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PERI
1.1 Introduction of Coupa at PERI

What does the Coupa introduction mean for PERI suppliers?

The aim is to equip PERI with globally oriented, modern and future-proof procurement processes. To this end, the innovative
purchasing platform Coupa is being introduced.

= @

What is the Coupa Supplier Portal (CSP)? What are the advantages for you as a supplier?
m Single platform for suppliers: The Coupa Supplier Portal (CSP) m Central data maintenance: After registering in the CSP, you can
serves as a one-stop shop for supplier master data management. view and update your master data for PERI.

m Free & easy to use: Suppliers can do business with Coupa users
for free through the CSP and easily manage their customers and

m Overview: Manage orders, invoices, catalogs, shipping
transactions.

information and more for all your customers who use Coupa.
m Cloud-based & flexible: The CSP is accessible at any time and

from any device thanks to cloud-based software.

https://www.peri.com/en © PERI SE, Supplier Management - Supplier Training
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1.1 Introduction of Coupa at PERI

Having “VERIFIED” status is NOT required to collaborate with PERI.

Coupa offers suppliers the ability to manage their customers directly from the Supplier Portal. A
“VERIFIED” status is advertised, which increases the visibility of suppliers within the portal.

Important:

The “VERIFIED” status is purely optional, has no influence on the supplier decision at PERI and is
therefore not recommended. This status is not required for cooperation with PERI. Coupa is free for
suppliers to use.

Coupa Verified Certificate

Cumpeny T 49/ @ Verified Business Badge -
:”.‘.n ||x.‘1u. 5 Year Get Verified

@ Priority Search Ranking
Not recommended! e

@ {;}COUpa ©2024 Coupa Software Inc. All Rights Reserved. Privacy Policy | Cookie Policy n m g
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1.1 Introduction of Coupa at PERI

How does this affect our cooperation?

For you as a supplier, this opens up a new form of cooperation with PERI.

Sourcing

« Receive invitations to new Supplier Management

sourcing events

« Submit offers and answers » Maintain and enter your supplier
electronically — including data via the Coupa Supplier
questionnaires and attachments Portal (alternatively via the mail

form)

« Participation in electronic auctions
» Submit questionnaires and

* Use the chat function to clari
fy certificates directly via the portal

questions directly in the event
+ Update address and contact

details yourself in the portal

https://www.peri.com/en © PERI SE, Supplier Management - Supplier Training
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1.2 Introducing Supplier Management with Coupa
Overview of data transfer options

https://www.peri.com/en

PERI

New CSP Supplier SIM Invitation

Dear Business Partner,

To set up your company profile in our Coupa purchasing systemn, we kindly as{ |
some additional business information.

mportant: P’ease

Your spam folder f, also check

r'this emajy

Please choose one of the following options to submit your details:

Option A: Join and Respond via Coupa Supplier Portal (CSP)

Hint: After 3
request expi

Register for free to unlock benefits:

0 days, thig
* Save progress and continue later res.
= Manage your company data independently

» Connect with other Coupa customers

Option B: Respond without Joining

» Fill out the form enline without creating a Coupa account.
» Quick and easy—no registration required.

As a supplier, you will be invited to share your supplier information
with PERI. You will receive the invitation email shown on the left with
two options for action:

A) Use the free Coupa Supplier Portal (CSP) to submit and
permanently manage your supplier information.
- Start with Chapter 2.1.

B) Submit your supplier information once via email using the form,
without using the Coupa Supplier Portal (CSP).
- Start with Chapter 3.0.

Important: Future updates to your company data must be made directly by you in the CSR. 0pt|°n A (CSP) 0pt|on B (E_Ma”)
Otherwise, please contact your purchasing representative to request the update form via
L Form can be cached and resumed The form must be completed in
Thank you for your cooperation. We look forward to a successful partnership. later . one go. NO caching possible!
PERI

Multiple people can edit the
For questions:

* o Content-related: Contact your assigned buyer
» 4{ Technical issues: Visit the Coupa Support Porta

Option A Option B

[ --—

© PERI SE, Supplier Management - Supplier Training

form in separate sessions.

