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TIP

Q\ Search this

document for keywords.

Keyboard shortcut:

CTRL + F to bring up
search.

Gates Foundation and its Subsidiaries
is the name of the Coupa account used for

® Gates Foundation — gatesfoundation.org
® Gates Agricultural Innovations — gatesagone.org
® Gates Medical Research Institute - gatesmri.org

The green diamond will be used throughout this guide, to indicate when
instructions vary depending on which organization you are doing business with.

coupa

suppliers

Supplier Hel
p(?enter ’

New to Coupa? The Help Center has everything
you need to know to work with your customers

on Coupa.

You can also sign up for a Training Webinar to

see a live demo of the Coupa Supplier Portal

and get all your questions answered.

Coupa Help Center
supplier.coupa.com/help

Get support directly from
Coupa



https://supplier.coupa.com/help
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2. Returning Supplier Registration
3. First Time Supplier Registration

Managing your CSP Account

Accessing the CSP The Gates Foundation and Subsidiaries (Gates MRI and Gates Ag One) have adopted Coupa as the tool to drive efficiencies
CSP Overview& Navigation across Sourcing, Contracting, Supplier Onboarding and Management, and Purchase Order (PO) Processing.

Merge Requests and Suggestions
Managing Users
Security & Two Factor Authentication

Legal Entity Setup
Language Settings

Help and Support BenefItS Of COUpa

Key Terminology

O CORE SOOI B ORI

1. Enhanced visibility into the status of your purchase orders (POs), invoices, and credit notes.
2. Supplier Information Mgt (SIM)

SIM Introduction 2. Automated PO Transmission: POs are being introduced as part of our purchasing processes. Coupa will notify suppliers
Cowpz Sl “erirs that a PO has been transmitted, and suppliers can receive and acknowledge them in the Coupa Supplier Portal (CSP).

SIM Notifications

Comments, Rejection, and Approvals ‘ 3. Invoice Management: Gates MRI is the only affiliate using Coupa for invoicing. Suppliers and partners for the foundation
Delileruz e LIF and Gates Ag One will continue to follow their current invoicing process. Refer to the Invoicing pathways page.
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3. Purchase Order Processing 4
View Purchase Order

Acknowledge Purchase Order
Add Comments to Purchase Order
Create Order Table View

Invoice Pathways

. Information Management: On the CSP, suppliers will be able to maintain their customer information such as contacts,
addresses, and banking details.
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L ameaminacesee | Registration for Suppliers already using Coupa

CSP account creation

1. Coupa Introduction

> renminzsupslerregenaion_comeen]  EMaAil Invitation for existing or previously registered Coupa Users

3. First Time Supplier Registration

Managing your CSP Account
Accessing the CSP

P Overviewks N""VO‘l :‘“°" Suppliers that have previously used the
M R i . . .
T CSP with other customers will receive the

Managing Users f ” . | ._t _t. |
Security & Two Factor Authentication Y meg nvitation emaitl.

Legal Entity Setup
Language Settings
Help and Support Subsidiaries on Coupa

Key Terminology

Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.com: 117 PM (O minutes ago)
to coupatestingcc+demo

Gates Foundation You are Connected to Gates Foundation and its
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Powered by £,3coupa

2. Supplier Information Mgt (SIM) 1. Click Login to Coupa. You will now be Hello ABC Company.

SIM Introduction i i i Congratulations! The Gates Foundation and its Subsidiaties has added you as a supplier on the Coupa Supplier Portal. Click below to
C SIM E Ilnked Wlth usin the CSP sign in so you can configure your PO transmission preferences, create an online catalog, and view purchase orders.
oupa orms

SIM Notifications
Comments, Rejection, and Approvals

— NOTE: Check your Spam/Junk folders if the
invitation email is not in your Primary Inbox.

Login to Coupa
View Purchase Order

Acknowledge Purchase Order
Add Comments to Purchase Order
Create Order Table View

Invoice Pathways

Gates Foundation S5&P ProcOps
Gates Foundation and its Subsidiaries
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First Time Registration (1 / 3)

Email Invitation

Suppliers that have not used
the Coupa Supplier Portal
(CSP) with other customers
will receive the following
Invitation Email.

1. Click Join Coupa

NOTE: Check your Spam/Junk
folders if the invitation email
is not in your Primary Inbox.

Action Required - Gates Foundation and its Subsidiaries Registration Instructions

Coupa Supplier Portal <do_not_reply @supplier-test.coupahost.com>
To:

Gates Foundation Action Required - Gates Foundation and its Subsidiaries
Registration Instructions

Powered by £ 3Coupa

Hello Coupa Software Incorporated,
We handle all business spend electronically to make sure you're paid on time and prevent lost documents.

To ensure your ability to do business with us, you have 43 hours to register your account. Please contact us at supplier@coupa.com if
you are unable to register for any reason!

Gates Foundation SS&F ProcOps
Gates Foundation and its Subsidiaries

Join Coupa Supplier Portal

Forward Invitation

Z,xcoupa

EBusiness Spend Management

<~ Reply 7~ Forward
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Accessing the CSP

CSP Overview& Navigation

Merge Requests and Suggestions
Managing Users

Security & Two Factor Authentication
Legal Entity Setup

Language Settings

Help and Support

Key Terminology

Supplier Information Mgt (SIM)
SIM Introduction

Coupa SIM Forms

SIM Notifications

Comments, Rejection, and Approvals
Self-Service in the CSP

Purchase Order Processing

View Purchase Order

Acknowledge Purchase Order
Add Comments to Purchase Order
Create Order Table View

Invoice Pathways

First Time Registration (2 / 3)

Create a CSP Account

2. Confirm or update the pre-populated information
3. Create and confirm your CSP password

4. Provide tax registration details

5. Accept the Privacy Policy and the Terms of Use

6. Click Create an Account. A verification code will
be sent to your email.

Create an Account

Gates Foundation and its Subsidiaries is using Coupa to
transact electronically and communicate with you. We'l
walk you through a quick and easy setup of your
account with Gates Foundation and its Subsidiaries so
you're ready to do business together.

* Business Name
Coupa Software Incorporated (000080808)

Your legal business name (or legal personal name if an individual)

* Email
* First Name * Last Name
Joe Smith
* Password * confirm Password

.......... G| | sessssnaes 4]

Use at least 8 characters and include a number and a letter.

* Country/Region *TaxID (]
United States N || HEHRRRE

[Ji do not have a Tax ID

@uccept the Privacy Policy and the Terms of Use

Create an Account

Already have an account? LOG IN

Forward this to someone
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First Time Registration (3 / 3)

Join an Existing Account

Coupa will use your email domain to identify any existing
CSP accounts that may be affiliated with your
organization.

7. Confirm whether there is an existing account by
selecting View existing accounts matching email
domain and clicking Next:

- Potential Account Exists: A new window will appear with
the list of possible CSP accounts for your organization. Fill

in any required information and click Next to send a Join
Request to the account’s admin.

8. Select No, continue creating a new account if there are
no existing account matches. Click Next to finish
setting up your new CSP account.

NOTE: If you submit a Join Request to an existing
account, you will receive email confirmation of your
request. You won't be able to proceed until that request
is processed. You will receive a new CSP Invitation Email
once approved.

,zcoupa supplier portal & Secure

Join an Existing Account?

Provide any of the additional info to get better suggestions.

