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For Suppliers — A Step-by-Step Guide to Completing the Registration

Process
This guide is designed to help suppliers navigate the Solenis new vendor remigration process in the Coupa
Supplier Portal (CSP) with confidence. It outlines each step, required information, and common checkpoints to

help avoid errors and speed up approvals.

1. Before starting the Solenis Supplier Registration Form, please ensure you have the following

documents and information available.
a. For Direct Material Suppliers
b. For Indirect Material Suppliers

Go to your emailinbox and locate an email from the Coupa Supplier Portal. Once found, open the

message.
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https://www.solenis.com/globalassets/resources/supplier-documents/for-direct-material-suppliers--required-documents-checklist.pdf
https://www.solenis.com/globalassets/resources/supplier-documents/for-indirect-material-suppliers--required-documents-checklist.pdf
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3. Atthe bottom of the message, click Join and Respond.
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New CSP Supplier SIM Invitation

Hella Supplier,
TEST - Solenis has chosen Coupa as their supplier management platform.

In arder to prevent last documents and ensure you are paid on time, TEST - Salenis has
requested you to provide information about your company.

Within the next 48 hours, please respond below to provide this infermation. Welcome!

Adrian Craiu
TEST - Solenis

Gy

- 5
(& Reply

4. Onceyou click Join and Respond, you will be transferred to the Coupa Supplier Portal (CSP) where

Rev. 01

you need to create an account.

Create an account

TEST - Solenis uses Coupa to transact and communicate
with you.

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

Forward this to someone
* Business Name

ABC Company 789

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

* Email
* First Name *Last Name
John Smith
Cannot contain special characters or symbols (ke 1, 7, %, & <, »).
* Password *Confirm Password

@ )

Use atleast 8 characters and include a number and a letter.

* Country/Region * Tax Registration [/

RN

(Jido nothave a TaxID
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5. Ifyou already have a Coupa account, scroll to the bottom of this page and click Log In.
a. Ifyoudo not have an account, please proceed to the next step.

TEST - Solenis uses Coupa to transact and communicate
with you.

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

Forward this to someone
* Business Name

ABC Company 789

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

* Email
*First Name * Last Name
John smith
Cannot contain special characters or symbols (like 1, 2, =, &, <, ?).
* Password * Confirm Password

@ >

Use at least 8 characters and include a number and a fetter

* Country/Region * Tax Registration
o | | s

Ol do not have a Tax ID

Ol accept the Privacy Policy and Terms of Use

Create an account

6. Some fields in this section are automatically prefilled based on the information already provided.
a. Pleasereview these fields carefully and update them if any details are incorrect.
b. Any field marked as mandatory must be completed before you can proceed.
c. Ensure that all required fields are filled in.

TEST - Solenis uses Coupa to transact and communicate
with you.

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

Forward this to someone

* Business Name
ABC Company 789

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

* Email

* First Name
John

Cannot contain special charac

* Password

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

&>

* Country/Region * Tax Registration |/

v | | HHEER

Oido not have a Tax ID

DOl accept the Privacy Policy and Terms of Use

Rev. 01

Coupa Reference Guide | 3




Coupa Reference Guide :Solenisw

7. Once everything is filled in and accurate, please click "Create an account".

TEST - Solenis uses Coupa to transact and communicate
with you.

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

Forward this to someone
* Business Name

ABC Company 789

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

* Email
* First Name * Last Name
Jehn Smith
Cannot contain special characters or symbols (like 1, 2, %, &, <, »).
* Password * Confirm Password

.............. B | sesrescssnnnns &

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

* Country/Region *TaxiD (]
United States ~ | | 12345678

(J1do nothave a Tax ID

1 accept the Privacy Policy and Terms of Use

C13ate an acco ant

8. Enteryour Primary Address information and click "Save and Next"

Onboarding for solenis-test (Coupa Supplier Portal)

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

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

Primary Address
* Country/Region * Address Line 1 Address Line 2

United States Street 123

* City * State * Postal Code

Charlotte North Carolina 12345

United States

Invoice From Code (7) Preferred Language

English (US)

Szve and Next

Rev. 01
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9. Complete the mandatory fields for your Payment Method, then scroll to the bottom of the form.
a. Please note that the Account Number, Routing Number, IBAN, and SWIFT/BIC (for
international payments) must follow specific formats, and the validation rules vary by country.
b. Referto our Country-Specific Banking Requirements document to identify the correct format
applicable to your country.

