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PROCUREMENT IS A JOURNEY | WHERE ARE YOU GOING?




Overview

- Profile




Coupa Supplier Portal (CSP)

» The Coupa Supplier Portal (CSP) is a free tool for suppliers to easily conduct business with Weir Minerals using
Coupa.

» Signing up to the CSP is critical to gain access to purchase orders and process invoices
* An email will be sent that will have directions on how to register to the CSP

» Suppliers will have the ability to manage various content and settings for your Weir Minerals profile.

« Some of the content and information that is available to manage is:
* Manage Company Information
* View purchase orders

» The easiest way to get set up to use the CSP is to ask Weir Minerals for an invitation.

» Once you accept the invitation and register, you’ll be automatically connected to Weir Minerals .
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CSP Quick Reference Guide

Coupa Supplier Portal (CSP)

» Ensure that your company’s IT security policy permits emails in HTML format. Please be informed that all emails

eg. Purchase Orders from Coupa will be in HTML format.
* If your company’s IT security policy blocks HTML emails, you would not be able to receive any email notifications

from Coupa for new Purchase Orders nor revisions in Purchase Orders.

» Ensure that your company’s IT security policy permits these following domains (request your IT firewall team to

whitelist these domains):
» https://supplier.coupahost.com/ -> For access to the Coupa Supplier Portal
* *@weirminerals.coupahost.com -> For emails from Coupa. Typically emails from Coupa will be sent from

do not reply@weirminerals.coupahost.com
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CSP Quick Reference Guide

Customer Invitation

Invitation from Weir Minerals Action Required from Coupa Customer #1 - Click Below to Join Coupa nbex *

do_n...@...r.coupadev.com

to SupplierAccount ~

*  You will receive an e-mail from our
Coupa system with a unique link to join
the COUpa Supplier Portal Hello Supplier Organization

Coupa Customer #1 wants to connect with you on Coupa. Once registered you can do things with Coupa Customer #1 (and your other
buying organizations that use Coupa) like view purchase orders, create invoices, manage POs and invoices, get real-time SMS alerts,
and much more

{:}COUPE Action Required from Coupa Customer #1 - Click Below to Join Coupa

* Once you click on the Join Coupa

Coupa's Supplier Portal is completely free and helps you better transact and communicate electronically. Find out more using the links

bUttOﬂ you Wi ” be d i reCted tO the CS P below, and use the buttons to either register or forward this invitation to another person at your company. Welcome!
_, Coupa Admin
to register your account. Coupe Customer #1

Forward This
» Save https://supplier.coupahost.com/
as a favorites link for quick access R p s
Learn more about the Answers to common Learn more about how
when you need to return to the site.

Coupa Supplier Portal questions and issues companies use Coupa

Zxcoupa

Business Spend Management
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CSP Quick Reference Guide

Create Your Account

Join the Coupa Supplier Portal

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

 After following the link from the invitation email, fill

in the mandatory fields to provide basic “ FirstName  John

information for your account and your companies spaciie . [

pUbIIC prOfIIe *Company Supplier Organization
+ To create a CSP account, you must also accept “Email _jsmith@supplier bz

the Privacy Policy and terms of use. \ * Password
« By default, this account is the admin account for S

. rd Confirmation
your Company. Once set up, you can add users \”’"""\
| | accept the Privacy Policy and the Terms of Use

and assign them roles, including account

administration. m

* You can invite others any time by entering their

email address in the Forward email field in the Forward your invitation
Forward your invitation section and cl |Ck|ng Not the right person to register now? Want to ask a coworker to join quickly? Send a copy of your
Submit invitation to colleague\'s email below (must have same email domain)

Forward email Email @coupa.com
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Login to the CSP

Self-created invitation Customer-created invitation
* Register to join the CSP at: https://supplier.coupahost.com  If you have received the customer created invitation and
have registered, you will go directly to the Log In to access
* Once registered, let Weir Minerals know you’re on the CSP, and the Coupa supplier Portal.
give them the email address you used to register. Weir Minerals
needs it to get you set up within Coupa. * In both cases, you receive an email invitation with different
subject lines, depending on whether the invitation was sent
» If you're already on the CSP with another Coupa customer, just give by your customer or initiated by you. Save
your CSP email address to the Weir Minerals Supplier Enablement https://supplier.coupahost.com as a favorite link.
team and they’ll do the rest.
Register Log In
New to Coupa? Create your account or click here for help. Welcome back! Login or click here for help.
First Name * Emall Address  Email Address
Last Name *Password  Password
Company
* Emall Forgot Your Password?
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CSP Quick Reference Guide