° View existing accounts matching email
domain gatesfoundation.org

Business Name
Country/Region
United States X v

Address Line 1
111108th Avenue Northeast (+]

City State Postal Code

Bellevue Washington 98004

Tax ID DUNS Number

No, continue creating a new account

8




Section Break Managing your CSP account

* Accessing the CSP

® CSP Navigation

* Merge Requests and Suggestions

®* Managing Users

® Security & Two Factor Authentication
* Legal Entity Setup

®* Language Settings

®* Help and Support

* Key Terminology

CSP account creation
complete!
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Coupa Supplier Portal Link:
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* Password

- Google Chrome (recommended)

2. Supplier Information Mgt (SIM) - Mozilla Firefox o d
orgo your pclsswor ?

SIM Introduction - Microsoft Edge T

Coupa SIM Forms
SIM Notifications
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Self-Service in the CSP

New to Coupa? CREATE AN ACCOUNT
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T 7. U§er P!'o ile: Manage your specitic user
settings like account security, notifications, etc.




TABLE OF CONTENTS

1. Coupa Registration & CSP Set Up

Merge Requests and Suggestions

1. Coupa Introduction

). Returning Supplier Registration Merge Criteria, Suggestions, and Requests

3. First Time Supplier Registration

Managing your CSP Account

Accessing the CSP £v:coupa supplier portal e JOE~ | NOTIFICATIONS @ | HELP -
CSP Overview& Navigation

e T — CURRENTl If you share an email domain and at G Invoices Orders Business Profile Service Sheets ASN Sourcing Forecasts Catalogs Community More...

Managing Users least one other identifier such as
Security & Two Factor Authentication company name, address, tax ID, DUNS

Legal Entity Setup number, etc. Coupa will suggest to Verify Your Account And Get Noticed
Language Settings

Help and Support merge the dupllcate CSP accounts. Coupa Verified builds trust and gets you in front of mare

Kev Terminolo customers looking for products like yours.

W N o Ul b

2. Supplier Information Mgt (SIM) cs Coupa Software Incorporated (000090908) -
SIM IntrOdUCtion 1 Mer e Su estions Wi” be ”Sted On Profile Last Updated: 1 minute ago | View Profile

Coupa SIM Forms : g 99
SIM Notifications the CSP Home Page

Comments, Rejection, and Approvals Recent Activity o view v @ Announcements
Self-Service in the CSP

0o @ P

Mo Announcements

2. Merge Suggestions and Merge [Gates Foundation and its Subsidi... j
Mo activity found for Gates Foundation and its Subsidiaries.
3. Purchase Order Processing Requests can be accessed under

View Purchase Order Setup

Acknowledge Purchase Order Multi Factor Join Requests Merge Linked
Security Suggestions Customers

Add Comments to Purchase Order
Create Order Table View

Invoice Pathways

0 of 1 Users 0 users 0 Duplicates 1 Connection

i S




TABLE OF CONTENTS

1. Coupa Registration & CSP Set Up

CSP account creation

Managing Users (1 / 3)

Accessing the CSP Users Table

1. Coupa Introduction

2. Returning Supplier Registration
3. First Time Supplier Registration

Managing your CSP Account
1. Accessing the CSP

2. CSP Overview& Navigation CSP admins can pr0ViSi0n
3. Merge Requests and Suggestions e s
e SE additional CSP users within your grzcoupa supplier portal o JOE~ | NOTIFICATIONS @@ | HELP
< 4. Managing Users CURRENT| r nization. Permission nd ur
5. Security & Two Factor Authentication O ga Iza IO . e ISSIO S a ﬁ Invoices Orders Business Profile Service Sheets ASN Sourcing Forecasts Catalogs Community More...
6. Lesal Entity Setu customer access can be seton a o e
. g ! Q . min onnection Requests
7. Language Settings user baSIS.
8. Help and Support Admin users
. . N . Users m LoE | Al vl Ol
1. Click Setup in the navigation
2 . Supplier Information Mg! ‘SI M . ri bbo n Merge Requests User Name Email Status Permissions Customer Access Purpose Actions
1. SIM Introduction Merge Suggestions Joe Smith jaime rivera+coupa@gatesfoundation.org PERE ASNIS Galgs Founc?a.ﬁo!ﬂ Af:courlting, Edit
) C SIM Forms Requests to Join :dmln and its Subsidiaries E)werlslty,
5 oupa usiness egal,
e . 1 Fiscal Representatives Performance F'rgcuremenl‘
3. SIM Notifications 2. Click Users Catalogs Risk, Sales,
) C i Sourci
4. Comments, Rejection, and Approvals SR E::;";J:ﬁ,ems oureng
5. Self-Service in the CSP - ) TP Accounis Ef::;ﬁ;':;r:;n )
3. Click Invite User XML Errors Public
Invoices
3. Purchase Order Processing e orer Changes
1. View Purchase Order g‘:;:r’smaﬁ"“
2. Acknowledge Purchase Order EEY““’“L"
rofiles
3. Add Comments to Purchase Order :suwrzi;hem
4. Create Order Table View . o0
er page
5. Invoice Pathways




TABLE OF CONTENTS

1. Coupa Registration & CSP Set Up

CSP account creation

1. Coupa Introduction

2. Returning Supplier Registration
3. First Time Supplier Registration

Managing your CSP Account
1. Accessing the CSP

CSP Overview& Navigation
Merge Requests and Suggestions

Managing Users

Security & Two Factor Authentication
Legal Entity Setup

Language Settings

Help and Support

Key Terminology

N\

W oo N o Ui W

CURRENT|

2. Supplier Information Mgt (SIM)
SIM Introduction

Coupa SIM Forms

SIM Notifications

Comments, Rejection, and Approvals
Self-Service in the CSP

0o @ P

3. Purchase Order Processing
View Purchase Order

Acknowledge Purchase Order
Add Comments to Purchase Order

Create Order Table View
Invoice Pathways

i S

Managing Users (2 / 3)
Inviting Users to the CSP 0\

User Information
First Name

4. Enter the following information:

Last Name

- User First Name

* Email

- User Last Name

Purpose )

- User Email

‘Selec\ Some Options

- Permissions based on their role

Permissions @

Invite User

Phone Number

Country/Region

- Customers they should have access to aw

Admin
Orders

@Al
() Restricted Access to Orders

5. Click Send Invitation
S
ASNs
Service Sheets

6. Invited users will receive an email o
invitation. Click Join Coupa Supplier r
Portal

Payments

Order Changes

Early Payments
Business Performance

Sourcing
(@ Private and Public

NOTE: Invitations may be routed to
Spam/Junk folders, not an invited

(O Hidden, Private, and Public
Community
Order Line Confirmation

Forecast Planner

user’s primary inbox. Admins will & orer
. . . . @ View
receive an email notifying them when a e

Worker Assignments

new user is added to their
organization’s CSP account.

@ View
() Manage

ArealCity
Local
Extension
Action Required - Join the Coupa Supplier Portal inbex <
Customers Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.com=
to coupatestingcc+js ¥
Al

{;}COUP& Action Required - Join the Coupa Supplier Portal

Gates Four

Hi John Smith,

A coworker invited you to join their account on Coupa. Once registered, you can view and manage purchase orders, create and
manage involces, get real-time SMS alerts for these transactions, and much more.

Find out more using the links below, and use the button to register. Welcome!

