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Coupa SIM (Supplier Information Management)

ONBOARD COMMUNICATION STANDARD

PROCESS

Onboarding forms Online
covering financial, communication Standard process

operational and between internal and streamlined
supplier vetting stakeholders and collaboration: one
requirements suppliers to drive a workflow and the
more competitive same team
environment managing the on-
boarding requests
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Responsibilities

Requester

e Manages Supplier relationship throughout the process

e Support low critical suppliers throughout the form 2c answering process. This doesn’t include the bank
details provision

e Submits form requests: form 1 (first part), form 3, form 5, form 6a, form 7
e Follows up on the Supplier request status

Sourcing Specialist (Strategic Sourcing & Procurement - SS&P)

¢ Provide supplier information within form 1 (second part - including the definition of supplier criticality and
payment terms)

e Support high critical suppliers throughout the forms 2a/2b answering process. This doesn’t include the bank
details provision

e Answers form’s questions, provides the required information (including bank details) and documents
e Acknowledges and sign T&C’s document (in the US: acknowledgement only)

SE (Supplier Enablement) Team

* Manages the whole on-boarding workflow in Coupa SIM

¢ Provides suppliers with technical support (e.g., missed notifications, etc.)

e Performs the document check, Tax ID validation, Restricted Party Screening and Bank Validation call
e Final supplier setup in Tibco/WGS/CMS

TIANM
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Coupa SIM Processes and Forms (1)

Below is the high-level flow of the types of Supplier Onboarding and Update and their respective forms.

Full Onboarding

1_Full Onboarding

(Requester /
Sourcing Specialist)

2a_Full Onboarding
(Supplier)

2b_Full Onboarding
(Supplier)

2c_Full Onboarding
(Supplier)

GUARDIAN#
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Coupa SIM Processes and Forms (2)

Below is the high-level flow of the types of Supplier Onboarding and Update and their respective forms.

Urgent &
Exception
Suppliers
(Requester)

Sourcing
Supplier

Customer
Onboarding

Supplier
Updates

Supplier
Replication

5_Urgent & Exception Onboarding
(Requester)

1c_Sourcing Only 1_Full Onboarding
(Requester/Sourcing Specialist) (Requester/Sourcing Specialist)

2_Full Onboarding
(23, 2b or 2c, depending on supplier criticality

6a_Customer Form (Requester) 6b_Customer Form (Supplier)

3_Update Form (Requester)
4a_GLASS Bank Data Update Form (Supplier)
4b_SRG Bank Data Update Form (Supplier)

7a_GLASS Supplier Replication (Requester)
7b_SRG Supplier Replication (Requester)

All supplier master data requests must be processed through Coupa

Replication of active suppliers from one ERP instance to another

GUARDIAN#
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Supplier Criticality

With the aim to ensure an appropriate and time-adjusted onboarding process, we adopted the concept
of “criticality” of a supplier.

A supplier is critical if at least two out of these three statements are true:
1. The provided products or services are essential for our operations
2. Its sudden loss would cause significant disruption to the business

3. Its (estimated) annual spending amount is considerable

Based on this definition and the information collected in form 1, the Sourcing Specialist establishes the
supplier criticality and, thus, which form follows:

* Direct Materials & High Critical Supplier 2 Form 2a (supplier form)
* Indirect Materials & High Critical Supplier > Form 2b (supplier form)
* Low Critical Supplier 2 Form 2c (supplier form)

GUARDIAN#
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Coupa SIM Process - Full Onboarding_v10

Baquaster fils amd
stemits Form L

Duplcate Check &
ttached documant (1
anmy}

Full Onboarding Process

Sourcing Specaiit
revieas and com plutes

Form 1 ™ form 2is t

(**) Category One-time 3, Utility C
Yes, Procurators, Automotive Directed Buy, Vendors, Koch OpCO.
Low Critical, Compliance & Ethics Team approves: G Entities, Charitabl
indirect Materials C E
Risk Managt Team appr (@ i
e
i | E—
Yes, Yaz,
High Critical, High Critical,
Direct Materiaks indirect Materials

St regpsta i and
vatormits SO Form 2a

Supgiiee rigaters ind
st rrits Form 2e
Suppims regaters and
wabmits S Form b

Qual ity Audt

(Pegional Gual ity
Tasms)

Forms 1 and 2 (either o, or b, or )
D s g P, Tan 1D wal dation & Restricted

Party Scremsing (Liingstone Check]

A . Bank Vaidavon,
adcalrton? No [ T Agproeed?
ik

Suppier com plated

(ntmgration)

No, issue .
detected
Yes

|
(] I

Unacce ptable Acceptabile
ik rick

IANM

INDUSTRIES




Full Onboarding

Supplier onl

request?

Wea're herae to guide

After logging in Coupa, the requester can:

1. Click the dropdown and select the onboarding
process depending on the supplier’s language, or

2. the 1_Onboarding Supplier button

1c_Sourcing Event
Supplier (Requesier)
3 Update Form
(Requester)

5 Urgentand
Exception Suppliers
(Requester)
Ba_Customer Form
(Requester) Arabic

1_Onboarding Supplier
{Requestar)

[

1c_Sourcing Cnly

6a_Customer Form
(Requester) Chinese

3_Update Farm
[Requester) ({Requester)
Ba_Customer Form

{Requester) English

5_Urgent Suppliers
{Requester)

b Q

6a_Customer Form

6a_Customer Form
(Requester) French

7_Supplier Replication

(Requester) (Requester)
B6a_Customer Form
(Requester) German
6a_Customer Form
{Requester) Hungarian
B6a_Customer Form
(Requester) Polish

10

My Groups v My Projects v Forms v Order Lists v Catalogs
1_Onboarding_AR
1_Onboarding CN
1_Onboarding DE
1_Onboarding_EN
1_Onboarding_ES

6a_Customer Ferm
(Requester)_Portuguese
6a_Customer Form
(Requester)_Spanish
6a_Customer Foerm
(Requ L _Thai

lier 1_Onboarding FR
1_Onboarding_HU

Eh_%‘ : =9 1_Onboarding_PL
#:F’";at’”'_‘ ! qu:‘%‘*" 1_Orboarding PT
i equisition Intake 1_Onboarding TH

Catalog Request
Commodity Request

Lease/Rental
Requisition Form

SiM Status Update

-l Wik dEh Gl sk MRk W [
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Full Onboarding

Legal Name * Supplier Legal Name

Common Name * Supplier Common Name

-
-

Supplier Information:

The legal name is the formal, official name with its legal entity of the company and appears on government and legal

forms.

-

English characters only

The common name (or trade name) is the name the company is commonly known as when doing business. If not

available or unknown, please put the same as legal name.

Please, use only CAPITAL LETTERS and write it only in ENGLISH ALPHABET.

)

11 4/3/2024
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Full Onboarding

* Supplier Primary Contact (Please, do not fill the "Purpose” field)

Contact Purpose Contact Purpose | geject Some Options 0
must be left blank. d ik e
* Last Name
* Email address 0
Business Phone | US/Canada ~
Cell Phone  US/Canada ~
Fax US/Canada v

This is the main supplier contact, who will receive the invitation to join Coupa
and fill the questionnaire (Form 2a or 2b or 2¢).

GUARDIAN#
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Full Onboarding

. Who will this supplier Guardian Glass
Requesting company: Glass or SRG i

provide goods/services
for?

Request Plant

Guardian Plant 023 - N. America

Region (Request Plant)

Supplier Region North America

Country
Country United States of America,US

Location: US or Rest of World Supplier Location United States

Product/service the supplier delivers Information for Category Manager Approval

Detailed Description of
the products/services
supplier will be
providing

Estimated annual spend

Estimated annua
spend with the supplier

If the supplier is based in the European
Tax ID Detail Information Union or the United Kingdom, the Tax ID
number is enough.

Elsewhere, tax ID document must be
attached for validation purposes.

Tax details Tax ID Type Australia - Tax ID

111

Tax ID ****= 4123

Please, attach Tax ID / TEST_TAX_ID_DOCUMENT.docx
W9 / W8 document for

GUARDIAN#
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Full Onboarding

T&C’s (Guardian’s Terms and Conditions) agreement and sign are not mandatory for US-based
companies. They shall only acknowledge our T&C’s when filling form 2a or 2b or 2c (or declare their
will to re-negotiate them).

Rest-of-world suppliers must acknowledge and sign the T&C'’s.
Guardian agreements with the OEM terms or contracts in place with the supplier are also valid.

The Requester delivers the T&C’s document to the supplier. The updated T&C’s are available at the
Supplier Portal: www.guardian.com/us/en/supplier-portal

GUARDIAN#
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Full Onboarding

Requester’s part of the form finishes here}
Now, Requester submits the form for JEEY

Jand then again for EJ L EL. “
Cancel Delete Save as Draft m

ST TN T is advanced: as soon as the requester sends out the filled form 1, the

reviews the eventual duplication of the requested supplier. If the supplier is already active in another
WGS/CMS instance, it can be replicated by using a form 7 and full onboarding is not needed.

The same form is now sent the Sourcing Specialist (SS&P Team) to be completed.

~ SS&P Team Only -

The mandatory questions below are answered by SS&P, not by the Requester

GUARDIAN#
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Full Onboarding

Sourcing Specialist receives a note in the To-Do section and an email to advise about next step to
take:

To DO 3morein your inbox v
New Supplier Request from NS 1_Full Onboarding (Requester)_Polish (#155234)
Hide * Reject -
New Supplier Request from eI - 1_Full Onboarding (Requester) (#153590)
Hide « Reject -
New Supplier Request irom”- 1_Full Onboarding (Requester) (#154697)

Hide * Reject « Approve

Added by the approval chain 1_Full Onboarding (Requester) SS_GLASS_E-EU

Add

(1 1) -
I L '

Sourcing Specialist Supplier Enablement Approval Complete

Sourcing Specialist enters the request ([s[e¥;le]: oSS, Eat 1)
=1 R4, scrolls it down and click [Hehit.

* Comment (required to reject)

Provide approval'rejection comment here

16 4/3/2024 R




Full Onboarding

The mandatory questions below are answered by SS&P, not by the Requester

IMPORTANT

All SS&P questions are mandatory, even though they are not marked by
asterisk. Forms with unanswered questions will be rejected.

