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3. Invoice Processing

4. Supplier Information Management
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Coupa Introduction (1/ 2)

What is Coupa?

Return to Key Training Topics

Return to Table of Contents

Coupa is a cloud-based Business Spend Management platform that allows organizations to manage

their spend across Procurement, Supply Chain, and Finance.

Bill & Melinda Gates Medical Research Institute (Gates MRI) will be adopting Coupa as the tool to drive efficiencies across the following
processes:
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Sourcing

Contracting

Supplier Onboarding and Due Diligence
Supplier Information Management
Purchase Order (PO) Processing
Invoice Processing



Coupa Introduction (2 / 2) o e g oo

Benefits of Coupa

Coupa is a platform free of charge for suppliers that provides the following:
1 « Enhanced visibility into the status of your purchase orders (POs), invoices, and credit notes.

Automated PO Transmission: Gates MRI will be introducing purchase orders as part of their purchasing process. Coupa will notify
suppliers that a PO has been transmitted, and suppliers can receive and acknowledge POs in the Coupa Supplier Portal (CSP) or via
email.

3 . Invoice Management: Suppliers can submit invoices and credit notes via Coupa and monitor their statuses, as well as a historical
record of all past invoices.

Information Management: On the CSP, suppliers will be able to maintain their customer information such as contacts, addresses,
and banking details.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 6
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Coupa Terms

Term Description

A web portal for suppliers to manage business with customers. Suppliers can view and track POs issued by Gates MRI, create

Coupe Supplier PerEl (E57) and manage invoices/credit notes, and maintain their company information on the portal.

Supplier Actionable Notification Notifications suppliers receive via email to manage and acknowledge purchase orders, create invoices, and update company
(SAN) information.

A legal entity is a representation of your company and gives Gates MRI the information needed to do business with you in

Eegel (B Coupa. This includes addresses, payment methods, and remit-to details. Legal entities need to be validated by a tax document.

Accounts where Gates MRI pays invoices to your company. Remit-To Accounts are created and maintained by your company

Remit-To Accounts .
in Coupa.

Payment Term Payment terms are agreed upon during the contracting process with Gates MRI. They reflect payment due date.

A legal and commercial document sent from a customer to a supplier, committing Gate MRI’s purchase of goods and / or

Purchase Order (PO) services

Supplier confirmation that they have received a PO and will deliver the stated goods and / or services at the specified prices

HOACIIOIEREEE within the specified time period.

Advance Ship Notice (ASN) Electronic documents that suppliers send to Gates MRI to notify them an ordered item has shipped.
Invoice Billing document issued to Gates MRI stating the financial obligations for goods received or services performed.
Disputed Invoice An invoice rejected by Gates MRI that has been sent back to a supplier for revision and resubmission.

Credit Note An invoice with a negative value that offers credit to Gates MRI.




Key Terminology (2 / 2)

Coupa Icons

Action / Function

MRI-117 Hyperlinks take you to the View page of the object

Q

Action / Function

Delete

Return to Key Training Topics

Return to Table of Contents
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4 Edit Download a report

o Save E Expand Table

= Print [ Calendar

ol Void (Cancel) 0 Information
Create Invoice against a PO + 0 Add Item

E=:-,_---': Create Credit Note against a PO @ Resolve

,D View
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Email Invitation

Bill & Melinda Gates Foundation and its Subsidiaries Registration Instructions - Action Required

® Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.coms
. to coupatestingcc+csp -

Bill & Melinda Gates Foundation and its Subsidiaries Registration

Suppliers that are new to the Coupa Supplier Instructions - Action Required
Portal (CSP) will receive the following Coupa Powered by £COUPA
Invitation Email from Gates MRI.

Hello CSP Demo,

We handle all our business spend electronically in order to prevent lost documents and make sure you are paid on time. Within the next
48 hours, click the button below to register your account. If you are not the right person at your company, send this request to the

1 C“Ck Join coupa appropriate person by using the forward link

MNote: not registering in a timely manner may impact your ability to do business with us. Let us know if you are unable to register for any
reason.

Caitlin Cyron
Bill & Melinda Gates Foundation and its Subsidiaries

@ Forward i Invitation

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 9



First Time Registration (2 / 2)

Create a CSP Account

2. Confirm or update the following information populated
from Gates MRI’s record for your organization:

- Legal Business Name
- Email
= First Name

- Last Name

3. Create and confirm your CSP password
4. Accept the Privacy Policy and the Terms of Use
5. Click Create an Account

NOTE: Once the page refreshes, a series of pop-ups will
appear asking for general company information (e.g.,
Primary Address, Industry, Areas Served). This information
is not customer specific and can be updated anytime under
the Profile section of the CSP.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

Return to Key Training Topics

Return to Table of Contents

Create an Account

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

* Business Name
CSP Demo
Your legal business name (or legal personal name if an individual)

* Email

coupatestingcc+esp@gmail.com

* First Name * Last Name

Cait Cyron

* Password * Confirm Password

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

a [J1 accept the Privacy Policy and the Terms of Use

e [ Create an Account ]

Already have an account? LOG IN

Forward this to someone

10
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Email Invitation

Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.com> 1:17 PM (O minutes ago)
to coupatestingcc+demo

You are Connected to Bill & Melinda Gates Foundation and its
Subsidiaries on Coupa

. Powered by Z,:Coupa
Suppliers that have previously used the CSP

with other customers will receive the Hello Seawell Industry Inc,
following Coupa Invitation Email from Gates
ongratulations! Bi elinda Gates Foundation and its Subsidiaries has added you as a supplier on the Coupa Supplier Portal. Clic
MRI C lations! Bill & Melinda Gates Foundati d its Subsidiaries has added li the C Supplier Portal. Click
’ below to sign in so you can Configure your PO transmission preferences, Create an online catalog, View purchase orders, Create
electronic invoices.
1. Click Login to Coupa. Upon log in, you will Caitlin Cyron
. . . Bill & Melinda Gates Foundation and its Subsidiaries
be linked with Gates MRI in the CSP.

G[ Login to Coupa ]

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. N



Merge Requests and Suggestions

Merge Criteria, Suggestions, and Requests

Coupa will suggest a merge with other
CSP accounts if you have the same
confirmed email domain and at least one
common credential such as Company
Name, Address, Tax ID, DUNS Number.

1. Merge Suggestions will be listed here

2. Merge Suggestions and Merge
Requests can be accessed in Setup

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

,zcoupa supplier portal

Return to Key Training Topics
Return to Table of Contents

JOHN ~  NOTIFICATIONS HELP ~

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

Verify Your Account

Coupa Verified makes your account more visible and trusted by thousands of customers.

g Seawell Industry Inc ...

Profile Progress 29% Last Updated: 7 days ago | View Profile

Recent Activity view @
s N
| Bill & Melinda Gates Foundation . More...
\ J
Information Request Appraved Aug 23
Bill & Melinda Gates Foundation and its Subsidiaries - Seawell Industry . Received 7 days ago
Information Reguest Submitted  Aug 23
Bill & Melinda Gates Foundation and its Subsidiaries - Seawell Industry . Received 7 days ago
Information Request Due Now Aug 23
Bill & Melinda Gates Foundation and its Subsidiaries - Seawell Industry . Received 7 days ago
Infarmation Request Approved Aug 18
Bill & Melinda Gates Foundation and its Subsidiaries - Seawell Industry . Received 12 days ago
Information Request Submitted  Aug 18
Bill & Melinda Gates Foundation and its Subsidiaries - Seawell Industry . Received 12 days ago
Two Factor Join Requests Merge Linked
Security Suggestions Customers
0 of 1 user 0 users 0 Duplicates 2 Connections

Announcements

No Announcements

12
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Accessing Legal Entity Information

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

Home Profile Orders Service/Time Sheets ~ ASN Invoices Catalogs Business Performance Sourcing  Ad( ] Setup

Admin Customer Setup

Coupa uses Legal Entities to provide .
customers with the information they AdmInN Legal Entiy Setup e Add Legal Entit
need to do business in Coupa. It includes
addresses, payment methods, and remit-

to detalls. ) Let's get your company setup for electronic invoicing!
Merge Suggestions

Users Legal Entity

Merge Requests

We'll walk you through what's needed & keep it as short as possible.
Requests to Join

1. Click Setup in the navigation ribbon e[“ga' EnitySaup ) The first thing you'll need to do is add a legal entity.

Fiscal Representatives

Remit-To

2. Click Legal Entity Setup

T fU . A - . ;
Srms orse Please note, if you are a European Company, or have any operations in Europe, and you are based in one country/region but are registered for

VAT in more than one country/region, you must complete your fiscal representatives before you set up your legal entity. Once you set those up,

Early Payments w o i
follow the E-Inveicing Setup to continue.

3. CIle Add Legal Entity Early Pay Discounts

sFTP Accounts
cXML Errors

sFTP File Emors (to

Customers)

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 13
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Business Location

Where's your business located?

Setting up your business details in Coupa will help you meet your customer's invoicing and payment
requirements. For best results with current and future customers, complete as much information as
4. Enter the Legal Name of the entity you possible.
are adding and its location

Note: Additional fields may be required
depending on the selected Country/Region.
6 * Legal Entity Name
This is the official name of your
. . * Country/Regi v i is regi i
5. C||Ck Cont|nue ountry/Region business that is registered with
the local government and the
country/region where it is

located.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.
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Customer Visibility, Invoice Address, and Tax Information

e Which customers do you want to see this?

mAn

Bill & Melinda Gates Foundation and its Subsidiaries

e What address do you invoice from?

* Address Line 1

. . Address Line 2 REQUIRED FOR
6. Select which customers you want to see this Legal INVOICING

* City
Entlty - . Enter the registered address of
State | Select an Option | ) -
) ) your legal entity. This is the
*Postal Code same location where you

receive government
Country/Region United States o
documents

7. Enter the registered address for this Legal Entity

Use this address for Remit-Tuo

Use this for Ship From addresso

What is your Tax ID? @

8. Enter the tax ID(s) for this Legal Entity e

Note: Additional fields may be required depending on the
selected Country/Region.

Country/Region | United States ~

Tax ID

[ 1 don't have Tax ID Mumber

9. Click Save & Continue it actionst Tax 10

Miscellaneous

Invoice From Code o

Preferred Language | English {US) ~

Cancel Save & Confinue

I 4

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 15



Legal Entity Setup (4/7)

Payment Information

10. Select the payment type for your preferred
method of payment
- Bank Account: For payments via deposit into your
bank account. This is the required payment method

for Gates MRI. Gates MRI does not pay via check or
virtual card.

11. Enter your payment details

Note: The available fields are based on the selected
Legal Entity Country/Region and Payment Type. Fields
may prepopulate based on previously entered
information.

12. Click Save & Continue

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

Return to Key Training Topics
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Where do you want to receive payment?

* Payment Type | Bank Account %

Bank Account )
What are your Bl vimual Cad  |etails? @

Bank Account | United States
Country/Region:

Bank Account Currency: | USD
Beneficiary Name: | CSP Demo
Bank Name:
Account Number:

Confirm Account
Number:

ACH Routing Number:
Wire Routing Number:

SWIFT/BIC Code:

O My bank does not have

Branch Code:

Bank Account Type: | Business

Supporting Documents | Choose Files | Mo file chosen

What is your Bank's Branch Address?

Address Line 1:

Address Line 2:

City:

State: | Select an Option

Postal Codea:

Who is your Remit-To Contact? (optional)

What is your Remit-To Address?

Address Line 1 100 Market Street

Address Line 2
City

State

Postal Code

Country/Region

San Francisoc

CA

04105

United States

Cancel



Legal Entity Setup (5/7)

Adding and Managing Remit-To Locations

All Remit-To Accounts associated with a
Legal Entity will be listed here.

13. Click Add Remit-To to add additional
Remit-To Addresses and Accounts for
this Legal Entity

14. Remit-To Accounts are not editable once
created. Sensitive information is
masked. Click Manage to:

- Add Supporting Banking Documentation
- Revise customer visibility for an account

- Deactivate a Remit-To that is no longer in use

15. Click Next after all Remit-To Accounts
have been added for this Legal Entity

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

Return to Key Training Topics
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Where do you want to receive payment?

Remii-To locations let your customers know where to send payment for their invoices. Click Add Remit-To @
add more locations, otherwise click Next.

Remit-To Account

Bank Account
Bank of America
CSP Demo
srrrErrErEEEEE 2333
111110000

Bank Account
Chase Bank

CSP Demo
s TS 2999
000001111

Remit-To Address

100 Market Street
San Francisoc

CA

94105

United States

100 Bleeker Street
San Francisco

CA

94105

United States

Status

Active

Active

Deactivate Legal Entity

Add Remit-To

Cancel

@ Manage

Manage
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Legal Entity Setup (6 /7) e g oo

Adding and Managing Ship To Addresses

Addresses allowed to be used as Ship From

. . . i ?
Addresses in Step 7 will be listed here. Where do you ship goods from
16. Click Add Shlp From to add additional For many countries/regions including different shipping details on the invoice is required if they are diﬁere@ Add Ship From
Ship From Address for this Legal Entity where your legal entity Is registered.
Title Status
17. Ship From Addresses are not editable 100 Market Street 2 @ Manage
. San Francisoc
once they have been created. Click CA
Manage to: e
United States
- Revise customer visibility for an address 200 Shipping Lane Way Active —
- Deactivate an address that is no longer in use g:k'a“d
94501
United States
18. Click Done once all Ship From Addresses @
have been added. Legal Entity Setup is -
now complete.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 18



Legal Entity Setup (7 / 7)

Modifying Legal Entities

Admin Legal Entity Setup

The Legal Entity Setup page lists all
addresses, remit-to accounts, tax IDs, and
customers for each Legal Entity.