Form can be used after submission
can no longer be changed.

Long-term management of your
Supplier information possible.

Form can be withdrawn after No registration required in the
submission. Coupa Supplier Portal.
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1.2 Introducing Supplier Management with Coupa

What portal does Coupa use for supplier management?

In the future, the Coupa Supplier Portal (CSP) will be used for supplier
management.

Features: (Only possible with a CSP account)

> Provision of delivery schedules and purchase orders
> Exchange of documents

» Communication on open points

> Maintenance of supplier data

Login-Link

https://supplier.coupahost.com/sessions/new
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For initig| reQistration in
, See Chapter 2.1

New CSP Supplier SIM Invitation

Dear Business Partner,

To set up your company profile in our Coupa purchasing system, we kindly ask you to provide
some additional business information.

Please choose one of the follewing options to submit your details:
Option A: Join and Respond via Coupa Supplier Portal (CSP)
Register for free to unlock benefits:

« Save progress and continue later
» Manage your company data independently
» Connect with other Coupa customers
Option B: Respond without Joining
« Fill out the form enline without creating a Coupa account.
+ Quick and easy—no registration required.

Important: Future updates to your company data must be made directly by y| g You are Connected to peri-test on Coupa I
C
count, see

Otherwise, please contact your purchasing representative to request the upd
email.

isting Ccsp
Chapter 22

Thank you for your cooperation. We look forward to a successful partnershig
PERI Dear businass partners,

‘We at PERI would like to create your company profile in our purchasing system Coupa and require additional

For m company information for this purpose.
+ P Content-related: Contact your assigned buyer
. me issues: Visit the Coupa Support Fortal The buttons below will taks you dirsctly to Coupa, where you can enter your data in an electronic form. You have
‘two options:

‘1. Direct processing without registration — You can fill out the form immediately online without creating an

Respond Without J¢ account in the Coupa Supplier Portal [CSP). To do so, click the " Respend without Joining * button.

2. Processing via the Coupa Supplier Portal (CSP) — Register for free in the CSP to benefit from additional
adwantages. To do so, click the " Join and Respond * button:

» Temporary storage of your entries and later continuation of processing
* Long-term and independent management of your company data (e.g. company name, addrass, contact
persans, bank details, certificates)

® Networking and collaboration with other Coupa customers via the portal
Please note: Subsequent changes to your master data can only be initiated by wou as a supplier in the C5P.
Otherwise, you will need to contact your responsible purchasing contact to receive the relevant master data

maintenance guestionnaire by email.

‘We thank you for your support and look forward to continued successful cooperation with your company.

If you have any questions regarding the content, please contact your r ible purchasing repr .
For technical questions regarding the use of the Coupa Supplier Portal, please visit the Coupa Support Portal .

PERI

© PERI SE, Supplier Management - Supplier Training




| Option A: Share supplier information via CSP

2.1 Initial registration in CSP

PERI

Step 1: Registration in the Coupa Supplier Portal (CSP)

0 PERI

New CSP Supplier SIM Invitation

Dear Business Partner,

To set up your company profile in our Coupa purchasing system, we kindly ask you to provide

some additional business information.
Please choose one of the following options to submit your details:
Option A: Join and Respond via Coupa Supplier Portal (CSF)

Register for free to unlock benefits:

« Save progress and continue later
+ Manage your company data independently
« Connect with other Coupa customers

Option B: Respond without Joining

» Fill out the form online without creating a Coupa account.
» Quick and easy—no registration required.

Important: Future updates to your company data must be made directly by you in the CSP.
Otherwise, please contact your purchasing representative to request the update form via
email.

Thank you for your cooperation. We look forward to a successful partnership.
PERI

For questions:

+ o Content-related: Contact your assigned buyer
« 4 Technical issues: Visit the Coupa Support Porta

Option A

Join and Respond Respond Without Joining

https://www.peri.com/en © PERI SE, Supplier Management - Supplier Training
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Once you have received the invitation email from PERI, please
proceed as follows for your initial registration:

1. Click on the “Join and Respond” button in the invitation
email to access the Coupa Supplier Portal and connect with
PERI.