Welcome to Coupa Supplier Portal

Welcome Tour

+ Create Invoices & Get Status Updates + Update Profile & Payment Info

+ View & Respond to Purchase Orders + Create Time Sheets & ASNs Against Orders

+ Host & Manage Catalogs + Get Real-Time SMS & Email Notifications.

» Once you are signed in, Coupa takes
you on a welcome tour.

gxcoupa supplier portal

* You can skip the tour by clicking on
the Skip button or closing the window _

with the X in the top right corner. wecomocopssaer o

Flexible Ways to Create Invoices

« Clicking Next takes you to the second
page of the tour, which provides you

with basic information on the benefits =
e = . o
Of INVOICIN g th rou g h th e CS P_ Invoice Against an Order Invoice Without an Order Be Secure & Compliant
Create invoices backed by pre-approved POs or Create invoices from scratch using your Setlogin security and leverage built-in global
‘contracts customer's invoice form compliance for legal invoicing
Goto Drue%) Go to Invoices > Admin Settings >
Back @ Next
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CSP Quick Reference Guide

Welcome Tour cox

Welcome to Coupa Supplier Portal

Additional Features

» The last page of the tour
summarizes the additional

features. O IIJ @

Supplier information Service/Time Sheets & Catalogs Payments
Provide up-to-date information to your ASNs Send and update details on Manage payment settings, early pay
customers Update POs with advance ship purchasable items discount preferences, and more
notices or information on provided
sefvices

Go to Online Help to Learn More >
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CSP Quick Reference Guide

Getting help

» If you skipped the Welcome Tour you can access any time by clicking on Help Tour.

» For additional help, if you click on the Online Help link, you will be directed to the Coupa Support. They will be able
to assist you with any technical issues. For any process concerns, please follow up with your Weir Minerals

contact.

LUNA~  NOTIFICATIONS @) = HELP v

£,xcoupa supplier portal
Help Tour
Home  Profile  Orders  Service/Time Sheets = ASN  Invoices Catalogs Payments  Business Performance  Sourcing  Add-ieliiltAsEEl

a

Setup
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CSP Quick Reference Guide

Manage Your Account

z,scoupa supplier portal LUNA ~  NOTIFICATIONS @Y

Account Settings
Home Profile Orders Service/Time Sheets ~ ASN Invoices Catalogs Payments VLG Notification Preferences  [IH Add-ons
Setup Log Out

My Account setings * On the My Account Settings
User Details page, you can make changes to

Notification Preferences yo u r pe rSO n a | i nfo rm atio n

Security & Two-Factor

Authentication * First Name | Luna (name, department, role, and
*Last Name | Sheiby passwo rd ) .

* Email | lunashelbytest@gmail.com

Department ~

5 » Set or modify your notification
preferences.

Change Password o Security & Two-Factor
Authentication - enable/disable.

* Current Password

* Password

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

* Password Confirmation

som/contacts/133870/edit |
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CSP Quick Reference Guide

Admin

£,zcoupa supplier portal

Home Profile Orders

Setup

-

ustomer Setup

Admin users

Users

Merge Requests

Legal Entity Setup

Fiscal Representatives

Remit-To

Terms of Use

Payment Preferences v
Static Discounting

SFTP Accounts

XML Errors

SFTP Errors

Service/Time Sheets

Users

TSG Testers
tsgtesters@gmail.com
Status: Active

ASN

Invoices

TSG v | NOTIFICATIONS € = HELP v

Business Performance Add-ons

Catalogs

Payments Sourcing

Permissions Customer Access
ASNs

Admin

Business Performance
Catalogs

Invoices

Order Changes
Orders

Pay Me Now
Payments

Profiles

Service/Time Sheets
Sourcing

S
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Users - Manage permissions and customer access.
Merge Requests - Manage accounts & merge
requests.
Legal Entities - Setup your account to create e-
invoices by adding legal entities / remit-to addresses.
Remit-to - Provide remit-to address and associated
tax information to meet compliance regulations when
invoicing.
Terms of Use - View and sign the terms of use to work
with the CSP.
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CSP Quick Reference Guide