19. Under Actions, the following can be done:

Users

Merge Requests
Merge Suggestions
Requests to Join

Legal Entity Setup

- Manage Legal Entity: Opens the Legal Entity
setup workflow (Steps 1-18). Only addresses
are editable. If significant changes are needed,
create a new Legal Entity.

- Manage Remit-To Accounts: Opens the list of
remit-to accounts for the Legal Entity (Step 13).
You can also manage remit-to information
from the Remit-To setup page.

- Deactivate Legal Entity: Deactivates the Legal
Entity so it can no longer be used by you or
your Coupa customers.

WARNING: This action cannot be undone.
Check with customers prior to deactivating to
ensure there will be no invoicing disruptions.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

Fiscal Representatives

Remit-To
Terms of Use

Early Payments w

Early Pay Discounts

sFTP Accounts
cXML Errors

sFTP File Emors (to

Customers)

Legal Entity

CSP Demo Ltd
Invoice From

309 London Road
London

London

EC36 7ES

United Kingdom

CSP Demo
Invoice From

100 Market Street
San Francisoc
CA

94105

United States

Remit-To Accounts.

Bank Account

Bank Name
Beneficiary
Name
Account
Number
Transit Code
SWIFT/BIC
Code
Remit-To
Address

1 customer
Barclays
CSP Demo Ltd
**************** 6677
123456
**************** AXXX
309 London
Road
London
London
EC36 TES

United Kingdom
Active

Remit-To Accounts

Bank Account

Bank Name
Beneficiary
Name
Account

1 customer

Bank of America
CSP Demo

srsmmreea ) 339

Locations

309 London Road
London

London

EC36 7ES

United Kingdom

Locations

100 Market Street
San Francisoc
CA

94105

United States

Return to Key Training Topics
Return to Table of Contents

Add Legal Entity

(10 nctons |

| Manage Legal Entity
Customers

TAXIDs
Manage Remit-To Accour
GB123456789 Bill & Melinda  Deactivate Legal Enfity
and its Subsidianes
 Actions
TAXIDs Customers
123456789 Bill & Melinda Gates Foundation

and its Subsidiaries

19



AGGQSSing the CSP Return to Key Training Topics
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Portal Link and Supported Web Browsers

zcoupa supplier portal

& Secure

Coupa Supplier Portal Link:
https://supplier.coupahost.com/ Login

* Email

Coupa supports the latest versions of
these web browsers:

- Google Chrome 111.0
- Mozilla Firefox 111.0

Forgot your password?
- Microsoft Edge 111.0

New to Coupa? CREATE AN ACCOUNT

* Password

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 20
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JOHN ~  NOTIFICAT) ¢ HELP ~

CSP Interface and Navigation

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

The following sections of the CSP will
help facilitate business with Gate MRI.

Verify Your Account

1. Home: View and update your public e e e e 8
profile information
2. Profile: Manage the information that s Seawell Industry Inc ...
. . Profile Progress 29% Last Updated: 7 days ago | View Profila
is shared with each of your customers —
3. Orders: View and manage the Recent Activity vew» @  Announcements
purchase orders you receive TP ———
4. Invoices: Create and manage Information Raquest Aowroved  Aug 23
invoices and Cred i.t notes Bill & Melinda Gates Foundation and its Subsidiaries - Seawell Industry . Received 7 days ago

Information Request Submitted  Aug 23

Bill & Melinda Gates Foundation and its Subsidiaries - Seawell Industry - Received 7 days ago

5. Sourcing: Participate in sourcing
events you r |in ked CUStomerS have :T;r'::lli:::i:?r;szuundation and its Subsidiaries - Seawell Industry . Received 7 days ago o e
invited you to

Information Request Approved Aug 18

Bill & Melinda Gates Foundation and its Subsidiaries - Seawell Industry . Received 12 days ago

6. Setup: Manage users, remit-to Information Request Submited
ad d resses, merge req UeStS, etC, Bill & Melinda Gates Foundation and its Subsidiaries - Seawell Industry . Received 12 days ago

Aug 18

7. User Profile: Manage your specific

. . . Two Factor Join Requests Merge Linked
user settings like account security, Security Suggestions Customers
nOtificationS, etC. 0 of 1 User 0 users 0 Duplicates 2 Connections

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 21



Security & Two-Factor Authentication (1 / 4) “ueigenaeme

Return to Table of Contents
Accessing Security & Two-Factor Authentication Settings

,scoupa supplier portal JOHN v | NOTIFICATIONS HELP +
2 e
Home Profile Orders Service/Time Sheets ASN Invoices Catalogs EIVELEERMTolg Pllee]  Notification Preferences Setup

Each CSP user in your organization
can set their own account security.

Log Out

Verify Your Account

Coupa Verified makes your account more visible and trusted by thousands of customers.

1. Hover over your username in the

upper right-hand corner
g Seawell Industry Inc ...

Profile Progress 29% Last Updated: 7 days ago | View Profile

2. Click Account Settings in the drop- -

down menu

Recent Activity view v @ Announcements

Mo Announcements

[Bil. & Melinda Gates Foundation ... j More...

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 22
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Security & Two-Factor Authentication (2 / 4) e
Accessing Security & Two-Factor Authentication Settings

g,2coupa supplier portal CAIT~ | NOTIFICATIONS @ | HELP v

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

My Account security & Two-Factor Authentication

3. Click Security & Two-Factor Two-Factor Autl —
. o Settings WO-ractor Au Two Factor Authentication App x
Authentication
Notification Preferences (O Disabled Keep unauthorized users out of your account by using both your password and your phone. Setup your two-factor authentication codes
with these 3 easy steps. You will only be asked to enter validation codes once every 30 days, or when you try to login from a different
e Security & Two-Factor @ Enable only for Payment computer.
Authentication ~
O Enable for Both Accoy Use your favorite Authenticator App available from your mobile
. WO Factor Autnentication App
. phone app store: Examples are "Google Authenticator” and
Pop-Up will appear. You can: Via Authenticator Ay Ay’
- Follow the listed steps and click
[ Enable Using o Scan this QR code using authenticator app
Enable o
- CI|Ck cancel -to see additional Security o Enter the 6-digit validation code - open your mobile device's
R Authenticator app to get this. If you lost your phone or deleted
0p‘t|0ns the app, use a backup code to get logged in
/i VIS Dizablzc
Via SMS Diseblec Two Factor Code
Code
(] Enable Using
verificz

POPIOOGYTRXDOWEDL
S5EFXOHJYMWMPC2A

Click to copy Security Key

)

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 23



Security & Two-Factor Authentication (3 / 4) e

Selecting Security & Two-Factor Authentication Settings

zcoupa supplier portal CAIT~ | NOTIFICATIONS @) = HELP -~

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

My Account secu rity & Two-Factor Authentication

5. Select your preferred degree of — e Two-Eactor Authentication
security
Notification Preferences O Disabled
Security & Two-Factor @ Enable only for Payment Changes (Required for changing Legal Entity or Remit-To)
6. CheCk Enable for onhe or both Authentication () Enable for Both Account Access (Login) and Payment Changes
Authentication Methods: | B |
Via Authenticator App Dizabled
- Via Authenticator App: Return to
Step 4 for set-up instructions [ Enable Using an Authenticator App available from your mobile phone app
. store
- Via SMS: Proceed to the next
slide for set-up instructions
Via SMS Disableg
O Enable Using SMS, a code will be sent to your mobile phone number. Enter

verification code when prompted and select OK. SMS rates apply.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 24



Security & Two-Factor Authentication (4 / 4)

Enabling Security & Two-Factor Authentication Settings

1. Enter a phone number that will receive
SMS verification codes. Click Next.

2. Enter the code sent via text. Click OK.

3. Save your Backup Codes

4. Once enabled, manage SMS
Verification in the Security & Two
Factor Authentication Menu

Return to Key Training Topics
Return to Table of Contents

3
Verify your mobile phone b4 Save Your Backup Codes X

To enable two factor authentication via SMS, a code will be sent to your mobile phone
number. Enter the verification code when prompted and select OK
Mobile Phone +1 201-555-5555

Invalid format. Example: +1 123-456-7890

Cancel

e
=

Two-Factor Authentication X

Enter the validation code that we sent to: +15103252775

*Code “

Resend Code Im

Cancel

s

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

Backup codes are the only way to restore access if you
lose access to your authenticating phone or app

Keep these somewhere safe but accessible

YZUjsw kOfsdw
shXuhw qm32bQ
IKMXWQ LSTZvg

You can only use each backup code once.

These codes were generated on July 10, 2023

Via SMS Enabled

Download

Enabled Using SMS. a code will be sent to your mobile phone number. Enter

verification code when prompted and select OK. SMS rates apply.

+15103252775 Change Phone Number

Show Recovery Codes Regenerate Recovery Codes

25
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Accessing the CSP Users table

z,.scoupa supplier portal CAIT v NOT|F|(:A0) HELP ~

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

Admin Customer Setup

CSP admins can manage additional Admin users e [t user |

CSP users within your organization.
. . Users Permissions Customer Access
Permissions and customer access can 9 e
. M R Cait Cyron ASNs Bill & Melinda Gates Foundation and its Subsidiaries
be Set on a user baSIS. erge Requests coupatestingcc+csp@gmail. com Admin
Merge Suggestions Status: Active Business Performance
Catalogs
Requests to Jain (ET Early Payments
. . . . . Invoi
1. Click Setup in the navigation ribbon PO Oncer Changes
Order Line Confirmation
Fiscal Representatives Orders
Payments
H Remit-To Profil
2' CIICk Users S::\Iriszmme Sheets
Terms of Use Sourcing

Early Payments v

3. CI'Ck |I1Vite Usel' Early Pay Discounts

sFTP Accounts
cXML Errors

sFTP File Errors (to

Customers)

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 26



Invite Additional Users (2 / 2)

Return to Key Training Topics
Return to Table of Contents

Inviting Users to the CSP

First Name
4. Enter the following information: S
= User First Name * Email

- User Last Name

Invite User

Permissions @ Customers
- User Email
Al Al
- Permissions based on their role Admin Bill & Melinda Gates
Orders Foundation and its

- Customers they should have access to
Orders

@Al
5. Click Send Invitation Invoices
Catalogs
Profiles
ASNs

Service/Time Sheets

(<N

6. Invited users will receive an email
invitation. Click Join Coupa

@Al
Payments
Order Changes

NOTE: Have invited users check their
Spam/Junk folder if the email is not in
their primary inbox.

Early Payments

Sourcing

oo @@

(O Restricted Access to

(O Restricted Access to
Service/Time Sheets

Business Performance

Order Line Confirmation

Subsidiaries

Action Required for CSP Demo Supplier - Click Below to Join Coupa
) Reply

& Reply All | —> Forward | | K

Mon 7/17/2023 10:40 AM

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

£r:coupa

Action Required for CSP Demo Supplier - Click Below to Join Coupa

Hi Caitlin

A coworker invited you to join their account on Coupa. Once registered, you can view and manage purchase orders, create and manage invoices, get real-time SMS alerts for these
transactions, and much more when working with buying organizations that use Coupa.

The Coupa Supplier Portal is completely free and helps you better fransact and communicate elecfronically. Find out more using the links below, and use the button to register. Welcome!

Overview Learn more about the
Coupa Supplier Portal

Need Help? Answers to common  Coupa Info Learn more about how
questions and issues companies use Coupa

secoupa

Business Spend Management

) (IET==N

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.
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[ .. .
Language Settings oo e g Toes

Changing CSP Display Language

Zscoupa

Business Spend Management

Users can change the display language 1 ﬂ: English (US)
for the CSP. —

1. Scroll to the bottom of any page of
the CSP. Hover over the language Dansk (Danmark)
listed. Deutsch (Belgien)

Deutsch (Deutschland)

2. Select the desired display language. Deutsch (Luxemburg)
The CSP will refresh to reflect the
selected language.

Deutsch (Schwelz)
Deutsch (Osterreich)
English (Australia)

English (Canada)
BA Engiish (US)

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 28



Hel & su on Return to Key Training Topics
p pp Return to Table of Contents

Support within the CSP

,:coupa supplier portal JOHN NOTIFICATloo HELP v

Online Help
Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing Add-ons Setup Blog _
Help Tour

There are multiple ways to receive Verify Your Account
help and support in the CSP. Coupa Verified makes your account more visible and trusted by thousands of customers. |

1. Hover over Help in the upper g Seawell Industry Inc ...

Profile Progress 29% Last Updated: 7 days ago | View Profile

right-hand corner to access the —

following resources:
Recent Activity view v @ Announcements

Mo Announcements

- Online Help: Be redirected to the
Coupa Suppliers Help Page in a new (‘.8 Meinds Gates Foundason . | more
tab

Information Request Approved  Aug 23
- Blog. Be redirected to the Coupa Bill & Melinda Gates Foundation and its Subsidiaries - Seawell Industry . Received 7 days ago
Supp| iers B|og in a new tab Information Request Submitted  Aug 23
Bill & Melinda Gates Foundation and its Subsidiaries - Seawell Industry . Received 7 days ago
- Help Tour: Watch the introductory formation Request —
tour for the Section of the CSP you Bill & Melinda Gates Foundation and its Subsidiaries - Seawell Industry . Received 7 days ago
are in (e.g., Orders, Invoices) Information Request Aoproiad)  Aug 13

Bill & Melinda Gates Foundation and its Subsidiaries - Seawell Industry . Received 12 days ago

Information Request Submitted  Aug 18

2. CIiCk Chat With Coupa Support to Bill & Melinda Gates Foundation and its Subsidiaries - Seawell Industry . Received 12 days ago
get support for a specific issue

Two Factor Join Requests Merge Linked
Security Suggestions Customers

0 of 1 User 0 users 0 Duplicates 2 Connections e @ Chatwith Coupa Support
home#
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Coupa Supplier Portal (CSP) Set Up & Navigation MEDICAL RESEARCH

INSTITUTE
Bill & Melinda Gates Medical Research Institute (Gates MRI) Key Takeaways Zecoupa

Gates MRI Requirements

NOTE: Gates MRI’'s customer name in Coupa is Bill & Melinda Gates Foundation and its Subsidiaries.

