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How to Access the Coupa Supplier
Portal

Purpose:

The purpose of this help guide is to provide instruction for accessing the CBRE Coupa Supplier Portal. The
Portal is used to initiate onboarding and risk assessment as a new supplier to CBRE.

Scope:

e How to access the CBRE Coupa Supplier Portal for the first time

e How to access the portal if you already have an existing Coupa account
e Forwarding the invite to the right person

e What to do if the invite expired

How to access the CBRE Coupa Supplier Portal for the first time:

The Coupa Supplier Portal (CSP) is CBRE’s New Supplier Onboarding and Risk Assessment tool. All CBRE
suppliers are required to register with Coupa to complete Onboarding and Risk Assessment forms. Creating a
Coupa account is completely free of charge. There is no need to sign up for the enhanced Coupa version which

comes with an additional cost.

When you are about to enter into a business relationship with CBRE, your Relationship Manager will initiate a
New Supplier Onboarding Request in Coupa. Once this has been approved internally, you will receive a system

generated email from

do_not_reply@cbre.coupahost.com with the subject "CBRE's New Supplier Request" inviting you to

complete your onboarding questionnaire. You then have 30 days to submit your response.

myBuy-Test
CBRE Profile Information Request - Action Required

CBRE’s mission is to realize the potential of our clients, professionals, and partners by
building the real estate solutions of the future. From instilling confidence in today’s
decisions to re-imagining tomorrow’s spaces, we thrive in complex and ever-changing
environments. We have 120,000+ staff in 500+ offices in 100+ countries across the
globe and proudly provide corporate real estate services to 10,000+ clients including
over 90 of the Fortune 100. We spend $31bn+ (USD) with 130,000+ suppliers across
the globe on an annual basis. You are invited to undertake CBRE's Supplier onboarding
and risk assessment process to be a CBRE supplier.

The first part of this process is 'onboarding' to establish your business as a vendor in
our finance and work order systems. There are no costs for you to undertake the
onboarding process.

We have allowed 30 days to complete this process. If you have not completed and
submitted this form within 30 days, this process will be terminated.

On successful completion of the onboarding process, CBRE may engage you for the
provision of goods and services on a conditional basis at the sole discretion of CBRE on
an if/as required basis. Successful completion of the onboarding process is not a
commitment by CBRE to engage your entity nor is it a guarantee of business.

It should be noted that the onboarding process is the first part of a two (2) part
screening process. Your organization will be required to participate in an additional risk
assessment process. This risk assessment will also be done in Coupa and will be
initiated via a separate e-mail. This risk screening process may incur a service fee from
our third-party risk assessors. It is a condition of working with CBRE that your
organization meets the minimum standards. Your organization will have 60 days to
complete the assessment. Further information is available at [insert link].

We look forward to a long and successful relationship.
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After clicking “Join and Respond” the Coupa Supplier Portal will display the Login/ Create an Account
screen. Simply complete the required fields and click “Create an Account”.

zzcoupa supplier portal

Create an 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.

* Business Name
Franklin Music

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

* Email

mybuysupp+051109202023@gmail.com

* First Name
Edward

* Password

Use at least 8 charac

* Last Name

Bollinger

* Confirm Password

L2

ters and include o number and a letter

Ol accept the Privacy Policy and the Terms of Use

Create an Account

Already have an account? LOG IN

Forward this to someone

After the initial log in screen, an onboarding sequence will appear requesting details about your company.

Please complete these as outlined below.

Your Contact Information: This should be the details of the Account Manager who will be the primary point
of contact for CBRE. Please complete and click “Next”.

myBuy-Test

* First Name
Edward

* Phone Number

= Country/Region

* Address

* City

State

Your Contact Information

* Last Name

Bollinger

* Postal Code

Skip for Now

Confirm Invoice-From Location and click “Next”.
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{ Back X
my B u y TEST Confirm Invoice-From Location
This is the main address of your registered business or the registered entity you will be
* invoicing your custorner from.,
* Country/Region l
* Address
1474 Selah Way I
*city state * Postal Code
Brattieboro 05301 L

Advanced Invoicing
Invoice-From Code

Recommended If you plan to use with CBRE in integration for invoicing (XML of SFTP)

* Preferred Invoicing Language

Tax Country/Region TaxID @

United States ~

O I don't have Tax ID Number

@ Additional Tax ID

Tell Us About Your Business: Please complete your website address and Tax ID and click “Next”.