0 Join Coupa Supplier Portal

£coupa

Business Spend Management

e ~ ~
([ & Reply | |: < Replyall | ( ~ Forward | (2
. / ~ A ~ v

Cancel Send Invitation
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Managing Users (3 / 3)

Join Requests

#,zcoupa supplier portal

Individuals can request to join your organization’s A s

o JOE~  NOTIFICAT
—

Business Profile Service Sheets ASN Sourcing Forecasts Catalogs Community
| N

existing CSP account. Admins will be notified of
these requests via email and must process them.

Admin

Connection Requests

Admin Requests to Join

1. Click Setup in the navigation ribbon o

Merge Requests

Merge Suggestions
g Requests to Join

Fiscal Representatives

2. Click Requests to Join

3. Click Respond to approve or reject a request.

- Invite Requester: Select Invite, confirm you
recognize the requester, and set their
permissions and customer visibility.

- Reject Requester: Select Reject

4. Click Send to notify the requester of your
decision.

NOTE: The number of pending Join Requests
is listed on the Homepage next to Merge
Suggestions and Requests.

Requests to Join are from new users requesting access to this account.

Before responding, confirm that this email address belongs to a user who i r organization. Either invite the user to join
this account {and set appropriate permissions) or reject their request to join.

Users Requested \ Response
Mario Mario 022735 Respond l
jaime.rivera+d \

Response for Request to Join X

° Invite Mario Mario -
jaime.rivera+coupaS@gatesfoundation.org

Reject Mario Mario -
jaimevrivera+coupab@gatesfoundation.org

[J Irecognize the above email address as a coworker at my company and | am
granting account access

Permissions ® Customers
All All
Admin Gates Foundation and its
Orders. Subsidiaries
@Al

O Restricted Access to
Orders.

Invoices

Catalogs

Profiles

ASNs

Service Sheets

@Al

(O Restricted Access to
Service Sheets

Payments

S
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4. Create Order Table View
. .

5. Invoice Pathways Cancel m
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Security & Two-Factor Authentication (3 / 4)

Selecting Security & Two-Factor Authentication Settings

5. Select your preferred degree of
security

6. Check Default for one or both
Authentication Methods:

- Via Authenticator App: Return to
Step 4 for set-up instructions

- Via Text Message: Proceed to the
next slide for set-up instructions

gyxcoupa supplier portal

ﬁ Invoices Orders Profile Setup Service/Time Sheets ASN Sourcing Forecasts

Catalogs

SALLY ~  NOTIFICATIONS @

Add-ons

More...

HELP ~

My Account Security & Multi Factor Authentication

Setings Multi Factor Authentication
Notification Preferences
O Disabled

Security & Multi Factor

Authentication @ For Payment Changes (Required for changing Legal Entity or Remit-To)

(O For Both Account Access (Login) and Payment Changes

Via Authenticator App

Use an Authenticator App available from your mobile phone app store.

Default

Via Text Message

Use a code sent via text message to your phone number.

Recent Login Activity

09/18/24 (12:39 PM) - Chrome - Windows - 47.230.177 1
09/18/24 (12:13 PM) - Chrome - Windows - 47.230.177.1
09/18/24 (11:11 AM) - Chrome - Windows - 47.230.177.1
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Security & Two Factor Authentication CURRENT|

Legal Entity Setu . o A code will be sent to your phone as an SMS Te Phone Number

Legal Enlity >etup 1 . Enter a phone number that Wl” Message (SMS rates may apply). v+

Language Settings receive text verification codes.

Help and Support o Confirm Recaptcha

Key Terminology ~
S

2. Confirm Captcha. Click Send Code. merareber coaronn
2. Supplier Information Mgt (SIM)

SIM Introduction Send Code

Coupa SIM Forms 3. Enter the code and click Enable. Once

SIM Notifications enabled’ you can save your baCkup o Enter the 6-digit verification code sent to your phone.
Comments, Rejection, and Approvals codes.

Self-Service in the CSP 9 Cancel

3. Purchase Order Processing
View Purchase Order

Acknowledge Purchase Order
Add Comments to Purchase Order
Create Order Table View

Invoice Pathways
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CSP Overview& Navigation
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JOE~ | NOTIFICATIONS @@ | HELP ~

Legal Entity Setup . . ey . .
e CURRENT|  and remit-to details. Legal Entities associated with
,:coupa supplier portal

Language Settings .
Helo and Suboort Payment Methods cannot be edited once created.
HEP and oupport ﬁ Invoices Orders Setup Service Sheets ASN Sourcing Forecasts Catalogs Community More...

W oo NigEl vk W R

e Legal Entities Information Requests Performance Evaluation Subscriptions

Key Terminology e
Busin

2. supplier Information Mgt (SIM) 1. Click Business Profile in the navigation ribbon

SIM Introduction

coupa S Forms 2. Click Legal Entity — e al ¥

Legal Entities

SIM Notifications
Comments, Rejection, and Approvals

Self-Service in the CSP 3 C||Ck create

e U

Legal Entity Name Invoice From Address  Tax ID Linked Payment Method  Payment Information  Customers

3. Purchase Order Processing

Viekw Pulrc:ase Ord:r } NOTE: Contact your CSP admins to
Acknowledge Purchase Order i !
cknowledge Purchase Orcer request access if you can't access

Add Comments to Purchase Order L | E t.t t
Create Order Table View ega nt y S€ Up.

Invoice Pathways

O U
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1. Coupa Introduction

O Business Location Invoice Address, and Tax Information | createLegatentity x
3.  First Time Supplier Registration o " Lesat Eatiby Name CountnfRegion
Managing your CSP Account ABC Company United States -
1. Accessing the CSP 4. Enter the entity’s Legal Name and Tox Registrations
2. CSP 0 . o o . * Country/Region Tax ID
verview& Navigation Country/Reglon. e S i
3. Merge Requests and Suggestions .
4.  Managing Users
5. Security & Two Factor Authentication 5. Enter the Country/Region and Tax ID. @ Add Tax Registration
6. Legal Entity Setup CURRENT|
7. Language Settings Invoice From Address R
. H H H . . .
: —"—“’—;‘e' Ta“d _5’“' ort 6. Enter the registered address for this Legal Entity.
. ey ermino Ogy . L’ . nited States A ane
Click ® to add additional address lines. . ?
2. Supplier Information Mgt (SIM) Seatie Washingion . s
1. SIM Introduction 7. Review -the Ship From AddreSS CheckbOX, Check if Invoice From Code (5) Preferred Language
2. CoupaSIMF . . . nglis -
, sﬁ\:; - t‘?”“s shipping goods from the Invoice address, —=
. otifications . .
. uncheck and add a new address if different. _
4. Comments, Rejection, and Approvals Ship From Address .
5 Self_Service In the CSP o Please enter the physical address that your goods are shipped from? This can be a warehouse address.
Same as Invoice From Address
) 8. Click on Save
3. Purchase Order Processing
1. View Purchase Order
2. Acknowledge Purchase Order 9. Once saved, the following message will pop up,
3. Add Comments to Purchase Order C||Ck continue -to go -to Payment MethOdS Business Legal Entity successfully created. Next, you must add payment info or a
4. Create Order Table View @ remittance address required for irwoici.ng_ Go to Setup = Payment Methods and click e
5 Invoice Pathwavs Add Payment Method” to complete this.