® Legal Entity/Remit-To Payment Type: Bank Account is the required payment method for Gates MRI. Gates MRI does not pay via check or virtual card.

CSP Account Reminders

® Coupa Registration & Profile Set Up: First time and returning CSP users will receive an email invitation to link with Gates MRI in the portal. You will be walked
through the steps to create your CSP Profile, if applicable.

® Merging Accounts: If your organization already has a CSP account you are not aware of, you will have the ability to merge the two for a more seamless customer
experience.

® Legal Entities: You are required to set up at least one legal entity in the CSP in order to electronically submit invoices.

® CSP Link: https://supplier.coupahost.com/

® Supported Browsers: Google Chrome, Mozilla Firefox, Microsoft Edge

® User Management: After joining the CSP, you will be able to invite additional to your organization’s account. Permissions and customer visibility are customizable
by user.

® Security & Two-Factor Authentication: Each user will be able to configure their own account security and two-factor authentication preferences.

For additional support setting up your CSP account, click here to view resources and videos from Coupa. Please contact
supplierhelp@gatesmri.org with questions specific to Gates MRI and Coupa.


https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal/csp-videos/csp-videos
https://supplier.coupahost.com/

Purchase Order (PO)
Processing

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.
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Table of contents Return to Key Training Topics

Purchase Order (PO) Processing

Purchase Order (PO) Processing in the CSP

® View Purchase Order

® Acknowledge Purchase Order

¢ Add Comments to Purchase Order
® Create Order Table View

Purchase Order (PO) Processing via SAN

® View Purchase Order
® Acknowledge Purchase Order
¢ Add Comments to Purchase Order
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® .. .
View Purchase Order (1/ 3) e g oo

Purchase Order Processing in the CSP

When a purchase order (PO) is issued, it
will appear in the CSP Orders table. You
may receive email and / or platform

notifications per your notification g,scoupa supplier portal CAIT | NOTIFICATIONS @) | HELP
settings.

Home F1 Orders Service/Time Sheets ~ ASN Invoices Catalogs Business Performance Sourcing  Add-ons Setup

Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines Promised Deliveries Shipments

1. Click Orders

e Select Customer | gji| & Melinda Gates Foundation and its Subsi...

2. Select Bill & Melinda Gates Purchase Orders
Foundation and its Subsidiaries as e Sy e —

your customer . . o L B
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
3. Instructions From Customer feature

requirements specific to Bill & e view & R L

M el | n d a G a-t es FO un d at | on an d |t [S PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Assigned To Actions
P MRI-145 07/18/23 Issued None Sample Goods No 750,000.00 USD = §=__
SUbSIdIarIeS | Sample Services

4. Use the search bar to locate a specific
PO

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 33



(] .. .
View Purchase Order (2 / 3) e g oo

Purchase Order Processing in the CSP

| . o 0 o lier ort al CAIT ~ NOTIFICATIONS @ = HELP -
5. POs issued by Gates MRI will have a mecoupa supplierp
PO number with a “MRI-" prefiX Home  Profile = Orders | Service/Time Sheets ASN  Invoices  Catalogs  Business Performance  Sourcing Add-ons  Setup

Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines Promised Deliveries Shipments

6. PO Statuses in Coupa:

Select Customer Bill & Melinda Gates Foundation and its Subsi... +

- lIssued: A PO has been created and
issued by the customer Purchase Orders

- Cancelled: A PO has been cancelled and
does not need to be fulfilled

- Soft Closed: A PO is closed but can be

reopened. Invoices cannot be created Click the “= Action to Accept the Purchase Order and Create an Invoice using its data
against a PO in this status

. S h
- Closed: The transaction has been view I EX

Completed and the PO cannot be 5] | PONumber OrderD{ (5] | Status Acknowledged At Items Unanswered Comments Total Assigned To  Actions

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.

reopened MRI-145 07/18/23 Issued None Sample Goods No 750,000.00 USD E]

Sample Services

w
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View Purchase Order (3

Purchase Order Processing in the CSP

/ 3)

Purchase Orders

Instructions From Customer

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

8. Click Print View to view the PO’s

. PO Number Order Date
PDF version |

e 02/04/23

MRI-2 08/04/23

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

You must acknowledge the PO prior to crea

Click the

Status  Acknowledged
Issued Mone

Issued 0804723

= Actiol

Return to Key Training Topics
Return to Table of Contents

Purchase Order #MRI-2

Order unacknowiedged b 4

o General Info 9 Shipping

Ship-To Address One Kendall Square
Building 600, Suite 6-301
Cambridge, MA 02139
United States
Afin: Caitlin Cyron

Status Issued - Sent via Email
Order Date 08/04/23
Revision Date 08/04/23

Requester Caitlin Cyron

Email caitiin.cyron@gatesfoundation.org Terms FOB - Destination

¥ Shipment Tracking O s

Payment Term Net60

Attachments Mone Mo shipment tracking

Acknowledged [O]

Lines
1 Type Item Qty Unit Price Total Invoiced
-4 Sample Goods 1 Each 250,000 00  250,000.00 0.00
Need By  Supplier Part Number Manufacturer Name  Manufacturer Part Number
08/04/23  None None None
2 Type Item Price Total Invoiced
&= Sample Services 500,000.00 500,000.00 0.00
Need By  Supplier Part Number er Name er Part Number
08/0423  Mone None None

Perpage 15 | 45 | 90

Total usp 750,000.00
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Acknowledge Purchase Order

Purchase Order Processing in the CSP

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

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

2. Check Acknowledged

3. View the Acknowledged Date in the
Orders Table

Purchase Orders

Instructions From Customer

You must acknowledge the PO prior to creatil

PO Number Order Date
| MRI-3 08/04/23

o MRI-2 P804s23

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

£,:coupa supplier portal

Orders Order Lines Returns Order Changes QOrder Line Changes

Click the == Action

Purchase Order #MRI-2

Status  Acknowledged A

| g o' General Info
1] MNone

Home  Profile | Orders  Service/Time Sheets ASN  Invoices  Catalogs

Return to Key Training Topics
Return to Table of Contents

CAIT~ | NOTIFICATIONS € | HELF v

Business Performance  Sourcing  Add-ons  Setup

Order Confirmations Order Confirmation Lines Promised Deliveries Shipments

Select Customer | g 3 Melinda Gates Foundation and its Subsi._. *

Order acknowledged x

< Shipping

Status Issued - Sent via Email
| 080423 Order Date 08/04123
Revision Date 08/04/23
Requester Caitlin Cyron
Email caitlin.cyron@gatesfoundation org

Payment Term Net60

Attachments None

e Acknowledged (8]
LiTTE

1 Type ltem Qty
= Sample Goods 1

Need By  Supplier Part Number Manufacturer Name

03/04/23  Mone None

2 Type Item

= Sample Services

Need By  Supplier Part Number Manufacturer Name
03/04/23  None None

Ship-To Address One Kendall Square
Building 600, Suite 6-301
Cambridge, MA 02139
United States
Altn: Caitlin Cyron

Terms FOB - Destination

T Shipment Tracking O s

No shipment tracking.

,DLine Number 0 =9  ~ l

Unit Price Total Invoiced
Each 250,000.00  250,000.00 0.00

Manufacturer Part Number
None

Price Total Invoiced
500,000.00 500,000.00 0.00

Manufacturer Part Number
None
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Add Comments to Purchase Order Retun.o Key Traning Topic

Purchase Order Processing in the CSP

Use Coupa’s comment functionality to
contact Gates MRI with questions or
clarifications on a PO.

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

2. Scroll to the bottom of the screen.
Enter your comment and click Add
Comment to notify Gates MRI.

3. Comment history will always be
visible at the bottom of the PO

4. The Orders Table Unanswered
Comments Column will state Yes if a
PO has an unread comment left by
Gates MRI

Select Customer Bill & Melinda Gates Foundation and its Subsi._.

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

m View B ~ Search L
PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Assigned To Actions
I MRI-3 08/04/23 Issued None Additional Services No 500,000.00 USD =E=
0 MRI-2 D8/04/23 Issued 08/04/23 1 Each of Sample Goods e Yes 750,000.00 USD =Es
T Comment Mute Comments W

Enter Comment

comment

Add File | URL

d Comment notification to a user by typing @name (ex. @JohnSmith

e Participants: Cait Cyron

from supplier

e Add Comment

Cait Cyron 08/04/23 at 04:54 AM ,/

comment

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 37



Create Order Table View (1/ 2) e s

Purchase Order Processing in the CSP

Select Customer Bill & Melinda Gates Foundation and its Subsi... ~

Purch Ord
The CSP has standard views available drchase Lraers

for each of its tables. You can also Lt B L

make custom views. 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

1. Click on the View drop down menu [ Exportto - | il
tO see ava|lab|e V|eWS PO Number Order Date Status  Acknowledged At Items Unanswered Comme nﬂn-nations Awaiting Buyer Reviewfi T Actions

| MRI-3 08/04/23 Issued None Additional Services No Open Orders =5
Orders not acknowledged -
MRI-2 08/04/23 Issued 08/04/23 1 Each of Sample Goods Yes Orders not invoiced =Ea
B . Sample Services Orders past due
2. Click Create View

Orders Pending Confirmation
Orders with pending changes
Overdue Confirmations

LECs it candre lines
I Create View

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 38



Create Order Table View (2 / 2)

Purchase Order Processing in the CSP

3. Build the view based on the
necessary requirements

4. Scroll to the bottom of the page and
click Save. The custom view will
now be available in the View drop
down menu.

Return to Key Training Topics

e General

Name

Visibility & Only Me

O Everyone
Start with view | All ~
Conditions
Match Conditions | Match all conditions ~ Add group of conditions
Filter By | PO Number ~ | Filter Clause | is ~ |Filter Text o
Columns

Drag columns fo the right to select, to the left to unselect and vertically to change column order.

“ou can also use your keyboard to modify the selected columns. Use TAB to focus and ENTER fo move a column to or from the
Selected Column list. To reorder, use SPACE to grab an item and then UP or DOWN o move it. Press SPACE again to drop the

itemn, or ESC fo cancel the reordering.

Available Columns Selected Columns
Comments PO Number
Payment Agreements Order Date
FOID Status

Acknowledged At
Items
Unanswered Comments

Total

Default Sort Order

Return to Table of Contents

Assigned To Sort by

Actions

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

~ | in |ascending s~ | order
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View Purchase Order

Purchase Order Processing via SAN

When a PO is issued, you will receive
an email notification. You can execute
a handful of tasks from the email.

1. Click Manage Order to open PO
details in a new tab

2. Scroll to the bottom of the email to
view and/or download the PDF
version of the PO

>urchase Order #MRI-145 Inbex x

sfoundation-test.coupahost.com=

Powered by %,+COUpP@

Bill & Melinda Gates Medical Research Institute Purchase Order

#MRI-145

Order Summary
Date 07/18/23
PO Total 750,000.00 USD
Shipping Terms FOB - Destinafion
Payment Terms MNet0

Contact Caitlin Cyron
caitlin. cyron@gatesfoundation.org

a l FRmSEEREt ]

Orders details below
Acknowledge PO Add Shipment Add Comment
Tracking

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

BILL &MELINDA GATES
MEDICAL RESEARCH
INSTITUTE

CSP Demo
Altn: Cait Cyron
coupatestingcc+csp@gmail.com

ShipTo———————————
Bill & Melinda Gates Medical
Research Institute

One Kendall Square

Building 600, Suite 6-301
Cambridge, MA 02139

United States
Attn: Caitiin Cyron

Return to Key Training Topics
Return to Table of Contents

Bill & Melinda Gates Medical Research Institute

PURCHASE ORDER
PO NUMBER WRI-145

DATE 071823

PAYMENT TERMS Netsd

SHIPPING TERMS FOB - Destination
CURRENCY usp

CONTRACT 185

CONTACT Caitlin Cyron

Bill To

Bill & Melinda Gates Medical
Research Institute

One Kendall Square

Building 600, Suite 6-301
Cambridge, MA 02139

United States
Aftn: Caitlin Cyron

caitlin.cyron@gatesfoundation.
org

Line _Description

Need By Date Qty  Unit Price Total

1 Sample Goods

2 Sample Services

250,000.00 250,000.00

500,000.00 500,000.00

750,000.00 USD

To ensure payment, suppliers are required to provide PO Number on all invoices

PURCHASE ORDER TERMS AND CONDITIONS.

bove (Supslier) snd is et 52 of the Order Date. The Orser neluses the sover page sseus

ferrad to individualy a5 3 ‘Party and together as the ‘Parfies” Any shipment, deivery, scoeptance
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ACk“OWIedge PurChase Order Return to Key Training Topics

Return to Table of Contents

Purchase Order Processing via SAN

>urchase Order #MRI-145 Inbex x

sfoundation-test.coupahost.com=

Powered by %,+COUP@

Bill & Melinda Gates Medical Research Institute Purchase Order

. #MRI-145

You are required to acknowledge Gates

MRI POs within 2 business days of CHLEr S LT
receipt. POT:taI 750,000.00 USD

Shipping Terms FOB - Destinafion
Payment Terms MNet0

Contact Caitlin Cyron

1. Click Acknowledge PO m—

ﬁ Purchase Order #MRI-1

2. Alternatively, check Acknowledged

Sign Out

; ; ; 0: General Info 9 Shippin
when viewing PO details ~ pPing
@ Q Status Issued - Sent via Email Ship-To Address 4 Upgrade street
Order Date 08/02/23 4 Upgrade street2
Acknowledge PO Add Shipment Add rderbate San Mateo, CA 11111
Tracking Revision Date 08/02/23 United States

Attn: TEST Business User SYSTEMROLE
Requester TEST Business User SYSTEMROLE

Email diego.espitia+8@gatesfoundation.org Terms None

Payment Term Net60 \ Sh.‘pment Tl’aCking 0 Add

Attachments None

No shipment tracking.
e [ Acknowledged ]

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 41



Add Comments to Purchase Order Retun.o Key Traning Topic

Purchase Order Processing via SAN

>urchase Order #MRI-145 Inbex x

sfoundation-test.coupahost.com=

Use Coupa’s comment functionality to pousraty £3C0Upa
contact Gates MRI with questions or
clarifications on a PO.

