23/23 [

In the descriptions field is listed the expiry date for each certificate. :
* Attachments Add

BRC_pdf
* Process Steps:

IFS.pdf
FSSC_22000.pdf
* The BRC certificate will expire on 23.11.2023, so the supplier will need to upload the
new certificate by that date. Description lBF%-: -exlpiresq?q.wz%gzr}
- eXpires U1.u1. ]
* Once the new BRC certificate is uploaded the supplier will also need to update the FSSC - expires 06 05 2026

Expiration Date.
* The new expiration date will be 01.01.2025 — the date of the IFS Certificate.

*Note: The Expiry Date will not be the one of the new BRC certificate, but the one of the
soonest to expire: IFS Certificate.



Notification

If one of the provided certificates is about to expire in 30 days, you will receive the first kind email reminder to
either upload the renewed certificate or inform us that you do not plan to renew the certification.

The second reminder (if no action taken) is sent 45 days after the certificate’s expiration, the third and last
reminder 90 days after the certificate’s expiration.

With that set up we hope to provide you enough time to complete the audit.



How to proceed?

Log in to Coupa Supplier Portal using your
username and password

g,2coupa supplier portal

Log in to your Coupa account
Email Address
Enter email address
Password
Enter password

Forgot Password?

Go to tab Profile > Information Requests and
select the right profile in case you have multiple ones

£r:coupa supplier portal ALEXv NOTIFICATIONS @) | HELP -

ﬁ Invoices Orders Business Profile Service Sheets ltems ASN Sourcing Forecasts Catalogues Setup More...

What would you like to do?

a) Upload renewed certificate?

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

Lindt & Sprungll GrOUp Select Customer | Lindt & Spriingli Group

b) Update the certificate information as there is no re-certification planned and inform your Lindt & Spriingli

Contact?

58


https://supplier.coupahost.com/
https://supplier.coupahost.com/
https://supplier.coupahost.com/

a) How to upload renewed certificate?

Update Info

Scroll down and click on Update Info.

Comments Mute Comments  \

Enter Comment

* Food Safety / GFS

1. Find the certificate section with the
expiring / expired certificate Effective Date
2. Delete the expired certificate by
clicking on the red cross symbol
3. Upload the renewed certificate by clicking on
Add File under Attachments Document-1.pdf U
4. Adjust the Expiration Date to the closest Description | BRC 211022
date of the next certificate to be expired.
5. Update the Description. ;

* Expiration Date | 2022-10-21

* Attachments Add File

Example: You need to upload renewed BRC certificate with new expiration date on 31.12.2025. Delete the outdated certificate under attachments and upload the

renewed BRC certificate. Change the Expiration Date to 25.11.2025 as the IFS certificate expires the soonest. Adjust the expiry date of the BRC certificate in the
description to BRC—31.12.2025.

Once all information is updated and complete, scroll down and click on Submit for Approval.



b) How update the certificate information and inform the Lindt & Spriingli
Contact?

Scroll down to see the Comments section. Type @ and iy
continue with your Lindt & Springli Contact name (e.g. [

@zuzana). The contact will appear on the list to select.
Click on the name in the list. Inform the contact that you
are not planning to re-certify. Click on Add Comment.

nnnnnnnnnnnn

Click on Update Info.
* Food Safety / GFS

1. Find the certificate section with the Effective Date

expiring / expired certificate * Expiration Date [ 2022-10-21
2. Delete the expired certificate by

clicking on the red cross symbol @
3. Adjust the Expiration Date to the closest Document-1.pdf

date of the next certificate to be expired. Description TS
5. Update the Description — delete the relevant

information.

* Attachments Add File



b) How update the certificate information and inform the Lindt & Spriingli
Contact?

In case there is no other certificate remaining in
the certificate section, delete the information in
the certificate section, scroll up and change your
answer to “No”.

Certifications

Please attach all the possessed certificates beneath.

* Do you have any of (O Yes

the following Food |®@| No
Safety | GFSI
certificates: BRC /

Once all information is updated and FSSC 220007
complete, scroll down and click on Submit

for Approval.



4.1 Express Onboarding form on the Coupa Supplier Portal

* Questions or fields with the * symbol are required to be answered.
* Every field has its own description below.

* For more information about how to answer the fields, click here.




4.2 Coupa Supplier Portal Express Onboarding submission

Once the Express Onboarding form is fulfilled, scroll down to the end of the screen and, if ready, click on Submit
for Approval button.

If needed, you can leave comments for the approvers or desired users by typing @ and the username of the
receiver (Ex: @UserName), click on Add Comment when done editing. There is also the option for submitting

attachments as a comment.
Decline Save
If you need support, feel free to

Comments Mute Comments contact us via:

Enter Comment > Accessto

Please notify us when approved! [@basic_user]

» Email: supplier@lindt.com

Attachments Add File | URL

Add Comment


https://www.lindt-spruengli.com/supplier-portal
https://www.lindt-spruengli.com/supplier-portal
https://www.lindt-spruengli.com/supplier-portal
mailto:supplier@lindt.com

@ = B

= v

4.3 Feedback

APPROVAL/REJECTION OF THE FORM

After submitting your response, Lindt & Springli will review your information and you will be notified on your notification
preference channels such as Email and in the Coupa Supplier Portal. Approvers might leave some comments on the responded
form, this will also be notified, and you will be able to see them down at the end of the form.

If the form is approved, you will be notified. In case the form is rejected, our Lindt & Spriingli approvers will leave some

comments on your response, please review them, edit the form and submit it again for approval.