Close | Continue
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Legal Entity Setup

Add Payment Method

10. Click Setup in the navigation ribbon

11. Click Payment Methods

12. Click Add Payment Method

(3/9)

@

Zzcoupa supplier portal

JOE ~

ﬁ Invoices Orders Business Profile Service Sheets ASN Seourcing Forecasts Catalogs

NOTIFICATIONS @ | HELP -~

Community More...

Admin Connection Requests @
Admin remitTo

e [I fdd Payment tetod - -

2 | 1

Merge Requests Payment Method Name

Merge Suggestions
None

Requests to Join

Ciccl D N
@ Payment Methods

sFTP Accounts

...........

Remit-To Address Payment Type Legal Entity Customer Sharing Status

12345 ABC Lane Address ABC None
Seattle Company

WA

56555

United States

Preferred
Language: English
(us)

Actions

res
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1. Coupa Introduction

2. Returning Supplier Registration Add Payment MethOd @ v]]

Invoice From Address 12345 ABC Lane

3. First Time Supplier Registration Sealfle, WA, 55555
United States
Managing your CSP Account @ o)
1. AcceSSing the CSP What are your Bank Account Details? @
2. CSP Overview& Navigation 13. Select the Legal Entity the Payment — .
3. Merge Requests and Suggestions method is being created for st (Soctanoon =
4. Mana in Usel"s Bank Account Currency: | USD v i
5. Security & Two Factor Authentication Bm,,m; o
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7. Language Settings O mber:
3. HeI and Qu ort ACHRoutmuNumheri :
9. Key Terminology 15. Select the payment type o o
. . [0 My bank does not have a BIC code
2. supplier Inf o i T Note: Bank Account is the required Payment
. upplier Information Mgt (SIM) Bk Account ype: | Busnuss .
Type for Gates MRI. Gates MRI does not _

1. SIM Introduction . . Sunportng Documents. [ Chotss s | o' chosen o

TV accept payments via check or virtual card. S— °
2. Coupa SIM Forms

What is your Remit-To Address?
3. M @ Saved Addl 12345 ABC L Seattle, WA, 55555, United S ~
4.  Comments, Rejection, and Approvals 7
e e
City Sealle business is registered, add the

address here.
Postal Code 55555

3. Purchase Order Processing

Country/Region United States

View Purchase Order O New Address
ACknOWIedge Purchase Order What is your Remit-To Integration Code? (optional) @ >
Add Comments to PUrChase Order Who is your Remit-To Contact? (optional)

Create Order Table View

Which customers can use this account?

Invoice Pathways @Al

Gates Foundation and its Subsidiaries

i S

Cancel Save & Continue
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1. Coupa Introduction

*Payment Type | Bank Account

. RSl R Payment Information & Remit-To Addresses Wt e your Sk ccout Dtas? @
3. First Time Supplier Registration Comtrogons -

State: | Select an Option

Managing your CSP Account

Bank Account Currency: | USD ~

1. Accessing the CSP Beneficiary Name: | ABC Company
2. CSP Overview& Navigation 16. Enter the payment details. Required information is
3. Merge Requests and Suggestions based on the selected Legal Entity Country/Region o
- Managing Users and Payment Type. @ o
5. Security & Two Factor Authentication ACH Routing Number: o
6. Legal Entity Setup CURRENT| ware Routing Numser: P
7. Language Settings 17. Select the Remit-To Address from the dropdown OR e
8. Helpand Support create a new Remit-To Address.
9. Key Terminology Bank Account Type: | Business -
Supporting Documents [ Ghoose Files | No file chasen 0
2. Supplier Information Mgt (SIM) 18. Select the customers that should have access to this B °
1. SIM Introduction Legal Entity . _
2. Coupa SIM Forms T m——— [ Recommended |
3. SIM Notifications . [—
4. Comments, Rejection, and Approvals 19. Click Save & Continue Q ity Seatle :ﬁ”‘g.‘;a:m
5. Self-Service in the CSP o e
3. Purchase Order Processing e
VieW Purchase Order What is your Remit-To Integration Code? (optional) @ >
Acknowledge Purchase Order Who is your Remit-To Contact? testiona N

Add Comments to Purchase Order Which customers can use this account?

Create Order Table View a
Invoice PathWa yS Gates Foundation and its Subsidiaries
»

Cancel Save & Continue

i S
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1. Coupa Introduction

2. Returning Supplier Registration Addlng Payment MethOd

3. Flrst Tlme Supp“er Reglstration Payment Method \etyuur_cuslomers k_nuw Yvherem send payment for their invoices. Click Add Payment Add Payment Method
Method to add more locations, otherwise click Next.

Add a new Payment Method

Managing your CSP Account

Payment Method Name Remit-To Address Status
1. Accessing the CSP Address 12345 ABC Lane Aciive —
2. CSP Overview& Navigation \E:;E
3. Merge Requests and Suggestions 20. Review the Payment Method created from the list,
. Bank Account 12345 ABC Lane Active Manage
4. Managing Users Cllck Next. Best Bank Seatle
ABC Company WA
5. Security & Two Factor Authenticati - o ettninennggS 55555
Scurfy & wo ractor AUhentication - Additional Payment Methods can be added by clicking 123456708 Unlod St
6. Legal Entity Setu CURRENT| Add Payment Method
7. Language Settings cancel | (20
3. Helo and Support Add a new Payment Method
9. Key Terminology 21. Click Done to complete adding the Payment.
For many countriesiregions including different shipping details on the invoice is required if they are different to where Add Ship From
your legal entity is registered.
2. Supplier Information Mgt (SIM) Tito staue
. . . 12345 ABC Lane Active
1. SIM Introduction 22. On the pop-up window, click * to close the window sese
2. CoupaSIM Forms e
3. SIM Notifications e D
Setup Complete activate Legal Enti
4. Comments, Rejection, and Approvals P
5. Self-Service in the CSP

3. Purchase Order Processing

1. View Purchase Order !
Congratulations!
2. ACknOWIed € PUrChase Order This legal entity can now be used on new invoices.
3. Add Comments to Purchase Order
. To get paid - Most customers require that you send them this payment info in addition to providing
4. Create Order Table View it on the invoice. @
i - Click on the Profile Tab to see if your customer has a form that collects payment information.
5. | nvoice PathWa y S « Otherwise, you'll have to send it to them through another channel.

Add Later Add Now
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Adding and Managing Ship From Addresses

g,zcoupa supplier portal e

JOE~ | NOTIFICATIONS @

HELP +

ﬁ Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts Catalogs Community More...
Information Requests Performance Evaluation Subscriptions
19. Click on Business Profile L
Legal Entities
19. Click on Legal Entities creats al v
Legal Entity Name Invoice From Address  Tax ID Linked Payment Method  Payment Information  Customers
1 9. C I I Ck O n the Legal Entlty yO U Wa nt tO @ / 12345 ABC Lane, MNone Check 12345 ABC Lane, Gates Foundation and its Subsidiaries

modify the Ship From Address for e N s
petians

Cou & Legal Entities

19. Click on Manage to modify the Ship From
Address

Legal Entity Name

ABC Company

Inveice From Ship From Tax Registrations

12345 ABC Lane, Seattl
55555, United States

Accepted Payment Methods (Payment Methods)

Linked Customers

Gates Foundation and its Subsidiaries

aries
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Accessing the CSP
CSP Overview& Navigation 27. C I I Ck Add Sh I p From to ad d a neW Sh I p For many countries/regions including different shipping details on the inveice is required if they are different to where Add Ship From

your legal entity is registered
Merge Requests and Suggestions From Address or Manage to edit or . .