Bill & Melinda Gates Medical Research Institute Purchase Order
#MRI-145

1. Click Add Comment Order Summary

Date 07/18/23
PO Total 750,000.00 USD
Shipping Terms FOB - Destinafion

Payment Terms MNet0

2. PO details will open in a new tab. cont camr
Scroll to the bottom of the screen. B
Enter your comment and click Add - -
. Mnnageomer Create Invoice 1 lute Comments W
Comment to notify Gates MRI. comment e e
Orders details below Enter Comment
comment 2
3. Comment history will always be © @ ® o i 1L I ’
visible at the bottom of the PO. You T e (T T G m—
will receive an email when Gates e -
. Participants: Supplier User
MRI replies.
Supplier User 08/04/23 at 04:15 AM ,/
comment

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 42




Invoice Processing

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.
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Table of Contents

Invoice Processing

Invoice Processing in the CSP

Create Invoice

Partial Invoice

Start Up or Up-Front Fees

Create Credit Note

View Invoice

Create Invoice Table View

Manage Disputed Invoices

Invoice Processing via SAN

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

Create Invoice

Partial Invoice

Start Up or Up-Front Fees

Create Credit Note

Manage Disputed Invoices

Return to Key Training Topics
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(] .. .
Create Invoice (1/5) e g oo

Invoice Processing in the CSP

,zcoupa supplier portal CAIT~ | NOTIFICATIONS @ | HELP -

Home i i i 2 i i Add-ons  Setup

Purchase Order #MRI-2 — :
Orders Order L Deliveries Shipments

o General Info 9 Shipping ) ) ) : ]

Melinda Gates Foundation and its Subsi... -
Status |ssued - Sent via Email Ship-To Address One Kendall Square .
P u rc h a Si Order Date 0210423 Building 600, Suite 6-301
Cambridge, MA 02139
Revision Date 08/04/23 United States

There are tWO Ways tO create an Instructions Fror Requester Caillin Cyron :::;mm_cyfm
invoice from the CSP Orders table:

Email caitiin.cyron@gatesfoundation.org

You must ack! Payment Tem Nets0 > Shipment Tracking ©*  Ne terms and conditions.
Attachments MNone No shipment tracking
Acknowledged [0 5 data
1. Click the Gold Coins in the —
ACtlonS COIumn PONumber © 1| Te fem aty Unit Price Total Invoiced Total Assigned To

1§ Sample Goods 1 Each 250,00000  250,000.00 0.00

| MRI-3 0 0.00 USD

MRI-2 0 Need By  Supplier Part Number Name er Part Number 0.00 USD
08/04123  None None None

2. Click Create Invoice at the bottom
of the page when viewing PO 2 o wm T —

d eta i IS ™ Sample Services 500,000.00 500,000.00 0.00
Need By  Supplier Part Number Name er Part Number
08/04/23  None None None

Perpage 15 | 45 | 90

Total usD 750,000.00

e save H Dot vew

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 45



Create Invoice (2 / 5)

Invoice Processing in the CSP

3. Select invoice details. Click Add
New if the Legal Entity, Remit-To, or
Ship From Address has not been
previously created.

4. Click Save

NOTE: Remit-Tos selected on an
invoice need to be provided to Gates
MRI via SIM as well. Please update the
latest SIM form via self-service or
email supplierhelp@gatesmri.org to
request an Update Form.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

Return to Key Training Topics
Return to Table of Contents

3 Choose Invoicing Details

* Legal Entity

Invoice From

* Remit-To

* Ship From Address

CSP Demo v | @) Add New

100 Almond Avenue

Los Altos, CA 94022
United States

United States (123456789)

Wells Fargo *66G (100 Almon ﬂ Add New

100 Almond Avenue, Los Altos, 0 Add New

e
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Create Invoice (3 /5)

Invoice Processing in the CSP

5. Enter the following general info:

Invoice #: Must be less than 20
characters and a unique number.

Invoice Date: Cannot be pre or post
dated

Currency: Must match agreed upon
currency stated in both the invoice’s
corresponding contract and PO

Image Scan: Image of invoice and / or
supporting documentation

Supplier Note: Any additional context
for Gates MRI

Attachments: Any additional context for
Gates MRI

Create Invoice creze

e 0 General Info

Return to Key Training Topics

Return to Table of Contents

9 From
*Invoice # * Supplier CSP Demo
* Invoice Date | 0&/04/23 Supplier Tax ID | 123456739 w
Payment Term Net60 * Invoice From Address CSP Demo L
100 Almond Avenue
*Currency |USD ~ Los Altos, CA 04022
United States
Status Draft
*Image Scan | Choose File | Mo file chosen * Remit-To Address CSP Demo o
100 Almond Avenue
Supplier Note Lo§ Altos, CA 94022
United States
4
Bank Name: Wells Fargo
Attachments Add File | URL | Text
Beneficiary Name: CSP Demo
Bank Account Number: *****5666
Routing Number: *=*=0000
* Ship From Address CSP Demo o]
100 Almond Avenue
Los Altos, CA 94022
United States

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

2 To

Customer

Bill & Melinda Gates Foundation and its Subsidiaries
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Create Invoice (4 / 5)

Invoice Processing in the CSP

6. If you are invoicing in full, no action

is required when reviewing PO lines

Note: Go to Partial Invoicing for
instructions on how to remove and adjust
PO lines.

Return to Key Training Topics
Return to Table of Contents

Lines O Line Level Taxation
Type Description Qty Uom Price 2 5 O O O O OO [x)
! Sample Goods 1.0000 Each ~ 250,000.00 ] '

PO Line Service/Time Sheet Line Contract Supplier Part Number

MRI-2-1 Mone -

Billing

Gates MRI-10499-5405-GAFADDD1-USA-Non-Confidential

Type Description Price 500 OOO OIO (%]
=3 Sample Services 500,000.00 ! ’

PO Line Service/Time Sheet Line Contract Supplier Part Number

MRI-2-2 None -

Billing

Gates MRI-10499-5405-GAFAQ001-USA-Non-Confidential

@ Add Line ) Pick lines from Contract

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

Totals & Taxes
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(] .. .
Create Invoice (5 / 5) el o ke e Lo
Invoice Processing in the CSP

e Totals & Taxes

Lines Met Total 750,000.00
Shipping
Tax - % 0.000
Tax Reference
7. Enter tax amounts and percentages
Handling
Tax - % 0.000
8. Click Calculate to update the Invoice o Ao
Total
Misc
. J Are You Ready to Send?
9. Click Submit =
Tax Reference “ou're about to send an invoice to Bill & Melinda Gates Foundation and its Subsidiaries for a
total amount of 250,000.00. Cnce sent, you'll have to contact your customer directly to make
changes to the invoice.
10. Click Send Invoice Tax

~ 0.000 | %

e Continue Edﬂing@ Send Invoice J

Met Total

Total e 750,0[3

Delete Cancel Save as Draft Calculate |MI

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 49




Partial Invoice

Invoice Processing in the CSP

Partial invoicing in the CSP follows the
same steps as invoicing in full. There
are three options for submitting a partial
invoice:

1. Click X to delete an entire line from the
invoice

2. Adjust the line's quantity to reflect
what has been fulfilled

3. Adjust the line’s price to reflect what
service has been rendered

NOTE: If you unintentionally delete a line
item, scroll to the bottom of the invoice
and click Cancel. You can re-enter the
order or invoice from their respective
table and restart invoice creation.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

Lines

Return to Key Training Topics
Return to Table of Contents

[ Line Level Taxation

Type Description Qty UOoM

= Sample Goods e 1.0000 Each

PO Line Service/Time Sheet Line
MRI-2-1 None

Billing
Gates MRI-10499-5405-GAFADD01-USA-Non-Confidential

Type Description Price

23] Sample Services

PO Line Service/Time Sheet Line
MRI-2-2 None

Billing
Gates MRI-10499-5405-GAFADD01-USA-Non-Confidential

) AddLine ) Picklines from Confract

Price

Contract

L

500,000.00

Contract

e

Totals & Taxes

250,000@ E

Supplier Part Number

250,000.00

500,000.00 ©

Supplier Part Number
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Start Up or Up-Front Fees (1/ 2)

Invoice Processing in the CSP

When invoicing for start up fees, there
will be a S0 line on the PO. Start up fee
invoicing in the CSP follows the same

invoice creation steps, except for Line

adjustments.

1. The Line Description will include the
start up fee amount. Invoice against
this line.

Note: This line will be “overdrawn”. This
negative balance will be offset when the start
up/ up-front fees are “used” via a credit.

2. Adjust the line’s price to reflect the
value included in the Line Description

3. Click X to delete an entire line from
the invoice

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

Return to Key Training Topics

Return to Table of Contents

Lines O Line Level Taxation
Type Description Price O@ Q
=3 CRO Fees 0.00 '

PO Line Service/Time Sheet Line Contract Supplier Part Number

MRI-446-1 None Demo SOW (Published) s
Billing
Gates MRI-70600-5565-RS000001-USA-Non-Confidential
Type Description Price O O O Q
= a Prepay Fees ($20,000) e 20,000.00 '

PO Line Service/Time Sheet Line Contract Supplier Part Number
VIRI-446-4 Hone Demo SOW (Published) w
Billing

Gates MRI-70600-1315-RS000001-USA-Non-Confidential
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Start Up or Up-Front Fees (2 / 2)

Invoice Processing in the CSP

Return to Key Training Topics
Return to Table of Contents

O Line Level Taxation

Lines
a a q Type Description Price
There will be a corresponding PO line to
. =1 CRO Fees
offset the credit balance of a up front or
start-up fee line. Start up fee invoicing in
. . PO Line Service/Time Sheet Line

the CSP follows the same invoice VRIA45 e
creation steps, except for Line
adjustments.

Billing

Gates MRI-70600-5565-R5000001-USA-Non-Confidential

4. Adjust this corresponding line’s price
to reflect the credit balance that has
been used against the prepaid line.

Note: This can be done in full or for a partial fvpe sl Price
balance. =3 Prepay Fees ($20,000)
PO Line Service/Time Sheet Line
5. Adjust the start up or up-front line’s VRI-446-4 None
price to reflect the negative value
provided in Step 1. Billing

, , Gates MRI-70600-1315-RS000001-USA-Nen-Confidential
Note: This value must be negative to correctly

draw down the balance.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

20,000

Contract

P g m A
Lemo SUVY

-20,000

Contract

Demo SOW

Q
0.00
Supplier Part Number
(Published)
()
0.00
Supplier Part Number
{(Published) w
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o .. .
Create Credit Note (1/5) e g oo

Invoice Processing in the CSP

,acoupa supplier portal CAITv | NOTIFICATIONS @ | HELP v

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

COrders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines Promised Deliveries Shipments

Select Customer Bill & Melinda Gates Foundation and its Subsi.__ =

Credit notes can be created from Purchase Orders
the CSP Orders table:

Instructions From Customer

) . . You must acknowledge the PO prior 1o creating an invoice. Please use the “print view" on your POs 10 5ee the terms and conditions.
1. Click the Red Coins in the

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

Exportto - V(=" Create View

PO Number Order Date Status Acknowledged At ltems Unanswered Comments Total Assigned To
| MRI-3 08/04/23 lssued Mone Additional Services MNo 500,000.00 USD o

MRI-2 08/04/23 Issued 08/04/23 1 Each of Sample Goods Yes 750,000.00 USD
Sample Services

53
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Create Credit Note (2 / 5)

Invoice Processing in the CSP

2. Select credit note details. Click Add
New if the Legal Entity, Remit-To, or
Ship From Address has not been
previously created.

3. Click Save

NOTE: Remit-To selected on an invoice
need to be provided to Gates MRI via
SIM as well. Please update the latest
SIM form via self-service or email
supplierhelp@gatesmri.org to request
an Update Form.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

Return to Key Training Topics
Return to Table of Contents

2 Choose Invoicing Details

* Legal Entity

Invoice From

* Remit-To

* Ship From Address

CSP Demo v | @) Add New

100 Almond Avenue

Los Altos, CA 94022
United States

United States (123456789)

Wells Fargo *66G (100 Almon ﬂ Add New

100 Almond Avenue, Los Altos, 0 Add New

]

=1
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Create Credit Note (3 / 5)

Invoice Processing in the CSP

4. Enter the following general info:

- Credit Note #: Must be less than 20
characters and a unique number.