Missing answers neither trigger the right form, nor the Category Manager
approval. From here, the importance of delivering a complete form.

— GUARDIAN#
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Full Onboarding

Categorization

Coupa SIM utilizes the current

categorization for Category
Manager’s approval.

Supplier Category

41000000-
ADMINISTRATIVE

02000000-MRG
03000000-LOGISTICS
04000000-CAPITAL,
TOOLING &
PACKAGING
06000000-UTILITIES
SiM and SOURCING
OMLY

02010000-ELECTRICAL
SUPPLIES
02020000-GEMERAL
SUPPLIES
02030000-MECHANICAL
SUPFLIES
02040000-OPERATING
SUPPLIES

>

o

02010100- (3
AUTOMATION &

POWER
02010200-EQUIFMENT  #
& SUPPLIES

02010300-MOTORS 4

The user needs to select one of
the six listed level 1 categories
and then one of the Level 2 sub-

categories, down to reach the

level 4.

-

£

18 4/3/2024

02010103-ELECTRICAL
SUPFLIES-CONTROLLER
02010104-ELECTRICAL
SUPPLIES-
ACTUATOR/CYLINDER

02010105-ELECTRICAL
SUPFLIES-TRANSMITTER
02010107-ELECTRICAL
SUPPLIES-INDUSTRIAL
CONTROLS
02010108-ELECTRICAL
SUPFLIES-SENSOR

02010109-ELECTRICAL

GUARDIAN#

INDUSTRIES




Full Onboarding

Additional Questions

Indicate Supplier Tier Level
Will the supplier be providing

goods/services to multiple
plants?

Supplier Preferred Status None Few additional information are requested
Supplier Group
Supplier Classification None
Delivery Method
Delivery Terms

Place of Destination None

GUARDIAN#
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Full Onboarding

The below questions are asked for a matter of supplier classification

Additional Questions

Additional Questions

* Supplier Preferred ~
Status
' SupplierPresl:;:E: > Supplier Classification ~
Preferred Competitor
Non Preferred Critical
Intef::ompany‘
Customer Only -
The Preferred Status means if the supplier should This classification refers to the type of supplier:
be considered as Preferred/Non-Preferred for the * Government entity
specific item it is going to provide us with, or rather, * Competitor of another supplier we already work with
Guardian has no different choice to purchase that * Vendor disruption could halt our Production
product (the so-called “Non-Addressable spend”: * Intercompany supplier
government authority, market monopolist, etc.). * Supplier record created to process refunds to customers

GUARDIANA
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Full Onboarding

_ The Cash Accounting Scheme follows the principles of cash
Is the supplier under v . . . . L .
cash accounting accounting, meaning that income is recorded when it is received,
scheme? and expenses are recorded in the period they are paid.

The Cash Accounting VAT Scheme, therefore, differs from the
Standard VAT Accounting Scheme, under which VAT is recorded
on the date of issuing or receiving a VAT invoice, regardless of
when (or if) the payment is made.

Under the Cash Accounting Scheme, the business pays the VAT
on sales when customers pay their invoices but cannot reclaim
VAT on purchases until suppliers are actually paid.

GUARDIAN#
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Full Onboarding

Supplier Criticality

Supplier Criticality US, Indirect Materials, High Spend
Assessment

Depending on the supplier country (US or elsewhere), the category (direct or indirect materials) and the
estimated annual spending amount, Coupa provides an assessment of the supplier criticality (example

above).
Based on this assessment and on other details within the same form 1, the Sourcing Specialist establishes

the criticality to apply:

» Direct Materials, High Critical Supplier > Form 2a
* Indirect Spending, High Critical Supplier 2 Form 2b
* Low Critical Supplier 2> Form 2c

GUARDIAN#

22 4/3/2024 INDUSTRIES




Full Onboarding

Payment Terms

* Payment Terms >

Payment terms: the default payment term is NET 60. The Sourcing Specialist might negotiate different terms with
the supplier and set them in the drop-down field.

Only the below standard ones (written exactly in this way) must be selected§

2.0% NET 10 / NET 30 2.0% NET 15 / NET 60 NET 30

1.0% NET 10 / NET 30 1.0% NET 15 / NET 60 NET 15

3.0% NET 14 / NET 30 NET 90 NET 120
1.0% NET 15 / NET 45 NET 75 PAY IMMEDIATELY
2.0% NET 14 / NET 30 NET 60

2.0% NET 15 / NET 45 NET 45

A selected payment different from the above listed ones means the system rejection of the supplier.

GUARDIAN#
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Full Onboarding

Additional mandatory documents shall be
attached, according to specific requirements
of some countries (examples):

* Copy of Constituting Act of | Choose File | No file chosen

Statutes and their amendments

Please attach the following documents:
For Individual vendor: Identity card copy, Business certificate

For Oversea vendor: Company registration certificate

* Thailand Attachment | Choose File | No file chosen

For General domestic vendor: Company registration certificate, Tax and VAT Certificate

LLENERT

GUARDIAN#
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Full Onboarding

Cancel

Submit the form for m

Delete

Save as Draft

Once all information is final, Sy liRGER IR 1T ])2l. The approval chain is now visible:

. Approvers

Massimo Tendi

12/15/22

Massimo Tendi acting
as Beatriz Sanchez
On behalf of Sourcing
Specialist GLASS_US

12/15/122

Massimo Tendi
On behalf of Timothy
Batey
12/15/22

Massimo Tendi
On behalf of Supplier
Enablement

12/15/22

A

Approval Complete

25
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Full Onboarding

If the request is for a Production supplier, (£ IESRI R G TLYA LA 111137, then the SE Team,

shall add the Regional Quality Team as a watcher.

The Quality Team is notified that a Production supplier started the onboarding process and will
review/approve the supplier, whatever form 2 the Sourcing Specialist selected.

Added by proval chain 1a_Full Onboarding (Requester)_SE
Name Approver Position
Regional Quality Team - M As Watcher

Massimo Tendi Supplier Enablement

08/18/20

alda -7
24 :
Category Manager - Approval Complete
MINERALS - NON-
METALLIC

GUARDIAN#
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Full Onboarding

After form 1 is fully approved, the requester sees within the (L #¥-41%14Y box the submitted
form and the onboarding progress:

Recent Activity viewai

Process Supplier Onboarding (#16) =

TestBea +28 Dec - In Progress

o [o) you nee Onboarding Progress Last update
Inr ’

1_Full Onboarding (Requester

Supplier TestBea - 28 Dec « Appliel

EIVity view O O L O:

r Onboarding Beatriz Sanchez Massimo Tendi TestBea TestBea Approval Needed
1_Full Onboarding On behalf of Supplier TestBea
(Requester) Enablement 2b_Full Onboarding
12/28/22 12/28/22 Supplier

1g (Requester

requester can see the form "G (Soursing - Suppler Onocarded
sonsulting « 17

approval flow, with both the

completed and the pending steps:

ing (Sourcing

GUARDIAN#
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Full Onboarding

After the SE Team review,
depending on the criticality
level m is invited to
register in Coupa to answer
Form 2a or 2b or 2c

Fwd: Guardian Profile Information Request - Action Required

. . . S Reply | & ReplyAll | — Forwerd | | +er |
Test Supplier2 <suppliert629@gmail.com> | SRRy %) Reply | onwar |

To @ Tendi, Massimo Sun 11/29/2020 8:04 AM
Retention Policy Standard - Inbox Cleanup - 30 {90 days) Expires  2/27/2021

@ If there are problems with how this message is displayed, click here to view it in a web browser,
Click here to download pictures, Ta help protect your privacy, Qutlook prevented automatic download of some pictures in this message.

I}

Guardian Profile Information Request - Action Required

IE]

Hello Supplier,

Guardian needs you to provide information about your company electronically in order to prevent lost documents and make sure you are paid on time. They manage this information with Coupa, their chosen platiorm
for Spend Management. Within the next 30 days, please respond below to provide this information.You can find the Coupa instruction manual as well the Guardian Terms and Conditions within our Supplier Portal
https/www.quardian.com/en/supplier portal 1

Mote- Not providing this information in a fimely manner may impact your ability to do business and get paid. Let us know if you are unable to do so for any reason

Welcomel

Guardian

GUARDIAN#
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One World

Form 2a, 2b, 2c GUARDIAN@&’
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Full Onboarding

Fwd: Guardian Profile Information Request - Action Required

. : ; & Reply | % ReplyAll | —> Forward
Test Supplier2 <suppliert623@gmail.com> | J PRy  Reply | orwar |

To @ Tendi, Massimo Sun 11/29/2020 2:04 AM
Retention Policy Standard - Inbox Cleanup - 90 (90 days) Expires 2/27/2021

@ If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures, To help protect your privacy, Cutlook prevented automatic download of some pictures in this message.

I}

Guardian Profile Information Request - Action Required

IE]

Hello Supplier,

Guardian needs you to provide information about your company electronically in order to prevent lost documents and make sure you are paid on time. They manage this information with Coupa, their chosen piatiorm
for Spend Management. Within the next 30 days, please respond below fo provide this information. You can find the Coupa instruction manual as well the Guardian Terms and Conditions within our Supplier Portal:
hitps:/www.quardian.com/en/supplier portal 1

Mote: Mot providing this information in a imely manner may impact your ability to do business and get paid. Let us know if you are unable to do so for any reason.

The Supplier receives an email
invitation to join Coupa. The link
expires after 30 days from sending

date.
After clicking ISGIEL TR Loy 16|, the

supplier is prompted to register.
AL ALCASEL RL YW ST
30 4/3/2024 INDUSTRIES
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Full Onboarding

First registration in Coupa
is quite easy, only contact
data, department, role in
the company and a
password are required.

31 4/3/2024

Join the Coupa Supplier Portal

Complete the information below and create the password for your account. Click here for help.

*First Name | Test
* Last Name | Supplierd

* Company | Test Supplierd

* Department ~
*Role ~
= Email i
* Password

* Password Confirmation

[ I accept the Privacy Policy and the Terms of Use

Forward Your Invitation

Mot the right persen to register now? Want to ask a coworker to join quickly? Send a copy of your
invitation to a colleague's email below (must have the same email domain).

Forward Email | Email @hatmail.com

IDIAN#
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Full Onboarding

Supplier is then required to
verify its email address. Coupa
sends the provided email a six-

digit code to be set in this page.