Managing Users deactivate the current Ship To Address. 12345 ABC Lane Actve

Security & Two Factor Authentication fve:me

N LLLEE
Legal Entity Setup CURRENT| United Ste

Language Settings 28. Enter or Modify the Ship From Address. Where do you ship goods from?
Help and Support
Key Terminology

What is your Ship From Address?

W oo NigEl vk W R

* Address Line 1 ° What is the physical address that your

29. Enter or Modify the Contact Information @ S Cancel

2. Supplier Information Mgt (SIM) and which customers can see this
SIM Introduction

Coupa SIM Forms
SIM Notifications 30. Click Continue.

Comments, Rejection, and Approvals o ) ) Show fowor flds =
Self-Service in the CSP - Existing Ship From Addresses being Contact nformation

modified will have a icon.

Last Name

3. Purchase Order Processing
. View Purchase Order Work Phone

Mobile Phone

Acknowledge Purchase Order Fax Number

Web Site

State | Select an Option -

* Postal Code

*Country/Region v

What is your Remit-To Integration Code? @

Code

0o @ P

Add Comments to Purchase Order

Create Order Table View Which customers do you want to see this?
Invoice Pathways gal @

Gates Foundation and its Subsidiaries
Cancel
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i"’w""coupa Supp“er portal JOE~ | NOTIFICATIONS @ = HELP -
* Invoices Orders Business Profile Service Sheets ASN Sourcing Forecasts Catalogs Community More...
Admin Connection Requests
Admin remitTo
i [ Add Payment Method View Il LV l
27. Click Setup from the navigation ribbon. S—— _ _ _
Payment Method Name Remit-To Address Payment Type Legal Entity ‘Customer Sharing Status ns
Merge Suggestions
Best Bank ***"5555 12345 ABC Lane Bank Account ABC Gates Foundation and its Subsidiaries  Active
Requests to Join Seatlle Company
WA
H i i 55555
28. Click Payment Methods. Fisca Representaiives S
Payment Methods
None 12345 ABC Lane Address ABC Gates Foundation and its Subsidiaries  Active "3
5 CCOLNTE Seattle Company
. } . . cXML Errors b 4
29. Click # to edit the Remit-To Address

sFTP File Errors (to

Customers)

30. Click € to remove the Remit-To Address

Edit Remit-To Usage

Legal Entity ABC Company
Remit-To Best Bank ****5555

12345 ABC Lane
Seattle, WA, 55555
United States

Which customers can use this account?

Add Additional Customers EHl S ]
E-I Denotes customers using Coupa Pay. Remit-to Account details will be shared with the
customer when they have been successfully validated if the customer has chosen to sei
payments for those account types through Coupa Pay.

Customer Status Date added

Gates Foundation and its Subsidiaries Active 02/26/25

Back
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Deutsch (Deutschland)

2. Supplier Information Mgt (SIM) 1. Scroll to the bottom of any page of

SIM Introduction the CSP. Hover over the language
Coupa SIM Forms |
isted.
SIM Notifications
Comments, Rejection, and Approvals

Self-Service in the CSP

Deutsch (Schweiz)

(
(
Deutsch (Luxemburg)
(
(

Deutsch (Osterreich)

English (Australia)

2. Select the desired display language. _English (Canada)
The CSP will refresh. BA English (US)
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3. Purchase Order Processing
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Help & Support (1/ 2)

Support within the CSP

There are multiple ways to receive help
and support in the CSP.

1. Hover over Help in the upper right-
hand corner to access the following
resources:

- Online Help: Be redirected to the
Coupa Suppliers Help Page in a new
tab

- Blog: Be redirected to the Coupa
Suppliers Blog in a new tab

= Help Tour: Watch the introductory tour
for the section of the CSP you are in
(e.g., Orders, Invoices)

2. Click Chat with Coupa Support to get
assistance with a specific issue

$,:coupa supplier portal

G Invoices Orders

Business Profile Setup

Service Sheets ASN

Sourcing

Forecasts

JOE~ | NOTIFICATIONS @  HELP

Catalogs Community

More...

Need help?

Get access to a team of dedicated support specialists via

phone or Zoom web conferencing.

Get Started

cs Coupa Software Incorporated (000090908) v

Profile Last Updated: about 6 hours ago | View Profile

Recent Activity

| Gates Foundation and its Subsidi

No activity found for Gates Foundation and its Subsidiaries.

Multi Factor
Security

0 of 1 Users

Join Requests

0 Users

Merge
Suggestions

0 Duplicates

View v o

Linked
Customers

1 Connection

Z::Coupa

Announcements

No Announcements

—
@ Chat with Coupa Support
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1. Coupa Introduction

2. Returning Supplier Registration Locate yOUF CSP AdmlnS

3. First Time Supplier Registration

Managing your CSP Account

1. Accessing the CSP

) ER el CSP admins should be the first point

3. Merge Requests and Suggestions of contact if you do not have access _

. . grscoupa supplier portal JAME~ | NOTIFICATIONS @ | HELPv

4. Managing Users toa necessary customer or section

5. Security & Two Factor Authentication of the CSP. Non-admin CSP users € orders  Profie

- Legal Entity Setup can locate their account admins on

7. Language Settings the CSP Homepage.

8. Help and Support CURRENT|

9. KeyTerminology Verify Your Account And Get Noticed —

2 ] ) 1. Hover over View Admins to access Coupa Verified Puilds trust and g_ets you in front of more ? '

. Supplier Informatlon Mgt (SIM) the admin drop down menu: customers looking for products like yours.

1. SIM Introduction

2. Coupa SIM Forms - Active Admins: Shows the five most . 9

3. SIM Notifications recently active admins. Click on a AC ABC Corporatlon Gerverne

A s, Reeeen, frel A eyl hyper|inked name to draft an email to Profile Progress 20% Last Updated: 1 minutflago | View Profile | View Admins

5. Self-Service in the CSP them. o :;T;i:;nes ;:T::f;i;o

- No Admins: If your account has no ..
3. Purchase Order Processing active admins, please reach out to Receni; _ACt'V'tY _ _ _ ° Announcements

1.  View Purchase Order Coupa SUppOI’t. Click on the hyperllnk :‘:Uﬁ:::}:cs:::.;ﬁ::u eract it yourustomers, you vl see recent lnvoices, Qrers, and o

2. Acknowledge Purchase Order to draft an email to them.

3. Add Comments to Purchase Order

4. Create Order Table View

5. Invoice Pathways
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1. Coupa Introduction

2. Returning Supplier Registration Coupa TermS
3. First Time Supplier Registration

Managing your CSP Account

1. Accessing the CSP . o
2. CSP Overview& Navigation Te rm Descrl ptlon
3. Merge Requests and Suggestions
. . A web portal for suppliers to manage business with customers. Suppliers can view and track POs, create and manage
4. Managing Users Coupa Supplier Portal (CSP)
N T —— invoices / credit notes, and maintain company information.
. i . . . . . . . . .
6. Legal Entity Setup Se_tu Leeal Entit A representation of your company that shares information required to do business with you in Coupa. This includes
/. language Settings 8 y addresses, payment methods, and remit-to details. Legal entities need to be validated by a tax document.
8. Help and Support
9. Key Terminology CURRENT . . . . . . s ’
| Remit-To Accounts Accounts where invoices will be paid. Remit-To Accounts are created and maintained by your company in Coupa.