- Credit Note Date: Cannot be pre or post
dated

= Currency: Must match agreed upon
currency stated in both the credit note’s
corresponding contract and PO

- Original Invoice #: Invoice # for invoice
tied to credit note

- Original Invoice Date: Invoice date for
invoice tied to credit note

- Image Scan: Image of credit note and /
or supporting documentation

- Supplier Note: Any additional context
for Gates MRI

- Attachments: Any additional context for
Gates MRI

Create Credit Note creae

e-::: General Info

From

Return to Key Training Topics
Return to Table of Contents

* Credit Note #
* Credit Note Date | 08/04/23

Payment Term Net0

*Currency | USD w

Status Draft

*Original Invoice #

* Original Invoice Date

*Image Scan | Choose File | Mo file chosen

Supplier Note

Attachments Add File | URL | Text

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

* Supplier

Supplier Tax ID

* Invoice From Address

* Remit-To Address

Bank Name:
Beneficiary Name:
Bank Account Number:
Routing Number:

* &hip From Address

CSP Demo

123456789 ~

CSP Demo Je
100 Almond Avenue
Los Altos, CA 94022
United States

CSP Demo je)
100 Almond Avenue
Los Altos, CA 94022

United States

Wells Fargo
CSP Demo
5666
=*+0000

CSP Demo jo)
100 Almond Avenue
Los Altos, CA 94022

United States

Customer

Bill & Melinda Gates Foundation and its Subsidiaries
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Create Credit Note (4 / 5)

Invoice Processing in the CSP

Return to Key Training Topics
Return to Table of Contents

[ Line Level Taxation

Lines
5. Adjust the price of the line(s) Adgusimant Tveo EREEES
requiring credit Type Description Price
= Additional Services e
6. Click X to remove any unnecessary PO Line Service/Time Sheet Line
lines MRI-3-1 Mone
Billing
NOTE: The price must be negative for Gates MRI-10499-5405-GAFA0001-USA-Non-Confidentiat

credit to properly be issued.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

(X]
100000 SO0,00DQ

Contract Supplier Part Number

L
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Create Credit Note (5/ 5)

Invoice Processing in the CSP

e Totals & Taxes

Lines Met Total
Shipping
Tax i
Tax Reference
7. Enter tax amounts and percentages
Handling
Tax -
8. Click Calculate to update the Invoice o Reference
Total
Misc
. . Tax A
9. Click Submit
Tax Reference
10. Click Send Credit Note Tax 5
Total Tax
Met Total
Total
Delete Cancel Save as Draft

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

750,000.00

0.000

0.000

Are You Ready to Send?

Return to Key Training Topics

Return to Table of Contents

0.000

Calculate

You're about to send an credit note to Bill & Melinda Gates Foundation and its Subsidiaries for
a total amount of -100,000.00. Cnce sent, you'll have to contact your customer directly to make
changes to the credit noie.

Continue Editing @ Send Credit Note
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View Invoice Return to Key Training Topics
Return to Table of Contents

Invoice Processing in the CSP

When an invoice is drafted it will appear
in the CSP Invoices table.

. . ,:coupa supplier portal CAIT~ | NOTIFICATIONS @ = HELP ~
1. Click Invoices

Home  Profile Orders  Service/Time Sheets Invoices = Catalogs  Business Performance  Sourcing  Add-ons  Setup

Invioices Invoices Lines Payment Receipts

2. Select Bill & Melinda Gates
Foundation and its Subsidiaries as e R
your customer

Eill & Melinda Gates Foundation and its Subsi... ~

Invoices
3. Instructions From Customer feature e instructions From Customer
requirements specific to Bill & Please delete unused lines in your invoice.
Melinda Gates Foundation and its Create Invoices @
Su bSid iaries Create Invoice from PO Create Credit Note

Search L

4. Use the search bar to locate a specific
Invoice

Actions

Invoice # Created Date Status PO# Total Unanswered Comments Dispute Reason

Demo Inv 01 08/04/23 Pending Approval MRI-2  250,000.00 USD fas

Perpage 15 | 45 | 90

5. Click on a hyperlinked Invoice Number
to view the Invoice’s details

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. o8



Create Invoice Table View (1/ 2) e s

Invoice Processing in the CSP

Select Customer Bill & Melinda Gates Foundation and its Subsi._.

Invoices

Instructions From Customer

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

Please delete unused lines inyour invoice.
Create Invoices @

Create Invoice from PO Create Credit Note

1. Click on the View drop down menu View
to see available views Created Date PO #

Invoice # Status Total

| Demo Inv 01 08/04/23 Pending Approval MRI-2  250,000.00 USD Yes Approved
Credit Notes

Perpage 15 145 190 g:ipﬂig with a supplier response
2. Click Create View Disgules withnulsﬂgplier regpﬂnse
Draft
Overdue invoices
Fayment Information
Pending Approval
Processing
Unpaid invoices

e Create View

Unanswen apandoned on Actions

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 99



Create Invoice Table View (2 / 2) e s

Invoice Processing in the CSP

e General

Name

Visibility @ Only Me

O Everyone
Start with view | All -
Conditions
Match Conditions | Match all conditions ~ Add group of conditions
Filter By | Invoice # w | Filter Clause | is ~ | Filter Text 0

3. Build the view based on the
necessary requirements Columns

Drag columns to the right to select. to the left to unselect and vertically to change column order.

*ou can also use your keyboard to modify the selected columns. Use TAB to focus and ENTER fo move a column to or from the
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
item, or ESC to cancel the reordering.

4. Scroll to the bottom of the page and ettt Cotamns
click Save. The custom view will
now be available in the View drop

d Own e n u Date OFf Supply Status
° Date Of Supply PO%
Dsivery Nurber Total Default Sort Order
Dizputed Date Unanswered Comments
. Sort by ~ | in | ascending ~ | order
Document Type Dispute Reason
Invoice Date Actions

Last Updated Date 6

Linked Document
Original Invoice Date
Original Invoice Number

Paid

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 60



[ ] [ ] .. .
Manage Disputed Invoices (1/ 2) e g oo

Invoice Processing in the CSP

When an invoice is disputed by Gates
MRI its status will update in the CSP
invoices table. You may receive email
and / or platform notifications per your
notification settings.

1. Invoice Status will update to Disputed

2. Gates MRI reason for disputing the
invoice will appear in the Dispute
Reason column

3. Click Resolve icon in the Actions
column

Invoices

Instructions From Customer

Please delete unused lines in your invoice.
Create Invoices @

Create Invoice from PO Create Credit Note
Invoice # Created Date Status PO # Total Unanswered Comments Dispute Reason Actions
I Dispute Demo  08/17/23 G Disputed MRI-446  10.00 USD No e Invoice date inaccure E
Demo Invoice 3  08/16/23 Approved MRI-446 2,550,000.00 USD No
Prepay Demo 2 08/16/23 Approved MRI-446 0.00 USD No
Prepay 1 Demo  08/16/23 Approved MRI-446 700,000.00 USD No

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 61



[ ] [ ] .. .
Manage Disputed Invoices (2 / 2) e g oo

Invoice Processing in the CSP

Please review the invoice and determine the resolution option: v
Void
If this invoice was issued in duplicate or has been already paid for, you can Void this invoice from here.

Correct Invoice
4. Scro” ‘to ‘the bo‘[tom Of the invoice and If the disputed invoice has some incorrect detail, please choose this option to allow for an in place correction to the invoice.

select one of the following options:
= Void: On the pop-up, click Yes to confirm

that this invoice does not need to be
reviewed for payment.

Void Invoice

- Correct Invoice: Adjust the invoice and
resubmit. Click here for invoice creation isputed status. Once voided, this invoice will be archived

inst ti " review for payment. Please confirm if you would like to
Instructions. . =
e Void Correct Invoice

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 62



[ ] .. .
Create Invoice (1/ 4) e g oo

Invoice Processing via SAN

’urchase Order #MRI-145 nbox =

sfoundation-test.coupahost.coms

Purchase Order #MRI-2

Powered by 53 Order unacknowledged x

o General Info 9 Shipping
Status Issued - Sent via Email Ship-To Address One Kendall Square
Building 600, Suite 6-301
. . . . Order Date 08/04/23 Cambridge, MA 02139
Bill & Melinda Gates Medical Research Institute Purchase Order ! .
Revision Date 08/04/23 United States

#MRI-145

Altn: Caitlin Cyron
Requester Caitlin Cyron

Email caitlin.cyron@gatesfoundation.org Terms FOB - Destination

Payment Term Net60 Ny Shipment Tracking D s

There are two ways to create an Order Summary
invoice from a SAN email: Do 071825

PO Total 750,000.00 USD
Shipping Terms FOB - Destination

Attachments MNone No shipment tracking

Acknowledged

Payment Terms Net60 Lines
. ° . . Contact Caitlin Cyron _ Advanced I Search pel m Line Number. 0 —9  ~ I
1. Click Create Invoice in the email cain oo lilncston
1 Type Item Qty Unit Price Total Invoiced
= Sample Goods 1 Each 250,000.00 250,000.00 0.00

[ Need By  Supplier Part Number  Manufacturer Name  Manufacturer Part Number
2. Click Manage Order to open PO e

. . . Orders details below
details in a new tab. Click Create | |
Invoice at the bottom of the page. @ @ | e e S -

Acknowledge PO Add Shipment Add Comment Need By
Tracking

Supplier Part Number  Manufacturer Name  Manufacturer Part Number
02/04/23  None None None

Perpage 15 | 45 | 90

Total usD 750,000.00

e Create Invoice Save =i Print View

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 63




Create Invoice (2 / 4)

Invoice Processing via SAN

3. Your supplier data will prepopulate if you have
previously invoiced via SAN. Click the
Magnifying Glass to create new Invoice From,
Remit-To, and / or Ship From Addresses.

4. Enter the following general info:

- Invoice #: Must be less than 20 characters and a
unique number.

- Invoice Date: Cannot be pre or post dated

- Currency: Must match agreed upon currency stated
in both the invoice’s corresponding contract and PO

- Image Scan: Image of invoice and / or supporting
documentation

- Supplier Note: Any additional context for Gates MRI
- Attachments: Any additional context for Gates MRI

NOTE: Remit-To selected on an invoice need to be
provided to Gates MRI via SIM as well. Please
email supplierhelp@gatesmri.org to request an
Update Form.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

Create Invoice creze

» General Info

a 9 From

Return to Key Training Topics
Return to Table of Contents

* Invoice #
*Invoice Date | 08/04/23

Payment Termm Net60

*Currency | USD w

Status Draft

*Image Scan | Choose File | Mo file chosen

Supplier Note

Attachments Add File | URL | Text

* Supplier

Supplier Tax ID

* Invoice From Address

* Remit-To Address

Bank Name:
Beneficiary Name:
Bank Account Number:
Routing Number:

* Ship From Address

7 To

CSP Demo

123456789

CSP Demo L
100 Almond Avenue
Loz Altos, CA 94022
United States

CSP Demo o
100 Almond Avenue
Los Altos, CA 94022

United States

Wells Fargo
CSP Demo
***** 5666
s=222(000

CSP Demo o]
100 Almond Avenue
Los Altos, CA 94022

United States

Customer

Bill & Melinda Gates Foundation and its Subsidiaries
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Create Invoice (3 / 4)
Invoice Processing via SAN

e Lines

Return to Key Training Topics
Return to Table of Contents

O Line Level Taxation

Type Description Qty uom
= Sample Goods 1.0000 Each
PO Line Service/Time Sheet Line
MRI-2-1 Mone

Billing

Gates MRI-10499-5405-GAFADD01-USA-Non-Confidential

5. If you are invoicing in full, no action
is required when reviewing PO lines

Note: Go to Partial Invoicing for

. . . Type Description Price
instructions on how to remove and adjust _
. =3 Sample Services
PO lines.
PO Line Service/Time Sheet Line
MRI-2-2 None
Billing

Gates MRI-10499-5405-GAFAQ001-USA-Non-Confidential

@ Add Line ) Pick lines from Contract

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

Price

Contract

L=

500,000.00

Contract

L=

Totals & Taxes

250,000.00

250,000.00 ©

Supplier Part Number

500,000.00 ©

Supplier Part Number
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Create Invoice (4 / 4)

Invoice Processing via SAN

Totals & Taxes

6. Enter tax amounts and percentages

7. Click Calculate to update the Invoice
Total

8. Click Submit

9. Click Send Invoice. You will receive
emails when Gates MRI receives the
invoice and as it is processed.

Email me status updates for invoices | create this way
Delete

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

Lines Net Total

Shipping
Tax

Tax Reference

Handling
Tax

Tax Reference

Misc
Tax

Tax Reference

Tax

Total Tax

Net Total

Total

Cancel

Return to Key Training Topics
Return to Table of Contents

0.00

% 0.000

% 0.000

Are You Ready to Send?

“ou're about to send an invoice to Bill & Melinda Gates Foundation and its Subsidiaries for a
total amount of 250,000.00. Cnce sent, you'll have to contact your customer directly to make
changes to the invoice.