M Gmail

Scrivi

Posta in arrive
Speciali
Posticipati
Inwiati

Bozze

Q. Profile info submitted to

X #

|J Da - | | Qualsiasi data - | | Contiene allegato | | A | | Da leggere | Ricerca avanzata

D-

c

do_not_reply 2
do_not_reply 2

do_not_reply 2

Postainamive Prefile Info submitted to Lindt & Springli Group was Approved -
Postainamvo Profile Info Recently Updated for Lindt & Spriingli Group on Coups

Postainamve Profile Info submitted to Lindt & Springli Group was Approved

we i

Pr

Notifications

Tasks & Notifications

Take action on important requests and stay up to date

= Open

EE Open 1

O Overdue 0

E Due Today 0

@ Completed 1

O .
Zecoupa
Medium
Form (DE_Supplier Qualification_Direct_Raw
Form (DE_Supplier Qualification_Direct_Raw
Material_EN/DE) from Lindt & Spriingli Group Form (DE_Supplier Qualification_Direct_Raw Material |

Lindt & Spriingli Group




4.2 Contact Support

‘ Contact us via:
> Access to

> E-mail:


https://www.lindt-spruengli.com/supplier-portal
https://www.lindt-spruengli.com/supplier-portal
https://www.lindt-spruengli.com/supplier-portal
mailto:supplier@lindt.com

LINDT & SPRUNGLI

2. Coupa
1. Technical Supplier
overview Portal
Registration

3. Managing 6. Manage
your 4. Express 5.SetUpa Purchase

account Orders

7. Invoicing 8. Manage
Homepage Catalogues

Onboarding Legal Entity




5.1 What is a Legal Entity?

A legal entity is is a representation of your company and gives your Coupa customers the information they need to do business with
you, including addresses, payment methods, and remit-to details.

If you enabled two-factor authentication for financial data, the CSP prompts you to authenticate. To enable multi-factor
authentication, click the Security & Multi Factor Authentication link on the My Account page:

My Account Security & Multi Factor Authentication

Seftings Multi Factor Authentication
Maotification Preferences
() Disabled
—_*I-@) For Payment Changes (Required for changing Legal Entity or Rem '.—TD}I
(O For Both Account Access (Login) and Payment Changes
App Connections
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



1)

2)

5.2 View Legal Entity

Go to Business Profile > Legal Entities

Review your legal entity information.
Each legal entity has the following
sections: Legal Entity Name, Invoice
From Address, Tax ID, Linked Payment
Method, Payment

Information, and Customers.

zxcoupa supplier portal Q ALEX~  NOTIFICATIONS @

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

HELP ~

Business Profile Profile Submissions Payment Methods Information Requests Performance Evaluation

Legal Entities

Create Q Y
Legal Entity Name Invoice From Address Tax ID Linked Payment Method  Payment Information  Customers
Testforms4Co.. Street 1, Paris, Paris, FR:FR82652031857 Remit-To Address Street 1, Paris, Paris, Lindt & Springli Group
123123, France 123123, France
Bank Account Raiffeisen Lindt & Springli Group
*************** 4475

Perpage 5| 10| 20




1)

2)

3)

5.3 Set Up A Legal Entity — Create Legal Entity

Go to Business Profile > Legal Entities and click on Create

The Create Legal Entity pop-up screen will appear. In the Legal
Entity Name field, enter the official name of your business that is
registered with the local government and select the
Country/Region where it is located

Enter your VAT ID (with country prefix to the number), local Tax
ID, if you are not registered for VAT, or GST (in some
countries/regions).

Note: Conducting business in certain markets/regions requires your
invoice to contain specific information about your company. When
selecting the “Country/Region” this will dictate the specific
information required.

A ELP
zscoupa ALEX NOTIFICATIONS @) = HEL!

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

Business Profile Profile Submissions Payment Methods Information Requests Performance Evaluation

Legal Entities

o9

Legal Entity Name Invoice From Address  Tax ID Linked Payment Method = Payment Information  Customers
Testforms4Co. Street 1, Paris, Paris, FR.FR82652031857 Remit-To Address Street 1, Paris, Paris, Lindt & Sprangli Group
123123, France 123123, France
Bank Account Raiffeisen Lindt & Springli Group
xxxxxxxxxxxxxxxx 4476
Create Legal Entity X
Legal Entity Name * Country/Region *
Test Legal Entity Germany -

Tax Registrations

Country/Region * VATID *

Germany - DE123456789

I don't have a Tax ID Number

@ Add Tax Registration




1)

2)

5.3 Set Up A Legal Entity — Additional Company Information

Create Legal Entity
In the Additional Company Information

(¥ Add Tax Registration

section, fill out the fields (the ones e
marked with the red asterisk * are

Additional Company Information
mandatory).

Legal type of company * (D

\

”i” GmbH

Hover over the icon to receive more
information on how to fill out that field. posrdefDlrecters” ©

Alex Mendoza, Maria Fuentes

Court of registration @

Amtsgericht Berlin (Charlottenburg)

Remark if company in liquidation @

Please include where you company's official seat is.

Registered seat *@

Berlin

Chairman of the Board * @

Alex Mendoza

Commercial Register & Number *

HRE 123456

®




1)

2)

3)

4)

5.3 Set Up A Legal Entity — Invoice From Address

On the Invoice From Address section, fill out the fields.

Enter the registered address of your Legal Entity. This is the
same location where you receive government documents. The
Invoice From address will be included on invoices and is critical
for compliance in some countries/regions.

If you have a simple company structure, you’ll probably use this
as your Ship From and Remit-To location as well. Otherwise,
uncheck the boxes to provide a separate address for those.

Click on Save. The message below will appear, instructing you on
the next step to take (Add Payment Methods):

Business Legal Entity st created. Next, you must add payment info or a
(@ remittance address req ng. Go to Payment Methods and click “Add

Payment Method"™ to complete this

J

A

LINDT & SPRUNGLI

Invoice From Address

Please enter the address that you invoice from or the address that you receive mailed and in-person payments.

Country/Region *

Germany v

City *

Frankfurt am Main

Invoice From Code (7)

Address Line 1 *

3-7 Oberweg

State

Hesse

Preferred Language

German (Germany)

Address Line 2

Postal Code *

- 60318

Ship From Address

Pleasze enter the physical address that your goods are shipped from? This can be a warehouse address.

B Ssame as lnvoice From Address

Remit-To Address

Please enter the address where you receive in-persan payments.

@ Same as Invoice From Address

71



1)

2)

3)

4)

5)

6)

7)

5.3 Set Up A Legal Entity — Payment methods

0 facoupa ALEX

GO to Business PFOf“e S Payment Methods > Add Payment 4 Invoices  Orders | Service Sheets  ftems  ASN  Sourcng  Forecasts  Catalogues  Setup  More..