{ Back X

h‘ell Us About Your Business

myBuy-TesT

l * Business Website

O 1do not have a website .
*Tax ID (or Local ID)

Indivi ity I
O I do not have a TaxID ‘).
DUNS Number
Dun & Bradstreet DUNS Number is a unique nine-digit identifier for

Next

Skip for Now

Confirm Pay-To Location (Remit-To): This should be the address that purchase orders will be
addressed to. Please complete and click “Next”.
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{ Back
myBuy TEST Confirm Pay-To Location (Remit-To)

This is the address your customer will use Lo send your payment, remittance address.

| Add New Pay-To Location ~

1
* Country/Region

|
* Address

| *City State * Postal Code
Advanced Invoicing

| Pay-To (Remit-To) Code
Recommended if you plan to use with CBRE in integration for invoicing (XML or SFTP).

1

|

1

| Next

How to Access the Coupa Supplier Portal

Confirm Ship-From Location: This should be the address of your main office. Please complete
and click “Next”.

{ Back

myBuy-TEST bonfirm Ship-From Location

This is usually your warehouse location.

Add New Ship-From Location ~
* Country/Region
* Address
* City State * Postal Code

Advanced Invoicing
Ship-From Code

Recommended if you plan to use with CBRE in integration for invoicing (XML or SFTP).

Get Paid Faster with Early Pay Discounts: CBRE does not accept dynamic discounts specified on
this page. Please click “Skip for Now”.
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{ Back
my Bu Y-TEST bet Paid Faster with Early Pay Discounts
Setup your preferred terms here. Coupa will automatically update future invoices with
[ your preferred terms if your customer has enrolled you in an EPD program aligned with
their terms.
' Your default payment term Automatically replace with
this discount
| (you can change this later)
| Net30 | &
Net4s ) ~
|
Net60 -
|
! Net75 ) &
NetSO ~
Net120 ) v
|
I O Use these preferences for all your customers
(O My company does not offer discounts
|
Next
Skip for Now

How to Access the Coupa Supplier Portal

X

On the final Coupa Supplier Portal (CSP) screen the “CBRE requires some additional information”
screen. You will see a button that says, “Take Me There”, selecting this will take you directly to the New
Supplier Onboarding Form. If you select “Skip for Now” on this screen, you will be taken back to the CSP

homepage.

{ Back

myBuy-TesT

information

CBRE requires some additional

This information must be provided before you can do business with CBRE

Take Me There

Skip for Now
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How to access the portal if you already have an existing Coupa account

If you already have an existing Coupa account, on the Create an Account page below the blue Create an Account
bar you will see “Already have an account? LOG IN.” Click on “Log in” and enter your Coupa credentials and
your Coupa supplier dashboard will open.

Z,coupa supplier portal 8¢

Create an 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.

* Business Name

Franklin Music
Your legal business name (or legal personal name if an individual)
* Email

mybuysupp+051109202023@gmail.com

* First Name * Last Name
Edward Bollinger
* Password * Confirm Password
......... @ [ cerereere 0

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

Ol accept the Privacy Policy and the Terms of Use

Create an Account

Already have an account?LOG IN

Forward this to someone

Once you logged in you can access the New Supplier Onboarding Form directly from your profile.

From your profile click on > Information Requests. Then select ‘CBRE’ from the profile drop down menu.
Any pending Information Requests will appear on the page.

.scoupa supplier portal NOTIFICATIONS @ = HELP

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

Profile | cpre .

—~
ests) Performance Evaluation

Supplier Information

Supplier
Dear Supplier,

If this fs your first ime registering with CBRE to do business with this client/account, please select the "New Supplier button Please complete the onboarding form
ensuring mandatory questions (marked with an asterisk) are answered. Once onboarded, you will have the abiity to edit your information by coming back to this page
and following the instructions below

If you are an existing supplier returning 10 the portal to update your profile information, please select the "Update’ button. The form will populate with editable fields

that you can update and submit

* Please select the service type

Select if you're a new supplier for CBRE
Select if you're updating your profile information
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What if the invite did not go to the right person?

At the bottom of the “Create Account” page, select “Forward this to someone”. You can forward the invitation
to any colleague that shares the same email domain. The recipient will then have access to view and complete
the requested form(s).

$,2coupa supplier portal a

Create an 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.

* Business Name

Franklin Music
Your legal business name (or legal personal name if an individual)
* Email

mybuysupp+051109202023@gmail.com

* First Name * Last Name

Edward Bollinger

* Password * Confirm Password

@ [ eernanans x
8 characters and include a number and a letter.
O accept the Privacy Policy and the Terms of Use

Already have an account?LOG IN
Forward this to someone

What to do if the invite expired:

Invitations to onboard expire after 30 days. If you try to create a CSP account or access the form after 30 days,
the Registration / Login page will display a red message bar stating, "Your invitation has expired”. In this case
you must reach out to your main CBRE contact (usually the Requester) or SupplierRisk@cbre.com and ask that
the invitation be resent.

Additional Materials and Support

For more helpful hints and tips and help guides on how to use Supplier Shield please visit the training section
on the Supplier Shield Internet page here.
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