Continue Editinge Send Invoice

coroe )
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Create Credit Note (1/5)

Invoice Processing via SAN

Credit notes can be created from
the Orders table:

1. Click Manage Order

2. Edit the URL so that it reads
https://gatesfoundation.coupa
host.com/supplier_order_head
ers/. Press Enter

3. Click the Red Coins in the
Actions column

Jurchase Order #MRI-145 Inbox x

sfoundation-test.coupahost.com=

Powered by §,3COUPA

Bill & Melinda Gates Medical Research Institute Purchase Order
#MRI-145

Order Summary
Date 07/18/23
PO Total 750,000.00 USD
Shipping Terms FOB - Destination
Payment Terms Netg0

Contact Caitlin Cyron
caitlin.cyron@gatesfoundation.org

0[ e

Orders details below

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.

Exportto ~ A All ~

Unanswered Comments

PO Number Order Date Status Acknowledged At Items
I MRI-164 08/10/23 Issued  08/16/23 TESTING

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

Return to Key Training Topics

Return to Table of Contents

Sign Out

Search

Total Assigned To Actions

(“((U

300.00 USD



@ .. .
Create Credit Note (2 / 5) e g oo

Invoice Processing via SAN

Enter a new address X

.

7. Select credit note details. Click Create Create a Remit To address to make it available on invoices to specify the details of
New Remit-To if the Legal Entity how you would want to be paid. The Remit To name helps when creating invoices

line.
Remit-To, or Ship From Address has orne
not been previously created.

Choose Invoice From Address

for Aug 10
3. Enter your organization's remit-to No Invoice From Addresses to choose from.

. . ted States ~
information. To add a new address click Create New Remit-To.

4. Click Create and Use Cancee Create New Remit-To

NOTE: Remit-Tos selected on an invoice e Remit To Name
need to be provided to Gates MRI via SIM

. *Line 1
as well. Please email
supplierhelp@gatesmri.org to request an Line 2
Update Form. _
Line 3

Cancee | Create and Use I
© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. | 7
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Create Credit Note (3 / 5)

Invoice Processing via SAN

4. Enter the following general info:

- Credit Note #: Must be less than 20
characters and a unique number.

- Credit Note Date: Cannot be pre or post
dated

= Currency: Must match agreed upon
currency stated in both the credit note’s
corresponding contract and PO

- Original Invoice #: Invoice # for invoice
tied to credit note

- Original Invoice Date: Invoice date for
invoice tied to credit note

- Image Scan: Image of credit note and /
or supporting documentation

- Supplier Note: Any additional context
for Gates MRI

- Attachments: Any additional context for
Gates MRI

Create Credit Note creae

e-::: General Info

From

Return to Key Training Topics
Return to Table of Contents

* Credit Note #
* Credit Note Date | 08/04/23

Payment Term Net0

*Currency | USD w

Status Draft

*Original Invoice #

* Original Invoice Date

*Image Scan | Choose File | Mo file chosen

Supplier Note

Attachments Add File | URL | Text

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

* Supplier

Supplier Tax ID

* Invoice From Address

* Remit-To Address

Bank Name:
Beneficiary Name:
Bank Account Number:
Routing Number:

* &hip From Address

CSP Demo

123456789 ~

CSP Demo Je
100 Almond Avenue
Los Altos, CA 94022
United States

CSP Demo je)
100 Almond Avenue
Los Altos, CA 94022

United States

Wells Fargo
CSP Demo
5666
=*+0000

CSP Demo jo)
100 Almond Avenue
Los Altos, CA 94022

United States

Customer

Bill & Melinda Gates Foundation and its Subsidiaries

69



Create Credit Note (4 / 5)

Invoice Processing via SAN

Return to Key Training Topics
Return to Table of Contents

[ Line Level Taxation

Lines
5. Adjust the price of the line(s) Adgusimant Tveo EREEES
requiring credit Type Description Price
= Additional Services e
6. Click X to remove any unnecessary PO Line Service/Time Sheet Line
lines MRI-3-1 Mone
Billing
NOTE: The price must be negative for Gates MRI-10499-5405-GAFA0001-USA-Non-Confidentiat

credit to properly be issued.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

(X]
100000 SO0,00DQ

Contract Supplier Part Number

L
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Create Credit Note (5/ 5)

Invoice Processing via SAN

e Totals & Taxes

Lines Met Total
Shipping
Tax i
Tax Reference
7. Enter tax amounts and percentages
Handling
Tax -
8. Click Calculate to update the Invoice o Reference
Total
Misc
. . Tax A
9. Click Submit
Tax Reference
10. Click Send Credit Note Tax 5
Total Tax
Met Total
Total
Delete Cancel Save as Draft

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

750,000.00

0.000

0.000

Are You Ready to Send?

Return to Key Training Topics

Return to Table of Contents

0.000

Calculate

You're about to send an credit note to Bill & Melinda Gates Foundation and its Subsidiaries for
a total amount of -100,000.00. Cnce sent, you'll have to contact your customer directly to make
changes to the credit noie.

Continue Editing @ Send Credit Note
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Partial Invoice

Invoice Processing via SAN

Partial invoicing via SAN follows the
same steps as invoicing in full. There
are three options for submitting a partial
invoice:

1. Click X to delete an entire line from the
invoice

2. Adjust the line's quantity to reflect
what has been fulfilled

3. Adjust the line’s price to reflect what
service has been rendered

NOTE: If you unintentionally delete a line
item, scroll to the bottom of the invoice
and click Cancel. You can re-enter the
order from the PO email and restart
invoice creation.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

Lines

Return to Key Training Topics
Return to Table of Contents

[ Line Level Taxation

Type Description Qty UOoM

= Sample Goods e 1.0000 Each

PO Line Service/Time Sheet Line
MRI-2-1 None

Billing
Gates MRI-10499-5405-GAFADD01-USA-Non-Confidential

Type Description Price

23] Sample Services

PO Line Service/Time Sheet Line
MRI-2-2 None

Billing
Gates MRI-10499-5405-GAFADD01-USA-Non-Confidential

) AddLine ) Picklines from Confract

Price

Contract

L

500,000.00

Contract

e

Totals & Taxes

250,000@ E

Supplier Part Number

250,000.00

500,000.00 ©

Supplier Part Number

72



Start Up or Up-Front Fees (1/ 2)

Invoice Processing via SAN

When invoicing for start up fees, there
will be a S0 line on the PO. Start up fee
invoicing via SAN follows the same
invoice creation steps, except for Line
adjustments.

1. The Line Description will include the
start up fee amount. Invoice against
this line.

Note: This line will be “overdrawn”. This
negative balance will be offset when the start
up/ up-front fees are “used” via a credit.

2. Adjust the line’s price to reflect the
value included in the Line Description

3. Click X to delete an entire line from
the invoice

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

Return to Key Training Topics

Return to Table of Contents

Lines O Line Level Taxation
Type Description Price O@ Q
=3 CRO Fees 0.00 '

PO Line Service/Time Sheet Line Contract Supplier Part Number

MRI-446-1 None Demo SOW (Published) s
Billing
Gates MRI-70600-5565-RS000001-USA-Non-Confidential
Type Description Price O O O Q
= a Prepay Fees ($20,000) e 20,000.00 '

PO Line Service/Time Sheet Line Contract Supplier Part Number
VIRI-446-4 Hone Demo SOW (Published) w
Billing

Gates MRI-70600-1315-RS000001-USA-Non-Confidential
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Start Up or Up-Front Fees (2 / 2)

Invoice Processing via SAN

There will be a corresponding PO line to
offset the credit balance of a up front or
start-up fee line. Start up fee invoicing
via SAN follows the same invoice
creation steps, except for Line
adjustments.

4. Adjust this corresponding line's price
to reflect the credit balance that has
been used against the prepaid line.

Note: This can be done in full or for a partial
balance.

5. Adjust the start up or up-front line's
price to reflect the negative value
provided in Step 1.

Note: This value must be negative to correctly
draw down the balance.

Return to Key Training Topics
Return to Table of Contents

Lines O Line Level Taxation
Type Description Price O O O 9
=3 CRO Fees 20,000 '

PO Line Service/Time Sheet Line Contract Supplier Part Number

MRI-446-1 None Demo SOW (Published) w
Billing
Gates MRI-70600-5565-RS000001-USA-Non-Confidential
Type Description Price O O O Q
£=3 Prepay Fees ($20,000) -20,000 ’

PO Line Service/Time Sheet Line Contract Supplier Part Number

MRI-446-4 None Demo SOW (Published) w

Billing

Gates MRI-706800-1315-R5000001-USA-Non-Confidential

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.
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(] [ ] .. .
Manage Disputed Invoices (1/ 3) e g oo

Invoice Processing via SAN

When an invoice is disputed by Gates

MRI you will receive the following email:

1. Click View Online

Note: Follow these steps to log in to the CSP
to correct the invoice. Once logged in, you can
manage the disputed invoice.

2. Alternatively, locate the email
confirming the Disputed Invoice was
received successfully. Click View
Status

Invoice #Dispute Demo 2 has been marked as Disputed by Bill &
Melinda Gates Foundation and its Subsidiaries

Hi,

Your Invoice Dispute Demo 2 has been marked as disputed by your customer, Bill & Melinda

Gates Foundation and its Subsidiaries.

Dispute Reason(s)
« |nvoice date inaccurate

Date: 2023-08-17
Additional Comments: None

This invoice is available on the Coupa Supplier Po
disputed invoice would mean you are creating a cc
be submitted to Bill & Melinda Gates Foundation a

Resolving the disputed invoice links the corrected,
resolve the disputed invoice, Bill & Melinda Gates
choose to withdraw it from this status.

If you are a supplier using Coupa Invoicing in Eurc
cancel an invoice you must first create and submit
canceled, you can create and submit a new invoici

This process is recommended to comply with tax [i
so that you do not expose yourself or your custom
corrected.

Invoice Dispute Demo 2 has been received successfully

Good news,

Your invoice has been received successfully by your customer, Bill & Melinda Gates
Foundation and its Subsidiaries.

You will receive e-mail notifications with status updates as your customer processes this
invoice. If you have any guestions, you can simply contact your customer through regular
channels, or enter a comment on the invoice if your customer allows it.

9 [[ View Status j][ Add Comments j

O (v )|

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.
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Manage Disputed Invoices (2 / 3) e g oo

Invoice Processing via SAN

Instructions From Customer

Please delete unused lines in your invoice.
Create Invoices @

3. Invoice Status will update to Disputed

4. Gates MRl reason for disputing the View

invoice will appear in the Dispute Invoice # Created Date  Status PO# Total Unanswered Comments Dispute Reason Actions
Reason column I Dispute Demo 2 08/17/23 e Disputed ~ MRI-446  10.00 USD No ° Invoice date inaccurae =
Dispute Demo  08/17/23 Voided MRI-446  10.00 USD No Invoice date inaccurate
5. Clle Resolve icon in the ACtiOﬂS Demo Invoice 3 08/16/23 Approved MRI-446  2,550,000.00 USD No
column Prepay Demo 2  08/16/23 Approved MRI-446  0.00 USD No
Prepay 1 Demo  08/16/23 Approved MRI-446  700,000.00 USD No

Perpage 15 | 45 | 90
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Invoice Processing via SAN

Please review the invoice and determine the resolution option: v
H H Void
6' SCFO” tO the bOttom Of the InVO.ICG and If this invoice was issued in duplicate or has been already paid for, you can Void this invoice from here.
select one of the following options: (RS .

. . . If the disputed invoice has some incorrect detail, please choose this option to allow for an in place correction to the invoice.
- Void: On the pop-up, click Yes to confirm

that this invoice does not need to be
reviewed for payment.

- Correct Invoice: Adjust the invoice and
resubmit. Click here for invoice creation
instructions.

Void Invoice

isputed status. Once voided, this invoice will be archived

" review for payment. Please confirm if you would like to
Correct Invoice

O void

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 77



BILL & MELINDA GATES

Coupa Supplier Portal (CSP) Purchase Order (PO) and Invoice Processing webica research

INSTITUTE
Bill & Melinda Gates Medical Research Institute (Gates MRI) Key Takeaways Zecoupa

Gates MRI Order and Invoicing Requirements

NOTE: Gates MRI's customer name in Coupa is Bill & Melinda Gates Foundation and its Subsidiaries.
® Gates MRI Purchase Order (PO) Number: Orders specific to Gates MRI will have a PO number prefix of “MRI”.
®* PO Acknowledgement: POs must be acknowledged within 2 business days of receipt.

® PO Change Request: If you do not agree with the specifics of a PO, use the comment functionality to contact Gates MRI to request a PO change within 2 business
days of receipt.

® No-PO No-Pay: You cannot submit an invoice without a backing document. Invoices submitted with no backing document will be rejected until a PO or other
approved document is presented.

® Invoice Submission: You are allowed to submit invoices only after services have been rendered or goods have been delivered.
® Invoice Numbers: Invoice numbers must be less than 20 characters and unique.

® Governing Terms: If your company has a Master Service Agreement (MSA), General Terms and Conditions (GTC) or other master agreement with Gates MRI, those
terms and conditions will supersede any conflicting terms contained within the Purchase Order (“PO").

For additional support managing orders and invoices in the CSP, click here to view resources and videos from Coupa. Please contact
supplierhelp@gatesmri.org with questions specific to Gates MRI and Coupa.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 78
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BILL & MELINDA GATES

Supplier Actionable Notifications (SAN) Purchase Order and Invoice Processing  menicaL researc

INSTITUTE

Bill & Melinda Gates Medical Research Institute (Gates MRI) Key Takeaways Zecoupa

Gates MRI Order and Invoicing Requirements

NOTE: Gates MRI's customer name in Coupa is Bill & Melinda Gates Foundation and its Subsidiaries.

Gates MRI Purchase Order (PO) Number: Orders specific to Gates MRI will have a PO number prefix of “MRI".
PO Acknowledgement: POs must be acknowledged within 2 business days of receipt.

