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1. Invitation message

In order for SoftServe to assess the capabilities of cooperation with your company,

you need to go through the registration and verification procedure.

In your email you will receive the letter from Coupa Supplier Portal with details.

Inside will be a brief description of what to do and a link to the e-questionnaire.
Example of the letter

softserve

SoftServe Profile Information Request - Action Required

COLLABORATION WITH SOFTSERVE

SoftServe company invited you to pass the registration in the supplier database, please fill
in the questionnaire (all fields), and accept our qualification requirements.

If you encounter any difficulties filling up the questionnaire, please follow the link How fo
register and read the user guide. If you have any questions related to the onboarding process
let us know by e-mail vendormgmt@softserveinc.com

CMIBNPALIA 3 SOFTSERVE

Komnadia SoftServe 3anpocuna Bac NporTW peecTpali B a3 faHux nocTadanbHUKIE.
[NA NpOXoM#eHHA peecTpaUlii, 3an0BHITe aHKeTy (BCI NONA) Ta NPWAMITE Hawi KeanidyikalidHi
BUMOT K.

AKWO vy BAC BUHWKHYTE TPYAHOLL i3 3aN0BHEHHAM aHKETKH, NepeldiTe 38 NOCUNaHHAM HK
3apeecTpyBaTUCA Ta NpoYMTaRTe NOCIDHWK KopUCcTYBaYa. HKLIO Y BAC BUHWKNKM 3anUTaHHA
WoA4o Npouecy aganTauil, NOBIGOMTE HAC eNeKTPOHHOK NOLITOH
vendormgmt@softserveinc.com

COOPERACION CON SOFTSERVE

SoftServe lo invitd a pasar el registro en la base de datos de proveedores. Para
registrarse, complete el cuestionario (todos los campos) y acepte nuestros requisitos de
calificacion.

Si encuentra alguna dificultad para completar el cuesticnario, siga el enlace Como
registrarse y lea la guia del usuario.Si tiene alguna pregunta relacionada con el proceso de
incorporacion, haganoslo saber por correo electronico vendormgmi@softserveinc.com

1
| Respond Without Joining |

2)
| Join and Respond \
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For your convenience, there are two options:

The first is to fill in the application form without registration and creating a profile
on the Coupa supplier portal. In this case, the system will open an electronic
questionnaire, in which you need to enter the necessary information.

The second is to join the Coupa Supplier Portal (CSP). This portal is completely free
for suppliers. In this case, you will be able to:

. Create your profile and use various options (for example, receive orders,
maintain catalogs of your products, send invoices, track the payment for the orders,
etc.).

o  Afterregistration, you will have access to a database of customers who also use
the Coupa worldwide. You will be able to send requests for cooperation, and all your
products or services will be available for all users of the portal.

2. Respond Without Joining

After you press Respond Without Joining, the system automatically opens a
window with an additional question.

Choose your country from the dropdown. If you cannot find your country in the list,
choose the International option.

Supplier Informatior

* Please, choose your
country/region of

operation
Paland

Bulgaria
LS4
Chile, Mexico, Colombia

International {Generic)

The system automatically opens the window with the appropriate questionnaire.
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Example of the questionnaire

Supplier Information MNew company - ETTEEsEE ST ESEEE ST EEEEEEEEEET ]
I' Field “Company name” is auto filled by default, but |
* Company name | Mew company 1 .
| You are able to make changes if needed. :
* Primary Address TTTTTTT T TEETTTETTIEE T IR
Address Purposes @) [ saect some Options oSS TTT T mmT s EE TS -

Field “Primary address” here you need to

1 1

1 . . . 1

* Region | provide the legal registration address of your

Country/Region b I com pany. 1

1 . . 1

State Region “ ; Please, pay attention to the mandatory fields, |

I they are marked with a red star. 1

Address Name b el e e =
* Street Address
Street Address 2
* City
* Postal Code
Location Code

* Primary contact data
o o — — — — — — — — — — — — — — —— —
" First Hame I Field “Primary contact data” is auto filled by :
1 .

* Last Name ; default, but you are able to make changes if I

1

* Email Address [ ] I_ n_ee_dsd_ _________________ -

e o  — — — — — — — — — — — — — — — — —

I' Field “Registration number” here you need to !

* Registration number I . , . . !

| Provide your company’s registration number. |

DUNS Number - -m-mmmmmmmm - == =

Please add ultimate
beneficiary owner

: Follow the link and read our
Please follow the link and read Soft5erve eligibility criteria and Supplier code of conduct .
 documents for the suppliers, to know
B I better SoftServe's rules and

! expectations.