Manage User Permissions

$,coupa supplier portal LUNA~ | NOTIFICATIONS @) | HELP - ° TO manage the permiSSionS Of a user, f|rSt
press edit on the user you would like to
edit permissions for

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

Setup .
User info

o » Selecting permissions will also adjust the
Admin users 'LastName [shazan == view on the home page
- N Example: If user has permission to
——— nasheleyesi@grmal.com Fermissions @ Customners invoices and orders then that user will
e : only see those specific tabs on their
CSP home page
S— o
P @ ks + Next, select the permissions you would
SFTP Accouts sz SRS like this user to have access to
XML Errors Activate User Service/Time Sheets
o * You also have the ability to select which
5 vt anges customers your users have access to
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Legal Entity Setup

CSP Quick Reference Guide

{;‘;coupa suppuer purtdt
Home Profile Orders  Service/Time Sheets
Setup

-

Admin  Customer Setup

Admin users

Users
Users
Luna Shelby
Mergs Requests lunashelbytest@gmail.com
I
Legal Entity Setup Edit

I Fiscal Representatives
Remit-To

Terms of Use

Payment Preferences v
Static Discounting

sunshine test

SFTP Accounts sunshineshelbygroup1@gmail.com

cXML Errors Activate User

ASN Invoices Catalogs  Payments

Permissions

ASNs

Admin

Business Performance
Catalogs

Invoi

TUNA =~ NOTIFICATIUNS S | ELE =

Business Performance Sourcing  Add-ons

Customer Access

To create your legal entity, select
legal entity setup from the Admin
Bar.

Next, select Add Legal Entity

Order

Pay
Paym|
Profil
Servi
Sourg

Users

Merge Requests
ASNs|
Admi Legal Entity Setup
Busin
Catal
Invoig

Remit-To

Terms of Use

Static Discounting
SFTP Accounts

cXML Errors

2 Admin Legal Entity Setup

Legal Entity

v ey S Cerm—

Fiscal Representatives

Payment Preferences v

Add Legal Entity

Actlons

Actlons

THE SHELBY GROUP
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Legal Entity Setup (con)

possible.

1- * Leogal Entity Name

Country/Reglon

Where's your business located?

Setting up your business details in Coupa will help you meet your customer’s inveicing and payment
as much inf tion as

requirements. For best results with current and future

This is the official name of your
business that is registered with
the local government and the
countrylregion where it Is
located.

2%
- |

What address do you invoice from?

3. - nsaress Linet

Address Lina 2 REQUIRED FOR INVOICING
“city Enter the registered address of

your legal entity. This is the

State [ Select an Option . - on hars You
receive government
documents. @

* Postal Code

Country/Region United States

& Use this address for Remin-To @)

{3 Use this for Ship From address (]

What is your Tax ID? @

4. Country/Region | United States ~

Tax ID

") 1don't have Tax ID Number

Add additional Tax ID

Miscellaneous

Invoice From Code (i)

Preforred Language  English (US) ~

S
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1. First, add the name of your Legal
Entity and the Country/Region
that you do business in. Then
Click Continue.

2. On the next screen you'll need to

input some additional information.

3. Add your Invoice From address
first.

* Do note that you will be able to
use the same address as your
Remit-To Address and your Ship
From address by leaving those
boxes checked

All remitTo Codes will be provided by
Weir Minerals

4. Next you can enter a Tax ID and
an Invoice From code, but they

are not required.
15



Legal Entity Setup (con)

5. Next, confirm the address where you would like to
Whers da Yol Wahl 16 Tsceive payhent? receive payment. Click Save and Continue on the first
screen to confirm the remit to you have already set up.
6. Next, you can again confirm the Remit-To you just set up.
If you need to add an additional Remit-To, select the Add
rdrese e Remit-To button. If not, then click next.

City Schaumburg
State IL

Postal Code 60173

What is your Remit-To Address?