PO Change Request: If you do not agree with the specifics of a PO, use the comment functionality to contact Gates MRI to request a PO change within 2 business
days of receipt.

No-PO No-Pay: You cannot submit an invoice without a backing document. Invoices submitted with no backing document will be rejected until a PO or other
approved document is presented.

Invoice Submission: You are allowed to submit invoices only after services have been rendered or goods have been delivered.
Invoice Numbers: Invoice numbers must be less than 20 characters and unique.

Governing Terms: If your company has a Master Service Agreement (MSA), General Terms and Conditions (GTC) or other master agreement with Gates MRI, those
terms and conditions will supersede any conflicting terms contained within the Purchase Order (“PO").

SAN Reminders

SAN only routes orders to a single email address. Join the Coupa Supplier Portal (CSP) to allow multiple individuals visibility to Gates MRI orders.

Partial Invoicing: If you are submitting a partial invoice, you will need to keep track of the original PO email to submit subsequent invoices for the outstanding
balance.

Please contact supplierhelp@gatesmri.org if you are experiencing difficulties processing orders via SAN.
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Supplier Information
Management (SIM)
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Table of cantents Return to Key Training Topics

Supplier Information Management (SIM)

* SIM Introduction
* SIM Notifications
* Gates MRI SIM Forms

® Entity Information Form

® Onboarding Form

® Update Form
° Managing Comments, Rejection, and Approvals
* Self-Service in the CSP
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What is SI M, Return to Key Training Topics
® Return to Table of Contents

SIM Introduction

Coupa'’s Supplier Information Management (SIM) module uses forms to gather and validate information suppliers share with customers.

® Gates MRI uses SIM to collect and maintain supplier information including contacts, addresses, banking details, tax registrations, and
diversity certifications.

Gates MRI leverages three SIM Forms to manage supplier information:

ENTITY INFORMATION ONBOARDING FORM UPDATE FORM
FORM
If you are a prospective supplier for If you are a new supplier for Gates MRI If you are an existing supplier for Gates
Gates MRI, you will receive this form that has been approved for business, MRI and need to update your
prior to participating in a sourcing you will receive this form to complete information, you will receive this form
event or signing an NDA. your profile. or update your information in the CSP.
Key Information Requested: Key Information Requested: Note: If your tax ID has changed, you
Legal Name, Company Contacts, Banking Details will need to request a new onboarding
Company Addresses, Tax form.
Registration(s), Diversity Certifications

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 82



Email Notification

SIM Notifications

When Gates MRl initiates a SIM request, your
organization’s Primary Contact will receive an
email notification.

1. Click one of the following buttons to view and
complete the SIM form:

- Join and Respond: Create a CSP account or log in to
your company's existing account

- Respond without Joining: Complete the SIM form in
a new tab without joining or logging in to the CSP

NOTE: It is strongly encouraged to Join and
Respond for a more seamless Coupa SIM
experience. Click here for support setting up your
CSP account.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

Return to Key Training Topics
Return to Table of Contents

Bill & Melinda Gates Foundation and its Subsidiaries Profile Information Request - Action Required 1nbex =

Coupa Supplier Portal <do_nct_reply@supplier-test.coupahost com:
to coupatestingcc+SiM »

Powered by Z,¢COUPA

Bill & Melinda Gates Foundation and its Subsidiaries Profile
Information Request - Action Required

Hello Supplier,

Bili & Melinda Gates Foundation and its Subsidiaries (Gates Medical Research

Institute) wants you to respond by updating your company profile on Coupa, their chosen
platform for Spend Management. This information is required so they can transact with you
electronically.

Coupa's Supplier Portal is completely free, setup is fast, and it helps you better transact and
communicate electronically. Find out more using the links below.

You can respond and send your information to your customer without joining, but joining
allows you to more easily update your company info if it ever changes. as well as do things
with Bill & Melinda Gates Foundation and its Subsidiaries (Gates Medical Research
fnsfitute) (and your other buying organizations that use Coupa) like view purchase orders,
create invoices, manage POs and invoices, get real-time SMS alerts, and much more.

Use the buttons to either respond or decline, or forward this request to another person at your
company.

Welcome!

G Join and Respond Respond Without Joining

Fcoupa

Business Spend Management
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CSP Notification

SIM Notifications

When Gates MRl initiates a SIM request, your
organization’s Primary Contact will receive the
following notification in the CSP.

1. Hover over the Notifications drop-down
menu

2. Click on the request to be taken to the

Information Requests section of the Profile
Page

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

g,zcoupa supplier portal

Home Profile Orders Service/Time Sheets ~ ASN Invoices Catalogs

Your Profile Information Requests

Bill & Melinda Gates Foundation and its Subsidiaries

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

Supplier Information

SIM Demo

Return to Key Training Topics
Return to Table of Contents

00 NOTIFICATIONS @ | HELP ~

Business Performar n information update request is received ®
2 Update your profile for Bill & Melinda Gates Foundation
and its Subsidiaries

See All Notifications

Profile | g & Melinda Gates Foundation and its Subsi... ~

Bill & Melinda Gates Medical Research Institute Supplier Information

If you have questions on completing the supplier information request form, please email supplierenablement@gatesmri.org.

*Legal Name
SIM Demo

Legal name should match the entity's legal name on line 1 of the tax form.
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Gates MRI SIM Forms

£,xcoupa supplier portal JOHN ~ | NOTIFICATIONS HELP ~
Home Profile Orders Service/Time Sheets ~ ASN Invoices Catalogs Business Performance Sourcing  Add-ons Setup
Your Profile Information Requests Performance Evaluation Coupa Verified
Bill & Melinda Gates Foundation and its Subsidiaries - Seawell Profile | Bl & Melinda Gates Foundation and its Subsi... =
Industry

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

Confirm or update the following
information populated from Gates MRI's
records: 0

Supplier Information

Seawell Industry Inc

1. Legal Name and Legal Name Bill & Melinda Gates Medical Research Institute Supplier Information
Confirmation

If you have guestions en completing the supplier information request form, please email supplierhelp@gatesmri.org

0 *Legal Name

2. DOing BUSineSS AS Seawell Industry Inc

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

* Legal Name Confirmation

NOTE: Fields with a * are required and
must be completed.

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

e Doing Business As

Seawell Indusiry Inc

Names provided must be on tax form.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 85
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Gates MRI SIM Forms

Company Contacts

Please review the primary contact information populated below, and update as needed.

e -Primary Contact

3 . P ri m a ry Co nta Ct First Name Please provide the contact we should reach out to for financial issues below.

Cait If you have other additional contacts, click the "Add" button again to add another contact, repeat as needed

NOTE: If the "Add" button was clicked in error, click the red "X" to remove the additional section(s)

4. Click Add Contact to create another m
contact card Contacts
Email address Add one or more Contacts
coupatestingce+SIM@gmail com 6
5. Enter the information for additional, Work Phone
relevant contacts within your Usicanasa Additional Contacts

Contact Purpose

Mobile Phone
Select Some Options i ]
UsiCanada  ~

organization

6. Click X to remove unnecessary contact First Name
cards from the form - .
S 650-555-1212 Last Name
NOTE: Fields with a * are required and i
must be completed. s
coupatestingcc+SIM@gmail.com 0
Mabile Phone

US/Canada -

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 650-55%-1212



Entity Information Form (3 / 5)

Gates MRI SIM Forms

7. Primary Address

8. Click Add Address to create another
address card

9. Enter the information for additional,
relevant addresses for your
organization

Note: Remit-To address will not be collected
on this form

10. Click X to remove unnecessary
address cards from the form

NOTE: Fields with a * are required and
must be completed.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

Company Addresses

For primary and additional addresses, please provide an address purpose, and leave the Location Code field blank.

*Primary Address

Address Purpose

Select Some Options
* Region

Country/Region

United States

State Region

Mone

State 1SO Code

Address Name

* Street Address

Street Address 2

Street Address 3
Street Address 4
= City

*Postal Code

Location Code

* Do you have additional addresses you'd like to provide at this time?

Yes

O No

Addresses

Add one or more Addresses.

e Add Address

Additional Addresses

Address Purpose

Select Some Options o

Return to Key Training Topics

Return to Table of Contents
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Gates MRI SIM Forms

Tax Registration

To add your Tax Registration information if it did not auto-populate please click the "Add™ button.

If you have more than one Tax Registration then click the "Add" button again to add another tax registration, repeat as needed.

11. Enter the country and corresponding
. o fe . NOTE: If the "Add" button was clicked in error, click the red "X" to remove the additional section(s).
identification number for your tax

registration ~Tax Registration

12. Select the type of Federal Tax Form @ country
for your organization. Attach a copy Germany .
of the documents

VAT ID
-Federal Tax Form
123456789
NOTE: Fields with a * are required and @
Local “Type
must be completed. 5
Wa ~
**| eave "Local" box unchecked**
* Attachments
Add File

This_is_a_dummy_attachment.docx

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 88
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Gates MRI SIM Forms

Diversity
13. Click Yes if you are a diverse organization @ *Doyou have any divershy certcaions?
® Yes
Note: Self-reporting without a third-party certification is one
allowed when at least 51% of your business is owned and
operated by one or members of a disadvantaged minority Supplier Diversity
grOUp, Women, Vetefans, and/Of LGBQ+ perSOHS. If you are a small or diverse business, add the categories that apply to you.
(14)
14. Click Add to create another certificate card Suppller Diversity

@ Country @ o

United States ~

15. Click X to remove unnecessary certificate cards
from the form Diversity Category

Woman Owned Business Enterprise

16. Enter the information for the diversity

. e . . . Diversity Certificate
certification(s) held by your organization
Agency
17. Click Submit for Approval. You will be notified once .
Gates MRI has reviewed and approved your inputs. .
NOTE: Fields with a * are required and must be Decline S@
completed. Atachments

Add File

Diversity_Certification pdf
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Gates MRI SIM Forms

Confirm or update the following
information populated from Gates MRI's
records:

1. Legal Name

2. Doing Business As

NOTE: Fields with a * are required and
must be completed.

Supplier Information

CSP Demo

Bill & Melinda Gates Medical Research Institute Supplier Information

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

Legal Name

CSP Demo

Doing Business As

Names provided must be on tax form.
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Gates MRI SIM Forms

Company Contacts

Please review the primary contact information populated below, and update as needed.

e -Primary Contact

3 . P ri m a ry Co nta Ct First Name Please provide the contact we should reach out to for financial issues below.

Cait If you have other additional contacts, click the "Add" button again to add another contact, repeat as needed

NOTE: If the "Add" button was clicked in error, click the red "X" to remove the additional section(s)

4. Click Add Contact to create another m
contact card Contacts
Email address Add one or more Contacts
coupatestingce+SIM@gmail com 6
5. Enter the information for additional, Work Phone
relevant contacts within your Usicanasa Additional Contacts

Contact Purpose

Mobile Phone
Select Some Options i ]
UsiCanada  ~

organization

6. Click X to remove unnecessary contact First Name
cards from the form - .
S 650-555-1212 Last Name
NOTE: Fields with a * are required and i
must be completed. s
coupatestingcc+SIM@gmail.com 0
Mabile Phone

US/Canada -

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 650-55%-1212



Onboarding Form (3 / 8)

Gates MRI SIM Forms

7. Primary Address

8. Click Add Address to create another
address card

9. Enter the information for additional,
relevant addresses for your
organization

Note: Remit-To address will not be collected
on this form

10. Click X to remove unnecessary
address cards from the form

NOTE: Fields with a * are required and
must be completed.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

Company Addresses

For primary and additional addresses, please provide an address purpose, and leave the Location Code field blank.

*Primary Address

Address Purpose

Select Some Options
* Region

Country/Region

United States

State Region

Mone

State 1SO Code

Address Name

* Street Address

Street Address 2

Street Address 3
Street Address 4
= City

*Postal Code

Location Code

* Do you have additional addresses you'd like to provide at this time?

Yes

O No

Addresses

Add one or more Addresses.

e Add Address

Additional Addresses

Address Purpose

Select Some Options o

Return to Key Training Topics

Return to Table of Contents
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Gates MRI SIM Forms

To add your remii-to information if it did not auto-populate please click the "Add Remit-To" button.
If you have more than one remii-to then click the "Add Remit-io" button to add the additional addresses.

NOTE: If the "Add Remit-to” button was clicked in error, click the red "X” to remove the additional section(s).

11. Click Add Remit-To -Remit-To Addresses 12
Note: You can add multiple remit-to Add one or more Remit-To Addresses by either filling out a ni Choose Remit-To Address
addresses pertinent to doing business with
Gates MRI Add Remit-To Choose a Remit-to Location below - Recommended
It's a few more fields, but provides compliance, verificafion, and re-usability. Othenwise, click
‘Cancel" to add info to your customer's form manually.
12. In the CSP, a Choose Remit-To Choose existing or create new Remit-To Address:
Address popup will appear _ |
. Ch
NOte: GO tO Leaal EntItV SetUD fOI' 100 Market Street Bank Account (Bank of |—° I s
instructions on creating a new Remit-To 39'1 Z’GSI”C‘SOQ CAB4105 America)
. nite dles
Address in the CSP United States {123456728)
NOTE: Fields with a * are required and © Choose
100 Bleeker Strest Bank Account (Chase
must be Completed’ San Francisco, CA 94105 Bank)
L | »
0 Create New Remit-To Address
Cancel

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 93
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Gates MRI SIM Forms

-Remittance Information

@ Address Details

REITIit-TO Details tﬂddress Name
I
* Remit To Email Address +Street Address
13. Remit TO Email Address @ coupatestingcc+RTA@gmail.com o 100 Almond Avenue

No special characters (#, -, & annd /).
What email address should your remittance information be sent 1o?