2. Supplier Information Mgt (SIM)

SIM Introduction Payment Term Specifies when a payment is due. Payment terms are agreed upon during our contracting process.

Coupa SIM Forms
SIM Notifications

Comments, Rejection, and Approvals
Self-Service in the CSP

A legal and commercial document sent from a customer to a supplier, committing to the purchase of goods and / or

Purchase Order (PO) services

e U

Confirmation that a supplier has received a PO and will deliver the stated goods and / or services at the specified prices

PO Acknowledgement within the specified period.

3. Purchase Order Processing
View Purchase Order
Acknowledge Purchase Order

Add Comments to Purchase Order
Create Order Table View

Invoice Pathways Disputed Invoice A rejected invoice that has been sent back to a supplier for revision and resubmission.

Advance Ship Notice (ASN) Electronic documents sent by suppliers to notify customers that goods have shipped.

Invoice Billing document stating the financial obligations for goods received and / or services performed.

O U

Credit Note Billing document that offers a customer a return or adjustment of funds for a previously issued invoice.
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Coupa Supplier Information Management (SIM)

What is SIM?

The Coupa Supplier Information Management (SIM) module uses forms to gather and validate information suppliers share
with customers. The information collected and maintained includes contacts, addresses, banking details, tax registrations, and
diversity certifications.

Form Request & Submission Process

Information Request Email Sign in or create CSP account Complete & Submit Form

e Sent to the primary contact * If you have used Coupa to do business with * Complete and submit the SIM « You will receive email and / or CSP notifications with
we have on file other customers, you can log in to an form. There is guiding text the status of your submitted SIM form.

existing CSP account. throughout the form to support « Forms are either approved or rejected. Comments

* If you have never used Coupa before, create you. will be added to the bottom of the form if there are

a CSP account. (See CSP Account Set Up questions or clarifications needed on your response.
Instructions)

Doing Business As or Disregarded Entity Name
Pay close attention to hint text below

Form Reminders
each field to ensure you are providing
the |ntended Informatlon . ﬁ Names provided must be on tax form. If your legal name is already populated: update the field to reflect any DBAs or please leave as is (do not delete).

#* Legal Name

* A red Asterix indicates a required field. You will not be able
to submit a form if any required fields are left blank.

See Managing Comments for
when more information is
needed.

ABC Corporation
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Coupa SIM Forms
| g formMame  Descipton |informationCollected

Gates foundation

Gates Ag One

Gates MRI

GATES FOUNDATION ENTITY

INFORMATION FORM

GATES FOUNDATION
EXTERNAL INFORMATION
FORM

If you are a prospective supplier, you will receive this form prior to participating
in a sourcing event or signing an NDA.

If you are a new or existing supplier that has been approved for business, you
will receive this form to complete and maintain your profile.

Legal Name

Company Contacts
Company Addresses
Tax Registration(s)
Diversity Certifications

Legal Name

Company Contacts
Company Addresses
Tax Registration(s)
Diversity Certifications
Banking Details

o

GATES AG ONE ENTITY
INFORMATION FORM

GATES AG ONE EXTERNAL
INFORMATION FORM

If you are a prospective supplier, you will receive this form prior to participating
in a sourcing event or signing an NDA.

If you are a new or existing supplier that has been approved for business, you
will receive this form to complete and maintain your profile.

Legal Name

Company Contacts
Company Addresses
Tax Registration(s)
Diversity Certifications

Legal Name

Company Contacts
Company Addresses
Tax Registration(s)
Diversity Certifications
Banking Details

GATES MRI ENTITY
INFORMATION FORM

GATES MRI
ONBOARDING FORM

GATES MRI
UPDATE FORM

If you are a prospective supplier, you will receive this form prior to participating
in a sourcing event or signing an NDA.

If you are a new supplier that has been approved for business, you will receive
this form to complete your profile.

If you are an existing supplier and need to update your information, you will
receive this form or update your information in the CSP.

Legal Name

Company Contacts
Company Addresses
Tax Registration(s)
Diversity Certifications

Banking Details

Legal Name

Company Contacts
Company Addresses
Tax Registration(s)
Diversity Certifications
Banking Details

Note: Banking or Tax questions?, please contact supplierhelp@gatesfoundation.org.
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Update your profile for Gates Foundation and its Subsidiaries

When a SIM form is sent to your organization, the
Primary Contact listed in our system will receive an
email notification.

Hello Coupa Software Incorporated,

Gates Foundation and its Subsidiaries has requested you to provide information about
your company. This information is required so they can transact with you electronically.

OO O I I O O

Use the "Log In" button to respond or decline.

2. Supplier Information Mgt (SIM) .
| . 1. Click Join and Respond or Update Profile to Gates Foundation SS&P ProcOps
ntroduction

e Gates Foundation and its Subsidiaries
Goupa sIMIEorms access the form. For help joining the CSP, please

SIM Notifications CURRENTl go to our aCCOUHt Set up SeCt|On -
Log|
Comments, Rejection, and Approvals

Self-Service in the CSP

3. Purchase Order Processing i;}coupa

View Purchase Order Total Spend Management - Make Margins Multiply

ARSI

To get immediate updates via SMS or change notification preferences, go here and adjust your settings

Acknowledge Purchase Order
Add Comments to Purchase Order

Create Order Table View
Invoice Pathways

O U
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SIM Notifications (2 / 2)

CSP Notifications

When a SIM form is sent to your organization, CSP
users with foundation and Profile access will receive
a CSP notification.

1. Hover over the Notifications drop-down menu

2. Click on the request details to access the form

,xcoupa supplier portal SALLY~  NOTIFICATIONS @ = HELP

A  Invoices  Orders Setup  Service/Time Sheets ~ ASN  Sourcing  For, CatfiA form response needs your attention =

First reminder from Gates Foundation and

Your Profile Information Requests Performance Evaluation Subscriptions jits Subsidiaries: Your information request is still pending.

See All Notifications

Gates Foundation and its Subsidiaries Profile

v/ We have auto-filled some information from your Public Profile.

undation External Information Form

Supplier Information

ABC Corporation

Gates Foundation Supplier Information

If you have questions on the supplier request form, please email supplierhelp@gatesfoundation.org

* Legal Name

ABC Corporation

Legal name should match the entity's legal name on line 1 of the tax form

* Legal Name Confirmation

Must match Legal Name field above otherwise form will be sent back.

Doing Business As or Disregarded Entity Name

Names provided must be on tax form. If your legal name is already populated: update the field to reflect any DBAS or please leave as is (do not delete)
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comment

Add File | URL

Send Commant notification to 3 user by typing @name (ex. @JohnSmith)
_g_'\/_Q ! 1 H ommen:
Legal Entity Setu Use Coupa’s comment functionality to contact us o —

|_ S tt o 9 .o o . _
ANgLAgE SELLNgS with questions or clarifications on a form. Perticiants: Cait Cyron

from supplier

$ 3
1. Scroll to the bottom of the form. Enter your e et

comment and click Add Comment to notify us.

