SUPPLIER ONBOARDING — EXTERNAL GUIDE

Guide for suppliers onboarding through the Coupa Supplier Portal (CSP).

1. Open the email with subject New CSP
Supplier SIM Invitation
2. Click Join and Respond

3. If you have an existing CSP account,
click Log in and jump forward to step
5 (page 4)
4. If you do not have an existing CSP
account:
a. Complete required fields
b. Click Create an account
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New CSP Supplier SIM Invitation

Hello Supplier,

A Ssiisbury Mansgameant, LLC d/tva New Story school of department would like 10 ransact with you through
Coupa New Story consists of multiple brands of schools. You may be more familiar with the individual school
names. Vist newstony com 10 see a full list of our brands. They are aiso isted below

Be==s

Z,scoupa

R rmmmas Comndt Manacmmant

& Reply ~ forward ) (@)

,zcoupa supplier portal

Create an account

New Story uses Coupa to transact and communicate
with you.

If you can't provide this info, please send it to the right
person who manages accounts.

Forward this to someone
* Business Name

Shakey McShakerson

(Jido not have a Tax ID

* Email
* First Name * Last Naome
Valued Supplier
Cannot contal P - arac
* Password * Confirm Password
A p—
¥ and a
* Country/Region *TaxID
United States ~ || 123456789

B accept the Privacy Policy and Terms of Use

4b|
B Already have an account? Log In




c. Complete required fields for
: Onboarding for newstory-test (Coupa Supplier Portal
your Prlmary Address Fill out the requ\redgﬁetds so your(usmmerVCan pay yu(u, P PP )

d. Click Save and Next
P
N

" Primary Address , Payment Methods
/) Provide the main address associated with your business. (Virtual Card | Bank Transfer | Remit-To Address)

(=)

m Primary Address
* Country/Region * Address Line 1 Address Line 2
United States - |[ sesame seed courd | x ] ®
* City * State * Postal Code
Germantown Maryland - 20874

United States
Invoice From Code (i) Preferred Language

English (US) -

m Save and Next

e. Click Do not accept Virtual Card
payments from New Story (we Onboarding for newstory-test (Coupa Supplier Portal)
Fill out the required fields so your customer can pay you.

do not transaction with virtual

. i Primary Address _™\ Payment Methods
(2)
\=/ (Virtusl Card | Bank Transfer | Remit-To Address)

Provide the main address associated with your business.

Virtual Card ®

Please enter the following information to receive Virtual Card payments.

Account Nickname * @ Email Address *

O Process credit cards automatically

m Do not accept Virtual Card payments from New Story

m Save and Next
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g. Toreceive payment via ACH
preferred method), complete
required Bank Transfer fields

h. To receive payment via check,
click Do not accept Bank
Transfer payments from New
Story

i. Click Save and Next

For ACH payments, New Story
only accepts either a copy of a
voided check or a letter noting
account information on BANK
letterhead. Bank Statements

will not be accepted.

J

j.  For the free CSP account, click
Continue in the Registered
option
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Primary Address

Bank Transfer

Account Nickname * o)

Bank Branch Cauntry / Regian *

United States

Bank Branch State [ Provinoe

Account Number
4-17 digits
Wire Routing Number ()

Additienal Information

Remittance Email o
10

Supparting Documents (7}

Provide the main address assaciated with your businass.

—~
12

eive Bank Transfer payments

Beneficiary Legal Mame 7

Bank Account Currency
- usp

Bank Mamc *

ACH Routing Mumber
9 digits
SWIFT /BIC Code (7

8 or 11 characters

Remit-To Code [0
L

Drop or Browse Files

Browse

m @ Do not accept Bank Transfer payments from New Story

Onboarding for newstory-test (Coupa Supplier Portal)

Fill out the required fields so your customer can pay you.