Onboarding for solenis-test (Coupa Supplier Portal)

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

Primary Address
Provide the main address associated with your business.

Bank Transfer

C/, Primary Address saved successfully »

Payment Methods
(Virtual Card | Bank Transfer | Remit-To Address)

Please enter the following information to receive Bank Transfer payments.

Account Nickname * @

ABC
Bank Branch Country / Region *

United States

Bank Branch State / Province *

North Carolina

Account Number *

1440402

Wire Routing Number (7)

9 digits

Branch Code (7)

Beneficiary Legal Name * (7)
ABC Company 789
Bank Account Currency *
usD -
Bank Name *
Southern First Bank
ACH Routing Number *

053208011

SWIFT/BIC Code (1)

[ CITIUS33XXX ]

10. Click "Save and Next"

+ State ISO Code

ZIP Code

Contact Information

Email Address

Remittance Email @

Supporting Documents (7)

Phone Number

- 201-555-0123

Remit-To Code O

Drop or Browse Files

| Browse

() Do not accept Bank Transfer payments from TEST - Solenis

\ Please do NOT select this checkbox, as
Solenis supports only Bank Transfer. Save and Neit

Rev. 01
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11. A Free account is always available, fully acceptable, and always recommended.
a.

free account.

There is no requirement to pay for an upgraded account — please click “Continue” with the

Solenis

Easily do business with customers who
use Coupa

Registered user includes:

Coupa's community of bu

$549 / year

« Business Profile » Verified Badge

@ Great News! The payment information has been successfully shared with the following customers and has been validated: TEST -

Subscriptions
Registered 4% Coupa Verified

Amplify your trusted brand across

Everything in 'Registered’ plus:

++ Coupa Advanced

Optimize your cash flow and increase
productivity throughout your day

$4,800 / year

yers

Everything in 'Registered’ plus:

* Automated invoice reminders

« Orders = Priority Search Rank and reporting
+ E-Invoices « A seamless integration with your
« Catalogs account system

- Payments
» Sourcing Events

Purchase Advanced

Purchase Verified

Cancel ‘ Save and Next

12. Before you complete our questionnaire, you will need to set up your Multi Factor Authentication
(MFA).
13. Click on your Profile Name in the top right corner and click "Account Settings"

-

r:coupa supplier portal NOTIFICATIONS (@ = HELP
ﬁ Invoices Orders Business Profile Payments Service Sheets Items ASN Sourcing nces IS Setup Meore...
Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Perfor scriptions
Log Out
TEST - Solenis Select Customer | TEST - Solenis v
! Public information could not be auto-filled. Please complete the form and submit for approval
. " . . . . "
14. Click "Security & Multi Factor Authentication
$coupa supplier portal JOHN~ | NOT
A Invoices Orders Business Profile Payments Service Sheets  Items  ASN Sourcing Forecasts Setup

My Account settings

Settings User Details

* First Name | John

*Last Name | Smith

*Email

Purpose

Phone Number

Country/Region

Rev. 01
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15. Click the "For Payment Changes (Required for changing Legal Entity or Remit-To)" field.
a. Ifyouwantthe MFAwhen you log in and when you make payment changes, please choose the
second option.

My Account security & Multi Factor Authentication

Settings wlti Factor Authentication

Notification Preferencesft
@® For P ment Changes (Required for changing Legal Entity or Remit-To)

Security & Multi Factor
: © For §bth Account Access (Login and Payment Changes
Authentication

App Connections
Via Authenticator App

16. Choose your MFA Method.
a. Ifyouchoose Authenticator App
i. Download an app like Google Authenticator or Microsoft Authenticator.
ii. Scanthe QR Code that Coupa displays.
iii. Enterthe 6-digit code from the app to verify.
b. Ifyouchoose SMS
i. Enteryour Mobile Number.
ii. Enter the verification code sentvia SMS.
c. Ifyouchoose Email
i. Checkyour email for the verification code and enter it.

