vitra.

v

5 has
RIS

i

17.10.2023



vitra.
Inhaltsverzeichnis

(%)

Coupa Supplier Portal
Login
Homepage

Adapt language

Account Setting
Notifications

o o | W

00 IN

Announcements

Public and company profile

Admin right 10
Add user 1

Merge profiles 12

O

17.10.2023 Onboarding Guide 2



vitra.

Coupa Supplier Portal
Login

You will find the Coupa Supplier Portal CSP at

Login
https://supplier.coupahost.com/sessions/new .
Login into your CSP account with your e-mail address and rossord
password when you have created your account.
. . : —
You can reset your password by clicking on ,Forgot your “

passworde”
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Coupa Supplier Portal

Homepage

,:coupa supplier portal XENIA~ | NOTIFICATIONS @ | HELP -

This is the look of the Coupa starting page. You will mainly use the
tabs ,Profile”, ,Orders” and ,ASN”

Home  Profle Orders  Service/Time Sheets  ASN Invoices Catalogues Business Performance Sourcing  Add-ons  Setup

Verify Your Account
Coupa Verified makes your account more visible to and trusted by thousands of customers.

Please fill in your public company profile.

Action needed: Complete your profile to get paid faster and get discovered Leamn More Aﬂ nouncements viewarn o
Profile Progress Last Updated
Improve Your Profile B
—— 35% Complete (© 1day ago One-Click Savings viewan
6 Start saving today!
PFOﬂ |e SU mma ry Explore deals for your company, exclusive to the

Coupa Community.

@ 1 a& Merge Suggestions

O 2 No merge suggestions were found. If your company
“ has multiple CSP accounts, merge them to reduce
Legal Entity Registered User Connected Customers confusion for your customers.
Add View

Request Merge

© Banking Info v Diversity © Early Payments ~ ® Bribery Policy Latest Customers
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Adapt language

If you would like to change your language, scroll down to the
bottom of the page, click on the current language. A drop-down-list

will appear, and you can select your language.

17.10.2023
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£recoupa

Business Spend Management

B2 Engiish (Canada)

© 2006-2023 Coupa Software Incorporated
Privacy Policy - Terms of Use
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Account and Notification Settings

g,3coupa supplier porta NoTIFIkTIoNS @) | HeLe

Upon clicking your name in the bar at the top, you open the
account setftings. There you can update your user details, change o
your password, manage notification preferences and enable two- My Account leem
factor authentication.

Acco
Home  Profile  Orders  Service/Time Sheets ASN  Invoices  Catalogues  Business Perforr arit

Email | senia reimer@uitra com Mobile (SMS) | +1 201-555-5555

I Venfy number fo receive SMS

We suggest to enable notifications via e-mail for most topics

Announcements

regarding “Form response”, “external orders”, “orders”, “profile” and S e L
“users”. But it might depend on your role. s et
Business Performance Role Granted Online ) Email 0 sM

Catalogues

MNew comment received Online Email 0 s
Catalogue approved [ Cnline [0 Email os
Catalogue rejected [ Online [0 Email O sjgs
Catalogue about to expire ] Online [0 Email [m} S

XENIA v NOTIFICA

Account Settings
Notification Preferences

Log Out
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Notifications

You will find all noftifications you have received by clicking on

,Notifications” af the top.

With the drop-down menu ,View”, you can choose which
notifications you want to see.
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§,scoupa supplier portal

Home

My Notifications

vitra.

Profile  Orders  Service/Time Sheets ~ ASN Invoices  Catalogues  Business Performance | |G I
Get
ent to

See all Natifications

Message Receive d

New SIM comment received 2023-05-22 5:08
AM

A company infarmation update was recently sent to your customer. 2023-05-23 7:42
AM

Third reminder from vitra: Your information request is still pending. 2023-05-20 7:08
AM

Complete Your Profile to Get Paid Faster and Get Di 2023-05-16 12:0:
AM

: t ed wit t m 4 2023-05-15 725
AM
2023-05-10 12:45
AM
2023-05-08 £:07
AM
it 2023-05-04 7:52
AM
2023-05-02 4
AM
Delete Mark as Read