Note: Please check your spam folder for this email.

Please go to the next page to read the ongoing
process description.

10
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| Option A: Share supplier information via CSP

2.1 Initial registration in CSP
Step 2: Registration in the Coupa Supplier Portal (CSP)

g e:nqil Verification
Create an account .

PERI

)
.’

Sample-Code

1 2 3 4 5 6
I 2. Fill in the mandatory fields (*) and choose a password.
: Oicritrecehe the Versicaton Cade?  Request o N 3. Accept the privacy policy and terms of use by clicking
s | | the checkbox.
e 4. Click on "Create an Account".
EE— ) P . 5. Enter the verification code from the email in the field
provided and click “Next".
eyl AL 73] 6. Enter your address information and click "Save and
| do not have a Tax ID : i NeXt"
e B2\ accapt the one Coupa Supplier Portal_Onboarding . G
a J Peloary Address N Please go to the next page to read the ongoing
[ ) process description.

11
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| Option A: Share supplier information via CSP

PERI
2.1 Initial registration in CSP
Step 3: Registration in the Coupa Supplier Portal (CSP)
Germany
7 - -
. L7
7. Enter your other company details in the marked fields of
= the form. Select your preferred language from the drop-
down menu and click "Save and Next".
8. Enter your bank details, select country and currency.
Save and Next
9 Coupa Supplier Portal Onboarding
Account Details Payment Informatior process description.
Payment Method ( Bank Account)
Bank Transfer
12
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Option A: Share supplier information via CSP

PERI
2.1 Initial registration in CSP
Step 4: Registration in the Coupa Supplier Portal (CSP)
® .
9. Enter your other company details in the form
and click "Save and Next".
10.Now fill out the PERI form completely and
ensure that all required information is
entered according to the specifications.
Sove matext 11. After that, select the free version in the
Ansprechpartner registration process to submit your details
+Primary Contact and manage your profile. Then click on
m Subscriptions i “Continue".
Registered @ Coupa Verified Coupa Advanced
— Congratulations! You have successfully
Free $549/ year $4.800/ year o completed your registration and are now in the
aariat ke, ||| e [ === Coupa Supplier Portal (CSP).
13
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| Option A: Share supplier information via CSP

2.2 Using an existing CSP account
Step 1: Log in to the Coupa Supplier Portal

a PERl You are Connected to peri-test on Coupa

Dear business partners,

s COupa

We at PERI would like to create your company profile in our purchasing system Coupa and require additional

company information for this purpose

will take you directly to Coupa, where you can enter your data in an electronic form. You have

1. Direct processing without registration — You can fill out the form immediately online without creating an

account in the Coupa Supplier Portal (CSP). To do so, click the * Respond without Joining * button

2 Processing via the Coupa Supplier Portal (CSP) — Reg

r free in the CSP to benefit from additiona
advantages. To do so, click the " Join and Respond * button

e Temporary storage of your entries and later continuation of processing

e Long-term and independent management of your company data (e £. company name, address, contact

P , bank details, certificates)

e Networkin laboration with other Coupa customers via the porta
-
Login

Please note: SubseSo

Otherwise, you will ned
maintenance questions

* Email

We thank you for your

f you have any questio

* Password
For technic

al questions

O TS

https://www.peri.com/en © PERI SE, Supplier Management - Supplier Training
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Once you have received the invitation e-mail from PERI,
proceed as follows for registration:

Please click on the "Log In" button in the invitation email to
access the Coupa Supplier Portal.

Please enter your login details to continue.

Click on the "Login" button.

Note: Please check your spam folder for this email.

Please go to the next page to read the ongoing

process description.