TVIUTO T &CToT AUTTETTICATOTT
Notfication Preferences
® For Payment Changes (Required for changing Legal Entity o Remit-To)
‘Security & Multi Factor
O For Both Account Access (Login) and Payment Changes.
Authentication
App Connections

Via Authenticator App

° Use an Authenticator App available from your mobile phone app store.
® Default

Change Authentication App

Via Text Message

Use a code sent via text message to your phone number.
Default

Via Passkey

Use a passkey stored in your browser or on your device.
Default

TEST - Solenis does not allow email as an MFA factor. Please select a different factor.
Show Recovery Codes Regenerate Recovery Codes
Recent Login Activity

Rev. 01
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17. Click "Show Recovery Codes" - Coupa will provide backup codes to help you recover your account if

you lose your MFA device.
a. Save these codes securely for future use.

Use a code sent via text message 1o your phone number.
Default

Via Passkey

Use a passkey stored in your browser or on your device

Default

TEST - Solenis does not allow email as an MFA factor. Please select a different factor.

Show Recovery Codes Regenerate Recovery Codes

Recent Login Activity
02/26/26 (09:36 PM) - Chrome - Windows - 149.20.202 3
02/20/26 (04:38 AM) - Chrome - Windows - 209.206.20.56
02/20/26 (02:58 AM) - Chrome - Windows - 209.206.20 62
_View More

18. Click Confirm and Complete at the bottom.
a. Once verified, your MFA will be active on your account.

b. You will need your MFA for the next steps in the process.

19. Navigate to “Business Profile” on the Navigation Bar.
Verify that the selected customer is Solenis, then click "SC2 - External Form Indirect".

a.
coupa supplier portal JOHN +
-ﬁ Invoices Orders Business Profile Service Sheets Items ASN Sourcing Forecasts Catalogs Setup
Information Requests Performance Evaluation Suk

Business Profile Profile Submissions Legal Entities Payment Methods

Select Customerf| TEST - Solenis

TEST - Solenis

Forms

Fill out and submit the New or Draft forms. You can update your information on forms at any time.

View Rl ~ l Advanced lSeaﬂ:h

Submitted At

Status Created Date

Indirectv22 New 02/19/26 None

45 | 90 Show Gount

Per page

20. After clicking the form, please allow a few seconds for it to launch. This is the SC2 form provided by

Solenis. Some fields are prepopulated.

Coupa Reference Guide | 8
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21. Please review and update them as necessary, and complete all required fields marked with a red

asterisk (*)
- v ™ T
/ A nvoices  Orders (CIEIIETLIEGI) ServiceSheets  Items  ASN  Sourcing  Forecasts  Catalogs  Setup Morh
Business Profile  Profile Submissions  Legal Entities ~ PaymentMethods  Information Requests  Performance Evaluation  Subscriptions
TEST - Solenis Select Gustomer | TEST - Solenis

View All Responses

SC2 - External Form IndirectV22

Supplier Information

ABC Company 789

\ Supplier Information /

22. Select Address Purpose, Region and State.

If your address includes a district, kindly enter it in the "Street Address 4" field

For all addresses, an address name must be provided. Please ensure this field is completed in the section below.

If you are using a PO Box and its post code, please enter this in the PO box and postal code fields below

~Supplier Primary Address

Address Purpose

= o

“Region

Country/Region

[ United States ~ ]

State Region

‘ North Carolina - NG % o

23. Enter required address details.

(s ] \

Street Address 2

{ J

Street Address 3
Street Address 4

[ )

“City

[cnam ]

* Postal Code
{ 12345 ]

Rev. 01
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24. Enter your Contact Person details.
a. A Mobile Phone number is required. If you are located outside the US or Canada, please
change the country to "Other" before you enter the number - (see next step)

First Name

John

Last Name

‘ Smith }

Email address

coupaa7@gmail.com ‘

‘Work Phone

=

650-555-1212

lobile Phone

US/Canada ~ 234-456-6789

650-555-1212

25. Outside of the US and Canada, the phone number typically includes a country code, an area code or
mobile prefix, and the subscriber number.
a. **Please enter digits only — do notinclude any country names or area names.