Address Line 1 1234 Test Street

Country/Region United States

Where do you want to receive payment?

5.

o] o

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 1234 Test Street Active Manage
Schaumburg
IL
60173
United States

Deactivate Legal Entity Cancel m

S| .
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CSP Quick Reference Guide

Legal Entity Setup (cont) ek inkisaodliod

a
:;::a::u”eg;l'm’m;;s reg‘m'er;.' different shipping details on the invoice is required if they are different to Add Ship From
7. Next, validate your Ship From address. If you need to ;;%::h:"s:m = ==
add additional Ship From addresses, select the Add on
Ship From button and add the addresses. —— 7.
=3
* When you are finished, press Done.
Setup Complete
* You will then see the green check mark letting you
know that you have successfully completed the setup
of your Legal Entity.
Congratulations!

This legal entity can now be used on new invoices.

To get paid - Most customers require that you send them this payment info in in addition to
providing it on the invoice. [ ]
« Click on the Profile Tab to see if your customer has a form that collects payment information.
» Otherwise, you'll have to send it to them through another channel.

@ ' Go to Orders Go to Invoices Return to Admin m
17
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CSP Quick Reference Guide

Localization date format & decimals setup cont)

7. To change your date format to DD/MM/YY (default would be US date format in MM/DD/YY), or
decimals format, scroll down to the bottom of the page and select your region as necessary

& DG O 8 https//supplier-test.coupahost.com/home/ B8 % © =
T UUST D04 | THVINLIN WURE [UD 1D Weir ~
L]
Website (&)
Industry &
About #

Established ~(

Top Commodities &

Currencies § ~
Dansk (Danmark)

Public Profile @ Profile
- Deutsch (Belgien)

Deutsch (Deutschland)
Deutsch (Luxemburg)

Deutsch (Schweiz)

Deutsch (Osterreich)
English (Australia)
English (Canada)

a -
BA Engiish (US)

© 2006-2022 Coupa Software Incorporated
Privacy Policy - Terms of Use

& Chat with Coupa Support
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CSP Quick Reference Guide

Home Screen

Navigation Bar

Faicsupesippller portal ot @ e  Reviewing, acknowledging orders or
Hclne Profile  Orders  Service/Time Sheets ASN  Invoices Catalogs Payments  Business Performance  Sourcing  Add-ons Submitting invoices iS Simple by aCCeSSing
e them through the navigation bar. You can
b New: Exclusive discounts for your business to thank you for being a part of the Coupa Community. X a | SO CO nfig u re you r p rOfi Ie/a CCO u nt a nd
administer your connection through the
Action needed: Complete your profile to get paid faster and get discovered Learn More Announcements viewai (0) CS P
Profile Progress Last Updated )
= 32% Complete (© 1 minute ago One-Click SaVingS View Al
>rofile Surnmary D BRI * Access to these tabs provides you with
Coupa Community. . . . .
A 2 i real-time status of orders and invoices with
Merge Accounts Weir Minerals
9 . . 1 9 If your company has more than one CSP account, we ’
Legal Entities Registered User Connected Customers try to list it below. Consider merging them to reduce
View View confusion for existing and potential customers. .
T T (S TS :ol seeing the account you want to merge with? Click L] You Can even Com mu nlcate th roug h the
nking Info iversity Int © Accelerate ribery Policy are. . .
CSP to Weir Minerals through comments

section of invoices and purchase orders.
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Your Public Profile

s.acoupa supplier portal LUNA ~ | NOTIFICATIONS @D = HELP -

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

Setup

 There is a link on the

Your Public Profile  Your Customer Profiles homepage that Wl” take
you to your public profile
and a button that you
can use to update your
Address 123 Luna Cir prOﬁIe.

