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Supplier Onboarding Guide

Account Creation: First, a Unilabs user will create your account in the system.

Approval and Notification: Once your account is approved, you will receive an email
notification from Coupa with a link to complete your onboarding.

Complete Your Information: Click on the link in the email to access the Coupa Supplier
Portal. You will be prompted to fill in your company details and other necessary information to
finalize your profile.

Figure 1

CSP Coupa Supplier Portal Date:
do_not_reply@supplier-test.coupahost.com 13-03-2025 10:39:05

Subject: Profile Information Request

Powered by ,3COUPA
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Profile Information Request

Hello Supplier,

Unilabs wants you to respond by updating your company profile on Coupa, their chosen plat-
form 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 al-
lows you to more easily update your company info if it ever changes, as well as do things
with Unilabs (and your other buying organisations that use Coupa) like view purchase or-
ders, 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!

s.scoupa
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Figure 2

Create an Account

Unilabs Coupa Test is using Coupa to transact
electronically and communicate with you. We'll walk you
through a quick and easy setup of your account with
Unilabs Coupa Test so you're ready to do business
together.

* Business Name
Supplier Demo

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

* Email
* First Name * Last Name
Demo Supplier
* Password * Confirm Password
ssnssusun Fo | | swssananss o

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

* Country/Region *VATID ||
Portugal v || PT123456789

[J1 do not have a Tax ID

1 accept the Privacy Policy and the Terms of Use

Create an Account

Already have an account? LOG IN

Forward this to someone

Verification Step: After filling in your basic information, you will receive another email
containing a verification code. Enter this code in the portal to verify your details.
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cSp Coupa Supplier Portal Date:
do_not_reply@supplier-test.coupahost.com

Figure 3

13-03-202510:41:10

Subject:  Your Coupa Verification Code

srecoupa

Your Coupa Verification Code

Below is the secure verification code you requested. Enter the 6-digit code in Coupa to verify
it's you.

242006

If you didn't request this code please contact us at supplier@coupa.com.

£recoupa

Business Spend Management

Figure 4

Email Verification

Didn't receive the Verification Code?  Request a New Code
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You are now inside Coupa and should fill your information as required by the system.
Figure 5

Coupa Supplier Portal Onboarding

Fill out required info for your Business Profile before proceeding to Coupa Supplier Portal

Account Details  Payment Information

Primary Address (©)
* Country/Region * Address Line 1 Address Line 2

Partugal Rua do Campo Alegre 123

* City * State * Postal Code

Porta Porto 4000-000

Portugal

* Type of Company @ Translation missing: @

en.remit_to.registered_company.date_of_registration
LDA

Liable Company ® Liguidation State ®

* Share Capital (9) * Place of Reg. (7)

10000 Porto
Enter a number with two decimal points (eg 15096,00)

* Co Reg Num. @ Invoice From Code 0]
123456789
Preferred Language

Portuguese (Portugal)




Figure 6

Coupa Supplier Portal Onboarding

Fill aut required infa for yaur Business Profile before proceeding to Coupa Supplier Portal

Account Details  Payment Information

Bank Transfer

Pleaze enter the following information to receive Bank Transfer payments.

* Payment Method Name '0)

Bank Transfer

* Bank Account Country/Region

Partugal

Benefidary Name

Supplier Dermo

IBAN (7

PT50000700150043656000124

() My company expects international payments

Branch Code

Email Address ')

Supporting Documents (7)

* Bank Account Currency

EUR

Bank Name

BCP

Confirm IBAN

PT50000700150043656000124

Bank Account Type

Business

Remit-To Code ')

Drop or Browse Files

| Browse |

() Do notaccept Bank Transfer payments from this customer

Customer Supported

Once you go through the first screen, you should then go to Business Profile -> Information
Request to answer to our form and submit your information to our server.
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,:coupa supplier portal DEMO -~ | NOTIFICATIONS @) | HELS -

Figure 7

ﬁ Imvaices. Orders ziness Profile Setup Service Sheets ASH Sourdng Forecasts Catalogs Community More._.

Business Profile Legal Entities Performance Evaluation

Information Requests

Unilabs Coupa Test Profile | rilzbs Coupa Test -

Form Responses

- = l Advanced l Search "Ol

Form Status Created Date Submitted At
Mew 03713125 Mone
Farpage 15 | 45 | 80
Figure 8
Unilabs Coupa Test Profile | |ynilabs Coupa Test -

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

Choose the correct State or Region unless you need to keep the current value.

