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What is the Coupa Supplier Portal?



Implementing Coupa is part of a larger effort to deliver a more integrated
procurement platform that will help JELD-WEN better manage supplier spend

Jﬂ

By having a centralized, standardized and transparent platform, JELD-WEN can make informed buying
decisions to meet our business needs and better serve our customers. Coupa provides a direct
Supplier portal for streamlined transactions with JELD-WEN.

Dedicated Supplier Portal

Reduced Transactional Workload Digitally Managed Supplier Information

* Access purchase orders in one place .

Add in additional users as needed to
manage transactions

Multi-factor authentication helps
keep data secure

Streamlined purchase order .

processing
Visibility into purchase order details

Communicate with JELD-WEN
regarding specific purchase orders
and supplier information

Note: JELD-WEN is not using Coupa
for invoicing/remittance/payments

New suppliers will be able to
provide their information through a
secure, digital channel

Existing suppliers may work with
JELD-WEN contact to update their
information




What is Changing / What is Not Changing

: What is Changing

What is Not Changing

POs will be emailed via Coupa. When
receiving PQO's, suppliers will have the
option to join the Coupa Supplier Portal
(CSP) for free.

Supplier Onboarding and Information

Updates will be processed through Coupa.

Invoices should continue to be submitted via the
jeldweninc@pdf.basware.com email

Using the Coupa Supplier Portal (CSP) is not required of
suppliers and accessing POs solely via email is still an

option.


mailto:jeldweninc@pdf.basware.com

Accessing the CSP



Accessing the CSP (1 of 5)

Suppliers will have received a connection invitation via email.

* The invitation email will be sent to the
Primary Contact.

o The Primary Contact is considered the Administrator
of the Supplier’s CSP account and does not have to be
the primary business contact.

* Click Join Coupa Supplier Portal to continue.

o Note: Check your Spam or Junk folders if you have
not received an expected invitation.
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Action Required - JELD-WEN Registration Instructions Inbex =

Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.coms

to jeldwencoupauat+testsupplier?

J¥  Action Required - JELD-WEN Registration Instructions

Hello Supplier Test 2.

‘We handle all business spend electronically fo make sure you're paid on fime and prevent lost documents

To ensure your ability to do business with us, you have 48 hours to register your account. Please contact us at supplieri@coupa com if

you are unable to register for any reason!

Harrison McClure
JELD-WEN

o |

Forward Invitation

Z,coupa

Business Spend Management

[« Reply )( % Replyall ){ ~ Forward ) (@)
o VAN VAN AN




Accessing the CSP (2 of 5)

Suppliers without existing accounts will be prompted to create an account. Suppliers with an existing CSP
account may Log In instead.

Suppliers without an existing CSP account will
need to complete the required fields to
create an account.

o Required fields are marked with a red asterisk (*).

o A one-time verification code will be sent to the
primary contact’s email. Future codes will be
provided via multi-factor authentication if setup.

Suppliers with an existing CSP account will be
able to Log In instead.

o The login email must match the address where the
invitation was received.

#,scoupa supplier porta

e — e

Create an Account

JELD-WEN is using Coupa to transact electronically and
communicate with you. We'll walk you through a quick
and easy setup of your account with JELD-WEN so you're
ready to do business together.

* Business Name

Swift Group

*Email
*First Name * Last Name
Valued Supplier
* Password * Confirm Password
£ %
* Country[Region * Tax Registration
[Dide not have a Tax ID
Dlacceptthe and the

—
Already have dn account? LOG IN

Forward this to someone

& Secure




Accessing the CSP (3 of 5) Jﬂ

After the CSP registration is complete, a pop-up window will show where they will be asked to provide additional information —
addresses/bank. Suppliers also have the option to tick ‘Do not accept...’ this step and the next few steps and update this later.

Coupa Supplier Portal Onboarding
Coupa Supplier POrtal onboarding Fill out required info for your Business Profile before proceeding to Coupa Supplier Portal

Fill out required info for your Business Profile before proceeding to Coupa Supplier Portal

(& Primary Address saved successfully

Account Details Payment Information )
—_— Account Details Payment Information

Primary Address i —
Virtual Card ® ( Customer Supported |
* Country/Region * Address Line 1 Address Line 2 -
Please enter the following information to receive Virtual Card payments
A d @
* Payment Method Name 0] * Email Address
* City * State * Postal Code

E Do not accept Virtual Card payments from this customer

\va



Accessing the CSP (4 of 5)

e The Coupa Supplier Portal has three
account options — Registered is the
preferred option.

o Registered provides all necessary access
to transact with JELD-WEN free of charge

o  OPTIONALLY suppliers can elect to pay a
subscription for Verified/Advanced to
better connect with other customers
using Coupa.