Help and Support
Key Terminology
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Cait Cyron 08I04/23 at 0454 aM

2. Supplier Information Mgt (SIM)
SIM Introduction
Coupa SIM Forms Powered by §3FCOUPA

SIM Notificati i i isi
otifications 2. Comment history will always be visible at the e Gates Foundation

Comments, Rejection, and Approvals CURRENT
= | bottom of the form.
Self-Service in the CSP

New Comment on Profile Info submitted to Gates Foundation and its
Subsidiaries

ViEd® » =

Gates Foundation SS&P ProcOps Test User 20 at Gates Foundation and its Subsidiaries added a

3' Purchase order Process'ng 3. You Wi” receive an ema” and/or CSP no‘tifica‘tion new comment on 02/25/25 at 11:29 AM to the company information profile you submitted.

View Purchase Order The comment is "comment on form®
when we reply.
ACknOWledge Pu rchase Order You can review the profile of submitted information or respond by clicking below.

Add Comments to Purchase Order
Create Order Table View View Profie

i S

Invoice Pathways

Total Spend Management - Make Margins Multiply

To get immediate updates via SMS or change i ., 0o here and adjust your settings
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Accessing the CSP Hi Joe,
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Managing Users
Security & Two Factor Authentication

T . . . . . .
Legal Entity Setup You will receive Rejection and New Comment emails if
Language Settings

a SIM form was rejected.
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This usually means that some information was not correct and they cannot activate your new
information as is.

You can click below to view additional details or update your info.
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H H H Powered by {}COUpa
2. supplier Information Mgt (SIM) 1. Click Update Info to revise and resubmit the form
SIM Introduction Gates Foundation
Coupa SIM Forms 2 Clle VieW PrOfile or Respond to reVise and New Comment on Profile Info submitted to Gates Foundation and its
Subsidiaries

SIM Notifications

— resubmit the form
Comments, Rejection, and Approvals CURRENT|

- - Gates Foundation SS&P ProcOps Test User 20 at Gates Foundation and its Subsidiaries added a
Self-Service in the CSP new comment on 02/25/25 at 01:59 PM to the company information profile you submitted.

Vel N =

The comment is “Rejection from the Gates Foundation®

3. Purchase Order Processing
View Purchase Order

Acknowledge Purchase Order

Add Comments to Purchase Order

You can review the profile of submitted information or respond by clicking below.

Create Order Table View
Invoice Pathways ﬁ}coupa

Total Spend Management - Make Margins Multiply

O U

To get immediate updates via SMS or change notification preferences, go here and adjust your settings
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View Purchase Order (1 / 3)

Purchase Order Processing in the CSP

When a purchase order (PO) is issued, it
will appear in the CSP Orders table. Email
and / or platform notifications will be

sent per your notification settings. f¥coupa supplier portal ot @ e
M Invoices Business Profile  Setup  ServiceSheets ~ ASN  Sourcing  Forecasts  Catalogs  Community  More..
Orders  Orderlines  Retumns  Order Changes  Order Line Changes  Order Confirmations  Order Confirmation Lines  More...
1. Click Orders
Select Customer | Gates Foundation and its Subsidiaries -

e Purchase Orders

Instructions From Customer

2. Select Gates Foundation and its
Subsidiaries as your customer

o/

You must acknowledge the PO prior to creating an invoice. Please use the "print view" on your POs to see the terms and conditio

3. Instructions From Customer features
requirements and announcements
specific to Gates Foundation and its
Subsidiaries.

Click the == Action to Accept the Purchase Order and Create an Invoice using its data

view Rl ~ Search L

PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Assigned To Actions
IGF-MUO -

02/13/25 Issued Mone Coupa Licensing No

&
S

o o

GF-1294 02/13i25 lssued Mone Coupa Implementation Professional Services No

4. Use the search bar to locate a specific
PO.
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Select Customer Gates Foundation and its Subsidiaries. v

6. PO Statuses in Coupa: Purchase Orders

2. Supplier Information Mgt (SIM) - Issued: A PO has been created and

Instructions From Custo

1. SIM Introduction issued by the customer
2. Coupa SIM Forms You must acknowledgeflhe PO prior to creating an invoice. Please use the ‘print view" on your POs to see the terms and conditions.
- - Cancelled: A PO has been cancelled and
3. SIM Notifications . Clck the 5= Action to Accept the Purchase Order and Create an Invoice using its data
o does not need to be fulfilled
4. Comments, Rejection, and Approvals
5 Self-Service in the CSP - Soft Closed: A PO is closed but can be - l s 2 I
reopened |nVOiCGS Cannot be Created PO Number Order Date Status Acknowledged At ltems Unanswered Comments Total Assigned To Actions
. t PO . th t t IGF-MU{} 0213125 Issued Mone Coupa Licensing No Ege
3- Purchase order Processing agalns a In IS stalus GF-1294 02113725 Issued None Coupa Implementation Professional Services No 5%

View Purchase Order CURRENT - Closed: The transaction has been
Acknowledge Purchase Order completed and the PO cannot be
Add Comments to Purchase Order re0pened

Create Order Table View
Invoice Pathways

LAESIR IR
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1. Coupa Introduction

2. Returning Supplier Registration Purchase Order Processing in the CSP

3. First Time Supplier Registration
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1 Accessing the CSP {:}coupa Supp”er portal SALLY v | NOTIFICATIONS @ | HELP v
2. CSP OVerVieW& NaVigatiOn ﬁ Invoices Profile Setup Service/Time Sheets ASN Sourcing Forecasts Catalogs Add-ons More...
3. Merge Requests and Suggestions QOrders Order Lines Returns Order Changes Order Line Changes QOrder Confirmations Order Confirmation Lines More...
4. Managing Users
5. Security & Two Factor Authentication Gcoupa supplier portal e @ daion and s Subsi..
. A Invoices Profile  Setup  Service/Time Sheets ~ ASN  Sourcing  Forecasts  Catalogs  Add-ons  More..
6. Legal Entity Setu PurChase Orders  OrderLines  Returns  Order Changes  Order Line Changes  Order Confirmations  Order Confirmation Lines  More...
7. Language Settings
8 HeI and Su ort Instructions From Select Customer Gates Foundation and its Subsidiaries v
Purchase Order #GF-1195
9. Key Terminology You must ackn onditions.

7. C“Ck on a hyperllnked PO Number o General Info 9 Shipping
2. Supplier Information Mgt (SIM) to view the PO'’s details it —

Revision Date 10/03/24 Location Code: BMGF-2

1. SIM Introduction Requester Catin Cyron s Gl Gy Actions
’ & Terms None -
2. COU a SIM FOI'mS . . . . , IMR‘_.MQG Email caitlin cyron@gatesfoundation org N , ) =S=
Loupa >lVi Forms Sh t Track ©
L 8. Click Print View to view the PO'’s — Pt T Vo lpment Tracking e
3. SIM Notifications . Atachments Hone No shipment racking o
I PDF version U oZe
4. Comments, Rejection, and Approvals Assignedso
5. Self-Service in the CSP Lines
1 Type Item Qty Unit Price Total Invoiced
3 Purchase order Processing W Sample Goods 10 Each 5,000.00 50,000.00 0.00
L]
. Supplier Part Number  Supplier Auxiliary Part Number  Manufacturer Name  Manufacturer Part Number
1. View Purchase Order CURRENT o o -
2. ACknOWIedge Purchase Order Benefitting Entity and Bill-To Address  Services Start Date  Services End Date
Bill & Melinda Gates Foundation None None
3. Add Comments to Purchase Order
4. Create Order Table View Perpage 16 | 46 | 90
5. Invoice Pathways Ty

— =
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Acknowledge Purchase Order

Purchase Order Processing in the CSP

You are required to acknowledge POs
within 2 business days of receipt.