After clicking m, the supplier
is prompted to its public profile
in Coupa Supplier Portal (CSP).

{)coupa

Email Verification

32 4/3/2024
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Full Onboarding

Form 2a - for direct material suppliers, so it contains questions referring to production
item supply and undergoes the quality team review. It’s filled by the supplier (external
form).

Form 2b = for indirect material suppliers and misses the production-related questions
and doesn’t need any quality team approval. It’s filled by the supplier (external form).

Form 2c = for low critical suppliers, regardless of the provided product/service. It’s filled
by the supplier (external form).

The following slides detail the 2a form process, since it’s the largest and most complete
supplier form.

GUARDIAN#
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Full Onboarding
By clicking [B{eJ{n EHELILECIESES the supplier is prompted

to the Guardian’s questionnaire.

i;;;.gcoupa SUPR i TEST~ = NOTIFICATIONS @ | HELP ~

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

Information Requests

Overview

Your Profile

Welcome! Do we have your details right?

Profile Setup

Your profile helps you get discovered by buyers spending billions of dollars every year.
To save you time, we have pre-filled your profile with publicly available data on your company.

Learning Center You can always edit, add or remove your information in your profile at any time.
Add more customers .
Website
Create a discoverable
profile http://matthewjperry.com
Tax 1D
feedbaes 319-48-4143

Tell us what you think

GUARDIAN#
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Full Onboarding

Terms and Conditions (T&C’s):

US suppliers only must acknowledge (by a Y/N question) the T&C’s, no sighed and attached document
is needed.

The US supplier might want to negotiate specific items of the Terms and Conditions with Guardian. In
this case, the negotiated T&C’s document shall be provided at a later stage, anyway before the
onboarding process finalization.

Guardian Industries requires that all suppliers review and acknowledge our Terms and Conditions. Please read our T&C's on our website and >
agree to continue: hitps:/fwww. guardian. com/en/supplier-portal

* | have read and > >
acknowledged the
T&C's
GUARDIAN#
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Full Onboarding

Commercial Contract Clauses

Within this Questionnaire, the term Guardian is used and this refers to Guardian Industries and all of its subsidiaries. Any reference to Guardian
is to be understood to mean Guardian Industries and all subsidiaries within.

Contract Clauses:
Clause #2 |S |nte nded tO blnd the Supplier agrees to conduct transactions with Guardian by electronic means, as that phrase is used and understood within the context of the

Uniform Electronic Transactions Act. the Electronic Signatures in Global and National Commerce Act, and other applicable law.

. Each entry, submission, acknowledgement, and other action by Supplier through this system will be deemed electronically signed by Supplier
su p pl ier to pe rfo rmance even and the electronic sound, symbeol, or process (automated or otherwise) by which Supplier conducts such activity on or through this system will
When an elect ronic S|gnatu reis be deemed and treatad as being Supplier's electronic signature. Under both state and federal law, an electronic signature is just as binding as a

manual signature in ink on papsr.
provided.

The individual or individuals initially setting up Supplier's account and/or participation on this system represents and warrants that he or she has

all authority necassary to bind Supplier to the terms and conditions of this system and to any fransactions entered into or administered by or

through this system. Supplier will be bound by any and all acts or omissions undertaken through a Supplier user account on this systemn and
Clause #3 d I IOWS the SE tea m to waivas any claim or defense that the individual using this system through a supplier account is, or was, not authorized to undertake the act or

. omission on behalf of Supplier. Guardian may rely upon any act or omission through a Supplier account on this system as the authorized act of

use external tools for a quicker —

supplier banking validation (not

ava | |a ble WO rldw|de yet) . 3.- Supplier grants Guardian the permission to validate the accuracy of the information provided herein, which may include requesting validation
from third parties, such as consumer reporting agencies via a consumer report. Supplier affirms (i) the information provided herein is complete
and accurate, (i) Supplier understands any information provided herein or Supplier otherwise discloses to Guardian may be disclosed to such
third parties to validate such information.

GUARDIAN#
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Full Onboarding

Types of information the supplier shall provide when filling in the Form:

Minority/Diversity Certifications (if available - US only)

e ——
e
e
e —

Contact details (sales, accounting, banking validation, safety,
sourcing, etc.)

Remit-To address - Banking information

- - -
‘ Tax ID information

GUARDIAN#
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Full Onboarding

A production-related supplier will get the below section displayed:

The supplier shall acknowledge

our wepste and agree sonsancomieis 1 - | the Guardian Quality Manual and,
_ eventually, the packaging and
seknomecged ne S tooling standards, if applicable.
Bk b

* | have read and
acknowledged the
Packaging Standards

GUARDIAN#
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Full Onboarding

The supplier indicates the currency,
the preferred payment method
and the effective date.

The selected banking region
defines the type of bank statement
or document that shall be attached
for bank validation purposes.

*What currency you
would like to be paid
in?

* Banking Region

* Payment Method

* Payment Effective
Date

Banking Information

UsSD w

s b
EFT - Bank Transfer M W
08/14/20  [gH|

Bank Validation Documents to attach:

GUARDIAN#
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Full Onboarding

The supplier shall create a Remit-To Address for payment. The company Remit-To Address can match
with the physical address. Click the NeleR:EIgaligaIe] button.

-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.

Choose Remit-To Address X

A pop-up window is going to request to create a Choose a Remit-to Location below - Recommended
new add ress or tO use an availa ble one it's a few more fields, but provides compliance, verification, and re-usabilify.

Otherwise, click 'Gancel’ fo add info to your eustomer's form manually.

Add Remit-To

Create new Compliant Remit-To Address

. . € Create New
In case of creating a new address, click [@g=E=RNEN — |

GUARDIAN#
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Full Onboarding

A series of pop-up windows request the supplier to provide the Remit-To address details.
The accuracy of these details will ensure the payment of the supplier invoices to the

correct bank account.

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
possible.

*Legal Entity Name  Test Supplierd - Z
This is the official name of your
Country United States ~ business that is registered with
the local government and the

country where itis located

41
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Full Onboarding

Tell your customers about your organization

Which customers do you want to see this?

Al

Guardian

What address do you invoice from?

* Address Line 1

Address Line 2 REQUIRED FOR INVOICING
* City Enter the registered address of

State

* Postal Code

Country United States

Use this address for Remit-Te o

Use this for Ship From address o

By selecting “All” or “Guardian” to the first question,
you are providing the ability to let these data be
available to all customers or to Guardian only.

The mandatory fields are the address, the city, the
state or province and postal code.

What is your Tax ID? @

Country | United States ~

Tax ID ‘ 11111111

[ 1 don't have Tax |D Number
European Tax IDs usually begin by the country identifier ' Mo

(i.e. FR, GB, DE).

For those suppliers that may have a domestic identifier
only (Hungary, Poland, Spain, without the country
identifier), the supplier shall tick the box “l don’t have
Tax ID number”.

42 4/3/2024

Miscellaneous

Invoice From Code [ ]

Preferred Language  English (US) »

e
Cancel Save & Continue
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Full Onboarding

Just to confirm that the previous
address will be used as the “Remit-To”
(the address to where the supplier will
receive the payment)

Where do you want to receive payment?

* Payment Type  Address v

What is your Remit-To Address?

Address Line 1 test
Address Line 2 test
City test
State
Postal Code 1111111

Country United States

Cancel

-

Save & Continue

Where do you want to receive payment?

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

Remit-To Account Remit-To Address Status
Address test Active
test
fest
1111111

United States

Deactivate Legal Entity

Add Remit-To

Manage

43 4/3/2024
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Full Onboarding

Where do you ship goods from?

For many countries including different shipping details on the invoice is required if they are different to where Add Ship From

your legal entity is registered.

Title Status
test Active
test

test

1111111

United States

Manage

——— D

By clicking [Xe[sM\[e)'l the supplier
adds the Remit-To address to its

profile.

Just to confirm that the previous
address will be also used as the “Ship
From” (the address from where the
supplier will ship the goods from)

Setup Complete

Do you want to Add Remit-To Address to the customer profile now?

Add Later Add Now
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Full Onboarding

The following group of fields requests to provide the
bank account details to which the supplier will
receive the invoice payments.

The fields cover different country or regional
requirements. Bank Name, Bank Address, Name on
Bank Account, Bank Account Number, Swift Code,
IBAN are always mandatory. Others (ABA, CLABE,
SORT etc.), depend on country specific requirements
and can be left blank.

Supplier collaboration is necessary to provide
Guardian with a complete, coherent and accurate
bank details, in order to avoid the SE Team form
rejection due to missing data and the subsequent
onboarding process delay.

* (5l - Remit To New

Active | Aclive w

Bank Name

Bank Branch

Bank Address

Name on Bank Account

Bank Routing Number
(ABA)

SWIFT Code (BIC)

Swift Address

Bank Account Number

Correspondent
Account

Clearing Code

IBAN Number

CLABE Number
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Full Onboarding

Below, you have an example of how Bank Code
can be left blank (open the dropdown):

Routing (Bank Code)
Number:;

SWIFT/BIC Code:

Bank Account Type:

Bank Code w

Routing Number
Bank Code o

BSB 1
IFSC ~
Sort Code

Transit Number And Institution Number

What are your Bank Account Details? @

Bank Account | Patand
Country/Region:
Bank Account Currency: | PLN
Beneficiary Name: | TesthTest
Bank Name: Rankil

Account Mumber:

Confirm Account

Mumber:
IBAN: | xuxPLODKKx
Confirm IBAN: | omxPLODCx
Routing {Bank Code) Bank Code
Number:
SWIFT!BIC Code: | xowP L0k
Bank Account Type: | Business

at ie wvmnir Ranlde Rean~rR NAAracs"?

What are your Bank Account Details? @

Bank Account | Poland
Country/Region:

Bank Account Currency: | FLN

Beneficiary Name: | Tesl&Tesi

Bank Name:  Bankl

Account Number: (987654321

Confirm Account | §SETE54321
MNumbar:

IBAN: | :0oPLODKNX

Confirm IBAN: | xacPLODGR

Routimg {Bank Code) t
Mumber:

SWIFT/BIC Code. | wxxPLODKx

Bank Account Type: | Business
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Full Onboarding

For suppliers which have additional tax IDs,
besides to the main one and according to
the country legislation, additional fields are
displayed in the form to make the supplier
provide this information.

