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Registration Mail

vitra.

You will receive an invitation email like the one on the right for you
to get started with the Coupa Supplier Portal. The sender of this
email is do_not_reply@supplier.coupahost.com.

To get started, click “Join and Respond” located at the bottom of
the email.

Please register within 48 hours after receiving this email so that we
can ensure a smooth onboarding process.
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Create Account
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vitra Profile Information Request - Action Required

Dear Business Partner,

Vitra is using Coupa as the chosen platform for purchasing proc
To complete the supplier onboarding and activate your supplier account in Coupa, we need you
to provide information about your company electronically in order to prevent lost documents and
make sure you are paid on time.

To proceed click the button Join and Respond at the bottom of this email

This button takes you to the CSP (Coupa Supplier Portal) Account Registration Py
strongly recommend that you create a CSP-Account, which is free of charge for y
wide range of benefits for digital collaboration with Vitra as well as other of your Coupa using
clients.

Creating an account takes & few moments. By creating an account, you are able to enter and
correct your company's profile data yourself. Additional benefits of having a CSP account include
the ability to receive and manage orders all in one place, and ultimately, control invoicing and
payments directly correlated to the orders assigned to your CSP account

Suppliers with existing CSP-Account: If you have an existing CSP account with another Company,
you can use this same account to connect with Vitra. Login to your C5P-Account from the
invitaticn e-mail and complete our onboarding form, to assign us as a customer to your CSP-
Account.

Within the next 48 hours, please respond below to provide this information and continue with the
onboarding or recertification process. Not providing this information in a timely manner may
impact your ability to do business and get paid. Let us know if you are unable to do so for any
reason.

Best regards,

VITRA Procurement Team

Vitra Factory GmbH
Charles-Eames-5

sse 2, D-79576 Weil am Rhein

ra.com, ra.com

sfiihrung: Christine Godet, Sonja Hornberger, Paula Indermiihle
Registergericht: Freiburg HRE 4 0, Sitz der Gesellschaft Weil am Rheain
Datenschutzhinweis on notes

Join and Respond

pcoupa

Business Spend Management




Create account

By clicking "Join and Respond”, you will be prompted to the
standard page of the Coupa Supplier Portal (CSP). Here you can
create a new profile by enfering your company name, email
address, first and last name and a password.

If you already use the Coupa Supplier Portal, log in to your existing
account. But please use the link in the registration email anyway.
This is the only way you will be linked to us once.

To create your profile, you must also agree to the Coupa Terms of
Use and Privacy Policy. More information about the privacy
regulations can be found in the FAQs.

16.08.2023 Create Account
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Create an Account

We use Coupa to manage purchase orders and
exchange informations with our valued Partners.
Furthermore you will be able to maintain and control the
data provided to Vitra.

We'll walk you through a quick and easy setup for your
account, so we're ready to do business together.

* Business Name

* Email
* First Name * Last Name
* Password * Confirm Password

& L
[Claccept the Privacy Policy and the Terms of Use

Already have an account? LOG IN

Forward this to someone



Public profile

After creating your account, you will be automatically forwarded to
two-factor authentication. You can activate this, but it is not
mandatory.

You can close the window with the cross in the right-hand corner
and click on "Exit" in the second pop-up window. Two-factor
authentication is only necessary if you process bank payments
within Coupa - however, this is not planned with Vitra.

vitra.

vil_ra Secure Your Payment Information

[}

Test-Instanz
Two-Factor Authentication is required to finish setting up
payment.

Authenticate via: | Authenticator app ~

o Scan this QR code using your
mobile device.
* Open your preferred authentication
app on your mobile device.
Learn more

* For most apps, select “Add” or “+" to
scan the QR code or copy and paste
the security key.

I W T

CEL4GHNOQAKZ

Click to copy Security Key

o Enter the 6-digit verification
code from your device.

Please Confirm

Warning: Two-Factor Authentication is required to set up payment information.

Continue onboarding
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Supplier Information Form

;;;,Coup c XE NOTIFICATIONS @ = HELP

Hom¢ Profile | Orders  Se vice/Time Sheets

By clicking on "Profile" in the header (blue bar) and then on
"Information Request" in the grey area you will reach our "supplier
onboarding form",

ASN Invoices Catalogues

Business Performance Sourcing  Add-ons Setup

Please select "Vitra" in the drop-down menu "Profile”,

Detailed information on how to fill in our "Supplier Information
Form" can be found in the PDF document “Supplier Onboarding
Guide” on our supplier website.

Supplier Information Xenia GmbH & Co KG

WELCOME TO THE VITRA SUPPLIER ONBOARDING PROCESS

Vitra — a family-owned company for over 80 years — believes in end:

juring redationships with customers, employees, designers and partners.

You can fill in your public profile under "Your profile”. But this is not
necessary for the use of Coupa with Vitra,

Our company stands for sustainable growth and the mission to increase the value of good design through outstanding products,

To produce durable produ

jeve in the need for an elaborate development phase. top quality materials and extensive testing
procedures. Trusting business relationships, that satisfy our high quality demands, sustainable use of materials and capacity for innovation
are essential for our supply chain management

We selected Coupa 35 ou

nd management piatiorm. Coupa is 3 cloud-based software that fosters efficient collaboration
between customers and si we are reaching out to you to ask you to complete or update the data we hoid about you, which is

absolutely necessary for our future cooperation

If you have ot aiready done so, we would particularly like to encourage you to register for the Coupa Supplier Portal after completing this
supplier questio

rm. The Coupa Supplier Portal is compiately free of

Profile Orders Se

r 9

ns Setup

N Information Requests
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