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Help & Useful links

» Lindt & Spriingli Supplier Portal

» Lindt & Springli Supplier Portal FAQs

» Coupa Supplier Portal User Guide

» Coupa Supplier Portal Videos

» Coupa Supplier Help Center

» Coupa Supplier Portal on Success Portals

» Coupa Supplier Portal FAQs



https://www.lindt-spruengli.com/supplier-portal
https://www.lindt-spruengli.com/amfile/file/download/id/6817/file/Supplier-Portal-FAQ.pdf
https://success.coupa.com/Suppliers/For_Customers/Toolkit/Document_Exchange/The_Coupa_Supplier_Portal/Coupa_Supplier_Guides
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Intro
https://supplier.coupa.com/help/
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos
https://supplier.coupa.com/help/faqs/

1.1 Process Overview

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

Coupa

Pre- -
' o ualification
Suppl.ler Pprtal Qualification Q
Registration

* We invite you to join us through e Suppliers will receive the invite * In order to be awarded business,
(Coupa Supplier Portal), a single to fill in the pre-qualification you are required to complete the
access point for Lindt & Spriingli form via email from Lindt & qualification form and
suppliers. You can do this by self- Spriingli. With the supplier fulfill all qualification
registration and/or from an pre-qualification form, Lindt & requirements. This questionnaire
Invitation received from Lindt & Springli collects business is sent to your Coupa Supplier
Spriingli. There you will be able to inform'ation and agreements Portal. account during
perform business transactions with with Lindt & Spriingli sourcing events.
Lindt & Spriingli. We provide documentatlon from the
you with helpful training suppliers.

material and videos explaining
the Coupa Supplier Portal.

A
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https://supplier.coupahost.com/sessions/new
https://www.lindt-spruengli.com/supplier-portal
https://supplier.coupahost.com/sessions/new?page=signup

1.2 Contact Support

]
@0 @0
ﬁcoupa LINDT & SPRUNGLI LINDT & SPRUNGLI

> Contact Lindt & Spriingli SUPPLIER CENTER

in case of: » Go to Lindt & Springli
Supplier Portal for further
information on:

» Contact Coupa Help
Center in case of:

, , = User access request
= Coupa is not available

= Process / sourcing and/or Contract

Technical issue content related questions

= Our Source-to-Contract procedures

= Functional issue . :
= Trainings / improvements / best

practices

= Terms and conditions

, : * Coupa training
= Change requests in settings /

templates

A
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https://www.lindt-spruengli.com/supplier-portal

1.2 Contact Support

COUPA SUPPLIER PORTAL SUPPORT Both the Online Help button and the Help

There are 3 ways to access Coupa support: button will open the Coupa Help Center
screen seen below.

1) Access from Coupa Suppliers Homepage by :
clicking on Help. It will redirect you to Coupa Foomln
Help Center. You can also access directly by

HOME FEATURES SOLUTIONS RESOURCES ( HELP )

HOW CAN WE HELP YOU?

clicking here.
Mew to Coupa? The Help Center hos everything you need to know ta

* C =
G T | HOME ) FEATURES SOLUTIONS RESOURCES
suppliers L --

succesafully engage with your customers on Coupa.

Search for help or choose a category below to find what you need,

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

G

Z,scoupa supplier portal

Cnline Help

Home Profile Orders Service/Time Sheets ASN  Invoices. Catalogues [EEEIS® Creating an account Filling out the Request  Setting up users in the
ik Tiar with Coupa for the first for Information form Coupa Supplier Portal

= le 3
B time We can help guide you through the ¥ou already have vour account set
Business Performance Sourcing Add-ons Setup i s your feat i ising Couipe AiFl process, and give snswers to up, but v need to add more users

youllnead to register snoccountby  S@MECOmmOon uestons,

from your company, set up their
‘ollowing zome simple ctaps. permissiona and customer acooss,

A
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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. 3) Contact Coupa Supplier Support via the
Feel free to go through its slides and click on the following Email address:

areas where you need help. A guided step-by-step

tour will start on your selected help area. ‘

Welcome to Coupa Supplier Portal -

‘ + Create Invoices & Get Status Updates + Update Profile & Payment Info l ﬁ
‘ + View & Respond to Purchase Orders + Create Time Sheets & ASNs Against Orders ‘ .
supplier@coupa.com

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

gescoupa supplier portal

o

A
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mailto:supplier@coupa.com

1.2 Contact Support

Contact us via:

> Access to Lindt & Spriingli Supplier Portal

» E-mail: supplier@lindt.com



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

1.3 Security Settings

= M Gmail Q  pearchmai = @ o
O- C : 1-10f 1
l— Compose
Coupa Suppl ort. Spam  Action Required - Click Below... Jun 9

2 Scheduled

All Mail /
IO Spam 1 |

File Home Send / Receive View Help Search

L7 New Email ~

v Favorites
Inbox
Sent ltems
Drafts

Deleted Items

Conversation History

== Eti" D «'_) —> ﬁSharptoTeams & Une

<
Junk Emai

v Last Week

| By Date~ T

Coupa S

Your Cm_lpac%ort This 6/2

Junk Email

‘5 /
M1

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:Coupalabelispam X I ® @&
In your Gmail Spam folder, go to the

Search mail fleld on top and Cl ICk on . . . e W_henla message is an exact match for your search
] Q, Search mail ® @& criteria:
the Filter symbol.