47 4/3/2024

* Tax 1D Type1

* Tax ID1

Tax ID Type2

Tax ID2

Tax ID Types

Tax ID3

Tax ID Typed

Tax ID4

Tax ID Type5

Tax ID5

Tax ID Detail Information

TaxID

Please, select "TaxID (Tax58)" as CNPJ

Brazil - State Tax ID
83.077.395

Brazil - Municipal Tax ID

252223590

'y
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Full Onboarding
After clicking the SilsInliseIgE )sIgolE] button,

the provided information is saved in Coupa,
Decline save and the form is sent to the SE Team for the
data validation and approval.

Guardian Profile | Guardian

Your information has been submitied

Pending Approval (i )

If supplier doesn’t see the green-highlighted message as above, it means the form
is not submitted, due to a mistake or lack of required information. It remains

stored as draft, but it’s not sent.
In such cases, Coupa advises with a bold-red message at the top of the form.

GUARDIAN#

INDUSTRIES
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Tue 8/11/2020 5:55 PM

[
F u I I O n boa rd I ng o Guardian <do_not_reply@guardian-test.coupahost.com>

To: You

cuatzan#  Profile Info submitted to Guardian was Approved

The Supplier receives the Coupa
Confirmation that its profile was

by £scoupa

d Hi Test,
a p p rove . The company profile information that you submitted to your customer, Guardian was recently approved

This usually means that the information was correct and they will activate your new information so you can start transacting soon (or
continue transacting with the new information)

Mo further action is required but you can click below to view additional detaiis

View Profile Info

£:coupa

Business Spend Management
To get immediate updales via SMS or change nofification preferences, go here and adjust your seilings

It’s important to know that the profile approval doesn’t mean that supplier is ready to go.
Other internal steps are needed before the supplier can begin to transact with Guardian.

GUARDIAN#
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Full Onboarding

If it is a Production supplier request (form 2a), then, the SE Team adds the Regional Quality Team
approval to the chain.

The supplier may be red-flagged by the SE Team, due to compliance reasons. In that case, the form
is escalated to the Compliance and Ethics (C&E) Team for further investigations

Should any of these two reject the form, the onboarding process ends.

. Approvers

e ] 7%
(

P
f \!

P i
{ \\_

/ [ 4
- -
Cheska Buenaventura Cheska Buenaventura
07/21/20 acting as Celine SE
Manager
On behalf of Supplier
Enablement

07/21/20

@& v
Cheska Buenaventura
acting as Elsa
Regional Quality
Team
Qn behall of Regional
Quality Team - Middle
East

07/21/20

@ v
Cheska Buenaveniura
acting as Kim (C&E)
On behalf of
Compliance and
Ethics

07/21/20

-
¥

Approval Complete

GUARDIAN#
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Full Onboarding

The website which the supplier logs on
is different from the one to which
Guardian has access.

Due to this, Guardian has no access to
the pages which the supplier is
working on.

Coupa offers a Help Center, accessible
at top-right of the screen (Online Help).

NOTIFICATIONS @)  HELF ~

Help Tour
Online Help

Online Hel

£,xcoupa supplier portal SMOKE~  NOTIFICATIONS

Home | Profile  Orders  Service/TimeSheets  ASN Invoices  Catalogs  Business Performance  Add-ons  Admin

Action needed: Complete your profile to get paid faster and get discovered Leam More Announcements viewaim

Profile Progress Last Updated

- 16% Complete (D 4 days ago One-Click Savings viewa

@ start saving today!
Explore deals for your company, exclusive to the
Coupa Community.

@ L a& Merge Accounts

Profile Summary

o \ o If your company has more than one CSP account, we
Legal Entities Reg! el c ereclGusomer try to list it below. Consider merging them to reduce
= confusion for existing and potential customers.
Not seeing the account you want to merge with? Click
© Banking Info @ Diversity Info @ Accelerate @ Bribery Policy here
en BURS soovssmem v cmies Latest Customers
- Guardian
Website &
Industry H
About #

Established G,

Public Profile @& Profile

® Chat with Coupa Support
£:couna —

An email address for non-urgent support is also available for suppliers:
supplier@coupa.com

GUARDIAN#
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Full Onboarding

Moreover, an online chat with
£,acoupa supplier portal SMOKE v | NoTIFICATIONS @D | HELP ~ = a Coupa expert is pOSSibIe

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

through the button the

Action needed: Complete your profile to get paid faster and get discovered Leam More Announcements viewio

. :

supplier can find at bottom-
= 16% Complete (D) 4 days ago One-Click Savings viewa

Profie Summary e right of the screen (“Chat with

Coupa Gommunity.

4& Merge Accounts Coupa Support”)'

1

o If your company has more than ene CSP account, we:
Connected C try to list it below. Consider merging them to reduce

vie confusion for existing and potential customers.
T Chat with Coupa Support x
© BankingInfo @ Diversity Info @ Accelerate <) Bribery Policy here —_—

S o P This support service is for technical issues with the
R SR Latest Customers Coupa Supplier Partal enly. For questions relating to
transactions, please contact your customer directly.

. Guardian
Website

Industry & nf

About i constitute your consent for this action.
Established

Top Commodities & *First Name *Last Name

Currencies §

Public Profile @ Profile I I [ ‘

This chat sessi

tha supplier
s session wil

This field is required. This field is required

*Email

_ | |
<3couna sl By clicking the “Chat”

This field is required.

Phone

button a window pops up
to request the supplier

contact for a call. |

GUARDIAN:
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One World. 7; ;
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Form 1c - Sourcing Only GUARDIAN@&,

INDUSTRIES

Supplier / Sourcing Specialist




Sourcing Only

The Sourcing Only process (form 1c) is for
those suppliers which don’t exist yet in
our ERP, but they are requested to join a
sourcing event.

The process is intended to validate the
supplier tax ID and run the restricted
party screening (compliance check) to
allow the supplier to participate in the
event.

In case the supplier is finally awarded,
then the full onboarding process is
needed.

Coupa SIM Process - Sourcing Only

Requester/Sourcing
Specialist submits the
Sourcing Only request

(SIM Form 1c)

Sourcing Specialist
e

[y
E',_. Duplicate Check, Tax ID
€ validation & Restricted Party
E Screening
2
£
[]
=
w
° = Hantire Sourcing Only Supplier
= = EHE No | 2 is ready to participate
[-% . escalation 7
a ' - to an event
= : Acceptable risk
"]
o3
o Review escalated

wUnacceptable risk

information
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Sourcing Only

Basic supplier information

is needed

Supplier contact person information

55
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1c_Sourcing Only (Requester) - Response #1526

Supplier Information:

* Organization Name  cp15014(1)

* Who will this supplier
provide goodsiservices
for?

* Guardian Plant 605 - Portageville
(Request Plant)

* Supplier Category CAPITAL FAB BUILDINGS

* Contact Information

*Last Name (1)

" Email address o mgsypplierdemo2+CMS 1]
Work Phone  ysicanada »~ 41 (573) 379-3857
550-555-1212

Fax \s/canada ~»  +1 (573) 379.3857

CEM EEE 494
B-555-17
s b |

TIYLD U O v e




Sourcing Only

Compliance Internal Questions:

Is the proposed vendor's legal address, its HQ office and/or its financial institution (bank) lecated in any of these countries: Afghanistan, the
Bahamas, Belarus, Botswana, British Virgin Istands, Congo Republic, Democratic Republic of the Congo, Ethiopia, Ghana, Iraq, Libya,
Nigeria, Lebanon, Moldova, Pakistan, Panama, Puerto Rico, Kingdom of Saudi Arabia, S Lanka, Russia, Sudan, Timor-Leste, Trinidad
and Tobago, Tunisia, UAE, US Virgin Islands, Ukraine, Yemen?

* Compliance Question
on Location (Country)

Required documents for supplier creation:

* Please attach Tax ID /! Guardian_Test_Supplier_response.xIsx
W8 / W8 validation
document

A tax ID document must be attached for its validation

GUARDIAN#
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Sourcing Only

Required document for supplier creation:

" Please attach Tax ID /W9 /W8 | Choose File | Guardian_Terms...ition - 2.docx
validation document

Submit the form for your m

To be filled up by Supplier Enablement Team (please do not populate)

Compliance Approval | Yes v

Cancel Delete

Once all information is final, click HJuliSeIge ) JAE] to

send the form to the SE Team.

<. Approvers
Add
. s Wy ol
Krezell Mayo Supplier Enablement Compliance and Approval Complete
Ethics

Cancel Delete \ Edit Save as Draft Submit for Approval
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Sourcing Only

If the Supplier is not awarded after the Sourcing event, then the onboarding process
ends.

If the supplier is awarded, the Requester/Sourcing Specialist shall begin the onboarding
process from scratch: form 1 - form 2 (2a, 2b, 2c).

In fact, the supplier has provided neither the T&C’s (if required), nor the payment
terms (contained in form 1), nor the compliance answers, banking, tax details (form 2).
For this reason, the full onboarding process is needed for awarded suppliers.

i

GUARDIAN#
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Form 3 - Supplier Update GUARDIAN@&,
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Supplier Update - Requester

ADD/INACTIVE PLANT TO P2/CMS
ADDRESS CHANGE
ADD/REPLACE SIGNED T&C's

| BANKACCOUNT CHANGE

CHANGE/ADD MAIN CONTACTS
CHANGE/ADD ORDER CONTACT
CHANGE/ADD CONTACT FOR PAYMENT

| CHANGE/ADD OTHER CONTACTS

CHANGE/ADD PRIMARY CONTACT
CHANGE TAX REGIME - ONLY BRAZIL
CLOSE/SUSPEND A SUPPLIER

| LEGAL NAME CHANGE

PAYMENT TERMS CHANGE
PAYMENT METHOD CHANGE
PREFERRED STATUS CHANGE

| VENDOR PART UPDATES IN CMS

Supplier changes can be requested for these reasons. The fields to
be filled will be displayed according to the selected type.

Tax ID changes or Legal Entity changes always mean a new
company, therefore, a new full onboarding process is needed.

Payment term changes can only be requested by Guardian.
The approval flow for supplier changes includes only the SE Team,

except if it is a Payment term change, for which the Category
Manager approval is also needed.

GUARDIAN#
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Supplier Update - Requester

1. the Forms dropdown and select the name of the form.