14
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| Option A: Share supplier information via CSP

PERI

2.2 Using an existing CSP account
Step 2: Submit supplier information to PERI.
9 zcoupa U
.’

PERI - XY _Test 2 is using Coupa to transact electronically and communicate with you. We'll walk you 4. Youareina Slmpllfled Setup prOCGSS. Please click
through a quick and easy setup of your account with PERI - XY _Test_2 so you're ready to do business
together. "Continue".
5. Basic data from your existing CSP account will be

e automatically transferred to the form. Please check that this
| information is up to date and add any further details if

SUPPLIER INFORMATION | SUPPLIER DATA

Note: The images shown are examples and show excerpts from the
e questionnaire.

GENERAL DATA | GENERAL DATA
6. Click on "Submit" at the end, the button will only be active
when all mandatory fields have been filled in.

7. After submitting your data, you will receive an email
confirming the update. After successful verification, a
o second email will follow with the note that your information
N has been approved.

Congratulations! No further action is required. \/

15
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New CSP Supplier SIM Invitation

Dear Business Partner,

To set up your company profile in our Coupa purchasing system, we kindly ask you to provide
some additional business information.

Please choose one of the following options to submit your details:
Option A: Join and Respond via Coupa Supplier Portal (CSP)
Register for free to unlock benefits:

= Save progress and continue later
+ Manage your company data independently
» Connect with other Coupa customers
Option B: Respond without Joining
» Fill out the form online without creating a Coupa account.
* Quick and easy—no registration required.

Important: Future updates to your company data must be made directly by you in the CSP.
Otherwise, please contact your purchasing representative to request the update form via
email.

Thank you for your cooperation. We look forward to a successful partnership.
PERI

For questions:

= s Content-related: Contact your assigned buyer
= 4 Technical issues: Visit the Coupa Support Portal

Option B

[ |




‘ Option B: Share supplier information via mail form

PERI

3.0 Submit supplier information via e-mail form
Schritt 1: ,,Respond Without Joining*

0 PERI N
New CSP Supplier SIM Invitation é

Dear Business Partner, 0 .
_ _ _ _ Option B:
To set up your company profile in our Coupa purchasing system, we kindly ask you to provide
some addional business information. If you do not wish to use the Coupa Supplier Portal, you can
Please choose one of the following options to submit your details: i i i .
Option A: Join and Respond via Goupa Supplier Portal (CSP) send your supplier information to PERI once via a form. After
Register for free to unlock benefits: receiving the invitation email, please follow the steps indicated.
« Save progress and continue later . . . . . . . . .
« Manage your company data independently 1. Click on "Respond Without Joining" in the invitation email
« Connect with other Coupa customers . . .
to directly access the form for entering your supplier
Option B: Respond without Joining . .
: — _ information.
» Fill out the form online without creating a Coupa account.
» Quick and easy—no registration required.
Important: Future updates to your company data must be made directly by you in the CSP Note: Please check your spam folder for this email.
Otherwise, please contact your purchasing representative to request the update form via
email.

Thank you for your cooperation. We look forward to a successful partnership.
PERI
Please go to the next page to read the ongoing

For questions: process description.

+ o Content-related: Contact your assigned buyer
« 4 Technical issues: Visit the Coupa Support Porta

https://www.peri.com/en © PERI SE, Supplier Management - Supplier Training
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Respond Without Joining

17



https://www.peri.com/en

2/

Option B: Share supplier information via mail form

3.0 Submit supplier information via e-mail form

Step 2: Fill out the questionnaire

Supplier Information

Test_Supplier

Dear supplier, please note that you can change the language af| |

the loss of all data entered up to that point. All fields marked wit
sections. German....

GENERAL DATA | GENERAL DAT; _ HAD

*Name

Test_Supplier

* Phone (central)

Website

DUNS Number

SUPPLIER INFORMATION | SUPP -

MNumber of employees (administration)

Mumber of employees (production)

* Registered office of the company? the COUp
Start with cp,

- . h v rour inform !
O Outside the EU Thank you for your information! Plef
email notification once your details|

CONTACT DATA | Q sromseseon s csacs e o

*Primary Contact

First name

‘ Gustav

f your company is part of a group, please enter the group name

Group name

Surname Rating result

‘ Muster Rating document

Email address

https://www.peri.com/en

gustavmuster7 1@gmail.cc

© PERI SE, Supplier Management - Supplier Training

a Sy
bter 2.9

Decline

4

=
2. Fill'in all the mandatory fields (*) in the

questionnaire and upload the required documents.
Note: The images shown are examples and show excerpts from the
questionnaire.