4 M

Maobile Phone

couniryRegion Areallity Local

234 | { 4566789

Rev. 01
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26. The PO Email field refers to the email address where you will receive purchase orders issued by
Solenis.
27. For the Tax Country and Category field, first select the appropriate country. Then, click the small arrow
next to the country name to view the available tax categories and choose the correct one.
a. Evidence of Tax must be uploaded as an official, non-editable document (such as a PDF, JPG,
or similar format) that verifies the tax number entered. The document must clearly display the
company’s legal name, address, and tax number.

* PO Email

\ coupaa7?@gmail.com | 0

*What is your preferred language to receive PO's?

-

English (EN) ®

Tax Information

If you are an existing supplier and need to update your tax i ion please email »d

* Tax Country and Category
United States (United State 5

s
mployer ID Number (Employ  * ¥
er)

Please use the drop down below 1o select the applicable Lax country and Lax category

*Tax Number

‘ 4101512369

28. If additional tax information is required, enter the details as instructed. If no additional information
applies, select No.

a. Ifyou have other Ordering Locations from which you will be shipping, select Yes and provide
the information.

b. Ifyou do not have any additional locations, select No.

* Do you need to enter additional tax information for your Country?
O Yes 4—

® No

Ordering Locations

* Do you have other ordering locations we need to be aware of?

Q0 Yes <

| )

Rev. 01
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29. To continue, you must provide your banking details. Click Add Remit-To to begin entering your banking
instructions.

4 N

Banking/Wiring Instructions

To add new banking information ciick on *Add Remit To'

T . in the "Acti 3 ive! to Geactivste the cument bank data. Click on 'Add Remit-To' and enter the updsted

i ]
banking details as required

+Remit-To Addresses

agff one or i ither filing out 2 pint Invoicing Form or choosing an Existing Remit To Address.

\ J

30. Select the Customer Supported payment method and then click Add Selected.

How would you like to be paid?
All Methods Bank Transfers Remit-To Addresses Virtual Cards Add Payment Method ~

TEST - Solenis supports Bank Transfers Payments.

-

Southern First Bank \: Y Customer Supported )

‘ Street 123, Charlotte, NC 12345, United States
Account Number Transit Code Wire Routing Number

w402 053208011

D Street 123, Charlotte, NC 12345, United States, United States (12345678) Unsupported by Customer

Rev. 01
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31. After you add the Payment Method, a new section for Bank Information will appear.

a. This section includes some pre-filled details as well as additional fields that you must
complete.

b. Note thatthe Address Name refers to the Company Name or Account Name.

c. If any of the pre-filled information is incorrect, you will need to update your Legal Entity with the
correct details. Please follow this guide to complete the update.

/ ~Bank / Wiring \

Remit-to Address Details

* Beneficiary Name.

ABC Company 789
* Street Address /

32. The Remittance Contact Email Address is the email address where the payment remittance advice is
sent when invoices are paid.

| Charlofte ‘

* Postal Code

| 12345 ‘

PO Box

* Regffittance tact Email Address

= o)

33. Some fields below are automatically populated based on the selected Payment Method.

a. If any pre-filled information is incorrect or an error appears, you must deactivate that Payment
Method and create a new one.

b. Please follow this quide to fix the error.

Rev. 01
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34. The Bank Address must include the bank’s street name and number, as well as the Bank City and
Bank Postal Code.

/ Bank Address Details \
*Bank Name

[ Southern First Bank ]

*Bank Address

[1m\m¢uaem.s1mou ]

*Bank Country/Region

United States Ld |

*Bank City

[ GREENVILLE ]

*Bank Postal Code
[ 12345 ]

35. The fields below are automatically populated with information from your selected Payment Method.

/ Account Details \

* Account Currency

| uso VI

Sort Code

l o
Bank Account Number

[ =g ] [ ]
SWIFT Code (BIC)

= o

[uam Number ] . /

Rev. 01
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36. The Bank Key information follows a specific format, with validation rules varying by country.
a. Please refer to the Country-Specific Banking Requirements document to find the correct
format applicable to your country.