NOTIFICATIONS @  HELP

Method and choose Bank transfer (mandatory for invoicing). B

In the Add Payment Method pop-up screen, fill out the mandatory
fields.

Linked Legal Entity: choose the Legal Entity you created in the
previous steps.

In the Bank Transfer section, fill in all the bank account details. They
must be the same bank account as stored with Lindt & Springli
Group. Any updates to bank details must also be communicated to
your Lindt & Spriingli customer contact separately.

The Bank Account Country/Region, Bank Account Currency and
Beneficiary Legal Name fields are prepopulated based on the Legal
Entity. You can amend these if needed.

The country and currency will determine what other information is
required. e.g IBAN, Sort Code etc.

Click on Save.

Legal Entities | Information Requests  Performance Evaluation

Payment Methods

Add Payment MathndE
Bank Transfer

Virtual Card

£ Bank Transfer  Bank France  EUR

Perpage 5|10 | 2

Payment Method Name ~ Country  Currency

Linked Legal Entity ‘Shared With Customers Payment Method Status Actions

Testforms4CoupaFR  Lindt & Spriingli Group Active

Add Payment Method

Linked Legal Entity *

Test Legal Entity

Bank Transfer

Please enter the following information to receive Ban ansfer payments.

Account Nickname * (7)

Test Bank Account

Beneficiary Legal Name * @

Test Legal Entity

Test Bank Name

Bank Branch Country / Region * Bank Account C y
German v - EUR -
Bank Name * IBAN *

SWIFT / BIC Code * (1)

8 or 11 characters

)
Branch Code (7)




5.3 Set Up A Legal Entity — Payment methods

1)

2)

3)

The following message appears: “Great News!
The payment information has been
successfully saved.”

Select Lindt & Spriingli in the Customer section.

Click on Save.

Add Payment Method X

Great News! The payment information has been successfully saved. X

Select customers with whom you want to share Test Bank Account and click Save.

Customer ﬁ Test Bank Account

Select All O

Lindt & Spriingli Group /

Perpage 5 10| 20

Cancel




5.4 Modify Legal Entities

1)  Go to Business Profile > Legal Entities
2) Hover over the Legal Entity you wish to modify and click on the Pencil icon (Edit)
that appears.

Edit Legal Entity pre
3) Make the necessary changes and click on Save. -
. . . Legal Entity Name * Country/Regien *
4)  You can delete the Legal Entity by clicking on the red button next to “Save”. R - .

Tax Registrations

Country/Region * VAT ID =
Germany - DE1234567
ﬁ Invoices Orders | Business Profile | S eets Items ASN Sourcing Forecasts Catalogue () 1dent have a Tax ID Number

Business Profile Profile Submissions Payment Methods Information Requests Performance Evaluati . i
Additional Company Information
Legal type of company * (7) Registered seat * (7}
Legal Entities et e
Board of Directors * t,: Chairman of the Board * t,j
Alex Mendoza, Maria Fuentes Alex Mendoza
Court of registration = ':.:! Commercial Register Number = ‘:.;‘.
Create
Amtsgeright Berlin (Charlottenburg) HRB 123456
Remark if company in liquidation (3}
Legal Entity Name Invoice From Address  Tax ID Linked Payment Method = Payment Information  Custo
Test Legal Entity / I 3-7 Oberweg, Frankfurt DE:DE123456789 Remit-To Address 3.7 Oberweg, Frankfurt Lindt & Invoice From Address .
| Main, Hesse, 60318, am Main, Hesse, .. Please enter the address that you invoice from or the address where you receive posted and in-person payments.
jny Bank Account Test Bank Name Lindt & CountrylRegion * Address Line 1 * Address Line 2
3000 Germany - 3-7 Oberweg ®
City = State Postcode *
Frankfurt am Main Hesse - 607

Delete Legal Entity




5.5 Modify Legal Entities — Payment Methods

1) Go to Business Profile > Payment Methods
2) Click on the Pencil icon (Edit Payment Method) in the Actions section of the desired payment method to modify the

information.
3) To delete the payment method, click on the Recycle bin icon (Delete Payment Method).

-*;,‘;coupa ALEX~ | NOTIFICATIONS ) | HELP -

ﬁ Invoices Orders Business Profile ® Sheets ltems ASN Sourcing Forecasts Catalogues Setup More...

Performance Evaluation

Business Profile Profile Submissions Legal Entities Payment Methods Information Requests

Payment Methods G

Add Payment Method ~

v Q

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

i Bank Transfer  Test Bank Account Germany  EUR Test Legal Entity Lindt & Spriingli Group (Active) /2 593 |
i1 Bank Transfer Bank France EUR Testforms4CoupaFR Lindt & Spriingli Group (Active) Vd = 53; |
)

Perpage 5| 10| 20
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6.1 View Purchase Orders on Coupa Supplier Portal (CSP)

The CSP allows you to receive Purchase Orders (PQ’s),

monitor their status and turn them into Invoices or Credit

Notes. It also allows you to view PQO’s from different
customers who use Coupa.

4)
5)

To view all the Purchase Orders raised by Lindt &
Springli Group, click on the Orders tab on the top
toolbar, on the CSP homepage.

Click on a PO number to open that PO.

In the View menu, you can select an existing view
form the drop-down list or create a customized view
of the PO data.

Use the search functionality to find a particular PO.
You can also “Export” the information about the
Purchase Orders into a File that you can download
(Excel, CSV formats).

i;‘:':coupa sup p.i&"r pL)rt al ALEX NOTIFICATIONS @@ = HELP

ﬁ Invoices W Qoﬁle Service Sheets ltems ASN Sourcing Forecasts Catalogs Setup More...
Orders Order Lines Retur rder Changes Order Line Changes Order Confirmations Order Confirmation Lines More...