™ Payment Methods
\"/ (Virtual Card | Bank Transfor | Remit-To Addrezs)

m Save and Next

Subscriptions

Registered

Easily do business with customers who
use Coupa

Free

Registered user includes:

Business Profile
Orders
E-Invoices
Catalogs
Payments
Sourcing Events

m Continue

#%# Coupa Verified

Amplify your trusted brand across
Coupa's community of buyers

$549 / year
Everything in 'Registered’ plus:

» Verified Badge
s Priority Search Rank

Coupa Advanced

Optimize your cash flow and increase
productivity throughout your day

$4,800 / year
Everything in 'Registered’ plus:

* Automated invoice reminders
and reporting

* A seamless integration with your
account system

Purchase Advanced




5. From the homepage, click Business = coupa supplier portal VALUED - | NOTIFICATIONS @) | HELP -
Pr0ﬁ|e A Invoices H Service Sheets  Items  ASM  Sourcing  Forecasts  Catalogs  Setup  More..

6, Cllck |nf0rmati0n Requests Business Profile  Profile Submissions  Legal Entities  Payment M, Information Requests ~ Performance Evaluation  Subscriptions
7. Inthe Select Customer field, select
New Story Select Customer | New Story
New Story
8. Under Forms, click Supplier
Onboarding — External Fil out g cubinit the New or Draft foms Yu can updats your normation on forms at any ime

- On o e

Form Status Created Date Submitted At
n |SuppHer Onboarding - External v2 New 04/17126 None

Perpage 15 | 45 | 90 Show Count

Forms

9 F i I I 0 ut th e fo rm ﬁ Irvoices Orders Business Profile Service Sheets tems ASN Sourcing Forecasts Catalogs Setup Maore...

a. Complete required ﬁelds Business Profile Profile Submissions Legal Entities Payment Methods Infarmation Requests Performance Evaluation Subscriptions
b. Inthe Payment Information New Story Select Customer | New Stoy

section, click Add Remit-To
c. Select an address
d. Click Add Selected Suppler Onboarang - Extamal 2

e. Continue filling out form Payment Information
/ \ -Remit-To Addresses
Notes: Add one or more Remit-To Addresses by either filling out a new Compliant Invoicing Form or choosing an Existing Remit-To Address

e ACH attachment must be either a copy mi
of a voided check or a letter noting | Asarema |
account information on BANK
letterhead; Bank statements will not * Please confirm the bank name
be accepted

e \W-9 attachment must be fully

completed, including signature and

\ dated within the past year )
* Payment Terms

-

Net 30 preferred. If you select an option less than Net 30, a New Story representative will connect with you prior to approving this form.

f.  When finished filling out the
form, click Submit for Approval m

o Comments Mute Comments v
Enter Comment

~N

New Story will use the Comments Add File | URL
SGCT.'IOH to Communlcate If Changes Send Comment nofification to a user by typing @name (ex. @JohnSmith)
are needed to the form; You will

receive email notification of
comments made to you

J
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10. Select an option based on your
preference

11. Select or deselect Allow sharing my
data to the Coupa Community based
on your preference

12. Click Save

Save This Information to Your Profile?

Save this info to your profile so that you'll be able to re-use it when other customers
request you the same information.
The following info will be saved to your profile:

Doing Business As DBA Shakey McShakes
PO Email ericksonjenm+supplier5@gmail.com

Leamn More m Yes, Save to Profile

Share Your Business Profile with the
Coupa Community

Clear and up to date information is critical to maintaining a relationship with your
buyers. By opting to share your business profile, Coupa will share basic company
information from your profile and user contact information with your buyers, to ensure
clear communication.

m Allow sharing my data to the Coupa Community

You can update your publishing preferences any time from your Business Profile page by

selecting Manage Data Privacy

New Story will be notified of the completion of your form and will finish the onboarding process.

We encourage you to transact with us through your CSP account to view PO’s and send invoices. If you will not use the
CSP to send invoices, email PDF invoices to invoices@newstory.com. Invoices must reference a Coupa issued PO # to be
paid timely. Contact the New Story employee requesting goods or services from you to receive a Coupa issued PO #.

Visit https://info.newstory.com/coupa-for-vendors to access FAQ’s, guides, and links for CSP assistance.
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