* Bank Key \
| 053208011 ‘ [ ]

Bank Routing Number

| B 11 ‘ [ ]

BSB Mumber

\' "/

37. At the end of this section, you must upload a Banking Supporting Document.
a. Thisdocumentis required to verify the bank account information you have provided.
b. Acceptable documents include a letter on company letterhead, a bank-issued letter, or
another official document that contains your company details and banking instructions.
c. The document must be in a non-editable document (such as a PDF, JPG, or similar format)
that verifies your banking information. The document must clearly display the company’s legal
name, address, account number and any other relevant information.

«Banking Supporting Document

* Attachments

Add File

ABC_Bank_Information. pdf

Evidence must be submitted on Bank or Supplier Letter Head

* Does your company accept credit cards for purchases?

Ho w

Rev. 01
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38. Please click on our Code of Conduct and review.

Code of Conduct

Solenis is Commitied to achisving the highest standards of professionalism and ethical conduct in its operations and sctvities and expects the same level of

standards from our pariners.
Solenis Supplier Code of Conduct applies fo all our suppliers worldwide. To become or remain 3 valued pariner to Solenis, we require our suppliers, their

employees and affiiated entities or anyone acfing on behalf of the suppliers to comply with Solenis Supplier Code of Conduct.

Please Download, Review and Acknowledge Solenis Supglier Code of Conduct.

39. If you agree to our Code of Conduct, select the first option.
a. Ifyou have your own Code of Conduct, select the second option and upload your document

when the next field populates.
b. Ifyou select the third option, you will be required to confirm that statement. This selection will

trigger a legal review as part of the onboarding process.

/ Code of Conduct \

Solenis is Commitied to achieving the highest standards of professionalism and ethical conduct in its operations and activities and expacts the ssme level of

standards from our partners.
Salenis Supplier Code of Conduct applies to all our suppliers woridwide. To become or remain 3 valued pariner o Solenis, we require our suppliers, their
employees and affilisted entifies or anyone acting on behalf of the suppliers to comply with Solenis Supplier Code of Conduct.

Flease Download, Review and Acknowledge Solenis Supplier Code of Conduet

Code of Conduct
® Thesupplier acknowledges and agrees to the terms outlined in the Solenis Supplier Code of Conduct
() The sdpplier has attached their organization's Supplier Code of Conduct in lieu of acknowledging and agreeing to the terms outlined in the

Solenip Code of Conduct.
O The glpplier does not acknowledge nor agree to the terms outlined in the Solenis Supplier Code of Conduct and will not attach their

operénization's Supplier Code of Conduct

\.

40. If you are a Direct Material Supplier for Solenis, you will now be required to answer questions and
provide documentation according to our Direct Supplier Document Checklist.

41. Select Diversity if it applies; otherwise, choose Not Diverse.

f Diversity

Supplier-Indicated Diversity Status (MAM or UK only)

| Mot Diverse - @

\

42. There may be some additional information needed:
a. Country of Origin confirmation for supplied goods

b. EUDR Compliance Year confirmation
c. Supporting descriptions for sustainability, renewable energy, GHG reduction, NetZero or SBTi

initiatives

Rev. 01
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44. If you entered address information in your local language using special characters, please provide the
English version in the Language field.

/ Language \

If you've added address information in your local language using special characters, please provide the English version here

A

K Thank you! /

45. You are now at the end of the form. Click Submit for Approval and allow a few seconds for processing.
46. If any mandatory fields are missing or contain incorrect information, you will be returned to the top of

the form, and an error message will appear.
a. Ifthis happens, scroll down slowly to locate the field marked with an error and make the
necessary corrections.

b. Once updated, resubmit for approval.
c. Please note that clicking Save will not send it to Solenis. You must select “Submit for Approval”.

Payment Terms
NET 30 DAYS - P030

Regions

NA

Indirect Spend
2. 550000 - 590000

Freight Supplier

Mo

Default Commodity

General Office Supplies-44120000

Update Process

MNone

P
Decline Save Sub wit for Approval
-

47. You have successfully completed and submitted the SC2 Form when you see “Pending Approval" on
your screen. This is nhow with our internal teams for review and approvals.

Rev. 01
& Coupa Reference Guide | 17




Coupa Reference Guide & Solenis.

Rev. Author Description of change Training required

0

Adrian Craiu &

. Document creation March 23, 2026 Yes xx No
Jennifer Meyer

W IN =

Rev. 01

Coupa Reference Guide | 18