Wiew All Responses

2. Supplier Data Entry_new

Supplier Information

Supplier Demo

=Primary Contact

First Name

Demo

Last Name

Supplier

Email address
jajiis365{@easipro.com

‘Work Phone
US/Canade

650-555-1212

Mobile Phone
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Update Required Information: Ensure that you update your information according to the
required fields listed in the portal. These fields include details such as company address,
contact information, and tax identification.

Add Bank Account: To add your bank account details, click on the "Add Remit To" box in the
portal. Enter the necessary bank account information to ensure smooth payment processing.

Figure 9

DUNS Number

* Commercial Registration

Choose file Mo file chosen

:Remit-To Addresses

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

- A

Payment Method

Select "

* Preferred Currency

EUR ~

The currency the supplier would like to use to do businsss

* Language

Select "

* Inco Terms

The three letter Inco term code for the suppliers commercial terms.

Shipping Terms
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Select Bank Information: If you have completed all previous sections correctly, you should
then have access to the section where you can select the bank account data you added earlier
(see Figure 6).

Figure 10

How would you like to be paid?

AllL Methods Bank Transfers Checks Credit Cards Add Payment Method ~

Unilabs Coupa Test supports Bank Transfers Payments.

—_—
BCF | ¥ Customer Supported |

. S
Rua do Campe Alegre, 123, 4000-000 Porto Porto, Portugal

Account Mumber Transit Code ‘Wire Routing Mumber

Rua do Campa Alegre, 123, 4000-000 Parto Porio, Partugal, Portugal (PT123456738)

Add Selected

Follow System Rules: Make sure to follow the system rules and confirm that your data matches
the expected format and requirements. This ensures your information is accurate and meets all
the necessary criteria.
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Figure 11

Hemit- 1o Addresses

dd one or more Remit-To Addresses by either filling out 3 new Compliant Invoicing Form or choosing an Existing Remit-To Address.

Add Remit-To

+Bank Details

*Bank Name 9

BCP

Bank Country/Region

Portuga -

*Bank Account Number

0043855000124 i
|

must be 13 digits

ESWIFT Code [BIC)

BCOMPTPL [i]

*|BAN Number

St ————— 2 0

Aceount Type

*Bank Staterment

—+— Choose file Mo file chosen

Ficase upload proaf of your bank statement.

Bank Account Status

Active e

For Iy g dered Active.

e aption ta da so here by setting it as Inactive

*Primary Bank Aecount

-_’ Yes ~

Submit Your Information: After verifying your data and reviewing all your information, scroll
down to the bottom of the page and click submit for approval. Please ensure you do this, as
failure to submit will prevent us from receiving your data.

This is the end of the general process and we’ll review your data.



Figure 12

Flease ensure you Submit the form for Approval once you have completed it [f you need to make further chanpes, pleaze sfie the form so you can submit & at

a later time.
Decline Save Submit for Approval I
0 Comments Mute Comments  w

Additionally, if you want to add a second Bank Account: In case you want to add another
bank account, go to the "Remit To" section and click on "Add Remit-To" as shown below.
Follow the prompts to enter the new bank account information

Figure 13

*Remit-To Addresses

Add one or more Remit-To Addresses by either filling out 3 new Compliant Inwoicing Form or choosing an Existing Remit-Te Address.

*Bank Details

*Bank Name

BCP

Bank Country/Region

Portugal e

*Bank Account Number

0043653000124 (/]

*SWIFT Code (BIC)

BCOMPTPL [i]
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How would you like to be paid?

All Methods Bank Transfers Cheeks Credit Cards Add Payment Method -

Unilabs Coupa Test supports Bank Transfers Payments. Bank Transfers

BCP | Snared With Customer

Rua do Campo Alegre, 122, 4000-000 Porto Porto, Portugal

Account Mumber Transit Code Wire Routing Mumber

Rua do CampoAlegre, 123, 4000-000 Forto Forto, Portugal, Portugal (FT123466780) | Unsupgorted by Gustomer |
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Add Payment Method

Figure 15

Bank Transfer

Plea he follow

* Payment Method Name ()
Bank transter

* Bank Account Country/Region * Bank Account Currency

Portugal - | |eur -
Beneficiary Name Bank Name

Supplier Deme <)
IBAN () Confirm IBAN

PT5000350528000176543303 PT50003505280001765433023]