3. Click on "Submit" at the end — the button will only
be active when all mandatory fields have been filled
in.

4. After submitting your data, you will receive an email
confirming the update. After successful
verification, a second email will follow with the note
that your information has been approved.

Congratulations! No further action is required.

g

PERI

18
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You don't have a CSP account?

2{ You cannot change your supplier data!

- Every change requires manual coordination!
To do this, contact your contact person from Purchasing.

You have a CSP account?

With a CSP account, you stay in control.

" Regqister now and save effort. (Chapter2.2)




4.0 Change Supplier Data in the Coupa Supplier Portal

Step 1: Access supplier profile in CSP

PETER NOTIFICATIONS HELP

Verify Your Account And Get Noticed

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

xy XY_Max_Mustermann -

Recent Activity view « @ Announcements

12/

XY_Max_Mustermann

Profile Preview | Copy Profile URL | Download as PDF

&

Company Info 7~

https://www.peri.com/en © PERI SE, Supplier Management - Supplier Training
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After logging in, you have the option of keeping your company
data up-to-date in the CSP.

1. Go to the CSP-Home and click on the “Business Profile“.

2. You will be redirected to your Business Profile. Please click
on the "blue pen" here.

Please go to the next page to read the ongoing

process description.

PERI

20
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4.0 Change Supplier Data in the Coupa Supplier Portal
Step 2: Edit supplier data

e Company Info 'Q
L
Company Name Industry

X¥_Max_Mustermann v

3. A new window will then open in which you can edit the
Year Established PO Emal stored company data.

Note: The illustration is an example and shows only a snippet of the data you
can keep up to date in the Coupa Supplier Portal.

DUNS Company Size
4. Finally, click on the "Save" button.
Tax ID
Country/Region VAT ID @
Germany v DE123456789

Company Info Cancel E

Company Name Industry About

X¥_Max_Mustermann -

21
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PERI
4.0 Supplier data is requested by PERI

Important: PERI submits a request to update or supplement data

Q [ O
ﬁ nvoices Orders Business Profile Service Sheets Items ASN Sourcing Forecasts ’
usiness Fronle rofite Submissions nformation Requests erform. g

PERI - XY_Max_Mustermann Select Customer

FOIO EESponses 1. Navigate to the “Business Profile" tab and then select

"Information Requests".

View RN ~ Adv:

Form Status Creat

e Il R B W o N I G R S22 I Pending Approva 00i12
Perpage 15 | 45 | 90 2

. Under the "Form" section, you will find the requested form.
Click on the correct form to open it.

3. Next, select the "Update Info" option.

Maochten Sie um interne buchhalterische Daten anreichern?

Update Info

Comments Mute Comments v

22
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PERI
4.0 Supplier data is requested by PERI

Important: PERI submits a request to update or supplement data
0 SUPPLIER INFORMATION | SUPPLIER DATA

e
.’

Dear

GENERAL DATA | GENERAL DATA
4. The form template for editing will now open. The data
entered so far will be displayed there and can be adjusted or
supplemented as required.

* Name

Test_Supplier

* Phone (central)

5. Once all the necessary information has been entered,
please click on the “Submit for approval’ button to
complete the process.

Website

Produkt-/Produzentenhaftung Congratulations! No further action is required.

Versicherung vorhanden? \/

Decline Save Submit for Approval

23
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Zcoupa

Coupa Supplier Portal
Admin and User Guide

For more information, check out Coupa's CSP User
Guide:

https://compass.coupa.com/Import/Su

Suppliers/Coupa_Supplier Portal/CSP_Admin
and_User_ Guide.pdf

© PERI SE, Supplier Management - Supplier Training
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5.0 Getting Started with the Coupa Supplier Portal

Contents of the CSP menu bar

o I Invoices Orders. Business Profile Service Sheets Items ASN Sourcing Setup More...