1. Click on a hyperlinked PO Number
to view the PQO’s details

2. Check Acknowledged

3. View the Acknowledged Date in the
Orders Table

{;;scoupa supplier portal SALLY v NOTIFICATIONS @ HELP ~
ﬁ Invoices Profile Setup Service/Time Sheets ASN Sourcing Forecasts Catalogs Add-ons More...
Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...
Select Customer

Gates Foundation and its Subsidiaries v

Purchase Orders

£zcoupa supplier portal SALLY~  NOTIFICATIONS @ HELP -
Instructions From Customer A nvoces (EEEEP Profle  Setup  ServiceTimeShects  ASN  Sourcng  Forccasts  Catalogs  Addoms  More,

. . Orders  OrderLines  Returns  Order Changes  Order Line Changes  Order Confirmations  Order Confirmation Lines  Mare...
You must acknowledge the PO prior fb creatir . =
. ) Select Customer Gates Foundation and its Subsidiaries
Click the == Afftion to A
Purchase Order #GF-1195
Order acknowledged X

Order Date  Status Acknowledged At

o General Info ’ Shipping
Ship-To Address 1432 Ellia Ave West
Seattle, WA 83110

10/03/24 Issued  None Status. lssued - Sent via Email

IMR\-1196

Order Date 10103/24

GF-1195 10/03/24 Issued  10/03/24 United States
Revision Date 100324 Location Coda: BMGF-2
1400-1194 10/03/24 Issued  None Requester Caltin Cyron Min: Galtin Gyvon
Emall on@gatestoundation.org Terms Hene
> Shipment Tracking Qo

No shipment tracking

Payment Term
Attachments

Lines
Aavancea I Search ,Om Line umber, 0 —8 v )|
1 Type Hem aty Unit Price Total Invoiced
W Sample Goods 10 Each 500000 50.000.00 00

Supplier Part Number  Supplier Auxiliary Part Number Name

Nane Non Hone None

Benefitling Entity and Bill-To Address  Services Start Date  Services End Date

Bill & Malinda Gates Foundation Nana Mone

Perpage 16 | 46 | 90

Total uso 50,000.00

Creats Invoice. Save =1 Print View
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Create Order Table View (1/ 2)

Purchase Order Processing in the CSP

The CSP has standard views available
for each of its tables. You can also
make custom views.

1. Click on the View drop down menu
to see available views

2. Click Create View

{,}coupa supplier portal SALLY ~ | NOTIFICATIONS @ HELP ~
ﬁ Invoices Profile Setup Service/Time Sheets ASN Sourcing Forecasts Catalogs Add-ons More...
Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...
Select Customer Gates Foundation and its Subsidiaries

Purchase Orders

Instructions From Customer
You must acknowledge the PO prior to creating an invoice. Please use the "print view"on your POs to see the terms and conditions.

Click the == Action to Accept the Purchase Order and Create an Invoice using its data

Exportto ~ ew R v Search Lo

PO Number Order Date Status Acknowledged At Items Unanswered Col

Open Orders

Assigned To  Actions

MRI-1196 10/03/24 Issued None 100 Each of Sample Goods No = %
Orders not acknowledged -

GF-1195 10/03/24 Issued  10/03/24 10 Each of Sample Goods No Orders not invoiced ] %

1400-1194 10/03/24 Issued None 10 Each of Sample Goods No Orders past due = e:e

Orders with pending changes

POs with service lines
Create View




TABLE OF CONTENTS

1. Coupa Registration & CSP Set Up e

Create Order Table View (2 / 2)

1. Intr ion

e e etssaton Purchase Order Processing in the CSP

3. First Time Supplier Registration

Managing your CSP Account

1. Accessing the CSP e General

2. CSP Overview& Navigation

3. Merge Requests and Suggestions o

4. Managing Users e gglﬁ;::e

5. Security & Two Factor Authentication Startwith view | Al -

6. Legal Entity Setup N

7. Language Settings 3. Build the view based on the condmons

8. He|p and Support necessary requiremen‘ts. Match Conditions | Match all conditions ~ Add group of conditions

9. Key Terminology Filter By| PO Number | Filter Clause | is | Filter Text L+
2. Supplier Information Mgt (SIM) 4. Scroll to the bottom of the page columns

1. SIM Introduction and click Save. The custom view Vo o 153 ot 0 0 1 <S8 coe e 14D oo and T o v ok o

- . . . . Selected Column list. To reorder, use SPACE to grab an item and then UP or DOWN to move it. Press SPACE again to drop the

2. Coupa SIM Forms will now be available in the View tem,or ESC o cancel he reordering.

3. SIM Notifications drop down menu. Available Columns Selected Columns

4. Comments, Rejection, and Approvals Comments PO Number

5. Self-Service in the CSP Payment Agreements Order Date

POID Status

3. Purchase Order Processing Aotnonledgea s

1. View Purchase Order o

2. Acknowledge Purchase Order :;nmmd e Default Sort Order

3. Add Comments to Purchase Order posigned To . e —— a

4. Create Order Table View CURRENT Actions

5. Invoice Pathways le




TABLE OF CONTENTS

1. Coupa Registration & CSP Set Up I Sl P th
CSP account creation nVOIcI ng a ways
1. Coupa Introduction

P ——————— ‘ Please continue to follow the current invoice submission process for each affiliate.

3. First Time Supplier Registration

Managing your CSP Account

Accessing thelCSP m Current Invoice Submission Process
CSP Overview& Navigation

Merge Requests and Suggestions
Managing Users GATES FOUNDATION Submit invoices via email to ap@gatesfoundation.org

Security & Two Factor Authentication

Legal Entity Setup

Language Settings GATES MEDICAL RESEARCH Submit invoices through the CSP
Help and Support INSTITUTE (Refer to the Supplier Training Guide at gatesmiri.org/suppliers for more details)

Key Terminology

OO O I I O O

2. Supplier Information Mgt (SIM) GATFI\ISNAOGVR:AI‘?.:JOLJQJRAL Submit invoices via email to invoicesubmission@gatesagone.org
SIM Introduction

Coupa SIM Forms
SIM Notifications

Comments, Rejection, and Approvals

Self-Service in the CSP InVO|C|ng Ca”OUtS

0o @ P

» If you are invoicing for goods / services requested in a Coupa PO, please provide the PO number in addition to / in place

3. Purchase Order Processin . .
. of your Investment ID. If you do not have a Coupa PO, continue referencing your Investment ID.

View Purchase Order

Acknowledge Purchase Order
Add Comments to Purchase Order

Create Order Table View
Invoice Pathways CURRENT

« Invoices and credit notes for all affiliates will be visible in the CSP Invoice Table. Gates MRI invoices will be visible at all
stages of the invoice submission process. Foundation and Gates Ag One invoices will be visible once they have been
approved.

Sl = 2 N =



https://www.gatesmri.org/suppliers/
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