Carol Stream

Luna Contact Information

B Website £3
) Industry & Logging g'mes
About #§ Moon United States
Established (. 2010 Primary Contact Luna Shelby ° You can also Update
Top Cozmud“i_es {;‘-‘ S lunashelbytest@gmail.com yOur proﬂle US|ng the
urrencies -
- Mobile Phone profile menu button.
- Fax Number
Description

Moonlight

Edit Profile

S| :
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CSP Quick Reference Guide

Purchase Orders

£coupa supplier portal CURE) Koo N (EEOR * By selecting the Orders tab in the main menu
Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Payments Business Performance Sourcing Add-ons bar, ‘the Purchase Orders page data table

Setup appears-

Orders Order Lines Retumns Order Changes Order Line Changes Shipments

Configure PO Delivery

Purchase Orders the top right corner, select the customer whose
Instructions From Customer POS yOU Want tO See

TESTING ONLY - THIS IS NOT A PURCHASE ORDER - TESTING ONLY

o Curomer W TEST v*\ From the Select Customer drop-down list in

Click the “= Action to Accept the Purchase Order and Create an Invoice using its data

T B| « Under the PO Number column click on the

PO Number OrderDate Status Acknowledged At Items Unanswered Comments Tm:) Assigned To Actions number to Open and View the PO_

6500000177 08/17/20 Soft None 1 Each of Rent. Dl Y00.
P Closad
6500000176 08/17/20 Soft None Rent No 100.00 USD
Closed
6500000145 08/11/20 lssued  MNone Rent No 100.00 USD =%s ° C I 1 k th I d th t ! I f
6500000099 07H5/20 lssued  Nona 20 Each of Test 505 No 1,000.00 =% IC € Icons unaer € action's column tor
™ the following acti
6500000098 07/15/20 lssued  None 5 Each of Test 404 No 3,300.00 =ie e 10llowin g actions.
usp =)

\- Gold coins flips the PO into an invoice.

 Red coins create a credit note

S| .
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CSP Quick Reference Guide

Purchase Orders cont)

Acknowledged

Assigned to

Lines When viewing a PO, verify that all the
L B - [ line quantities and shipping dates are

1 Type tem aty Unit Price Total Invelced

o - oo um suoe feasible for you before acknowledging
the PO

Lines Need By PartNumber Manufacturer Name Manufacturer Part Number  Weir lem Number  Target Quantity  Return
25M1/20  None None None None None No
Type ltem * aty
Drawing Number Code  Sub- MARK Number BOT POLine Text Bulk Price & UOM  Tracking Number
L ¢ Test 50.000 each v
ul None None None None None  None None None

— enppng maunsses To request a change to a PO line
w0 v quantity or delivery date, you can do
so directly from the portal

Weir ltem Number Target Quantity Perpage 15 | 45 | 90
Engineering Code Sub-Components Total usp
i A * Make the requested updates and

e oo | Tomiwe ] e mmee submit the PO change request for
Weir review

Total 500.00 usD

* Reason for Change

Cannot fulfill order quantity/amount
The ordered item is no longer available
Cannot fulfill orders by the Need-by date
Other

o s rrene || @

22
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CSP Quick Reference Guide

Purchase Orders cont)

Lines
Search O [SRTTY Lie Number 09w * Adding your Confirmed Ship Date
1 Type hem ay  unt Price Total Invelced //
o Test! 1 Each 54.99 54.99 .00
Part Number  Manufacturer Name Manufact Part Numb Confirmed Ship Date .
B s T = * Invoices may also be created from an
open purchase order by clicking the

“Create Invoice”

Perpage 15 1 45 | 90

Total usp 54.99

THE SHELBY GROUP



CSP Quick Reference Guide
AS N S Create Advance Ship Notice

i General Info ¢ ShipTo
 Advanced Ship Notifications (ASN) are for 1 0 Z’SBZ""‘ :
alerting Weir Minerals that the order has been ship Date Locatn Coce: AL00O"
shipped. ASN delivery date is mandatory BilbeniTi & 9 @ Shipping Info
Total Assigned To Actions B N:::
40.00 =] Shipping Mothod
20.00 Flip to ASN Ship Note

 From the Orders tab in the CSP, there is a new

icon to Flip to ASN = g W mewew w0
«  When you do, the entry screen will open and — s B
you can then (1) assign the ASN#, (2) fill in ivoice s Retrence invoicaLine ty
shipping info, and (3) adjust quantity as Comments
needed. (4) Delete the line whenever the
quantity being delivered forthatlineiszero | :
-—

Cancel i Save 1 submit

S| .
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 When done, click Submit