Select customer  Lindt & Springli Group

Purchase Orders

View

PO Number Order Date  Status Acknowledged At  ltems Unanswered Col
| FR_4100020128 | 02/26/26  lssued  MNone 20 each of Test Item No Open Orders =S
FR_4100020127  02/26/26 Issued  None 15 each of Test Free Form CSP No Orders not acknowledged ES

Orders not invoiced

Orders past due

Orders with pending changes|
POs with service lines

Create View




6.1 View Purchase Orders on Coupa Supplier Portal — PO Status

Starting with the PO number, all the orders are
arranged per column. You can sort them by
clicking on the different column titles, like
Status, for example. A PO can have the following
status in the CSP:

1) Issued: The PO was approved by Lindt &
Sprungli and sent to you as the Supplier.

2) Cancelled: The PO is cancelled and does not
need to be fulfilled

3) Closed: The issued PO was received and
then closed, either manually or
automatically. You cannot invoice against a
PO in this status

4) Soft Closed: The PO is closed but can be
reopened. You cannot invoice against a PO
in this status

§,"’¢COUpa sup [lie[ DUH 'cl._ ALEX NOTIFICATIONS @@ HELP

ﬁ Invoices @ Business Profile Service Sheets ltems ASN Sourcing Forecasts Catalogs Setup More...

Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...

Select customer  Lindt & Springl Group

Purchase Orders

PO Number OrderDate  Status «  Acknowledged At  Items Unanswerad Comments Total Assigned To Actions [$3
IFR_LH 00020147 03/02/26 Cancelled | None 10 each of Test ltem No 100.00 EUR

FR_4100020149  03/02/26 Closed None 10 each of Test ltem No 100.00 EUR

FR_4100020127 02/26/26 Issued None 15 each of Test Free Form CSP No 1,500.00 EUR Eg

FR_4100020128  02/26/26 Issued 02/26/26 20 each of Test Item No 200.00 EUR EE

FR_4100020148  03/02/26 Soft Closed | None 10 each of Test ltem No 100.00 EUR

FR_4100020150  03/02/26 Soft Closed | None 10 each of Test ltem No 100.00 EUR




6.2 Acknowledge a Purchase Order on CSP

1) After clicking on the PO number in your Orders list, within the PO window, you can view the details of the purchase order.
2) To acknowledge a PO, tick the “Acknowledged” box. POs must be acknowledged within 48 hours since delivery.

3) Click on Print View to access a PDF version of the PO.

4) View comments related to the PO on the bottom of the page under the Comments section.

5) View the historical activity on the PO, by opening the drop-down list in the History section.

Purchase Order #FR_4100020128

,J/ 0 Comments Mute Comments

o General Info “ Shipping

Enter Comment
Status Issued - Sent via Email Ship-To Address 2, Av. De Lattre de Tassigny

4774 Upgrade street2
64400 Oloron Sainte-Marie
Revision Date 02/26/26 France . 4
Aftn: Nicolas Couture Add File 1 URL

Order Date 02/26/26

reuesier Mook e Send Comment nofification to a user by typing @name (ex. @JohnSmith
Email 3562 staging.test@coupa.com Terms DAP - Delivery at Place

< . .
Payment Term 60 Jours [60J_FR_102] Shipment Tracking © s

Attachments None No shipment tracking.

. " History >

Lines

1 6/ -

Purchase order FR_4100020127 version 1 sent via email. View PO
1| Type Item Qty Unit Price Total Invoiced
g Test ltem 20 each 10.00 200.00 0.00 . " . .
Lindt & Spriingli SAS France User on 02/26/26 at 11:23 AM
Need By  Supplier Part Number  Supplier Auxiliary Part Number Manufacturer Name  Manufacturer Part Number ) . . :
0226126 123456 None None None Lindt & Spriingli SAS France User on 02/26/26 at 11:22 AM
Lindt & Spriingli SAS France User on 02/26/26 at 11:22 AM
Perpage 15 | 45 | 90 Purchase order FR_4100020127 Created

Total EUR 200.00

Create Invoice Save

=i Print View
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7.1 The 3 Best Free of Charge Ways to exchange POs/Invoices with Your Customers

CSP can be used to create ﬁ IMPORTANT: For Lindt & Spriingli to

: : COMPLIANT . . O,
Invoices to send directly ELECTRONIC S easily match the PO to the invoice
to Lindt & Spriingli i : -

INVOICES : - . ' : and pay you in due time, make sure
Group. : | you mention the following on your
* : ' ' : == * invoices:
On the CSP, you can view . :
! ) . I Inbox /
in real-time.

» PO Requester name
You can see here marked

in green the best 3 ways
to exchange invoices and
POs via CSP.

» Your supplier number.

High automation Manual effort

Coupa Supplier Portal Supplier Actionable
cXML e Invoice Inbox Manual Entr
_ (CSP) Notification (SAN) i
Electronic exchange Supplier creates invoice on . Suppher tur_ns PO . ‘ Supplle_rtur'ns PO ‘ Invoice paper/scan is entered in
portal into invoice via email into invoice via email Coupa manually by A/P

@ The free and various ways to connect for suppliers foster the conversion rate
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7.2 Create Invoices on the CSP - Selecting the Order

The CSP enables you to generate an invoice for Lindt & Springli quickly and efficiently directly from a Purchase Order. This is known

as PO Flip.
SELECTING THE ORDER : Go to the Orders page, identify the relevant PO line and click on either:

The Yellow coins icon situated in the Actions field to the right of the PO table. This takes you directly to the Create

Invoice page.
The PO Number in the PO Number column. This opens up the Purchase Order page, which allows you to check the PO

/ and turn it into an Invoice using the Create Invoice button.

s : - ALEX NOTIFICATIONS HELP .
Zcoupa supplier portal o Lines
Price Total Invoiced

ﬁ Invoices Business Profile Service Sheets ltems ASN
Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More... 1 Type Item Qty Unit
-4 Test Free Form CSP 15 each 100.00 1,500.00 0.00
Select customer  Lindt & Springli Group Need By Supplier Part Number  Supplier Auxiliary Part Number Manufacturer Name  Manufacturer Part Number
02/26/26  None None None None
Purchase Orders
Click the 5= Action to Invoice from a Purchase Order Perpage 15 | 45 | 90
~ o]
Export to View [l ~v I Search P Total EUR 1,500.00
Order Date  Status Acknowledged At ltems Unanswered Comments Total Assigned To  Actions

PO Number
No

FR_4100020128 | 02/26/26 Issued 02/26/26 20 each of Test ltem
A/ 15 each of Test Free Form CSP No 1,500.00 EUR

FR_4100020127  02/26/26 Issued  None

" @



7.2 Create Invoices in the Coupa Supplier Portal — Legal Entity

NOTE: A pop-up screen will appear if you have none, or more than one Legal Entity created. Select the Legal Entity you want to use.
If no Legal Entity is visible, you should click on Add New and you will be guided through the process to create one.
The selected or newly created legal entity is added to your invoice.

