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Coupa Supplier Portal (CSP) L A — e —
Login

A single digital platform for Lindt T |

& Sprungli suppliers to manage

the full Procure-to-Pay lifecycle. L o

New to Coupa? CREATE AN ACCOUNT

Forgot your password?

Suppliers can register, onboard,
exchange puchase orders and
invoices, update company data
and maintain compliance data

information.
Features. Solutions Resources
Overview Sourcing Create a Discoverable Profile E-invoicing Help
T h e C S P a l-S O S u p p O rt S C a t a l.o g Purchase Orders Shipment Tracking Certify your Diverse Business Payments Training Webinars
m a n a ge m e n ‘t , C re d it n Ote S , lega l E-invoicing Business Performance g:tt):lt));:ur sales with Coupa Working Capital Solutions Perks
entity setup and communication e i o

Catalogs

between supplier and customer.
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Registration & Onboarding

Self-registration or invitation,
followed by mandatory Express
Onboarding to qualify for
sourcing.

Order & Invoice Management

View, acknowledge and convert
POs into compliant invoices;
track status in real time.

Legal Entity Setup

Configure addresses, tax details,
bank data and remit-to accounts
to ensure accurate invoicing and
payments.
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Transact with your
Coupa customer.
Meet your next.

Coupa’s Supplier Portal connects purchasing

organizations with suppliers, providing tools to get paid

faster and get more accounts.

Get Started

£,3coupa supplier portal

Home Profile Forecasts Orders Service/Time Sheets

Add-ons Setup

Customer Setup

Admin Legal Entity Setup

Users gal Entity

Test Legal Entity

Merge Requesis

Merge Suggestions nvoice From Remit-To Accounts

Requests to Join

Address

Remit-To
Address

Fiscal Representatives

Remit-To

Additional CaaS

Information

sFTP Accounts

ASN

1 customer

Invoices

Locations

Catalogues

TAX IDs

PlA~ | NOTIFICATIONS HELP

Business Performance Sourcing

Add Legal Entity

Manage Legal Entity
Customers oo tee Y
Manage Remit-To Accounts

Lindt & Sprs Deactivate Legal Entity

Create an Account

Grow your Business on Coupa with a Free Account
* Business Name

* First Name * Last Name

* Confirm Password
L2

* Password

* Country/Region * Tax Registration

(]l do not have a Tax ID

[OJ1 accept the Privacy Policy and the Terms of Use

Create an Account

Already have an account? LOG IN
Setup Complete

v

Congratulations!

This legal entity can now be used on new Invoices

To get paid - Most customers require that you send them this payment info in in addition to
providing it on the invoice. @

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

Go 1o Orders Go to Invoices Return to Admin
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o Invoices Orders Business Profile Service Shests ltems ASN Sourzing Forecasts Catalogs loromiminy = bines

<. Navi K

How can | create a Cztalog?

Digital Catalogues DS DOBEDO __SARL

Profil 10 | View Profile

Suppliers can host and maintain _ _
their own catalogs for accurate N Cresine s tees ntotee
pricing and product availability. Recent Actmﬂt\/ View w o Tu ureale a walsloy in Coupa, you can gither creale a hosted

catalog ur a cXML punchout catalog.

|. Lindt & Springli Group . * A hosted catalag is the quickest way to add
—_— searchable items
Mo activity fourd for Lindt & Springli Group. * A punchout cataleg estahlishes a direct link

Compliance & Documentation between your Coupa instance and your ecommerce

website using XML

Upload certificates, maintain
. . Multi Factor Pending Jain Merge Linked
DU NS/ECOVad IS data and recelve I Security lasks : Hequests bugzestlons Lustomers 1. Naviga‘te‘to the Catal.ogs page.
H H 2. Selzct the specific customer for whom you want to
automated expiry reminders. Oofiusers 4

0 users 0 puplicates 1 connectior create the catalog.

Steps to Create or Edit a Catalog

Managing Your Catalogs

You can also manage your catalogs by:

Support & Transparency

I Setwp  More . ‘Ji(—?u'.\.'ing
AS k CO u pa AI -ASSiSta nt NAVI O r A V\ \te_ms Included in Catalog : E}ci[;:iq ~hem as needed.
use the “VG-Chat fOf Support, 0 0 ;:""’ o 2 6@ € For detailed guidance, refer to the Catalogs FAQ and other

respurces available inthe C Supplier Portal.

real-time notifications, activity Q‘ / )

Nome  PartMumber StatusChange Price  PriceChange  Price Amount Change  Currency  Other Fields Changed  Rejec

history and complete transaction : : ] Zovamy
VISIbIlIty, X ther Fields Updal ‘ . \_‘¢'+ Navi (|How can | assist you today? E> ]

Get Help =
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We Enchant the World with

Checolal

Lindt & Spriingli Supplies S
Portal
-

Lindt & Sprungli - Supplier User Manual Welcome to the Lindt & SpIngli>S\\lt;)]l)§);i‘:rj}m;gen()urrlt’dh ated resource for
Please find below detailed instructions and further it roceses i e xsing sl i, e il b vadioning v fom gy et s
information about the Coupa Supplier Portal.

Helpful links
Supplier User Manual (EN)

Lindt & Spriungli
Supplier Portal landing page | Corp

Procure-to-Pay | Corp
Supplier-Portal-FAQ.pdf

Coupa Compass

Getting Started with the Coupa Supplier Portal | Coupa
Help Page | Coupa Suppliers

For Suppliers | Coupa
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Contact Support

Contact: Lindt & Sprungli Supplier Center
Access: Supplier Portal landing page | Corp

E-Mail: supplier@lindt.com

Contact: Coupa Help Center

Access: Help Page | Coupa Suppliers

E-Mail: supplier@coupa.com
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