*| agree to the SoftServe's Eligibility criteria and Supplier code of conduct and have read them

O

AILETN YOU Press supimit.
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- If everything is clear, system shows a warning message to confirm your
answers. In this case press OK.
Example of the warning message

softserve.coupahost.com

Warning. You will not be able to access or make changes afteryou
submit. Submitresponse now to form: [Generic] New Supplier Update?

- If any mistake, the system highlights the place where you missed filling in the
information. Please, add the needed information and press Submit.
Example of the typical mistake

0

Please fix the errors balow

Supplier Information HEALTH WELLBEING SERVICES SP. Z 0.0. (BOBO Coworking)

* Nazwa firmy HEALTH WELLBEING SERV

-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

* Gtodwna osoba kontaktowa:

* Imie
* Nazwisko

* E-mail [ )

In this case, you need to press Add Remit-To, and the system opens the table
where you need to provide the required information.
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3. Join and Respond via Coupa Supplier Portal

If you choose this option, you need:
- create an account on Coupa supplier portal.

Example of the account creation
Powered by {;&coupa

Create your business account

We use Coupa to manage purchase orders, invoices, and communicate with our suppliers. We'll walk you through a quick
and easy setup for your account, so we're ready to do business together.

= —
Email I Field “Email” is auto filled by default, you :

1 .
Password © | cannot change it here. 1
I Create the Password, confirm it and accept !
. . 1
I' the Privacy Policy. |

Password Confirmation © 1 .

I To continue press, Get Started. 1
O 1 accept the Privacy Policy and the Terms of Use. | I

- After you press Get Started, the system automatically opens window with
additional questions.

Example of the additional questions
Povered By , COUPA

Basics Profile
Tell us about your business @

1
: Field “Company name” is auto filled by default, but |
| You are able to make changes if needed.

Website | em em em oem e omm e e e e e e e e e e e e e e e e e e e
In the part of address information here you need to

provide the legal registration address of your
company.

* Company Name New company

* Country/Region v
* Address Line 1

Address Line 2

* City are marked with a red star.

State Example: CA After you filed in need information check it and

press Next.

1
1
1
|
I . .
| Please, pay attention to the mandatory fields, they
1
|
1
* Postal Code :

Q All set for now. On your first invoice with SoftServe, we will guide you through your legal entity setup.
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- System opens your company profile.

Press Notification to see all requests and messages.

Example of the company profile

Z,:coupa supplier portal ANDREW v | NOTIFIGATIONS HELP v 1

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

Setup

0 New: Exclusive discounts for your business to thank you for being a part of the Coupa Community. X }
Recommended: Complete your profile to get paid faster and get discovered Learn More Announcements viewai (0)
Profile Progress Last Updated
Improve Your Profile B .
(© less than a minute ago One—CHCk SaV\ngS View All
. & start saving today!
P rOﬂ | esumma r_\/ Explore deals for your company, exclusive to the

Coupa Community.

é% L ‘L& Merge Accounts

0 ’| 1 If your company has multiple CSP accounts, merge
Legal Entity Registered User Connected Customer them to reduce confusion for your customers. Learn
Add View more
Request Merge
© Banking Info © Diversity © Accelerate © Bribery Policy

atest Customers

New com pany SoftServe

The system shows all new requests or messages for you in the Notification tab.
- To see information or action what you need to do press on needed message.
Also, here you have possibility to manage notications:
Use View - to sort all your notifications into different categories;

Use Delete - to drop chosen notification;

Use Mark as Read - to mark a chosen notification as read without opening.

{;}_coupa Supplier portal ANDREW v NOTIFICATIONS @ | HELP - 1

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

My N Otlﬂ CatIO ns Notification Preferences
View Al v
O Message Received

] 04/26/22 02:47 PM
0 rmaﬂmmmmﬁenhl

Delete Mark as Read
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- System automatically opens new questionnaire or message.
- Inthe case of questionnaire, choose your country from the dropdown. If you
cannot find your country in the list, choose the International option.

Supplier Informatior

* Please, choose your e
country/region of
operation
Poland
Bulgaria
UsA

Chile, Mexico, Colombia

International {Generic)

- The system automatically opens the window with the appropriate
guestionnaire.
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Example of the questionnaire