If you only have a single Legal Entity set up in the CSP this pop-up box will not appear when you create an Invoice.

Choose Invoicing Details

* Legal Entity | Select ~| @ Add MNew

* Remit-To Select ~

* Ship From Address Select ~

LINDT & SPRUNGLI 85



7.2 Create Invoices on the CSP — General Information

GENERAL INFORMATION: Fill out the General Info. The
fields marked with a (*) red asterisk are mandatory:

Enter your Invoice Number.

Please make sure you check and use the correct
invoice date, as it defaults to the current day.

Currency defaults to the currency the PO was created
in as it needs to align to it.

The From and To sections of the invoice will be auto
populated from your invoicing setup in the CSP. You
can update an invoice from, a remit-to, and/or a ship
from address by clicking on the

corresponding Search icon in the From section and
selecting or creating details. If you need to create a
Legal Entity, you will be guided through the process.

O000

Create Invoice create

Creating your first imvoice? Just enter in your invoice number. Check the line details, make any necessary changes and put in any extra X
charges. Once you are ready, click Submit. You'll be notified if the imvoice is approved or placed on hold.

°© General Info I Froml )

I * Invoice # I * Supplie. MCoupaFR [602871_FR_102]

I * Invoice Date | 06/03/2026 [ I * Supplier VAT ID | DE123456780 »

Payment Term 60 Jours [B0J_FR_102] e-From Address  Test Legal Entity L
3-T Oberweg Alex
/g Curmncy ELR - . B0318 Frankfurt am MainMendoza

Germany

elivery Number
Amtsgeright Berin {Charlottenburg)

Status Draft GmbH

Alext Mendoza, Maria Fuentes
Image Scan | Choose File | Mo file chosen Berdin
HRE 122455
Supplier Note
* Remit-To Address Test Legal Entity
3-T Obe
Y 2 berwveg )
80318 Frankdfurt am Main
Attachments ) Add File | URL | Test Germany

Margin Scheme
* Ship-From Address Test Legal Entity

3-T Oberweg
)I To

80318 Frankfurt am Main
*Bill-To Address Lindt & Sprungli SAS France

Customer Lindt & Sprimghi Group

Germany

4845 Upgrade street
4848 Upgrade street2
San Mateo, CA 11111
United States

* Buyer VAT IDVAT | FR2367T2024155

Ship to Address 2, Av. De Lattre de Tassigny
4774 Upgrade stresi2
54400 Oloron Sainte-Marie
France

QR-Reference




7.2 Create Invoices in the Coupa Supplier Portal - Markets

NOTE: COMPLIANT s
MARKETS*

NON-COMPLIANT INVOICING

If you are in a Compliant Invoicing Market, the invoice you
create in the CSP is legally compliant and vyou
should NOT attach the original Invoice you may have created
in your other systems or processes. Supporting files such as a
breakdown of the Invoicing details can be attached using the
Attachments field (up to 100 MB, PNG, GIF, JPG, JPEG, PJPEG,
TIFF or PDF).

The Image scan is mandatory if you are invoicing in a Non-
Compliant Invoicing Market. You MUST attach a PDF of your
invoice here. The system will not allow you to submit an
invoice without the Image scan being attached.

Non-compliant invoicing markets: Taiwan Region, Macau
S.A.R., Russia, Ukraine, Turkey.

*Please refer to the market overview list in the next slide.

0 General Info

Y From

* Invoice #
* Invoice Date

Payment Term

* Currency
Delivery Number

Status

06/03/2026 [

60 Jours [80J_FR_102]
ER v

Draft

Image Scan

Choose File | No file chosen

Supplier Note

I Attachments u

Option out of Cash
Accounting Scheme

Late Payment Penalties

Margin Scheme

Pre-Payment Date

/%

* Supplier Testforms4CoupaFR [602671_FR_102]

* Supplier VAT ID

* Remit-To Address

Add File | URL | Text |
* Ship-From Address

9 To

FR82652031857 w

*Invoice-From Address Testforms4CoupaFR,

Street 1
123123 Paris
France

552 100 554
SARL

Paris, France
1,000,000

Testforms4CoupaFR,
Street 1

123123 Paris

France

Testforms4CoupaFR
Street 1

123123 Paris

France

Customer Lindt & Spriingli Group

*Bill-To Address

Lindt & Sprungli SAS France
4646 Upgrade street




Coupa Compliant E-Invoicing

Australia
Austria
Bahrain
Bangladesh
Belgium
Brazil
Bulgaria
Canada
China
Colombia
Croatia
Czech Republic
Denmark
Estonia
Finland
France
Germany
Greece
Hong Kong
Hungary

Countries

India

Ireland

Italy

Japan
Latvia
Lithuania
Luxembourg
Malaysia
Malta
Mexico
Montenegro
Myanmar
Namibia
Netherlands
New Zealand
Norway
Pakistan
Poland
Portugal
Romania

Saudi Arabia
Serbia
Singapore
Slovakia
Slovenia
South Africa
South Korea
Spain
Sweden
Switzerland
UK

United Arab Emirates
USA



7.2 Create Invoices in the Coupa Supplier Portal — Invoice Lines

INVOICE LINES AND TAXES: Validate the Purchase

Order lines and select what you want to Invoice.

You can remove a line by clicking on the red
X on the Invoice line ¢ .If you are not
invoicing for the entire Purchase Order, you
should delete the unused lines to avoid
confusion.

If applicable, add a (VAT Rate) from the
drop-down list. If applicable different Tax
Rates can be applied to different lines on

/ the invoice.

You can click on Add line, if you wish to add
an invoice extra line.