Erom Coupa [C] skip the Inbox (Archive it)
. Mark d
In the field “From” type ‘Coupa’ and = = Kok
. . _ O starit
then click on Create filter button. Sublect
[C] Apply the label: Choose label -
. . s e worcs [[] Forwardit Add forwarding address
Select Never send it to spam and click  cocrirae .
elete |
On Create fllter. YOUI‘ fllter haS been Size greater than - MB - .
. . Never send it to Spam
created; every email in which the sender  cacwmn  10s . - E——
has ‘Coupa’ in its address will not be s Al Vil : O Never markitas important
dll‘eCted to Spam fOldel‘. [0 Hasattachment [J Don'tinclude chats [ Categorize as: Choose category... ~
[C] Also apply filter to 1 matching conversation.

J Details

Note: filter will not be applied to old conversations in Spam
or Trash

- M Gmail Q, Search mail
O-

c

Compose

Coupa Supplier Port.
Scheduled Action Required - Click Below to Complete Co
Action Required - Click Below to Complete Cou

All Mail

e Yy |-

Spam



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

= TS Reply  [H 9
EE @vﬁmﬁ ply [

< : Ly
New  New - N Archive <)Rep|y)’\|| E Share to
Email Items v % i }\__/ —> Forward Eh v Teams
New ;é Block Sender

MNever Block Sender

v Favorites
Inbox Never Block Sender's Domain [@example.com)
Sent ltems Never Block this Group or Mailing List
Drafts 1 Nof

Deleted Items
CS Junk E-mail Options... |

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 Septiss. Safe Redpients  Blocked Senders  International

2 Email fri g __;jsses or domain names on your Safe Senders List will never

be treateta witk email.
: Add@
| S

Edit..

Add address or domain X

Enter an email address or Internet domain name to be added to e

the list.

@supplier.coupahost.com

Examples: someone@example.com or @example.com

Import from File...

W Bxport to File...




LINDT & SPRUNGLI

2. Coupa
1. Technical Supplier 3. Managing 4. Pre- 5

overview Portal your account M Qualification [ Qualification
Registration




Help & Useful links

» Video Tutorial Registration on Coupa Supplier Portal

» Lindt & Sprungli Supplier Portal

» Coupa Supplier Portal User Guide

» Coupa Supplier Help Center

» Supplier Smart Onboarding

» Setting up your account for first time



https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Intro
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://supplier.coupa.com/help/
https://supplier.coupa.com/help/supplier-smart-onboarding/
https://supplier.coupa.com/help/creating-an-account-with-coupa/

2.1 Option 1: Self-Registration

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

Go to Coupa Supplier Portal homepage by clicking
here.

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

;.‘;,;‘ f,,(:tl,fz,a, nl TUIQE ) FEATURE
INUREASE DALED.

LOWER COSTS.
IMPROVE CASH
FLOW.

a clustomers

GET STARTED NOW

%

You will be redirected to the next screen.
J To regi | lick i
gister, please click on Sign Up button
and fill out the fields.

Login Sign up

Sign up for your free Coupa account

Work Email Address

suppliermailexample@gmail.com

Company Name

SupplierExampleName



https://supplier.coupa.com/

2.1 Option 1: Self-Registration

You will receive an Email on the Address
written in previous step, please open it.

M Gmail

Q Search mail

O~ ¢ 1-10f1 <
ui— Compose
Coupa Supplier Port. 11:18 AM
O Inbox 3 Action Required - Click Below to Complete Coupa Registrati...

Action Required - Click Below to Complete Coupa Registratio...

A

_

LINDT & SPRUNGLI

Read through the email content. If you
agree with it, click on Confirm Email.

Action Required - Click Below to Complete Coupa Registration inbox =

Coupa Supplier Portal <do_nol_reply@supplier.coupahost.com=
tome -

{,‘;:.coupa Action Required - Click Below to Complete Coupa Registration

Thank you for initialing 1he registration process with Coupa. To complete (his request. Ciick on the Conflinm Email bution below

Mote that most actions in Coupa require that you be linkad to a Coupa buying organizabon. However, until then you can st keep your
profile up-to-date and help buying organizations find and connect with you, as well as set up your account security and early payment
preferences through the Admin tzb

Once linked ta customers, you can view and manage purchase orders, create and manage invoices, get real-time SM3 alerts for these
transactions, 2nd much more Contact your customer fo request them ta link to your account

17 you are participating in a Public Event. you will receive an email invitation once the buyer nas accepted your reguest.

The Coupa Supplier Porial is comgigtely free and nelps you betler rarsact and communicale sleciionically. Find oul more using he
links below. Weloome!

Confirm Email J

Qverview Need Help? Goupa Infe
Learn mare agout how

companies use Coupa

AnNSWers 1o comman
questions and issues

Learn more about the
Coupa Supplier Portal

£coupa

Eusingss Spend Managament



2.1 Option 1: Self-Registration

Activate your Coupa account

suppliermailexample@gmail.com | SupplierExampleName

Your name
You will be redirected to the next screen to -~

Alex

provide your contact information and company, — It is suggested to use
create a password and to accept Coupa’s Uppercase and
Privacy Policy and Terms of Use. To finalize this i lowercase letters,

. . upplierExampleName numbers and special
step, click on Activate Coupa Account. - e = S ——— (@#g%*&)

Create a Password

Wlth that yOU Wl” be SUCC@SSfU”y I‘egistered and Use at least 8 characters and include a number and a

have access to the Coupa Supplier Portal platform. il
.................. 4

sessssssesssserssees

@

| accept the Privacy Policy and the Terms of Use.

Activate Coupa Account

A

LINDT & SPRUNGLI 17


http://www.coupa.com/purchasing-procurement-information/privacy-policy/
http://www.coupa.com/supplier-terms-and-conditions/

2.1 Option 1: Self-Registration

“ Go to Setup >> Connection Requests. 5 If Lindt & Spriingli is NOT on your list, Click
on Search button, enter “Lindt & Spriingli” and

If Lindt & Spriingli is on your list, click on select us.