£,zcoupa supplier portal PETER v  NOTIFICATIONS @ HELP -

Verify Your Account And Get Noticed

xy XY_Max_Mustermann -

Recent Activity view « @ Announcements

|: —
Coupa Verified builds trust and gets you in front of more !
customers looking for products like yours. : a

https://www.peri.com/en © PERI SE, Supplier Management - Supplier Training

Orientation

Home

Invoices

Orders

Business Profile

Description

Return to Home

Create, manage, and track the
status of invoices

Overview of all orders

Management of company data,
banking information, users and
customer connections

PERI

25
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5.0 Getting Started with the Coupa Supplier Portal

You can receive notifications from PERI

0 PETER NOTIFICATIONS @) HELP

An information update request is received
Form (SIM 2 direktes Material mit COC + Supplier Site =~ m—
extern 250911 1) from PERI requires your attention.

Supplier information is updated
IA company information update was recently sent to your
customer.

See All Notifications

2]

My N 0t|f| Cat' ons Notification Preferences
View
Al -
Message Received
A company information update was recently sent to your customer. 0812725 06:29
AM
Form (SIM 2 direktes Material mit COC + Supplier Site extern 250911_1) from PERI requires your 0912725 06:10
attention, AM
Delete Mark as Read

https://www.peri.com/en © PERI SE, Supplier Management - Supplier Training
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PERI can show you important information directly in the portal
— on orders, profile updates or other topics.

1. The notifications appear in the top right corner of the portal.

2. Via “See All Notifications" you can see all previous
messages and go directly to the corresponding actions.

With the help of this communication channel, PERI will:

m Provide necessary information for transactions
m [nform you about upcoming orders

m Place reminders regarding supplier information updates

PERI

26
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5.0 Getting Started with the Coupa Supplier Portal

Invite more users to the CSP

o §,:coupa supplier portal

ﬁ Invoices Orders Business Profile

PETER N[I-IIH[:AH()NSE HELP

Service Sheets Items ASN Sourcing I % I More...

Connection Requests

Admin.eers

0 =~

https://www.peri.com/en

9 Invite User

User Information Phone Number

Last bame Ama Code

issions O Customers

eceo@

seoe

Cancel Send Invitation

© PERI SE, Supplier Management - Supplier Training
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If multiple people in your organization need access to the
Coupa Supplier Portal (CSP), you can easily add additional
users.

1. Click on the “Setup" button.
2. Click on the "Invite User" button.

3. Enter the necessary contact information for the person you
want to invite, then assign the appropriate permissions and
customers.

4. Finally, click on the button "Send invitation".

Note: The new user will receive an email invitation to the Coupa
Supplier Portal (CSP).

PERI

27
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5.0 Getting Started with the Coupa Supplier Portal
Coupa Live-Support

o £,2coupa supplier portal PETER~  NOTIFICATIONS @ = HELP (o
0 Invoices Orders Business Profile Service Sheets ltems ASN Sourcing Setup More.. g’

Verify Your Account And Get Noticed

If you encounter technical issues while using the Coupa
Coupa Verified builds trust and gets you in front of more . Supplier Portal (CSP), you can take advantage of live support.

customers looking for products like yours.

xy XY_Max_Mustermann « 1. On the bottom right side of the CSP, you'll find the "Chat
o with Coupa Support" button. Click on it.

@® Chat with Coupa Support

Recent Activity View v @ Announcements

2. A chat window will open. Enter your contact details, fill in the

required fields (*) and click on "Start Chat".

* First Name * Last Name
Max Mustermann
* Email

max.mustermann@gmail.com

Note: For PERI specific questions, please contact your buyer.

Phone

* Issue Related To

Select Issue v

Subject to Coupa Terms of Use and Privacy Policy.

28
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5.0 Getting Started with the Coupa Supplier Portal
Helpful CSP tools for suppliers

The Online Help Center

» Online chat and help tour available in the

The Coupa Compass

> Bookmark the CSP Iogin page
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