Type Description
ﬁ’ Peter
PO Line

FR_4100020128-3

Sustainability Certificate 1 -

Number

Billing
K-1154003—-BFM15-635800

Taxes

VAT Rate

Qty UoMm Price 5700 (%] |

19.000 each - 3.00
Contract Supplier Part Number Sustainability Certificate 1 - Type

w w

Sustainability Certificate 2 - Type Sustainability Certificate 2 -

Number
b

VAT Amount Tax Reference

0.00

0 Add Line 0 Pick lines from Contract




7.2 Create Invoices in the Coupa Supplier Portal — Final Steps

ADDING ADDITIONAL COSTS: The Totals & Taxes section of the invoice
is used to enter shipping and handling costs. You should also select the
applicable tax rate for these costs. Please note only costs approved by
Lindt & Spriingli should be added to these fields.

Do not forget to click the Calculate button to obtain the gross total
amount including relevant tax.

SUBMITTING INVOICES: Invoices can be created and saved as a draft
before being submitted. Draft invoices can be deleted or cancelled.
Submit the invoice. You can also add comments for Lindt & Springli
Group.

Congratulations, you have created a legally compliant Invoice! It has now
been delivered to Lindt & Spriingli for processing. The Status of the
Invoice will be visible on the Invoice tab.

Totals & Taxes

Lines Met Total 2,044.00
Lines VAT Totals 0.00

Shipping
| vaT o

Tax Reference

Handling a

VAT

Tax Reference

Total VAT 0.00
Met Total 2.044.00
Gross Total 2,044.00

),

Deactivate [ Delete Cancel Save as Draft [ Calculate l m ]

[



7.3 View Invoices on CSP

Qupa supplier portal ALEX v | NOTIFICATIONS @@ | HELP
1) Th e I nvoice pa ge S h OWS a | I th e I nvo i Ces yo u m Orders Business Profile Service Sheets Items ASH Sourcing Farecasts Catalogs Setup More..

have created. e
2) Go to the Invoice # column, then click on a
specific invoice number to open the Invoice
page and find detailed information.
3) Inthe View menu, you can select an R — )
existing view from the drop-down list or — : s = J

Sedect customer | Lindt & Spriingli Group

Invoices

Create Invoices @

Al ~ Search
. . . " ‘ N
create a customized view of the Invoice imvice £ CretedDate  Situs o —= - Aetons
I MNone 0270626 Draft FR_4100020187 100,00 EUR Mo )/Q
d ata . Mone  03/06/26 oided FR_4100020180  200.00 EUR Mo

Credit Notes

4) Use the search functionality to find specific S R e N

i nvo i Ces 20280226 006/26 Approved FR_4100020188 178.50 EUR Mo
° 20280212 020620 Abandoned FR_41000201&7 100.00 EUR fes

5 ) YO u ca n a I S 0 “ Expo rt” t h e i n fo r m at i 0 n 20260220 0306/26 Disputed FR_4100020127  1.605.00 EUR  Yes Dizputes without supplier rasponse =

20260303 00626 Pending Approval FR_4100020128 136.85 EUR Mo

about the invoices a file that you can Pervage 15 1 45 1 0
download (Excel, CSV formats). v s

Payment Information

Disputes with a supplier rezponss

Pending Approval
Processing
Processing Failed
Unpaid invoicas

‘oided
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7.3 View Invoices on CSP - Invoice Status

An Invoice can appear with the following status on CSP:

1)

2)
3)

4)

5)

6)

Approved: The invoice has been approved for
payment and will be paid at the next payment
campaign, based on the agreed payment
terms.

Abandoned: the disputed invoice has been
abandoned.

Disputed: the invoice has been submitted to
Lindt & Spriingli yet.

Pending Approval: the invoice needs an
approval from Lindt & Sprungli Group, before
an approval workflow can be triggered.
Processing: after having been submitted, the
invoice is being processed to be sent for
approval.

Voided: the invoice was revoked.

Invoices

Create Invoices @

Create Invoice from PO

Invoice #
| None
20260311
20260305
20260226
20260212
20260220
20260303

Created Date
03/06/26
03/06/26
03/06/26
03/06/26
03/06/26
03/06/26
03/06/26

Perpage 15 | 45 | 90

Status
Voided

Pending Approval
Approved
Approved
Abandoned
Disputed

Pending Approval

PO #

FR_4100020189
FR_4100020190
FR_4100020189
FR_4100020188
FR_4100020187
FR_4100020127

FR_4100020128

Total

200.00 EUR
267.50 EUR
23800 EUR
17850 EUR
100.00 EUR
1,605.00 EUR

136.85 EUR

Create Credit Note
View
Unanswered Comments Dispute Reason Actions
No
No
No
No
Yes Test Dispute
Yes Test Dispute =
No
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7.3 View Invoices on CSP —The Invoice Page

1)

Once you click on a specific invoice number
from your invoice list, the invoice page
opens, where you can view all the details of
the invoice.

To view the Legal Invoice, click

on download next to it

This will open a .PDF version of the VAT
legal invoice, which can be printed or
downloaded.

Invoice #20260303 sacx

- General Info

.®

legal_invoice_20260226_2026-03-06.pdf
104 KB = Done

Select customer

p
®
~ Bill To & Ship To

Supplier Te 4CoupaFR [602671_FR_102]

Invoice From  Test Legal Entity
3-7 Oberweg
60318 Frankfurt am Main

Chairperson of the Alex Mendoza

Court of Registrati ight Berlin (C
Legal Type of Company GmbH

naging Directors Alex Mendoza, Maria Fuentes

Remit To Test Legal Entity
3.7 Obenweg
60318 Frankfurt am Main



7.3 View Invoices on CSP - View Payment Details

1) If your invoice is in status Approved, you

) ] ] 0 Comments Mute Comments
can see the payment details on the invoice
page, by scrolling down to the Payments Enter Comment
section p
2) This section displays the payment status, e e Lo
paid-in-full date, and all the related
payment reconciliation details.
Payments v

|

Status Externally Paid /

Paid-in-Full Date  08/0272025

Payment Reconciliation Details

Status Date Type Description Amount
Posted D6/0E2028 Payment Fully Paid 238.00
Posted OB/0E2028 Payment Fully Paid -238.00
Posted DE/0R20268 FPayment Fully Paid 238.00

- History



7.4 Create a Credit Note on CSP — Resolve Options for a Disputed Invoice

Credit Notes can be created when either
an Invoice has been disputed by Lindt &
Sprungli Group, or when a mistake on an
Invoice was noticed after it was
submitted. Credit Notes can cover part or
all of the Invoice amount.