J connect symbol to request linkage.
) Enter your contact's name from Lindt &

Spriingli, accept the CAPCHA checkbox and
click on Request.

£.2coupa supplier portal

Business Perforr

Home Profile Orders Service/Time Sheets ASN Inveices Catalogues

Search for a customer

Customer Satup

Admin

* Customer Name

Learning Centre Customer 1

Request a Customer Connection

Adding users to your account stomer? Confact Support

Your customers below use Coupal Send them a connection request

FACs * Customer Contact

Customers Actions Status
Corsair Components, Inc. @ ‘)
PepsiCo e

I'm not a robot

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

Cancel




2.2 Option 2: Registration from Invitation

If you are a current supplier of Lindt & Spriingli,
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.

You will receive an email from Coupa Supplier
Portal regarding Lindt & Spriingli Invitation,

please open it.

M Gmail

l— Compose

a

Inbox

Q, Search mail c = @ @
D - C 1-1ef1

Coupa Supplier Port. ‘ 12:37 PM
Lindt & Spriingli Registration Instructions — Action Required
Lindt & Spriingli Registration Instructions — Action Required ...

Read through the content of the Email and,
if agreed, click on Join Coupa button.

Lindt & Springli Registration Instructions — Action Required nbex »

Coupa Supplier Portal <do_not_reply@suppliertest.coupahost. com=

to suppliermailexample+] -

Lindt & Springli Registration Instructions — Action Required

facoupa

Hello SupplierExampleName

We handle our business spend electronically in order to prevent lost documents and make sure you are paid on time. Within the next 428
hours, click the button befo i your account. If you are not the right person at your company, send this request to the
1 link

appropriate person by using the fomw

Mote: not regisienng in a bmely manner may impact your ability 1o do business with us. Let us Know If you are unable to register for any
reason

Angei Salgado
Lindt & Sprangli

Join Coupa Forward this invitation

Coupa Info

Cverview

Learn more about the Learn more zbout how

coupa Suppler Fortal guestions and lssues companies use Coups

. scoupa

Eusiness Spend Management




2.2 Option 2: Registration from Invitation

On the next screen set your password for
Coupa Supplier Portal and accept the Privacy
Policy and the Terms of Use. Once ready, click
on Get Started button.

.J

zcoupa It is suggested to use >
Uppercase and R A T
Create your business ac lowercase letters, ®
Basics

numbers and special
characters (@#$%*&)

Lingt & Spriingli 1s using Coupa to fransact electronically and commurnicate with
setup of your account with Lindt & Sprimgh so you're ready

* Company Name
Email supplermailecanple- @amal.com

* Country/Region

* Address Line 1

| accept the Pnvacy Policy and the Terms of Use.

)

Address Line 2

Staie

* Postoode

Having an issue with signup?

Forward this to someone

A
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Webhsite |

*City |

. The next tab will show up with basic
information fields to be completed. Fields
marked with red asterisk * are required.
When ready, please click on Next.

X
Powered By ﬁamupa

Coupa Profile

Tell us about your business @

| SupplierBxampletiamet

CxyTraTYy M

| Canada - |

Straet bine 1

Ontario

| Example: CA

12245

Q Al done for now. On your first invoice with Lindt & Sprungl, we will guide you through your legal

e

entity setup.

20


http://www.coupa.com/purchasing-procurement-information/privacy-policy/
http://www.coupa.com/supplier-terms-and-conditions/

2.2 Option 2: Registration from Invitation

_/

On the next Welcome tab, you can keep filling your

profile information by clicking
“Enhance your Coupa profile”.

Basics Coup
V%
sEcoupa
Welcome to the Coupa community. You're all set with Lindt & Springlil

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

) )

Share your Get Invited to
Sourcing Events

Show Up in Top
Search Results Diversity

option

Choosing option

means that profile

information can be input later, this will be

explained in section 3.

,wcoupa supplier portal

Home Profile Orders Service/Time Sheets ASN Invoices

(TEST USER} ALEX NOTIFIGATIONS @

Catalogues Business Performance.  Sourang  Add-ons  Setup

& New: Exclusive discounts for your business i thank you for baing & part of the Coups Community X

Recommended; Complete your profile to-get paid faster and get discovered  Laam Maors

Prafile Progress Last Updated

(=) 5 mudes ago

Profile Summary

i

6]

(5 Banking Info &) Diveraity & Acrelerate &) Bribery Poficy

SupplierExampleName

Websits
Industry &

About
Established =
Top Commeodites

Currencies S

Announcements vissanz

b = Virr Profic 4 Welcome Message (Lindt &a
Daa 095, W to A

Porial tor Lindt &amp,;

4 Supplier Repository (Lindt &ama; Sprangli)
Business Code of Cr .

One-Click 5avings vewa

¥ start saving today!
Explare deals for your company, exclusive 10 the
Coupa Community

Connected Customear

Merge Accounts
if your company has multiple GSF accounts. merge

tham to reduce confusion for your customers. [aam
mars

Request Merge

Larest Customers

Lindt & Sgrongli




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.

zecoupa

like 1o offer discounts to get paid faster? @

13
b
b
L3
3
L3

$scoupa

sr:coupa

Ars you a diverse business? @

Your commodities and area of service @

e

$icoupa

Almost ready to do business... @

Zecoupa

Congratulations!
You ara ready to do business with Lindt & Springli
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Help & Useful links

» Lindt & Springli 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://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://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
https://supplier.coupa.com/help/faqs/