SoftServe Profile | softserve -

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

Li]
Supplier Information New company - ST T T T s s s s s T EEEEEEEEEE ST 1
*Gompany name  New company ; Field “Company name” is auto filled by default, but |
PR I you are able to make changes if needed. 1
aly UUilT 55 L _________________________ l
Address Purpnseso Se
* Region - ,,T-__-_—_—_—_—_—_—_—_—_—_————— 1
Country/Region | Ukraine v : Field “Primary address” is auto filled by default, |
State Region ; butyou are able to make changes if needed. !
1
Address Name I Please, pay attention to the mandatory fields, |
1 .
* Street Address | Naukova ; they are marked with a red star. 1
Street Address 2 | 116 1 :
*City | Lviv b e e el e
* Postal Code | 79069
Location Code
* Primary contact data
P e oo I
*First Name | Andrew 1 Field “Primary contact data” is auto filled by |
*Last Name | Door I' default, but you are able to make changes if 1
Emai | 1
Email Address @ L needed. )
* Registration number I- '_ » ll_ N '_ . -'- o 7 ---------- I
¢ ; Field “Registration number” here you need to "
PUNS Humber o I provide your company’s registration number. 1
Please add ultimate L o o o o o e e e o e e e e e e e e e - |

beneficiary owner
—— i — — — ——— e — —

| . |

Please follow the link and read SoftServe eligibility criteria and Supplier code of chduclI FO”OW the Ilnk and read our docu ments for 1
> hitps /A softserveine comien-us/beco 1 the suppliers, to know better SoftServe's 1
:_ rules and expectations. !

____________________ 1

* 1 agree to the SoftServe's Eligibility criteria and Supplier code of conduct and have read them

o
U -
I' To submit your answers press, Submit for Approval. :
1
| Pay attention if you did not submit your answers requestor will not receive them. 1
S e e e e e e e M M e R M M e R Mmm M e M Mmm M e R Mmm M e e Mmm M e e Mmm M e e e e )

Enter Comment

Attachments Add File | URL
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4. Communication via onboarding process

In the comments section you have possibility to communicate with requestor.

Enter your message into the comment section and press Add Comment.
Example of the communication

T Comment Mute Comments v

Enter Comment

Send Comment notification to a user by typing @name (ex. @JohnSmith)
o e T T T
Attachments Add File IURL - In the Attachments you have possibility to add :
I document. |
Participants: Mykhailo Skobylko Supplier User
from supplier
Supplier User 04/26/22 at 06:06 PM 4

Hi, Mykhailo!
Here is our Tax ID number: 22333888

to supplier

S 2

Hi, Andrew!
Could you please provide us company's Tax |D number?

04/26/22 at 06:03 PM

After you Submit answers system sends you notification that your company's
information was changed.
- If cooperation approved, you receive message:

SoftServe <do_not_reply@softserveinc-test.coupahost.com>
KOMY: MHe

SOftse rve Info submitted to SoftServe was Approved

£coupa

Hi Supplier,
The company profile information that you submitted to your customer, SoftServe was recently approved

Thank you for applying! Our specialists have carefully analyzed the information you provided, and we are happy to announce the
successful completion of the verification.What's next? Your company has been appended to SoftServe’s database of reliable
suppliers. Hence, we will regard you as our potential supplier during the upcoming procurement of goods or services. You will be
notified of the details when this occurs

[akyemo Bam 3a 3BepHeHHAl Hawwi cnewianicTv yBaxHO npoaHanisyeanu AaHi, AKi BU Haaanu, i M1 3 paaicTio NoBiaoOMNAEMO Npo
ycniwHe npoxoaxeHHA nepesipku.LLlo aani? Bawa komnaHia goaaqa Ao 6a3u AoBipeHux noctayansHukie SoftServe. 3 yboro yacy
mu Dyaemo posrnagaTk Bac Npu NNaHyBaHHI 3akyniBenbs NOCNYr Y1 TOBapis, Npo Wo By Gyaete okpemo

noeigomneni.Regards, SoftServe procurement team

View Profile Info
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In case, you have any questions you can send them on an Email
vendormgmt@softserveinc.com

SoftServe <do_not_reply@softserveinc-test.coupahost.com>
KOMY. MHe -

SOft se rve Info submitted to SoftServe was Approved

Zxcoupa
Hi Supplier,
Thank you for applying!
Unfortunately, at the moment we have to refuse your request for collaboration

If you would like to get more details, please contact us on an e-mail: vendormgmt(@softserveinc.com

Regards,

SoftServe procurement team

View Profile Info

Video guides how to use Coupa Supplier Portal (CSP):

Coupa supplier portal (CSP) introduction

Your Coupa supplier portal (CSP) profile

Coupa supplier portal help messages

How to administrate your CSP profile?

How to view announcements on your CSP profile?

How to view received orders on your CSP profile?

How to create invoices on your CSP profile?

How to create catalogs on your CSP profile?

How to set payment preferences (static discounting) on your CSP profile?

How to create one-Click Savings on your CSP profile?



mailto:vendormgmt@softserveinc.com
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Intro
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Profile
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Help
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Admin
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Announcements
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Orders
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Invoices
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Catalogs
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#Set_payment_preferences_(static_discounting)
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_Videos/CSP_Videos#One-Click_Savings