1) Click on the Invoices tab.
2) Inthe View tab, choose Disputed.
3) Click on the Resolve action button.

ﬁ Orders Business Profile Service Sheets ltems ASN Sourcing Forecasts Catalogs Setup More...

Invoices

Invoices Lines Payment Receipts

Select customer  Lindt & Springli Group

Invoices

Create Invoices @

Create Invoice from PO Create Credit Note
v
Invoice # Invoice Date PO # Total Disputed Date Commented Dispute Reason Comments Actions
20260220 03/02/26 FR_4100020127 1,605.00  03/06/26 03/06/26 Test Dispute Adrian Cadis (@ACadis@lindt.com) on E
EUR 03/06/26 at 01:57 PM
i Resolve
Test Dispute
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7.4 Create a Credit Note on CSP — Resolve Options for a Disputed Invoice

There are two resolution options for a disputed invoice:
1) For a COUPA COMPLIANT INVOICING MARKET:

a) Click on the disputed invoice. The invoice screen will appear with a description of the resolution options at the
top.
b) Based on the disputed reason, scroll down to the bottom of the page and select one of the two options below:
e Cancel Invoice — this will create a credit note for the full amount invoiced.
* Adjust — this will take you to an editable screen
c) The Create Credit Note screen will appear.

2) For a COUPA NON-COMPLIANT INVOICING MARKET: A message at the top of the invoice screen presents the options for
resolution. You can choose one of the options below, which are on the same editable screen used when creating the
invoice:

* Void the invoice entirely
* Correct the invoice



7.4 Create a Credit Note on CSP — Adjust an invoice

1) After opening the disputed invoice, click on Adjust.
2) Give the Credit Note a number.
3) Ifthelineis:

* quantity-based, enter a negative quantity and

leave the price as positive
* price-based, and only contains a price
field, enter a negative price adjustment.

4) Add the tax description rate. Note that you will
have to add taxes at the line level.

Total VAT

Net Total

Gross Total

O General Info

7.352 91

90,776.65

98,129.56

o From

* Credit Note #

* Supplier

* Credit Note Date  2024-07-26 [}

Lines
Adjustment Type| Quantity
Type Description

g’ l Monthly maintenance clean

PO Line Service/Time Sheet Line
49000000206-4 !

Sustainability Certificate 1 - Type Sustainability Certificate 1 -
Numr

Billing
K-1746-01---46791-78944-|T

Qty uom
ing -1.0 ths

Taxes

VAT Rate VAT Amount Tax Reference

7,340.76

* Supplier VATID

Price ()( ( ~ ( I Q
v 90,626.6496 90,626.65

Contract Supplier Part Number
1

Sustainability Certificate 2 - Type Sustainability Certificate 2 -
Numl



7.4 Create a Credit Note on CSP — Adjust an invoice - Final Steps

° [ Totals & Taxes
Scroll down to see the Totals & Taxes section e o

Click Calculate to finalize the totals, taxes and verify.
Click Submit to send Lindt & Spriingli the Credit Note.

Shipping
Finally, confirm that you wish to Send Credit Note in the pop-up confirmation window.
T - 0.000
Tax Reference
Handling
Are You Ready to Send?
VAT v 0.000
Coupa is about to create a credit note on your behalf. Please make sure you are not attaching Tax Reference
another credit note to this tfransaction as the Coupa-generated credit note is your and your
customer's legal credit note.
Total VAT -7,340.76
Continue Editing Send Credit Note et o e
Gross Total -97,967.41

J

Deactivate / Delete Cancel Save as Draft [ Calculate |m

_/
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Contact Support

‘ Contact us via:

> Access to

> E-mail:


https://www.lindt-spruengli.com/supplier-portal
https://www.lindt-spruengli.com/supplier-portal
https://www.lindt-spruengli.com/supplier-portal
mailto:supplier@lindt.com

LINDT & SPRUNGLI

2. Coupa
1. Technical Supplier
overview Portal
Registration

3. Managing 6. Manage
your 4. Express 5.SetUpa Purchase

account Orders

7. Invoicing 8. Manage
Homepage Catalogues

Onboarding Legal Entity




8.1 Set Up a Supplier Hosted Catalogue on CSP - Homepage

With the CSP, each Supplier can create and host their own Catalogues and offer them digitally to Lindt & Spriingli or any other customer.

Enabling Lindt & Spriingli business users to order directly from a Catalogue ensures the most up-to-date accuracy of products, descriptions and
prices.

1) After logging in to the CSP, click on the Catalogue tab at the top of the page. If this tab is hidden, ask your CSP administrator to adjust your
permissions via the Setup tab.

2) Click on the Create button, to create a new catalogue
3) Ensure you are creating the catalogue for the correct customer (you may be linked to multiple customers via the CSP).

;':;COUpa SUp D"\el‘ por.t ill 1 ALEX NOTIFICATIONS @ | HELP

ﬁ Invoices Orders Business Profile Service Sheets Iltems ASN Sourcing Forecasts Catalogues Setup More...

Select Customer

Lindt & Spriingli Group v

Configure Punchout

Catalogues ‘

= views All

Create Search Q VY




8.1 Set Up a Supplier Hosted Catalogue on CSP - Add Catalogue Information

1) After clicking on the Create button, the catalogue detail G,‘-&mupa supplier portal AEX. | NOTFICATIONS @ | HELP
creation page appears. The first field identifies the A Invoices Onders  Business Profie  Service Sheets Hems  ASN ( Sourcing | Forecasts Setp  More..
Customer your Catalogue relates to. Please note that the R '
fields marked with a red asterisk (*) are mandatory. Configurs Punchoct

2) Provide the catalogue name. Catalogue 2 cat Back

3) Add the catalogue Start Date — this is the date the items oo Lt g s
in the catalogue become available to buy for Lindt & | -cotosuename | catdogue2
Springli users. Enter the catalogue Expiry Date — this is e P
the date items are available until. These 2 dates might Exiry Date &
represent a 12-month period linked to a contract for

example. The items offered in the Catalogue will only be
valid between the Start Date and Expiry Date

4) Select the Currency. This is likely to be the same as the 1 Item Changed (0 unc
Invoicing Currency you typically use with Lindt & v, “
Springli Group

5) Click on Save when the details have been completed.