3.1 Coupa Supplier Portal Homepage

Coupa Supplier Portal Homepage main elements:

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

scoupa supplier portal ALEX~ | NOTIFICATIONS @ | HELP ~

\ Home Profle  Orders  Service/TimeSheets ASN  Invoices  Catalogs  Business Performance  Sourdng  Add-ons  Setup

Announcements: Lindt & Springli  supplier

‘ & New: Exclusive discounts for your business to thank you for being a part of the Coupa Community. X
a n n O u n Ce m e nts W l I | be S h OW n h e re . Recommended: Complete your profile to get paid faster and get discovered Learn More Aﬂ nouncements view Al o)
Profile Progress Last Updated —_—
I - k . . f . | . h . f (D) less than a minute aga One-Click Sa\jings View A
One-Click Savings: It facilitates searching for -

&5 start saving today! p
Explore deals for your company. exclusive to the

Profile Summary §

business opportunities inside Coupa Supplier Portal.

¥ Coupa Community.
—

@% L 3&& Merge Accounts

Merge accounts: Shows a suggestion for other 0 : o e s s cpscns
accounts on Coupa Supplier Portal that could be I B T
merged. More information will be explained later. LavesiCustamens

. . . SupplierExampleName L —-_—
Latest Customers: here you can easily find Lindt & o
Spriingli or other customers you might have. S SR

Profile Summary: Displays general data of your
company.

Public Profile & Profile

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



3.2 Profile Information on the Coupa Supplier Portal

PROFILE OVERVIEW

By clicking on Profile on the top bar menu, you will have access to your profile information Overview,
which gives a brief look to your profile completion level. It has also some functions such as:

ALEX ~ | NOTIFICATIONS (@

f,ecoupa supplier portal

Orders Service/Time Sheets ASN Invoices Business Performance

Home Profile

s

Catalogs Sourcing

Add-ons

Setup

Overview

‘/Aowntoad Profile as PDF

_Lrofile preview

/

SupplierExampleName

Profile Setug Copy profile URL

p J

Learning Center

Profile Level

Add more

Customers

Create a

Earn your next badge by adding info about your company Enhance your

discoverable profile : View
information
@ )
Who you are Setup
Feedback
Update Profile What you do Setup
Tell us what you
think J What sets you apart Setup
® who you work with Edit

Financials Setup

_

_

J

_

Download profile as PDF

Profile Preview: it will open a screen with
your Coupa resume.

Copy profile URL: copy to your
clipboard the URL link to your Coupa
resume.

Profile Level: shows the level of
completion of your profile. By clicking on
Update Profile, Set up or Edit buttons
you will be redirected to Profile Setup
menu.

Profile Setup: gives a more in-detail view
of your profile information segments.
More information on the next slide.




3.2 Profile Information on the Coupa Supplier Portal

PROFILE SETUP

Profile Setup allows you

manage, update and/or change
your company’s information. We
invite you to click on the Profile
Setup buttons or keep scrolling

down to explore the options.

Overview

Profile Setup
Who you are
What you do

What sets you
apart

& Who you work
 with

Financials

Who you are

Click on this
symbol to get
a description

Company Name [ ] SupplierExampleName

Doing Business As o

il of the fields
Contact and Online Fresenr_e@

Registered Address Street address 1, Toronzo, Omario, Canada

B hetps e [supplier_websit... [v]

E o in

Additional Information 0
2005

50-99 employees

132547689

PO Delivery Email suppliermailexample@gmail.com

Primary Contact 0

Ajex Mendoza

suppliermailexample@gmail.com

Architectural and engineering activities and related technical consultancy

Edit Section

Click on Edit

Section to
modify current
section
Information

“Who you are” contains
general business
information ~ such  as
contacts, company size,
industry, etc.



3.2 Profile Information on the Coupa Supplier Portal

PROFILE SETUP

Profile Setup allows to manage,
update and/or change your
company’s information. We invite
you to click on the Profile Setup
buttons or keep scrolling down to
explore the options.

Overview

Profile Setup
Who you are
What you do

What sets you
apart

~ Who you work
© with

Financials

What you do

Edit Section

Product and Service Categorles ﬁ

Industrial process machinery and equipment and supplies

Products and Services o

Machines

Areas Served 0

Global

[N
NGO

None

coverage in areas

“What to do” should
have  your  specific
company’s activity and
products, as well as the
geographic areas where
you deliver.



3.2 Profile Information on the Coupa Supplier Portal

PROFILE SETUP

Profile Setup allows to manage,
update and/or change your
company’s information. We invite
you to click on the Profile Setup
buttons or keep scrolling down to
explore the options.

Overview

Profile Setup
Who you are
What you do

What sets you
apart

= Who you work
with

Financials

If needed, Click
here to see which

What sets you apart

certifications are

Edit Section suitable for you

Diversity Classlifications and Certifications §

(O Small Business Enterprise

Not sure which diversity classifications you're eligible for? Check it here

Awards, Distinctions and Projects 0

@1 Award example

Bribery and Corruption Pollcy (7 ]

No

Corporate Soclal Responsliblility Rating o

Rated by social responsibility agency, EcoVadis

“What sets you apart”
also allows you to upload
your certifications,
archives or documents
when entering Edit
Section mode.



3.2 Profile Information on the Coupa Supplier Portal

Profile Setup allows to manage,
update and/or change your
company’s information. We invite
you to click on the Profile Setup
buttons or keep scrolling down to
explore the options.

Overview

Profile Setup
Who you are
What you do

What sets you
apart

=~ Who you work
with

Financials

Who you work with

Edit Section

customers @

Lindt & Sprangli

“Who you work with”
enables you to show
publicly your customers.
You must manually add
customers if needed.