2. Or [@ifd4 the 3 _Update Form button

T
Supplier onboarding
request? — gl
We're here to guide you, =

1_Onboarding Suppliar @9 1c_Sourcing Cnly ﬂ 3_Update Form

{Requestar) {Requester) (Reguester)

Ea 5_Urgent Suppliers CQ 6a_Customer Form ﬁ 7_Supplier Replication
{Requaster) (Requester) (Requester)

Grou v [Forms Order Lists v Cata
My ps v My Projects ™ v logs

1c_Sowrcing Event
Supplier (Requester)

3 Update Form
(Requestar)

5 _Urgent and
Exception Suppliers
(Requester)

Ba_Customer Form

| (Requester) Arabic

6a Customer Form
(Requester)_Chinese
Ga Customer Form
(Requester)_English

6a_Customer Farm
(Requester)_French
6a_Customer Form
(Requester) German
6a_Customer Farm
(Requester) Hungarian
Ga Customer Form
(Requester)_Polish

Ga_Customer Form
(Requester} Portuguese 4 Onboarding_CN

ga_Customer Form

1_Onboarding AR

1_Onboarding_DE

(Requ anish

1_Onboarding_EN
Ga_| rm o &7
{Req ai 1_Onboarding_ES

Ta_GLA upplie

r 1_Onboarding FR

Replication (Requester) 1_Onboarding HU

Tb_SRG Supplier

Replication (Requester)

AH - Requisition Int
Form

Catalog Request

1_Onboarding PL
1_Onboarding_PT

IR 1 orisssrg TH

Commuodity Request

Lease/Rental
Requisition Form

SIM Status Update
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X

3_Update Form (Requester)

Supplier Update - Requester

This form is used fo request updates for supplier's information

Please select the subject of this request

= Supplier “

3 Update Form (Requester)

Upon clicking the button, a pop-up
window will be displayed.

Enter the Supplier Name and click .
Update form will now be displayed.

According to the selected change purpose,
the appropriate questions are displayed ——
accordingly. _—

iUARDIANﬁ’

INDUSTRIES
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Supplier Update - Requester

Payment term requests

Requester must specify when the new payment
term is applicable from (immediately? Next
month? Beginning of next contract?) and what
to do with in-flight PO’s.

The indicated date separates the old term
application from the new. PO’s until that date
are paid under the old term, PO’s after that
date are paid under the new one.

SE shall apply the payment term by the date
indicated in form 3 and request the Coupa
Admins to update the in-flight PO’s.

63 4/3/2024

Category Manager

Business
Admins

Supplier Enablement

g2
3 &
L ¢

Requester submits
Supplier change <

request Form
{SIM Form 3)*

Requestar requasts 3
different PT (i still |

M requests BA's (by
Compass ticket) to create a
naw PT in our systams

To avold updating the
SE to open 3 Compass ticket payment terms earlier
to make Admins update the than their “applicable

PT of in flight PO's from” date, SE shall set
the supplier in Hold for
Orders status.

Coupa Admin: update PT of
inflight PO’s




Requester submits
S:ﬁ:"f‘:m” Different PT--,
{S'M Form 3)* i 1
' '
]

Supplier Update - Requester

If payment term is a new standard one, then it
must be approved first by the Category Manager.

'
NO PT
Requester requests 3 e ETF]
different PT (0 sull [
needed), atherwize the
process ends

fA

No

|

Ooes the new
payment tarm already
exist in Coupa {as
standard)?

If approved, the same Category Manager shall
request (through Compass ticket) our BA's its
creation in all our system where it is applicable
(Coupa, M3, Tibco/WGS/P2, CMS)

o
¥
o
=
g Yes

7]

- CM requests BA's (by
S

Compass ticket| to create a
naw PT in our systema

Requester must specify when the new payment term is
applicable from (immediately? Next month?) and what
to do with the in flights PO's.

BA's create the new PTin
M3, CFC/P2 & CMS

Business
Admins

This date separates the application of the new term
from the old one.

Payment Term ks updated in
Coupa and legacy systems at the B3
spedfied applicable date.

To avold updating the

SE to cpen 3 Compass ticket payment terms earier

to make Admins update the than their “applicable
PT of In flight PO's from*” date, SE shall set

Supplier Enablement

Approved invoices always keep the old term and are
paid under that.

Admins

Coupa
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Supplier Update - Requester

For active suppliers in our ERPs, can be added to the

supplier profile at later stage.

The kA IdinEidattached here is then sent, after the form

approval, to the SI\ESIIIE@ERbIge), so that it will be visible
and downloadable by the Sourcing/Processing teams.

* Please attach signed T&C's

Effective Date

Expiration Date

Attachments

Description

iy

¥

Effective date can be the date
of form filling.

Expiration date to indicate is
any far future date, since the
document has not an
established expiration date.
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SUPPLIER FOR TEST

[ Supplier Record

etails

PO Transmission

ol Actviy Summary

s Name SUPPLIER FOR TEST
== P27 Summary

I § Supplier Information a us Approved

International Tax 1D MNone
Separate Remit-To MNo
Federal Tax ID Pane
Backend Invoicing Mons
System
Backend Catalog '
System

Industry !
Country of Origin
Website
DUNS Number N
Tax Code N
Default Commodity CONTRIBUTION

Supplier Category

Compliance Approval !

Pay by Separate Check No
Buyer Full Nam

Commercial General None
Liability Insurance

SIM Integration Status
Tax D2
Tax ID3
Tax ID Type2 N
Tax ID Typed
PO Language
Invoice Match Level

Supplier Classification C.

Supplier Preferred N
Status

PO Method Prompt
PO Change Method Frompt

Hold POs For Buyer None
Review

PO Email Mone
CHML URL Mon=

CXML Supplier Domain
CXML Supplier Identity
CXML Secret None

CXML Protocal Mons
CXML SSL Versign Nons
Disable Cert Verify hon=

wr

plier Classification

Tax Region None

Tax Classification Mone

Tax-Exempt Other hone
Explanation

Federal Reportalle None

International Tax None
Classification
International Other Nons
Explanation

Govemment Agency Nons
Interaction Indicator

Govemment Agency Mone
Interaction

Minority Indicator Nons
Minarity Type Nons
Organization Type None

Inco Terms - hon=

Custom Certificate 1

Effective Date  04/25/21

Expiration Date D4/
Attachments
- mal Settinegs Description Mons
onisl >ETings P

INDUSTRIES




Supplier Update - Requester

CERUEI AL EREED initiated through form 3 are allowed only for supplier types listed below:

One-time Utility Government Koch OpCOs Intercompan Insurance
Vendors Companies Entities P pany companies
.. Educational Automotive Emergency /

GUARDIAN#
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Supplier Update - Requester

Requester fills SIM Form
3, “Bank Account

(*) Automotive Directed Buy,

Outside of these cases, the requester N e e s
submit SIM Form 4 Government Entities, Interco, Koch

OpCOs, One-Time Suppliers,
Procurators, Utility Companies

shall send the form 4 invitation to the
supplier.

Requester provides
updated bank
details and submits
form 3

Instructions to send such an invitation

email are available in this same form 3
or in the chapter f of this Playbook.

Y
Supplier receives
invite and submits
Form 4

See for further infos: o

Bank Validation (Phone
Call} / Sanctioned bank
check

Yes

4

New bank details are
End uploaded both to Coupa
and to legacy systems

-
c
L
E
2
]
a
c
w
B
2
o
o
3
0
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Supplier Update - Requester

After filling out the form, and clicking the button, Approval flow will be displayed. Form will be
sent first to SE team (then, eventually, to the Category Manager, if a payment term change is requested).

Once form is fully approved, the information will be sent to Tibco/WGS/CMS for supplier update.

Delete Edit Save as Draft Submit for Approval

GUARDIAN#
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Forms 4a, 4b - Bank Data Update GUARD%‘&H@@?
Supplier




Bank Data Update - Supplier

From January 2024, suppliers can submit the Update Form for bank
account changes requests only.

Other supplier master data changes are requested by Guardian with the
data the supplier provides.

Bank account change request mean the creation of a new Remit-To

address and the need to provide the bank statement/letter, as already
seen in Forms 2.

70
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Bank Data Update - Supplier

Form 4 shall be sent to the supplier by Guardian.
First, the Guardian requester needs to search for the needed Supplier:

ﬁ Requests Orders Invoices Community Inventory Sourcing Slmlfar’s Contracts Reparts Setup

Suppliers  Supplier Information  Arifacts  Supplier Sites  Catalogs  Supplier Portal Directory  Insights

Suppliers

D T BT : ]

Match Conditions | Match all conditions Add group of conditions
Iiller By | Name ~ | Filter Clause | contains ~ | Filter Text | test supplier 9
Opportunities  supplier Base >
[l Name Display Name Status On Hold Pending Request Count Pending Requests Supplier Portal Status  Supplier Contact Address Supplier information Status Request change orders  Actions
SRG_Test Supplier 0-C123123 SRG_Test Supplier Active Mo 0 Invited Pat Kapp Sample Address Draft Mo \ Q é - @ & .}
Auburn Hills, michigan 48321
United States
(] Sanjeev Test Supplier Sanjeev Test Supplier Inactive Mo li] Linked Sanjeev Rao 123 Main St Mo \ Q ﬁ ]
Naperville, IL 60564
United States
O SRG_SAN Test Supplier-C199999 SAN Test Supplier Active No ] Mot Linked Test FN Test LN Mo “O#EEle
O Test Supplier 123 Test Supplier 123 Active Mo 0 Linked Mo Q€

GUARDIAN#

71 4/3/2024 INDUSTRIES




Bank Data Update - Supplier

After searching for the Supplier’s name, there two ways of sending it:

1. By ticking the box next to the Supplier’s Name and clicking the [EERESAIie) button.
2. By clicking the SR LIS R ol@aiielfagELilely] icon (paper plane icon) under Actions.