() My company expects international payments

Branch Cade Bank Account Type

Business -

Email Address () Remit-Ta Code ()

Supporting Documents ()

Browse

)

In case you get an error for a missing IBAN, follow the next steps

Missing IBAN Issue: If you do not see the IBAN field in the previous window when adding a bank

account, follow these steps:
¢ Goto Business Profile > Legal Entities > Create.

e Fillinthe requested information as instructed.
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£,zcoupa supplier portal DEMO v | MOTIFICATIONS @) | HELP

Figure 16

ﬁ Irvaices Orders Business Profile Setup Service Sheets ASH Sourdng Forecasts Catalogs Community Maore...

Business Profile Information Reguests Performance Evaluation

Legal Entities

Create Q v 5

Legal Entity Name Invoice From Address  Tax ID Linked Payment Method  Payment Information  Customers
Supplier Dema Rua do Campo Alegre, PT:PT1234567230  Check Rua do Campo Alegre, Unilabs Coupa Test
123, Porto, Porto, 4000- 123, Porto, Porto, 40...
000, Portugal Bank Account BCP Unilabs Coupa Test
asnnnsnnnnennas ] 24
Bank Account CGD Unilabs Coupa Test
B
4 S EEEEEEEEE——— >

Perpsge 5| 1020

Figure 17

Create Legal Entity X

@ Add Tax Registration

Additional Company Information

*Type of Company (3) Transtation missing
en.remit_to registered_company.date_of_registration @
LDA
Liable Company () Liquidation State (7)
“ Share Capital (3) “Place of Reg. ()
10000 Perto

Enter

nloer with two decimal points (eg 15096,00)
*Co Reg Num. ()

123456789

Invoice From Address
Please enter the address that you invaice from or the address that you receive mailed and in-person payments.

* Country/Region * Address Line 1 Address Line 2
Portugal - Rua do Campo Alegre 129 @
= City * State * Pastal Code
Porta Porte 4000-000
Invoice Fram Code () Preferred Language
Portuguese (Portugal) -

Ship From Address
Please enter the physical address that your goods are shipped from? This can be a warehouse address.

Same as Invoice From Address

=) -
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Return to the Form: Once you have created the Legal Entity as shown in the previous step, you
can return to the form and continue filling out the requested information.

Figure 18

$,:coupa supplier portal DEMO~ | NOTIFICATIONS @) | HELP -

Business Profile

ﬁ Irvaices Orders Satup Service Sheets ASH Sourdng Forecasts Catalogs Community More...

Business Profile Legal Entities Performance Evaluation

Infarmation Requests

Unilabs Coupa Test Profile | Unjlaps Coupa Test -

Form Responses

- e

Form Status Created Date Submitted At

l |2. Supplier Data Entry_new l Mew 03/13/25 MNone

Perpage 15 | 45 | 00

Add Bank Account in "Remit To" Section: You may now add your bank account in the "Remit
To" section. Please ensure you follow the steps as shown and select the Legal Entity you
created previously when prompted.

Figure 19

* Commercial Registration

Choosefile No file chosen

:Remit-To Addresses

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

_’ Add Remit-To

Payment Method

Select

* Preferred Currency

EUR ~

The currency the supplier would like to use to do business

= Language

Select

*|nco Terms



How would you like to be paid?

All Methads Bank Transfers Checks Credit Cards Add Payment Method ~

Unilabs Coupa Test supports Bank Transfers Payments. Bank Transfers

Add Payment Method X

* Associated Legal Entity

[ Supplier demo | - ]

| Supplier dermo |

Supplier Demo

Please enter the fallowing in n to receive Bank Transfer payments.

* Payment Method Name ()

* Bank Account Country/Region * Bank Account Currency

Portugal - EUR -
Beneficiary Name Bank Name
IBAN (D) Confirm IBAN

() My company expects international payments

Branch Code Bank Account Type
Business -
Email Address @ Remit-To Code O

Supperting Documents (1)

Drop or Browse Files

Browse

. b

Follow System Rules: Make sure to follow the system rules and confirm that your data matches
the expected format and requirements. This ensures your information is accurate and meets all
necessary criteria.

Submit Your Information: After verifying your data and reviewing all your information, scroll
down to the bottom of the page and click submit for approval. Please ensure you do this, as
failure to submit will prevent us from receiving your data.