3.2 Profile Information on the Coupa Supplier Portal

PROFILE SETUP

Profile Setup allows to manage,
update and/or change your
company’s information. We invite
you to click on the Profile Setup
buttons or keep scrolling down to
explore the options.

Overview

Profile Setup
Who you are
What you do

What sets you
apart

Who you work
with

Financials

F[na nC|a|S (This section is not included in profile)
e ———lee e

Edit Section

Preferred Currencles 0

Financial Information o

Revenue UsD 1,000,000
Net Profit/Loss (from P&L/Balance Sheet)

Book Value (Total Assets - (Long + Short Term
Liabilities))
Total Assets (from Balance Sheet) UsD 800,500
Cashflow (from Cashflow Sheet)

Working Capital (Current Assets - Short Term

Liabilities)

Debt Ratio (Total Liabilities/Total Assets)

“Financials” allows you
to set you a brief overview
of some financing
indicators. In Edit Section
you can change the values
as well as currency.



3.2 Profile Information on the Coupa Supplier Portal
PROFILE SETUP

IMPORTANT NOTICE

Lindt & Spriingli 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: | _
.coupa supplier portal ALEX~ | NOTIFICATIONS @ m

Click on Setup >> Admin >> Users. A
screen will show the list of available

Home  Profile  Orders  Service/Time Sheets  ASN invoices  Catalogs

Business Performance = Sourcing  Add-ons | Setup

users in your organization. _ _ o ]
Admin 2 sellp Connection Requesls
) Click on Edit if you want to make AT usere
changes on a user.
AR Users Permissions Customer Access
. . . T Alex Mend ASNs N lect
CIICk on InVlte User lf yOu Want tO add ;1:;9!2818 suixp;ie?rTwaizeiamnle@gman com A;mln e
. . 5 Status: Active Business Performance
new members to your organization. Catalogs
Legal Entity Edit ' i
sefup Order Changas
b Order Line Confirmation
Representatives E:;enr:e Now
Remit-To Ef(::lr;ints
— Service/Time Sheets
Sourcing

Use




3.3 Admin Setup Menu on the Coupa Supplier Portal

EDIT USER

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.

e In case a user (that is not an Admin)

will no longer be active in your
organization, click on Deactivate
User.

Edit user access for alex Mendoza

Userinfo

*First Name | Alex
* Last Name | Mendoza

*Email | suppliermatexample@gmail com

Permissions @

All
Admin

B Orders
71 Restricted Access to
Orders
@Al

Invoices

B Catalogs

Profiles

ASNs

ServicelTime Shests
() Restricted Access to
Service/Time Sheets
@Al

Payments

Order Changes

Pay Me Now

Business Performance

Sourcing
Order Line Confirmation

A

LINDT & SPRUNGLI 34



3.3 Admin Setup Menu on the Coupa Supplier Portal

INVITE/ADD USERS

Invite User

First Name Kavin

After selecting Invite User, the next tab will be

Last Name Yashkumar

displayed. It is required to write the new user’s
emall' Permissions @ c
. .. . @ Al
Select the desired permissions and then click on
Send l nVitation . U.'_':I.eFistr'rcto-:! Accoss to
. . . . . . . @Al

The new user will receive an invitation via Email,
. . . . H4 Catalogs
in which the steps explained previously on

. . ® ASNs
section 2.2 Option 2 must be followed by the
new user to enter Coupa Supplier Portal. In this OovicrTne Sheos
case, account merging may be necessary later. g

Order Changes

Pay Me Now

Business Performance
Sourcing

Order Line Confirmation




3.3 Admin Setup Menu on the Coupa Supplier Portal

MERGE ACCOUNTS

Your company may have more than one

From homepage account/profile in the Coupa Supplier From Admin Setup Menu
Portal. This can happen when several
Merge Accounts users from the same company  #coupasupplierportal KEVIN | NOTIFICATIONS

Profile

Home Orders Service/Time Sheets ASN Invoices Catalogs

register or are invited to the Coupa
If your company has more than one CSP account. we | Supplier Portal through different email

Business Performance  Sourcing  Add-ons | Setup

try to list it below Consider merging them to reduce add resses. TO prevent this lssue, lt iS Aty Dlomes Seti) Conechon Request
nfusion for existing an tential fomers. .
SO N R I LR e recommended to Merge accounts. AdMin werge Requests
NOI Se"elng the aCCOUnI YDU Want 10 merge With9 I:l[l-{. Users Initiate Merge Request
here A merging process can be started from 2 ... —
. F"’:C,'\f:':!-": coupa {!JCDUFEI“S\ edu
Optl O n S * Legal Entity P
2 Setup I'm not a robat
SupplierA s
°From the Homepage, where accounts <
supplierA@supplier.com . . . . simit-Ta o : ‘ =
e with the same mail domain will be = ® Mernn it oyt o i ol comblod v o sy b
Terms of

your company. Before sending a merge request, confirm that this email address

Request Merge Remove' S Uggested tO be merged . s belongs to a user who is part of your organization. Once approved, an account

merge cannot be undone. Leam more about merging accounts
Payment

. Preferences w
From Admin Setup Menu under ==
SUpp'lerB . Discounting
Merging Requests menu . —
SU :_Il;-:l IE r:"_i I@ 5 u '.: pil E. ] E ':?f‘:-E: :Z:JU::S‘ All clear! No open merge requests

For more information about merging

Request Merge Remove .
accounts, click here.