NOTIFICATIONS
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Announcements

On some pgges you W||| -[:lnd yeHOW ”CUSTomeI’ Onnouncemen-l-s” 4 You have 1 customer announcements related to Profile (vitra) View All Announcements

There you will find helpful information or links to our

documentations. e couma oo o .
gxcoupa supplier portal XENIA NOTIFICATIONS @ | HELP

Home  Profile  Orders  Service/Time Sheets  ASN Invoices  Catalogues  Business Performance  Sourcing  Add-ons  Setup

When you click on “View all announcements” you will be directed

to your notifications where you can see all announcements. My Notifications

View | Announcements ~

Message Received

You can find all announcements by clicking on “Nofifications” in the
header and choosing “Announcements” in the drop-down menu.

Unread
Announcements Procure to order - Guide (vitra - Model-Making U.A M) 2023-06-12 12:22 AM

Hello, by clicking this link you will reach our pracure to order guide on the *Vitra for Vendors”

Onboarding Guide (vitra - Model-Making U.A M ) 2023-06-12 929 AM
Hello, by clicking this link you willfind a detailed guide to help you fill out the supplier onboar

Delete Mark as Read

View Announcements s
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Public and company profile

Coupa offers a private and a public profile.

You can reach your public profile via the button “Profile”

header bar and “Your profile” in the sub-header.

The Vitra company profile can be opened by clicking on
“Information Request”

Remember: Data, which is only updated in the public profile

will not be seen by Vitra.

17.10.2023

fzcoupa supplier portal SM~  NOTIFICATIONS @ HEL®

Profile Service/Time Sheets  ASN  Invoices Business Performance  Sourcing

Hc ne Or lers Catalogues

Add-on<

Comenm

in the

| Company H 4 You have 1 customer announcements related to Profile (vitra) View All Announcements
Environme
Social, Go
& Diversit,

mance X: Complete your profile to get discovered by Coupa buyers that are looking for items in your category.

Risk & Cofhpliance Profile Progress

Test SIM2 New ,
Supplier e

(© Last Updated less than a minute ago

Financial
Performaice

Ratings Profile preview Copy profile URL % Download Profile as PDF

Referenge:

w

»wd-ons Setup

Information Requests

Your Profile
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Admin rights

XEMIA MOTIFICATIONS #B) | HELR

,coupa supplier portal

Under “Setup” the admin can add users from the company,
connect different Coupa Supplier Accounts or adopt other settings.

Home Profile Orders Service/Time Sheets ASN Invoices Catalogues Business Performance Sourcing

Only users with admin rights can adjust such settings.

The admin can assign certain rights fo the users, which can be seen
under “Permissions”. s

Payments

Profiles
Service/Time Sheets
Sourcing
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Add user

By clicking on the button ,Invite user” you can add colleagues from
your company. Moreover you can restrict and edit the rights of
those users.

New users will get an e-mail with the invitation fo join Coupa. They
must create an account with their e-mail address and a password.
After creating their account, they are connected to the main
account and therefore connected fo Vitra.

17.10.2023 Onboarding Guide

Invite User

First Name
Last Name

*Email

Permissions @ Customers

Al Al
Admin
Orders

Catalogues
Profiles

ASNs

Service/Time Sheets

Service/Timesheets

@ Al
Payments
[ Order Changes
Early Payments
Business Performance
Sourcing
Order Line Confirmation
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Merge profiles

XENIA MOTIFICATIONS @) HELR

£,scoupa supplier porta
By C| lC kl ng O n ///\Ae rg e req UeST 4 yo U CQ n req U eST The m e rg er Of TWO Home  Profile  Orders  Service/Time Sheets ASN  Inwoices  Catalogues  Business Performance  Sourcing  Add-ons | Setup
accounts which belong to the same company. Eg——

Admin Merge Requests

Initiate Merge Request

Moreover you see all requests here and are able to accept or
decline them.
Merging accounts is only necessary if you have more than one
Coupa Supplier Account which are not linked.

1 Merging will join the accounts and give all combined users the ability to invoice and submit payment
information to linked customers on behalf of your company. Before sending a merge request, confim that this

email address belongs o a user who is part of your organisation. One approved. an account merge cannot be
undone. Learn more about merging accounts.
Request Merge

Open merge requests

All clear! No open menge requests
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