ﬁ Suppliers
I Create I Load from file lExpurtto - \ows ~ S Advanced IGI supplier 14 :I

showing limited - search for Gl supplier 14 %
>

Opportunities Supplier Base

On Hold Pending Request Count Pending Requests  Supplier Portal Status  Supplier Contact Address

Name Display Name Country Status
Gl Supplier 14 Gl Supplier 14  United States Onboarding No 0 Linked Catriona Gray 678 Pending mapping No
Texas, 5678
United States
Add Tag Request Review Perpage 15 | 45 | 90

Invite Reque?\ﬂﬁ{a Request legal signoff

Supplier Information Status  Requestchange orders  Actions °

]

g — "
GUARDIAN#
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Bank Data Update - Supplier

Request Updated Information from Supplier(s)

3. The request email pops up. Veas - ot - B 7
- ¢ W
E'

ic
|®

4
=

4
[l
i
il
[
mn
i

Hello Supplier,

iSlIs¥Select Supplier Information Form
d ro pd own, Choose th € appro prlate Guardian wants you to respond by updating your company profile on Coupa. This
information is required so they can transact with you electrenically. You can find
fo rm ’ d e pe N d |ng on th e G ua rd ia n the Coupa instruction manual within our Supplier Portal:

https://www.guardian.coprrierrsmmpirer=mrorrerrm
2a_Full Onboarding (Supplier)_German -

division which the supplier is used Use the "Update Profile” | 26-£0 Onboarding (Supler German
. : 4a_GLASS_Bank Data Update Form (Supplier)_Thai
by 4a = GIaSS Or 4b = SRG and the Hiekeia T JZ_SRG_Bani%alaaspdswal:eom(:rlgup:l‘i?r;isf-panias’h

X Guardian 4a_GLASS_Bank Data Update Form (Supplier)_Spanish
4b_SRG_Bank Data Update Form (Supplier)_Portuguese
S u p pI Ie r p refe rred |a n g u age £ 4a_GLASS_Bank Data Update Form (Supplier)_Portuguese
4b_SRG_Bank Data Update Form (Supplier)_Polish
4a_GLASS_Bank Data Update Form (Supplier)_Polish
4b_SRG_Bank Data Update Form (Supplier)_Hungarian
4a_GLASS_Bank Data Update Form (Supplier)_Hungarian
4b_SRG_Bank Data Update Form (Supplier)_German
ST e—— -
2a_Full Onboarding (Supplier)_French
4a_GLASS_Bank Data Update Form (Supplier)_French
4b_SRG_Bank Data Update Form (Supplier)_Chinese
1 4a_GLASS_Bank Data Update Form (Supplier)_Chinese
4b_SRG_Bank Data Update Form (Supplier)_Arabic
| 4a_GLASS_Bank Data Update Form (Supplier)_Arabic
2c_Full Onboarding (Supplier)_Thai1 >

Select Supplier Information Form: | 4a_GLASS_Bank Data Update Form (Supplier) v l

=

AN eI 4Send Info Request
button.

WHCE

N e W ! Send Info Rcguest (1 Suppliers)




Bank Data Update - Supplier

m@h‘.#ﬁ Update your profile for Guardian Industries

£xcoupa

Hello Supplier,

Guardian Industries wants you to respond by updating your company profile on Coupa. This information is required se they can
transact with you electronically.

Use the "Update Profile” button to respond or decline.

Lois Escapalao
Guardian Industries

Upeiate Profile

Supplier will receive an email invitation to update its
information.

By clicking [SISGEIERITeI{I[E button, it will be redirected to
the Update Form.

8. After filling out the form and clicking button, Form is sent for approval to the SE
team. By clicking SIS, the form is saved as a draft, whereas clicking means to

reject answering the form.

Supplier Information G| Supplier 14

* Specify the reason for

changing this supplier

* Delivered Guardian
Plant

*Tax ID Number

Contact Information

Contact Information

First Name

Last Name

Email address

Work Phone

Fa

Comments

Primary Contact

Catriona
Gray
demosupplierdemo2+SIM14§ 0

USiCanada ~

US/Canada »

Decline Save

Submit for Approval
-

GUARDIAN#
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Bank Data Update - Supplier

To request a bank account change, the supplier
needs to follow this process.

After receiving the notification and joining Coupa
Portal, the supplier tick the SEehieN =% box and
J[XadBank Account Changel

Supplier name, tax ID# and contact information are
auto-filled by the system.

Guardian

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

Supplier Information Test Supplier7BIS

* §end to ERP?

* Specify the reason for | BANK ACCOUNT CHANGE X v
changing this supplier

* Tax ID Number | 77777777777

Contact Information

Contact Information

First Name | Test
Last Name | Supplier7
Email address | Supplier7 UAT@agmail.com o

Work Phone | US/Canada w

Fax | US/Canada

N ik il Gl ik G W f
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Bank Data Update - Supplier

A contact person at supplier’s is
needed for banking validation
purposes.

Currency type must be selected.

If the currency type is going to change vs. the
existing one (e.g., old account is in PLN and
new account is in EUR), then the supplier
should specify it.

Supplier's Banking
Validation Contact -
Name

Supplier's Banking
Validation Contact -
Email

Supplier's Banking
Validation Contact -
Phone

*What currency you
would like to be paid
in?

EUR W

Has the currency of v
your new bank account
changed?
GUARDIAN#

INDUSTRIES




Bank Data Update - Supplier

Banking Information (Onl

The selected banking region defines the type “ Banking Region | v |
of bank statement or document that shall be

) ) * For Bank account | Choose File | No file chosen
attached for bank validation purposes. change, attach bank

documents here:

The supplier shall create a Remit-To Address for payment. The company Remit-To Address can match
with the physical address. Click the AGlR:Eniligafe] button.

Remit-To Addresses

Add one or more Remit-To Addresses by either filling out 2 new Compliant Invoicing Form or choosing an Existing Remit-To Address.

Add Remit-To

GUARDIAN#

77 4/3/2024 INDUSTRIES




Bank Data Update - Supplier

A pop-up window is going to request to create a new address.

SlENCreate New,

A series of pop-up windows request the supplier to

provide the new Remit-To address details.

> (80 st o

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
possible.

*Legal Entity Name | Test Supplierd -
This is the official name of your

Country | United States ~ business that is registered with
the local government and the

country where itis located

Choose Remit-To Address b4

Choose a Remit-to Location below - Recommended

l's a few more fields, but provides compliance, verification, and re-usability.
Otherwise, elick 'Cancel' fo add info to your customer's form manuaily.

Create new Compliant Remit-To Address

X Q Choose
X
X, 1111
Thailand
Thailand
Cancel
A

78
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Bank Data Update - Supplier

Tell your customers about your organization

Which customers do you want to see this?

Al

Guardian

What address do you invoice from?

* Address Line 1

Address Line 2 REQUIRED FOR INVOICING
* City Enter the registered address of

State

* Postal Code

Country United States

Use this address for Remit-Te o

Use this for Ship From address o

By selecting “All” or “Guardian” to the first question,
the supplier provides the ability to let these data be
available to all customers or to Guardian only.

The mandatory fields are the address, the city, the
state or province and postal code.

What is your Tax ID? @

Country | United States ~

Tax ID ‘ 11111111

[ 1 don't have Tax |D Number
European Tax IDs usually begin by the country identifier ' Mo

(i.e. FR, GB, DE).

For those suppliers that may have a domestic identifier
only (Hungary, Poland, Spain, without the country
identifier), the supplier shall tick the box “l don’t have
Tax ID number”.

79 4/3/2024

Miscellaneous

Invoice From Code [ ]

Preferred Language  English (US) »

e
Cancel Save & Continue

WO G i e W YU

INDUSTRIES




Bank Data Update - Supplier

These are to confirm that the previous address
will be used as the “Remit-To” (the address to
where the supplier will receive the payment)

Where do you want to receive payment?

*Payment Type Address 4

What is your Remit-To Address?

Address Line 1 fest
Address Line 2 test
City fest
State
Postal Code 1111111

Country United States hé

Cancel Save & Continue

Where do you want to receive payment?

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

Remit-To Account Remit-To Address Status

Address test Active Manage
test
test
M1
United States

And these ones are to confirm that the previous address
will be also used as the “Ship From” (the address from
where the supplier will ship the goods from)

For many countries including different shipping details on the invoice is required if they are different to where Add Ship From

your legal entity is registered

Title

test

test

test

1111
United States

Where do you ship goods from?

Status

Active

p——— D

Manage

Setup Complete

Do you want to Add Remit-To Address to the customer profile

now?

Sl23Add Now

Deactivate Legal Entity Cancel m

Add Later Add Now

GUARDIANH
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Bank Data Update - Supplier
The following group of fields (IR LI s) requests

to provide the bank account details to which the supplier will
receive the invoice payments.

Bank Name, Bank Address, Name on Bank Account, Bank
Account Number, Swift Code, IBAN are always mandatory.
Others (ABA, CLABE, SORT, etc.), depend on country specific
requirements.

This group of fields must be placed in status.

Below this fields, the supplier finds its current bank account
details, under the title [@FFERRE RN EYC6ESS. The old
account needs to be switched to [[RE[EINZE status.

Active |Inactive e |

Bank Name X

* (5l - Remit To New

Active

Bank Name

Bank Branch

Bank Address

Name on Bank Account

Bank Routing Number
(ABA)

SWIFT Code (BIC)
Swift Address
Bank Account Number

Correspondent
Account

Clearing Code

IBAN Number

CLABE Number

Active

81 4/3/2024
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Bank Data Update - Supplier

Once form is fully approved, the information will be sent to Tibco/WGS/CMS for supplier update.

~ Approvers
Add
@ ,,,
Lois Escapalac Supplier Enablement Approval Complete
07/26/20

it

GUARDIAN#
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One World

Form 5 - Urgent & Exception Onboarding GUARD%*&N:@
Requester




Urgent & Exception Onboarding - Requester

S)e-LlatleLal oo (e Mol is meant for those suppliers which suppose:

Significant risk exposure for the businessk

- Infrastructure, building or production equipment risk
- Likely inability to meet customer demand expectations
- Employee health and wellbeing at risk

Urgency previously unknowng

- Supplier needed same day or within 2-3 days.
- Use of PCard is not available.

Outside of these hypotheses, a supplier cannot be not considered as urgent and must

be onboarded through the full onboarding process.

GUARDIAN#
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Urgent & Exception Onboarding - Requester

SCE I Nl TeENL (3T is intended for those suppliers which are not going to join
Coupa to onboard:

One-time Utility Government
Vendors Companies Entities

Koch OpCOs

Educational
institutions

Insurance

. Procurators
companies

Charities

Intercompany

Automotive
Directed Buy

85
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Urgent & Exception Onboarding - Requester

1. the Forms dropdown and select the name of the form

""‘.Jl Telll:

request?