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

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

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

here
SupplierA
supplierA@supplier com
Request Merge Remove
SupplierB
supplierB@supplier.com

Request Merge Remove

Request Account Merge

You're about to merge your profile and users with SupplierA. Select the owner for the merged account. For
more info on merging, Click here

* Account Owner @ My Account

() Their Account

* Note For Recipient

™

reCAPTCHA
P

=mns

I'm not a robot

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
accounts.

Cancel Send Request



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

MERGE ACCOUNTS FROM ADMIN SETUP MENU

Go to Setup >> Admin >> Merge Requests, fill the shown field with the desired Coupa Supplier Portal
account email and click on Request Merge. Because of Coupa security reasons, there is a maximum of 5
tries to search for the account. For more information on Merge Account options click here.

Admin merge Requests

Initiate Merge Request

o/ I'm not a robot
raCAPTCHA
L
By submitting the merge request | confirm that the user whose email address | am providing belongs to my organization

Open merge requests

All clearl No open 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 & Spriingli.

Legal Entity If your company has subsidiaries or other legal entities, you can add them and their
Setup 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 or region where you are no legally registered. Click here for further

Representatives

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

Preferences cXML 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

3.4 My Account Settings on the Coupa Supplier Portal

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

To access it, hover your cursor over your My Account setrings
name at the top right corner of your screen arBtalis
and click on Account Settings. Notfcaon Prfeencs

Sacurity & Two-Facior

Authentication *First Name | Alex

The first Settings menu gathers your personal

* Last Name | Mendoza

basic information. I

o .
Here it is also possible to change your Coupa Rol v
Supplier Portal access password. S

Change Password
ALEX ~ NOTIFICATIONS @  HELP ~ e

“ Current Password

Account Set&:’r
Catalogs Notification erences Sourcing * Password

* Password Confirmation

Log Out




3.4 My Account Settings on the Coupa Supplier Portal

NOTIFICATIONS PREFERENCES

My Account Notification Preferences

You will start receiving notifications when your customers enable them.

Settings
Announcements
New Customer Online
Security & Announcement
Two-Factor

Authentication

Business Performance

Business Performance Role Online
Granted

Catalogues

New comment received Online
Catalogue approved [ Online
Catalogue rejected [J Online
Catalogue about to expire ] Online

(J) Email

) Email

Email

) Email

(] Email

) Email

] SMS

] SMS

] SMS

) 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.



3.4 My Account Settings on the Coupa Supplier Portal

SECURITY & TWO-FACTOR AUTHENTICATION

Here you can verify the mobile phone number where you want to receive notifications. For this, follow the next
steps.

Enter your mobile phone number You will receive an SMS Your number is verified: YO%J can
in the designated field and click with the verification code, epalgle Two-Factor authentlcatolon by
Validate. enter it on the next tab and clicking on Enal?le and repeating the
click OK. previous step.

My Account Security & Two-Factor Authentication i
4y Account secu rity & Two-Factor Authentication

. Kishila Bhone Verfication Enter the code that you received by SMS

tings Mobile Phone Verification
Nofification Preferences Maulie Pi_'nom;e =Nk verined | Mobile Phone - Verified
+1201-555-5555 Your verification code has been sent to: +420 T iBiification Preferences N
Thi zive SMS Notifications
__ Bieoen] Sote Two-Factor Authentication

Two-Factor Authentication T a SMS : Enabled
SMS - Disabled 0 .
e et T you don't receive the SMS

COde, try agal n by Cl leI ng On Two-Factor Authenticator App . Disabled

Resend Code. Enable

Two-Factor Authenticator App - Disabled

m Two-Factor Recovery Codes .

Recovery Codes Regenerate Recovery Codes
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Help & Useful links

» Lindt & Spriingli Supplier Portal

» Video tutorial Pre-Qualification with Lindt & Spriingli

» Coupa Supplier Portal User Guide

» Coupa Supplier Portal Smart Onboarding
» The DUNS number
» Eco Vadis Score



https://www.lindt-spruengli.com/supplier-portal
https://www.youtube.com/embed/63VVVeOF8KU
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://www.dnb.com/ca-en/duns-number.html
https://support.ecovadis.com/hc/en-us

4.1 Pre-Qualification form on the Coupa Supplier Portal

RECEIVING THE PRE-QUALIFICATION FORM

In order to participate in sourcing
events, you are required to fill out a pre-
qualification form that can be accessed
on Coupa Supplier Portal under Profile
>> Information Requests.

Upon registering / logging in on the
Coupa Supplier Portal, you will need to
complete the form(s), attach required
documents and submit your answer.

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

(L
Homa | M’ Cicaiime Sheess ASN  Inunices  Catalogues | ae Frohie
s |
e s ‘)‘1‘
Lindt & Spriingli
v We have auto-filed some information fromyour Public Prefile. £ 3
: . Pre-qualification
Exderna! form for collecting suppier mformation needed to cnboard and pre.gualify the sucplisr
o
s I . T Q  searchmail = QO @
cgal Fo a- C : 1-50f 5
I— Compose
= [[] Lindt & Spriingli B § = ©
O inbox - Update your profile for Lindt & Spriingli
pare es Update your profile for Lindt & Spriingli Powered by Coupa Soft.. ¥
pan
% Starred
o Coupa Supplier Port. Jun 11
s i @ Snoozed : - : -
...coupahost.com/notifications Action Required for SupplierExampleName Supplier - Click Bel...
T — =  Sent Action Required for SupplierExampleName Supplier - Click Bel...
B Orafts Coupa Supplier Port. Jun 11
v More New User Added to Your Coupa Account
New User Added to Your Coupa Account A new user, Kevin Yas...