CSP Quick Reference Guide

Invoices

£;:coupa supplier portal TSG ¥ | NOTIFICATIONS @ | HELP v
Home  Profile Orders Service/Time Sheets ~ ASN Invoices  Catalogs Payments Business Performance  Sourcing  Add-ons
Setup - » Select the Invoices tab for the invoice page
Invoices  Invoices Lines  Payment Receipts With data table to Open_
Select Customer | Casey's - TSG TESTERS -
— + Create Invoices py selecting the following:
iniiiod Rl + Create Invoice from PO
%?ggettevx\lhﬂ{;s(;si?é?ysscompanyInlofmaumsamppagomdwullb.u\spiayod[orCSPamSANmp\munnmllnvoioeliupagl) ° Create Invoice from Contract
ol om0 G G s Gt ot  Create Blank Invoice
mm - re—" - +Create Credit Note
Invoice # Created Date Status PO# Total Unanswered Comments Dispute Reason Actions
I None 011221 Draft 15 11999 No 79 . .
oo otz o s wm N ) + Select the View dropdown arrow to filter your
None 011221 Draft 15 1999 No 70 . . .
- bt w e e /0 search or enter the invoice # in the search bar.
Nore 011121 Draft 15 1999 No 79
None 01117221 Draft 15 19.99 No ] . . .
b T PP * Open an invoice or the associated PO by
= = e clicking the Invoice # or PO # hyperlink.
None 12120020 Draft 15 1999  No 79
None 12728120 Draft 15 1998  No 70

NOTE: Buttons are only active for actions you can do.

S| .
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Invoices (cont)

« Fillin at least the mandatory fields (marked
with a red asterisk).

* You can verify you addresses and banking
details from the 'From' Tab. Your bank account
detail will be under 'Remit-To-Address'. Any
changes will need to be communicated to the
Weir Team.

« Weir Minerals requires that you attach a file to
an invoice using Image Scan. One attachment
can be up to 100 MB, but for performance
reasons, consider limiting the attachment size
to 16 MB or so. Image attachments on invoices
must be of the following types: PNG, GIF, JPG,
JPEG, PJPEG, TIFF, or PDF.

CSP Quick Reference Guide

Create Invoice create

‘0: General Info

© From

* Invoice #
* Invoice Date | 11/17/20

Payment Term WC36-Payable in 90 days due net

*Currency USD w

Status Draft

*Image Scan | Choose File | No file chosen

Supplier Note

Attachments Add File | URL | Text

* Supplier Alexis Test Supplier

* Invoice From Address Alexis Real Complaint O
Alexis
1933 N Meacham Rd
Schaumburg, IL 60173
United States

* Remit-To Address Alexis Real Complaint ,©
Alexis
1933 N Meacham Rd
Schaumburg, IL 60173
United States

* Ship From Address Alexis Real Complaint o]
Alexis
1933 N Meacham Rd
Schaumburg, IL 60173
United States

9 To

Customer Watco-TEST

*Ship To Address 315 W 3rd Street
Pittsburg, KS 66762-4706
United States
Plant None

Invoice Ship Date

S
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CSP Quick Reference Guide

Invoices (cont)

 Lines

Type Description Qty uom Price 0

Qy v 1.00t 1/ square me 0.00 0.00

PO Line Supplier Part Number Weir ltem Number Retumn

Nane Nan Mo

Bulk Price & UOM » Taxes will be entered at the

None line level of the invoice.

* The only field you will fill in will

/ be the TaX Amount_
Taxes

Tax Description Tax Rate Tax Amount Tax Reference

S| :
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CSP Quick Reference Guide

Invoices (cont)

Total Taxes
Lines Net Total 8,775.69
Lines Tax Totals 0.00
/ » Enter shipping amount and tax if applicable
Shipping .
* 1. Click Calculate to sum up your totals
Tax v % 0.000

» 2. Click Submit to send the invoice to your customer
Tax Reference
* Note: Changing the quantity or pricing is possible but
may trigger approval notifications to Weir Minerals
and potentially delay payment processing

Total Tax 0.00

Net Total 8,775.69

Total 8,775.69
1. 2.

Delete Cancel Save as draft Calculate '-

S| .
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