We're here to ,_;!JH:JL' you.

1_Onboarding Supplier
(English)

1_Onboarding Supplier
(French)

@ 1_Onboarding Supplier
{Polish}

Q 1_Onboarding Supplier
{Thai)

1_Onboarding Supplier
(Arabic)

1_Onboarding Supplier
(German)

@ 1_Onboarding Supplier
(Portuguese)

f 2¢_Onboarding Supplier
(Sourcing Specialist)

1c_Sourcing Only
(Requester)
2c_Full Onboarding
(Supplier)

2c_Full Onboarding
(Supplier)_old
3_Update Form
(Requester)

5_Urgent Suppliers
(Requester)

ﬁ 3_Update Form
(Requester)

Cb 5_ Urgent Suppliers
(Requester)

6a_Customer Form
(Requester) Arabic

6a_Customer Form

(Requester)_Chinese

6a_Customer Form

(Requester)_English

PSS L e

My Groups v My Projects v Forms

6a_Customer Form
(Requester)_Hung:

6a_Customer Form
(Requester)_Polisf

6a_Customer Forn
(Requester)_Portu

6a_Customer Forn
(Requester)_Spani

6a_Customer Forn
(Requester)_Thai

7_Supplier Replica
(Requester)

Catalog Request F
SIM Status Update
Sourcing Specialis!

Sourcing Specialist

2.0r the 5_Urgent Onboarding button

86
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Urgent & Exception Onboarding - Requester

87

Category Supplier
S5 Manager (1)  Enablement (SE) .

Risk Mngt. (3)

Coupa SIM Process - Soft Onboarding

Requester submits the Soft-
Onboarding request
(SIM Form 5)

Supplier Data Review,
Duplication Check

Tax ID validation, Restricted

Party Screening (Livingstone Supplier completed

and sent to ERP

Require
Check), Bank Account Verbal escalation? {4)

Validation (Integration)

—Yes

Acceptable risk

v

. Review escalated

DIAN#
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Urgent & Exception Onboarding - Requester

Exception approvals are setup according to the supplier type:

1) Supplier groups to be approved by Category Managers: 3) Supplier group approved by Risk Management:

One-time Utl|lty. Procurators |nsuram:;e
Vendors Companies Companies
Automotive
Directed Buy [ Koch OpPCO 4) Supplier group not approved:
2) Supplier groups to be approved by Compliance & Ethics (C&E):

Government Charitable Educational . .
Companies Further details about questions
asked in this form, please, see

Chapter c), “Forms 2a, 2b, 2c¢”

GUARDIAN#
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Urgent & Exception Onboarding - Requester

Charitable Contributions:

All charitable contributions of any amount (including in-kind contributions) must be pre-
approved by sending a request to the email address charitable@guardian.com, due to the
potential concerns they may cause.

This pre-request must be sent and the approved received prior to Coupa form submission.
The approval email must be attached to form 1, as an evidence.

Once approved, all charitable contributions will be paid through the Koch Companies
Community Fund (for U.S. and Canada contributions) or through our ERP systems (all other
regions) and recorded appropriately.

PCards are not to be used for charitable contributions.

For further information and details, please check the Charitable Policy.

GUARDIAN#
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Urgent & Exception Onboarding - Requester

To finalize the process, submit the form for your [0

Other required documents for supplier creation:
* Please attach the Tax ID/ WS/ | Choose File | Guardian_Term..ondition docx
W8 validation document
s ey o Ensenn oo s o g Once all information is final, click FIJulif I el 1],
Compliance Approval | No v

Duplicates Exist A Duplicate supplier check will be done here Q
Cancel Delete Save as Draft \
Cancel Daiete *, Edix Save as Draft Submit for Approwal
= =

Af YRrovers
A by e appe il o
A

) Once the form is approved, the supplier is
(@—; T created in Tibco/CMS, although some
ST Q fields need to be manually updated by SE
in our systems.

* Commant (regulred 10 1eject)
e i B The Supplier turns into m status and is ‘

PR e— z now ready for transactions.

GUARDIAN#
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One World

Form 6a - Customer Onboarding GUARD%‘&H@@?
Requester




Customer Onboarding

E2E flow:

* Coupa process is started by the Inner Sales person, who collects the customer data and fills form 6a. This triggers
the sending of form 6b to customer, who provides the bank details and tax ID validation document.

* SE Team validates the customer data and creates the C# in WGS.

* OTC matches bank details provided by customer with recent payment received and reclasses entry to allow
automatic payment (GRDCashApp.eu@guardian.com)

* Payment to customer is done by AP (accountspayable@guardian.com)

Reclass

Customer Coupa Coupa C#

. refund request request creation
request (form 6a) (form 6b) in WGS

entry (D# Payment
vs C#)

m.

GUARDIAN#
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Customer Onboarding

E2E flow:

If customer sells subcontracted glass to Guardian, then the process is slightly different: after C# creation in WGS, a PO
is needed. Inner Sales raises the requisition, Processing Team creates a PO in Coupa, the customer (now, turned into a
supplier) issues the invoice and AP processes its payment.

* Onboarding and PO creation should be done before the delivery
* PO number reference should be mentioned on the customer invoice

* Invoice must be sent to invoice@guardian.com
* Inner Sales person receives the product in the system once delivery is completed

Coupa Coupa . o
C# creation Requisition PO .
. LilifSl Customer SE Team LilifSl ATESEET Customer AP
Sales Sales Team

GUARDIAN#
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Customer Onboarding

Forms 6 can be used for all customer-related

on-boarding processes:

1. Customer reimbursement

2. On-boarding cullet suppliers

3. On-boarding customers for ShipTo
purposes (no payment, customer is only
mentioned as ShipTo location in the PO).

The customer is onboarded in Coupa
through a simplified process (forms 6a-6b),
which ensures anyway all the necessary
control steps (RPS, Tax ID validation, bank
account verbal validation).

Coupa SIM Process - Customer Onboarding

Category
R t
Manager VHRESTR

Customer

Supplier
Enablement (SE)

Requester submits the Customer
Onboarding reguest ==
[SIM Form &a) !
Ondy Cullet

Customers
1

Supplier registers and
submits SIM Form 6b

Data Review, TaxdD Vafidstion,
Comphance Check, Bank
Account Verbal Validation [*).
Final approwal

SE Team Creates the
s o Custoamer a5 3 Supplier
in ERP

| (*] The SE Team needs to check that the bank account number is the same we have in the Customer record in ERP |

GUARDIAN®
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Customer Onboarding

For customer onboarding the following SLA applies:

* Form 6a—1to 2 days

* Form 6b — 1 to 2 days (if customer submits the form promptly and no issues are

detected when confirming bank details)

It is important to let the customer know the SE Team will be calling to verify banking
details verbally and their accounting teams need to be prepared for the call.

95
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Customer Onboarding

My Groups v My Projects v Forms v O

1c_Sourcing Only 6a_Customer Form

(Requester) (Requester)_Hungarian

2¢_Full Onboarding | 6a_Customer Form 1. [@if8% the Forms dropdown and select the name of the form, or
(Supplier) (Requester)_Polis )

2c_Full Onboarding | 6a_Customer Form 2. @85 the 6a_Customer Form button
(Supplier)_old (Requester)_Portuguese

3_Update Form 6a_Customer Form

(Requester) (Requester) Spanish

5_Urgent Suppliers 6a_Customer Form

(Requester) (Requester) Thai

6a_Customer Form 7_Supplier Replication

(Requester)_Arabic (Requester)

Supplier onl
6a_Customer Form P

(Requester)_Chinese request?

6a_Customer Form
(Requester) English

Wa're here to _|-_J|-'_i|_- Yo,

6a_Customer Form
(Requester)_French 1_Onboarding Supplier I} 1c_Sourcing Cnly ﬂ 3_Update Form
6a_Customer Form (Requestar) (Requester) {Reguester)
(Requester)_German

G:; 5_Urgent Suppliers C‘D 6a_Customer Form ﬁ T_Supplier Replication
{Requester) (Requester) (Requester)

GUARDIAN#
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Customer Onboarding

Request Form: 6a_Customer Form (Requester)_English

This form is used to request the creation of a customer as new Guardian supplier

1. Fill out the form. Select the e g |
:
a) Customer reimbursement
b) Cullet suppliers ey e -
C) Shlp'TO customers Customer Reibursement: amount due, which cannot be deducted from the following Guardian's invoice. The cash

disbursement process requires the onboarding of the customer as if it were a supplier

* Customer Common Name

Cullet Customer: Guardian's customer selling cullet to our plants

Ship-to Only Customer: the customer creation in our systems is needed for expedition only ("Ship-to only™). Usually.

Definitions of these three types are
. . . . it's
I n d Icated I n th e fo rm Itse |f glass purchased by Guardian from a supplier and delivered to our customer, without despatching at our warehouse

Guardian pays the invoice, so customer’s banking details are not required

* Request Plant b
1. Category is only required for Cullet - Supptier Region .
customers. The free-text field for this — v

purpose is [Elelele N TMIe[Zl6| and the
answer to write is (@SINR3.

* Goods Provided

GUARDIAN#
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Customer Onboarding

3. The below questions are asked for a matter of supplier classification

Additional Questions

Additional Questions
* Supplier Preferred ~
Status

* Supplier Preferred ~

Supplier Classification w
Status PP

T

Preferred Competitor

Non Preferred Critical
Intercompany

Customer Only

The Preferred Status means if the supplier should

_ This classification refers to the type of supplier:
be considered as Preferred/Non-Preferred for the

* Government entity

specific item it is going to provide us with, or rather, « Competitor of another supplier we already work with
Guardian has no different choice to purchase that Vendor disruption could halt our Production

product (the so-called “Non-Addressable spend”: « Intercompany supplier

government authority, market monopolist, etc.). » Supplier record created to process refunds to customers

GUARDIAN#
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Customer Onboarding

4. Payment term, payment method and tax ID
validation document are required only for Cullet
customers.

5. Click . After the form review, click .

6. The form is approved by the Category Manager
(cullet sales only) and validated by the SE Team.

JAllIf the customer is for Ship-To Only, the onboarding
TN SRS, form 6b is not needed.