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

4.1 Pre-Qualification form on the Coupa Supplier Portal

The Pre-Qualification 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.
S . =Civility @ Mrs
* Company Name | SupplierExampleName1 t,_]kMr
(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
¥ Legal Form v various options to answer.
P Q

Contact Purpose Legal % | | Diversity % | S|

Public limited company Sales
Limited partnership
General partnership

Sourcing *
Sole proprietorship



4.1 Pre-Qualification form on the Coupa Supplier Portal

FIELD TYPES

E. Attachment fields: Upload the requested

file to respond.

Lindt & Spriingli | Choose File |
Supplier Code of k
Conduct Upload

“ “ 1 = ThisRC v O

Modified templa ~ Folders (7 A

P2P training
iD Objects

@ OneDrive - Baaring J

I Deskiop
# Documents Oeskiop
Microsoft Teams.

&= Pictures Documents

 This PC
3D Objec
A0 Dot Downloads

W Desktop ‘

% Documents
4 Downloads s A Music

File name: - MMl Files (%]

Qpen Cancel

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

v

Lindt & Sprungli
Supplier Code of
Conduct for Download

Supplier Code of Conduct

" Supplier_Code_of_Conquct-2021-E pdf
N
Supplier_Code_of_Condutt-2021_FR.pdf
Supplier_Code_of_Conduct-2021_|T pdf

Supplier_Code_of_Conduct-2021-CHIN.. ..

Supplier_Code_of_Conduct-2021-ES pdf

Confidentiality Agreement

Lindt & Spriingli
Confidentiality
Agreement for Pisase download and sign the attached Lindt & Spriungli Confidentia

Download

LS_Confidentiality_Agreement_Mutual_

Iy Agresment



4.1 Pre-Qualification form on the Coupa Supplier Portal

* Questions or fields with the * symbol are required to be answered.

* Every field has its own description below.

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

*Do you have a DUNS O Yes
number? (@] No

* Do you have a DUNS (@] Yes

Revenue in Last 3 Years number? O No
* Revenue - last year v O R * DUNS Number &3
Revenue - 2 years ago b s Parent Company DUNS
Number

Revenue - 3 years ago b



4.1 Pre-Qualification 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 a 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

4.1 Pre-Qualification 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, RFI and/or eAuctions.

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



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

4.1 Pre-Qualification form on the Coupa Supplier Portal

Fortune Global 500 is an annual ranking of the top 500 corporations worldwide as measured by revenue. The
list is compiled and published annually by Fortune magazine.

There is also the Fortune 500 ranking, this one ranks the largest companies just in the United States.

In the case of Lindt & Spriingli’s Pre-Qualification questionnaire, it is necessary for you to include only the
companies belonging to Fortune Global 500.

For more information about Fortune 500 rankings please visit Fortune business magazine or go directly to the
Fortune Global 500 rankings.



https://fortune.com/
https://fortune.com/global500/

4.1 Pre-Qualification form on the Coupa Supplier Portal

LINDT & SPRUNGLI DOCUMENTS

We require you to ACCEPT the documents °
found under the “Lindt & Springli
Documents” section. Please download them

in your respective language by clicking on s
them, read their content carefully, sign them  “orerbomed @
and upload them. The signing and accepting ,‘
of the Supplier Code of Conduct and the
NDA are vital to the continuation of the Linie . Srangh RN oMo o
process.

indt & Sprungli Documents

Please review and accept the following Lindt & Sprangli documents. These are the minimum requirements to be able to do business with
us

Supplier Code of

Supy

Conduct Upload

*Have you executed @ Yes
and uploaded the Lindt () No

o. In the exceptional case that you cannot ™ «siismi
Code of Conduct?
accept, please provide an answer in the field
that appears below.

Confidentiality Agreement

* Have you executed O Yes Lindt & Spriingli

id uploaded the Lindt (@] No Confidentiality

& Spriingli Supplier Agreement for Please
Code of Conduct? Download

LS_Confidentiality Agreement_Mutual

* Please describe why

you cannot accept

Lindt & Spriingli

Supplier Code of
Conduct % |




4.2 Submitting the Pre-Qualification form

Once the pre-qualification form is filled in, 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 on the
pre-qualification process,
contact us via:

comments

Mute Comments W

Enter Comment

> Access to Lindt & Spriingli
Supplier Portal
4 > Email:
supplier@lindt.com

| Please notify us when approved! [@basic_user]

Attachments Add File | URL

Add Comment


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

4.3 Feedback

APPROVAL/REJECTION OF THE FORM

After submitting your response, Lindt & Spriingli 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.

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.

- — ]
@ CoupaS X %2 Searchri X M Inbox(Z X +
&€ - C O @& malgooglecom/mail/u/.. € Q = Y N O Q (TEST USER) ALEX NOTIFICATIONS e HELP
= M Gmail Q, Search mall = @ & i
Form response approved @)
b comis g- ¢ ¢ e ' 1 1he Supplier Information you submitted was approved by
Lindt & Spriingli 9:08 AM Lindt & Springli.
New Comment on Profile Info submitted to Lindt & Spriingli N f 1 e T
AL - New Comment on Profile Info submitted to Lindt & Spriingli . Otl I Catl On New comment received
*  Starred New SIM comment received
Lindt & Springli 9:08 AM S
©  snoozed Profile Info submitted to Lindt & Spriingli was Approved 3 - :
% Sent Profile Info submitted to Lind1 & Sprungll was Approved Pow... See all Notifications
B Drsfts Coupa Supplier Port. 1.48 AM BEotED o kD Pea s
v More Email Contact Information Recently Updated on Coupa
: Email Contact Information Recently Updated on Coupa The ...
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Help & Useful links