Street Address 2

14. Financial Contact Name

*Financial Contact Name

@ Mo special characters (#, -, & annd /).

15. Financial Contact Phone Number “cy

*Financial Contact Phone Number

! Los Altos

16. Enter remit-to address details “Region

Country/Region

United States ~

NOTE: If you are using the CSP after completing
the Remit-To Address pop-up, information will
auto populate Gates MRI's form.

State Region

State ISO Code

US-CA

* Postal Code

94022

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.
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Gates MRI SIM Forms

Beneficiary Bank Address and Contact Details

*1s your bank located in the United States?

Select o

@ * Bank Name

17. Indicate whether your bank is US based + Bank Address
Note: Your response will dictate whether you will
be prompted to complete US or non-US banking N Special characers (% - &, annid /),
fields.
+ Bank City

18. Enter the name, address, and contact
information for your bank

* Bank State or Region

Format: Capitalized state abbreviation eg M),

NOTE: Fields with a * are required and must
be completed.

+ Bank Country/Region

Bank Contact Name

Bank Contact Phone Number
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Gates MRI SIM Forms

Banking Details

* Is your Beneficiary Name different than your Legal Name?
O Yes
O No

f legal name and account holder do not match, explanation required here & documentation must be attached.

19. Indicate whether your beneficiary name
differs from your legal name

* Bank Account Currency

USD "
Note: If yes, you will be required to provide @ e
additional documentation explaining the S
discrepancy. “ Bank Account Type

cking. Savi ther
e.g_ Checking, Savings, Other

20. Enter the account information for this
Remit-To

* Bank Account Number

Note: The fields present here are dictated . = P
by your response to Step 17.

NOTE: Fields with a * are requiredand must 000 o
be completed.

* Bank Wire Routing Number
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Gates MRI SIM Forms

21. Indicate whether you have an intermediary
bank
Note: If yes, additional information is required

22. Indicate whether you have further credit
information

Note: If yes, additional information is required

23. Enter your organization’s DUNS number

24. Enter the email PO information should be
sent to

25. Click Submit for Approval. You will be
notified once Gates MRI has reviewed and
approved your inputs.

NOTE: Fields with a * are required and must be
completed.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

The Gates Medical Research Institute transacts with suppliers in many different countries with unique banking requirements. Please complete the fields
required by your banking institution.

An intermediary bank is a bank that acts on behalf of the beneficiary bank. A sender is generally not required to know intermediary bank information.

@ * Do you have intermediary bank information to provide at this time?

) Yes
® MNo

For further credit informafion is used in rare circumstances where a second beneficiary is required. Please indicate the name and account number of
the final beneficiary account holder at a brokerage or bank.

@ * Does your bank require further credit information to receive payments?

) Yes

[®] No

Additional Information

DUNS Number
PO Email

@ coupatestingcc+PO@gmail.com| i ] @

Decline Save Submit for Approval
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Return to Table of Contents
Gates MRI SIM Forms

Bill & Melinda Gates Medical Research Institute Supplier Information

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

If your tax identification number has
changed:

* Did your tax identification number change?

Yes
O No

1. Enter the email address that should

Gates Medical Research Institute's policy for tax identification number changes is to create a new supplier record. Please provide the email address where a new
receive a new supplier onboarding form onboarding form shoud be sent.
for Gates MRI

0* Email Address for New Onboarding Form

NOTE: Fields with a * are required and must
be completed.

Please click 'Submit' and a Gates MRI repesentative will take the next steps with the form
and Tax |dentification Number Change process.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.
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Gates MRI SIM Forms

*Did legal h ?
If your legal name has changed: yotriegsiname chanee

Return to Key Training Topics
Return to Table of Contents

@)| Yes
O No
2. Indicate whether you have supporting
documentation for the |ega| name e * Do you have supporting documentation for the legal name change?
change O Yes
) No

3. Enter your new Legal Name

e * New Legal Name

4. Enter your new Doing Business As
CSP Demo

Legal name should match the entity's legal name on lir

5. Confirm the new legal name is

affiliated with the tax identification on
file with Gates MRI. @”E“’ Doing Business As

NOTE: FleldS Wlth a * are required and MNames provided must be on tax form.
must be completed.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

Confirm your new legal name is affiliated with the tax identification number on file with Gates Medical Research Institute (Gates MRI). Gates MRI's policy
for tax identification number changes is to create a new supplier record. If your tax ID has changed, please return to the top of the form, and change your
answer to "Did your Tax Identification number change” to Yes.

+Tax Registrations

Use this section to add all your applicable tax registrations.

Add Tax Registration

~Tax Registration
Country o
United States ~

Tax ID

111222334

Local

(]
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Return to Table of Contents
Gates MRI SIM Forms

Please provide one more more of the following supporting documents that reflect the new
Legal Name of your organization:

- IRS Name Change Acknowledgement Letter (US Only)
- Amended Organizational Documentation (e.g. Articles of Incorporation, Trust Agreement)
If your legal name has changed:

- Name Change Verification from State or other Government Agency

- If you are a government agency, copy of Government Action providing for a name change

6, AttaCh Supporting documentatlon - A Governmental document that reflects the approved name change
* Legal Name Change Supporting Documentation
7. Select the type of Federal Tax Form for e R "\° ™ chosen
your organization. Attach a copy of the
documents a -Federal Tax Form
. . . “Type
NOTE: Fields with a * are required and
must be completed. -
* Attachments
Add File

Please attach your updated tax form.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved. 100
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Gates MRI SIM Forms

* Did your tax classification change?

@ Yes
O No

If your tax classification has changed: e *Tax Classification

8. Select your new tax classification

-Federal Tax Form
9. Select the type of Federal Tax Form for

your organization. Attach a copy of the
documents 9 " Type

NOTE: Fields with a * are required and
must be completed.

* Attachments

Add File

If not provided to support a Legal Name change above, please attach your updated tax form.
If provided above for a Legal Name change, please re-attach here as well.
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Update Form (5 / 6)

Gates MRI SIM Forms

If your PO email address has changed:
10. Enter your new PO email
If your banking information has changed:

11. Click Add Remit-To to create new remit-
to addresses

Note: Go here for instructions on creating a new
Remit-To Addresses

12. Click X to remove outdated Remit-To
addresses

NOTE: Fields with a * are required and must
be completed.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

Return to Key Training Topics
Return to Table of Contents

* Did your PO Email Address change?

@ Yes
O No

*PO Email . . . . .
**Click "Add Remit-to" for each Remit-to currently associated with your profile. If your

current remit-to address is inactive, click the red "X" to deactivate it. For all new Remit-

coupatestingcc+POC  to's click "Add Remit-to" and populate all required fields**

-Remit-To Addresses

Add one or more Remit-To Addresses by either filling out a new Compliant Inveicing Form or choosing an Existing Remit-To Address.

m Add Remit-To

~Remit-to Update Form

Remit-To Details @ °

Remit To Email Address

coupatestingcc+RTA@gmail.com o

What email address should your remittance information be sent to?
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U d t F 6 6 Return to Key Training Topics
p a e orm Return to Table of Contents

Gates MRI SIM Forms

If you need to update any contact, address,

diversity certifications, or your DUNS number: @* Is there additional information you would like to update?

@| Yes
13. Select Yes O No

14. Click Submit for Approval. You will be notified
once Gates MRI has reviewed and approved

your inputs.
Decline Sav@ Submit for Approval

NOTE: Fields with a * are required and must be
completed.
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Managing Comments

Managing Comments, Rejection, and Approvals

Use Coupa’s comment functionality to contact
Gates MRI with questions or clarifications on
a form.

1. Scroll to the bottom of the form. Enter your
comment and click Add Comment to notify
Gates MRI.

2. Comment history will always be visible at
the bottom of the PO

3. You will receive an email and/or CSP
notification when Gates MRI replies

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

1 Comment

Return to Key Training Topics
Return to Table of Contents

Mute Comments

Enter Comment

comment

Add File | URL

e Participants: Cait Cyron

from supplier

Cait Cyron

comment

G Add Comment

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

Bill & Melinda Gates Foundation and its Subsidiaries <do_not_reply@gatesfoundation-test coupahost coms
to coupatestingcc+csp w

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

d by £2C0uUpa

Caitlin Cyron at Bill & Melinda Gates Foundation and its Subsidiaries added a new comment on 08/04/23 at 11:25 AM to the
company information profile you submitted

The comment is "comment comment”

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

View Profile Respond

.
£,:coupa
Business Spend Management

To get immediate updates via SMS or change nofification preferences, go here and adjust your seffings
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Form Rejection i ok

Managing Comments, Rejection, and Approvals

Profile Info submitted to Bill & Melinda Gates Foundation and its
Subsidiaries was Not Approved

Hi Cait,

The company profile information that you submitted to your customer, Bill & Melinda Gates
You Wi" receive Rejection and New Foundation and its Subsidiaries was not accepted.

T : . This usually means that some information was not correct and they cannot activate your new
Comment emails if Gates MRI has rejected e ! !
the information you submitted on a SIM You can click below to view additional details or update your info.
form.
o =D
5 =do_not_reply@gatesfoundation-test.coupahost.com=

1. Click Update Info to revise and resubmit

the form New Comment on Profile Info submitted to Bill & Melinda Gates
Foundation and its Subsidiaries

Powered by ,2C0Upa
2. Click View Profile or Respond to revise _ - o
. TestFoundation35P SYSTEMROLE at Bill & Melinda Gates Foundation and its Subsidiaries added a new comment on 08/04/23
a n d res u bm |‘t ‘the fo rm at 11:50 AM to the company information profile you submitted.

The comment is "rejection notice"

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

e [ View Profile Respond ]
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Form A rOvaI Return to Key Training Topics
pp Return to Table of Contents
Managing Comments, Rejection, and Approvals

Powered by %,2COUPA

Profile Info submitted to Bill & Melinda Gates Foundation and its
Subsidiaries was Approved

Hi Cait,
The company profile information that you submitted to your customer, Bill & Melinda Gates
You will receive the fo"owing email once Gates Foundation and its Subsidiaries was recently approved.
MRI has reviewed and approved the information This usually means that the information was correct and they will activate your new
information so you can star transacting soon (or continue transacting with the new

you submitted via SIM form. _ o
information).

No further action is required but you can click below to view additional details.

View Profile Info

sacoupa

Businezs Spend Management
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Self-Service in the CSP Sl

SIM in the CSP

You can initiate updates to Gates MRI profile
information in the CSP.

1. Click Profile in the navigation ribbon

2. Click Information Requests

3. Select Bill & Melinda Gates Foundation and its
Subsidiaries as your customer

4. Scroll to the bottom of the form and click
Update Info

Note: Step by step instructions on completing Gates MRI
forms can be found here.

NOTE: This is only available if you have previously
completed a SIM form in the CSP. Contact
supplierhelp@gatesmri.org to receive an update
form if none are visible.

© 2023, Bill & Melinda Gates Medical Research Institute. All rights reserved.

pa supplier portal CAIT~ | NOTIFICATIONS HELP ~

1

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

Information Requests Coupa Verified

Bill & Melinda Gates Foundation and its Subsidiaries e Profile | gl & Melinda Gates Foundation and its Subsi... ~ |

Your information has been submitted b 4

Applied o

Supplier Information

CSP Demao

Bill & Melinda Gates Medical Research Institute Supplier Information

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

Update Info
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Supplier Information Management (SIM)

Bill & Melinda Gates Medical Research Institute (Gates MRI) Key Takeaways

Gates MRI Supplier Information Requirements

BILL & MELINDA GATES
MEDICAL RESEARCH
INSTITUTE

ZaEcoupa

NOTE: Gates MRI's customer name in Coupa is Bill & Melinda Gates Foundation and its Subsidiaries.
® SIM Forms for Gates MRI will have “Bill & Melinda Gates Medical Research Institute” in the header.

® Itis recommended to join the Coupa Supplier Portal (CSP) to have a more seamless SIM experience.

General Updates Tax ID Updates

® |f Gates MRI needs updated information from your organization a SIM request
for Updated Information will be sent to your Primary Contact via email.

Updating your Gates MRI Profile in the CSP:

¢ Self Service Update: If a Gates MRI Onboarding or Update SIM form is
available in the profile section of the CSP, submit a revised form to Gates MRI
for review.

® Request an Update: If there are no Gates MRI SIM forms available in the
profile section of the CSP, email supplierhelp@gatesmri.org to request an
Update Form.

Updating your Gates MRI Profile via Supplier Actionable Notification (SAN):

® If you have elected to not join the CSP and need to share updated information
with Gates MRI, email supplierhelp@gatesmri.org to request an Update form.

NOTE: Gates MRI requires a new supplier record be created when there is a tax
ID change.

If your tax ID has changed and you do not have an Update form visible in the
profile section of the CSP:

1. Email supplierhelp@gatesmri.org to request a New Supplier form. Provide
the email address it should be sent to.

2. Gates MRI will review your request and send a New Entity Information.

3. Complete and submit the form. Once reviewed, Gates MRI will send an
Onboarding form.

4. You will receive an email notification once Gates MRI has reviewed the form
and created a new supplier record.

Please contact supplierhelp@gatesmri.org if you are experiencing difficulties or have questions regarding supplier information management
processes and requirements for Gates MRI.


mailto:supplierhelp@gatesmri.org
mailto:supplierhelp@gatesmri.org
mailto:supplierhelp@gatesmri.org
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