Pavment Terms and Method

4

* Payment Terms v
* Payment Method g
Tax ID Details
* Tax ID Type b
*Tax ID

Cancel Delete Save as Draft ?

99
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One World

Form 6b - Customer Onboarding GUARD%‘&H@@?
Supplier




Customer Onboarding

Fwd: Guardian Profile Information Request - Action Required
4 y ; € Repl : & Reply All : F d
Test Supplier2 <suppliert623@gmail.com> | J PRy  Reply | ¢ oo |
To @ Tendi, Massimo Sun 11/29/2020 2:04 AM

Retention Policy Standard - Inbox Cleanup - 90 (90 days) Expires 2/27/2021

@ If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures, To help protect your privacy, Cutlook prevented automatic download of some pictures in this message.

I}
Guardian Profile Information Request - Action Required

IE]

Hello Supplier,

Guardian needs you to provide information about your company electronically in order to prevent lost documents and make sure you are paid on time. They manage this information with Coupa, their chosen piatiorm
for Spend Management. Within the next 30 days, please respond below fo provide this information. You can find the Coupa instruction manual as well the Guardian Terms and Conditions within our Supplier Portal:
hitps:/www.quardian.com/en/supplier portal 1

Mote: Mot providing this information in a imely manner may impact your ability to do business and get paid. Let us know if you are unable to do so for any reason.

The Supplier receives an email
invitation to join Coupa. It expires
after 30 days from sending date.

After clicking IIELENE eI [s|, the

supplier is prompted to register

GUARDIAN#

INDUSTRIES

Welcome!

Guardian

Join and Respond
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Customer Onboarding

MH\N'&Q Guardian Industries Profile Information Request - Action Required

z,zcoupa

Hello Supplier,

Guardian Industries needs you to provide information about your company electronically in order to prevent lost documents and make
sure you are paid on time. They manage this information with Coupa, their chosen platform for Spend Management. Within the next 48
hours, please respond below to provide this information.

Note: Not providing this information in a timely manner may impact your ability to do business and get paid. Let us know if you are
unable to do so for any reason.

Welcome!

Lois Escapalao
Guardian Industries

Join and Res~ond

1. Email will be sent to the customer. “Join and Respond” button will be
lable.

avai

2. Upon clicking the sJis¥Tale Mz elelals|, Customer will be redirected to the

Join

aCRSGIIERTE 0 [IEI@eall page. Required fields must be filled out.

Upon clicking Submit, it will direct to the 6b_Customer form.

Join the Coupa Supplier Portal

Complete the information below and create the password for your account. Click here for help.

*First Name | test
* Last Name | only

* Company | Gl Supplier 12

* Department ~
*Role ~
* Email m

* Password

* Password Confirmation

() 1 accept the Privacy Policy and the Terms of Use

Forward Your Invi n

Not the right person to register now? Want to ask a coworker to join quickly? Send a copy of your
invitation to a colleague's email below (must have the same email domain)

Forward Email | Email @gmail con

GUARDIAN#
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Customer Onboarding

The Customer is then required to
verify its email address. Coupa
sends the provided email a six-
digit code to be set in this page.

After clicking m, the Customer
is prompted to its public profile
in Coupa Supplier Portal (CSP).

{)coupa

Email Verification

103 4/3/2024
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Customer Onboarding

By clicking [B{eJ{n EHELILECIESES the supplier is prompted

to the Guardian’s questionnaire.

i;;;.gcoupa SUPR i TEST~ = NOTIFICATIONS @ | HELP ~

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

Information Requests

Overview

Your Profile

Welcome! Do we have your details right?

Profile Setup

Your profile helps you get discovered by buyers spending billions of dollars every year.
To save you time, we have pre-filled your profile with publicly available data on your company.

Learning Center You can always edit, add or remove your information in your profile at any time.
Add more customers .
Website
Create a discoverable
profile http://matthewjperry.com
Tax 1D
feedbaes 319-48-4143

Tell us what you think

GUARDIAN#
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3. Customer fills Form 6b and provides:

Customer Onboarding

Bank letter/statement
Bank validation contact person
Purchase Order language

Contact Information

Banking Validation -
Name

Banking Validation -
Email

Banking Validation -
Phone

PO Language

nguage field

bel or Question

EN
PL
HU
PT
ES
FR
DE

* Send to Guardian's
ERP

Country of Operation United States

Banking Information

*Currency USD ~

* Banking Region v

A Bank Validation Documents to attach:

GUARDIAN#

105 4/3/2024

INDUSTRIES




Customer Onboarding

4. Click S¥lelglid{eI@NelsIge)E]. Form will be sent to SE team for approval.

5. When Form is fully approved, SE manually creates the Customer in
Guardian’s ERP. After that, the customer is ready for transactions.

Your information has been submitted b4

Pending Approval a
Supplier Information Gl Supplier 12
* Organization Name Gl Supglier 12

. Approvers Oﬁ

S ) {@? ot
i v
Viktoriya Shomikova Massime Tendi acting Approval Complete
09/30/20 as Agata Burek
Cn bekalf of Supplier
Enablement
09730120
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One World

Form 7 - Supplier Replication GUARDIAN@&’

INDUSTRIES

Requester




Supplier Replication

Sharing a supplier in different regions
or Guardian divisions is constrained,
since we use separate ERP’s
(Tibco/WGS in Glass and CMS in SRG)
and 7 different regional databases (4
in Glass and 3 in SRG).

Coupa SIM Process - Supplier Replication

Requester submits the
Supplier Replication request

(SIM Form 7}

Requester /
Buyer

A supplier needs to be “replicated”
from one system database to another
in order to purchase from in different
regions/divisions.

! - Tax ID validation Supplier completed
Supplier Data Ry 2
[:S I::zat?o: [_E::;w' Bank Account Verbal and sent to ERP
E 2 Validation (Integration)

Supplier
Enablement (SE)

The purposes of this form 7 are:

* Minimize the Requester effort

» Speed up the supplier replication process

* Ensure anyway the supplier data validation

GUARDIAN#
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Supplier Replication

After logging in Coupa, the requester can:

1. Clickthe dropdown and select the name of the form or
2. the 7_Supplier Replication button

' My Groups v My Projects v Forms v Order Lists v Catalogs
—_—
e W ° 1c_Sourcing Event 6a_Customer Form 1_0 ding_AR

Supplier (Requester) (Requester)_Portuguese

Supplier
request?

3_Update Form 6a_Customer Form
(Requester) (Requester)_Spanish

peditiond i 5_Urgent and 6a_Customer Form 1 o_EN
Exception Suppliers (Requester) Thai 1_Onboarding_ES

1_Onboarding Supplier @ 1c_Sourcing Only ﬂ 3_Update Form (Requester) 7a_GLASS Supplier 1_Onboarding_FR
{Requester) (Requester) (A (Requestar) 6a_Customer Form Replication (Requester) 1_Onboarding HU
(Requester)_Arabic 7b_SRG Supplier 1_Onboarding_PL

6a_Customer Form Replication (Requester) ;
(Requester)_Chinese 1_Onboarding_PT

1_Onboarding_TH

D; 5_Urgent Suppliers CD 6a_Customer Form 7_Supplier Replication
(Requester) (Requester) (Requester)

AH - Requisition Intake
6a_Customer Form Form
(Requester)_English Catalog Request

6a_Customer Form

: Commodity Request
(Requester)_French VES

Lease/Rental

n
6a_Customer Form Requisition Form

From January 2024, requester must choose Supplier Replication (Requesler] Geman \m Status Update
the appropriate form 7, depending on the

6a_Customer Form
(Requester)_Hungarian

- R R e 6a_Customer Form
@ a GLASS Supplier Replication (Requester)_Polish

Guardian division which the supplier is used

@ s GUARDIAN#
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Supplier Replication

The requester needs to provide:
* Supplier’s name

* C# of the supplier to replicate
* Bank details

e TaxID
e Address
* (Contacts

* Few additional info (PO method, PO
language, invoice match level, currency)

‘ Tibco
The requester must select the Hel¥[e=R % d=1qq’ RN

where the supplier is currently active and the
WGS or CMS instance where it shall be
replicated to.

* Select the source system
where the supplier is replicated
from

* Select the WGS instance
where the supplier is replicated
to

* Select the source system
where the supplier is replicated
from

* Select the CMS instance
where the supplier is replicated
to

The [\eile=R\VE e {RESE| field refers to

the different types of invoice matching:

WGS NA
CMS NA
WGS EU
CMS EU
WGS LA
WGS AMEA
CMS AP

3 Way Match

110 4/3/2024

Invoice
Quantity

Unit Price

Invoice

Quantity

Unit Price
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Supplier Replication

The requester submits it to SE Team for the data validation and match.

SE first matches supplier’s bank details with the existing ones. If they don’t match with
WGS/CMS data, then the SE shall validate them through phone call to the supplier - as
usually done in full onboarding process - what minimize fraud attempts.

If all company data match with the existing supplier, then form 7 is approved and
integrated in the requested WGS/CMS instance. Supplier is created with a new C# and is
available in Coupa.

Vice-versa, if company data don’t match, then the requester should begin a full onboarding
process, being it a different supplier.

GUARDIAN#
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Supplier Replication

Cancel Delete Save as Draft m
Irovers
Ao by e spproval e
Ao
i Fa "\‘
2/ W “
frez el M seler Ealdem ooy

Bypass approvals

1. Submit the form for your m

2. Once all information is final, click S iR (T I IGIE] to

send the form to the SE Team.

~ Approvers

Add

& p
v L ) -~

Krezell Mayo Supplier Enablement Approval Complete

Cancel Delete Edit Save as Draft Submit for Approval
A

3. Once the form is approved the supplier is created in
WGS/CMS, although some fields need to be manually
updated by SE in our systems.

The Supplier turns into m status and is now ready

for transactions.

i
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Coupa SIM - Manuals & Demos

* The following manuals and demos are published in the SS&P Hub
* The Supplier’s Manual is also posted in the Supplier Portal

Coupa Supplier Customer

Approver
Manual

Manual

Playbook \ETIVEL

Links are available in next slide

GUARDIAN#
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Coupa SIM - Useful Links

Coupa Link Coupa Link

(Guardian (Supplier

User) User)

IdentityNow

(Coupa
Access)

Compass
Issue

Reporting
Form

SS&P HUB
(Manuals &

Demos
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