» Lindt & Spriingli Supplier Portal

» Video tutorial Qualification with Lindt & Spriingli

» Coupa Supplier Portal Smart Onboarding

» Coupa Supplier Portal User Guide



https://supplier.coupahost.com/sessions/new
https://www.youtube.com/embed/dXEJDCGRKR4
https://supplier.coupa.com/help/supplier-smart-onboarding/
https://files.mtstatic.com/site_5833/15332/1?Expires=1655309000&Signature=aWs~U9Zo8AAvB2gS0xCB7reTnCR5lHssH6AjX46UU-yx96fhsCkYJaSTztG4WAxZMTXWO7H006rYTo~ngX65BJ-P7umLjfDi7s1y6hF1JQ6yRpvPau4r17CAw60Biq7U6WaT5AD3bDSiAj47f0bLJwwNaEi2LHlmAPD6DK-F~fU_&Key-Pair-Id=APKAJ5Y6AV4GI7A555NA

5.1 Qualification form on the Coupa Supplier Portal

RECEIVING THE QUALIFICATION FORM

gzcoupa supplier port TEST USER} ALE voTiFicATIONS @) | =L

Home \m‘ Orders  Service/TimeSheets  ASN  Invoites  (atalogues  Business Performance  Sourcing  Add-ons  Sewup

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

You will receive the qualification form under Profile
>> Information Requests. This form requires you to
answer category and region-specific questions and
provide relevant documentation (e.g., certifications).

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



5.1 Qualification form on the Coupa Supplier Portal

There are three major sections to respond on the Qualification form:

c Bank details of the company

Bank & Payment Information

« Submit a document issued by your bank:

either a letter from your bank confirming * Bank detail of the company
the bank details or a bank statement
showing the name of the company and Ty

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.

* Preferred Currency | USD

PO Email | suppliermailexample+1@qgr 0

 Set your PO Email.



5.1 Qualification form on the Coupa Supplier Portal

QUALIFICATION FORM CONTENTS

a Tax Registrations:

« Add as many Tax registrations as needed by

= [ax Registrations

Clicking on Add Tax Registration button. Use this section to add all your applicable tax registrations
. . . Add Tax Registration
« For European companies, please indicate &
your intra-community VAT number (VATIN). * Official Tax or Business Registration Number
For other countries (outside EU), please
provide vyour official tax or business Country/Region | Canada

registration number. _
Tax ID | 123654987

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



5.1 Qualification form on the Coupa Supplier Portal

e Certlﬁ Cauons - Please attach the relevant and required certifications

Attach  your certification files under Effectve Date
Attachments >> File Expiry Date
Attachments Add

« Select the dates your certificate becomes
effective and expires under Effective Date &

Expiry Date. Description

« Add any descriptions of the certificate if ’
necessary, in the Descriptions field. __

* You can add as many attachments as Effective Dats
needed, please try to keep them relevant to Expiy Date
your certificate. Attachments Add File

Description

* Add up to 2 certificates.



5.1 Qualification form on the Coupa Supplier Portal

QUALIFICATION FORM CONTENTS

e Certifications: e

In the Certificate section, you can add several certificates.

Effective Date

If several certificates are uploaded under Attachments, the Expiration Date " Expiration Date | 11123/23

will show the one expiring the soonest. * Attachments Add File

In the Description, all uploaded certificates and their expiry dates will be BRC pf
listed. =

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

days before).
y ) Description | BRC - expires 23 11.2023
IFS - expires 01.01.2025

* Process Steps: FSSC - expires 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.



5.1 Qualification form on the Coupa Supplier Portal

QUALIFICATION FORM CONTENTS

e Certifications:

Practical example

Effective Date

Under the GFSI section, there are several certificates uploaded : BRC, IFS,
FSSC 22000
In the descriptions field is listed the expiry date for each certificate.

* Expiration Date | 11/23/23

* Attachments Add File

BRC pdf
* Process Steps: 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. O | N eonbec 01 015026
« Once the new BRC certificate is uploaded the supplier will also need B e
to update the Expiration Date. y
« 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.



5.1 Qualification 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.




5.2 Coupa Supplier Portal Pre-Qualification submission

Once the qualification 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 contact us via:
cComments Mute Comments _ . _
> Access to Lindt & Spriingli
Enter Comment Suppller Center

| Please notify us when approved! [@basic_user]

> Email:
supplier@lindt.com

Attachments Add File | URL

Add Comment


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

5.3 Feedback

APPROVAL/REJECTION OF THE FORM

After submitting your response, Lindt & Spriingli 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.

@ CoupaS X %2 Searchrr X M Inbox (2 X R =
(TES NOTIFICATIONS
&« -2 C ¢ @& malgooglecom/mail/u/.. @ @ 2 v RN O a AT LR LR codbigns Jho @ -Her
= M Gmail Q  Search mall = @ & i A = g =
PRI~ orm response approved &)
O- ¢ p— : 1 The Supplier Information you submitted was approved by
- compose Lindt & Spriingli.
Lindt & Spriingli 9:08 AM e Lo . = gL ;
O e . New Comiment on Profile Info submitted to Lindt & Spriingli N Ot | fl Catl O n S New comment received
New Comment on Profile Info submitted to Lindt & Spriingli . New SIM comment received
& Starred
Lindt & Spriingli 9:08d
©@ Ssnoozed Profile Info submitted to Lindt & Spriingli was Approved See all Notifications
~  Sent Profile Info submitted 1o Lindt & Sprungli was Approved Pow..
Y Py L -~
B Drefts Goupa Supplier Port. 1:48 AM
o N Email Contact Information Recently Updated on Coupa
s Email Contact Information Recently Updated on Coupa The ...




Thank you.