8.1 Set Up a Supplier Hosted Catalogue on CSP — Create items

After you have created the
Catalogue, please scroll down to
add items to your Catalogue.
There are two methods of adding
items:

1) Oneitem at a time: click
on Create to add each item
separately to your catalogue.
This is generally the most
straight forward way to
create a catalogue item.

2) Load from file: Bulk upload
multiple items collectively
using an import template.

e

0

New ltems

ltems Included in Catalogue

= views All

Create

Name Part Number

Test 123456
ltem

4

Perpage 15 | 45 | 90

Status Change Price

Updated 15.00

0

Deactivated Items

_/

Price Change

50.00 % 50

Search

Save Submit for Approval

(=

Load from file

Price Amount Cha

G
G
G

Export as CSV Plain Text (Current Columns)
Export as CSV for Excel (Current Columns)

Export as XLSX (Current Columns)




8.2 Create Catalogue items manually

After clicking on Create, the catalogue detail creation page
appears. The first field identifies the Customer your Catalogue
relates to. The fields marked with a red asterisk (*) are

mandatory.

1) Name: enter a clear name for the item (typically not a code)

2) Description. create a short, concise description to support
the item name.

3) Unit of measurement (UoM): select the correct UoM for
your item from the drop-down list.

4) Part Number: add the part number that you use to recognize
the item; use the number you recognize in your systems to
be able to cross reference items.

5) Price: add the Price for the UoM

6) Currency: select the Currency of the item from the drop-
down list.

7) Choose File: upload a clear picture of each item to help the
Buyer to make the correct choice

8) Save: once completed, click on Save

9) Repeat steps 1-8 for each item you wish to add to the

Catalogue. Only related items should be added to a
Catalogue.

§,coupa supplierportal

PIA NOTIFICATIONS HELP

Home Profle  Forecasts Orders  Service/TimeSheets ASN  Invoices — Camlogues  Business Performance  Sourcing

Addons  Setup

Catalog Item creee

-

|

Sustainability Information

Sustainable

Select Customer | ingh 4 Sprungli Group v
Configure Punchout
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8.3 Bulk Load Catalogue Items

You can add multiple items to a Catalogue in one go. This is done
via the bulk load function in the CSP. You should start by
downloading the Coupa upload template.

1)
2)
3)
4)

5)

Click on the Load from file option on the Catalogue Items
page.

Click on Download to get the most recent upload template.
Populate the .CSV file and save the file.

Choose File: locate the file you created and saved and select
it from your computer

Document name: the name of the upload document will
appear here once you have selected it

Start Upload: click on Start Upload to begin the upload
process. You will get a message to confirm if the upload was
successful

It is possible that you have to repeat these steps, to fix potential
errors that Coupa detects when uploading the items. Upload
issues might be an incorrect UoM or dates in the wrong format
for example.

[tems Included in Catalog
= views All

Create Search V E

[& Load from file

Name Part Number Status Change Price Price Change Price Amount Cha

G» Export as CSV Plain Text (Current Columns)

No results found
D—> Export as CSV for Excel (Current Columns)

4

D—> Export as XLSX (Current Columns}

Bulk Load Item Updates for Catalogue 4

Follow these steps to upload

1_Download ihe CSV template, or export the current list (Based on the CSV File Field Separator in your Language and Region settings_)

- 2 Fill in or update the CSV file. Click here for a description of the required and optional fields in the template.
« Fields marked with a "™*" are mandatory
« FEach row uploaded will create a new
« Click Start Upload and the system will attempt to load the first 6 rows from your file and show the results

3 Load the updated file
| | Choose File [[Catalogue items test csv I

]
Note: If you are loading csv files with non-Eng, ‘/éc’[ers, please consult the following help note.

Start Upload




1)

2)

3)

4)

5)

8.4 Submit Catalogue Items for approval and check status

Once you have successfully created your catalogue
items, they will appear on the Catalogue screen, in
the Items included in Catalog section.

Click on Submit for Approval, to send them to Lindt
& Spriingli for approval.

After submitting your Catalogue, you will see a
green bar indicating that the (new) Catalogue was
successfully submitted.

Status: you can see here the status of all your
catalogue items. After submitting them to Lindt &
Sprungli Group, the Status will change

to Pending Approval.

The status Accepted by Customer means that your
catalog item has been successfully approved.

Save | ‘Submit for Approval

Q Items Included in Catalog

= views  All

Create

Name  PartNumber  Status Change  Price

Test 122459 New 11.00
ltem
2

Test 122450 New 5.00
Item
3

Price Change  Price Amount Change  Currency  Other Fields Changed

None  None

None  None

Search

EUR None

EUR None

Qv

Rejec

None

None

e ] [ 4
Catalogs
Catalog was successfully updated and awaiting approval. x

= views All

Create Search O\ V

Catalog Name  Created Date Submitted Date Start Date Expiration Date Status }d Comments Error  Acti

Catalogue 4 03/06/26 03/09/26 03/02/26 03/02/27 Pending No None ¢/
Approval

Catalogue 3 03/06/26 03/06/26 03/02/26 03/02/27 Pending No None ¢/
Approval

Catalogue 2 03/06/26 03/06/26 03/06/26 03/06/28 Pending No None e
Approval

02/26/26

02/26/26

02/26/26

01/30427

Hosted Accepted No None
Catalogue by
CSP test Customer

4

106



Contact Support

‘ Contact us via:

> Access to

> E-mail:


https://www.lindt-spruengli.com/supplier-portal
https://www.lindt-spruengli.com/supplier-portal
https://www.lindt-spruengli.com/supplier-portal
mailto:supplier@lindt.com

Thank you.
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