Subscriptions

Registered

Easily do business with customers who
use Coupa

Free
Registered user includes:

Business Profile
Orders
E-Invoices
Catalogs
Payments
Sourcing Events

Continue

## Coupa Verified

Amplify your trusted brand across
Coupa's community of buyers

$549 / year
Everything in 'Registered’ plus:

e Verified Badge
® Priority Search Rank

Purchase Verified

~+ Coupa Advanced

Optimize your cash flow and increase
productivity throughout your day

$4,800 / year

Everything in 'Registered' plus:

¢ Automated invoice reminders
and reporting

¢ A seamless integration with your
account system

Purchase Advanced

Cancel




Accessing the CSP (5 of 5)

* After profile setup, the home page will be
displayed.

o  Multi-factor authentication will be covered in another
section.

o Once Again: Coupa Verification is a paid service and is
not required to do business with your customers.

Z,xcoupa supplier portal

o Invoices Orders Business Profile

Payments Setup

JONITEST ~ | NOTIFICATIONS @

Service Sheets ASN Sourcing Forecasts Catalogs More...

HELP

Verify Your Account And Get Noticed

. —
Coupa Verified builds trust and gets you in front of more Get Verified °¢ '

customers looking for products like yours.

Coupa Supplier Webinar

Profile Last Updated: 13 days ago | View Profile

Recent Activity
Ty
| Customer 1 | Customer 2 nutanix-uat
-~

Two Factor Join Requests

Security

0 of 1 Users 0 Users

" | Get Verified

Merge
Suggestions

4] Duplicates

view v @ Announcements

Mo Announcements

Linked
Customers

3 Connections




Purchase Order Management



Purchase Order Management (1 of 8) .,

{:‘;“coupa Suppl‘ler portal TEST NOTIFICATIONS @ = HELP

L4 Vi ew P urc h ase O rd ers ﬁ Invoices -I Business Profile Service Sheets Items ASN Sourcing Forecasts Catalogs Setup More...

I Orders I Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...

o Once logged in to CSP, click on Orders

ta b . Select Customer JELD-WEN -

o The Orders page with the Purchase Purchase Orders
Orders table appears

Instructions From Customer

o Alternatively, when a PO is issued,
{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page}

notification is sent to your email.
2 CTEEEN

PO Number Order Date Status Acknowledged At ltems Unanswered Comments Total Assigned To Actions

|6000000200 05/22/25 lssued  None 1 Each of test No 5,000.00 USD =
6000000153 05/19/25 Issued None Test No 100.00 USD

6000000064 05/08/25 Issued None 1 Each of test No 10.00 USD o
6000000034 04/21/25 Issued None 1 Each of Test ltem No 100.00 USD Py
6000000033 04/21/25 Issued None 1 Each of Service No 100.00 USD Y
6000000031 04/18/25 Cancelled None 1 Each of Service 64 No 20.00 USD

6000000030 04/18/25 Issued None 1 Each of Service 66 No 10.00 USD N
6000000029 04/18/25 Issued None 1 Each of Service No 100.00 USD .

1 Eachof 1

T 11/05/24 Issued None 1 Each of line 1 No 3.00 USD @ Chat with Coupa Support
1 Each of line 2 |




Purchase Order Management (2 of 8)

{;’:COUpa Supplier port al TEST NOTIFICATIONS @ = HELP

ﬁ Invoices Business Profile Service Sheets Items ASN Sourcing Forecasts Catalogs Setup More...

* View Purchase Orders Lines

Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...
o Once logged in to CSP, select Orders tab
from the top navigation bar. Select Customer | J£1 p-WEN -
o Click on the Order Lines tab Purchase Order Lines

o Select the Customer “JELD-WEN” form the

select Customer Drop-Down list in the top [ Exportto - | o e O\I

right corner

PO Number (Header) Line  Order Status (Header) Item Total ltem Quantity Line Total Need By Order Date
o Allthe PO lines from “JELD-WEN” are visible Ieoooooozoo 1 Issued 1 Each of test 1 5000.00 05/31/25  05/22/25
as shown in the screenshot. 6000000153 1 Issued Test None 100.00 05/23/25  05/19/25
. . 6000000064 1 Issued 1 Each of test 1 10.00 05/16/25  05/08/25
o You can also create a custom view, which we
] ) ] 6000000029 2 Issued 1 Each of 1 1 0.00 04/25/25  04/18/25
will learn in next slides
6000000034 1 Issued 1 Each of Test ltem 1 100.00 05/16/25  04/21/25
6000000033 1 Issued 1 Each of Service 1 100.00 04/16/25 04/21/25
6000000031 1 Cancelled 1 Each of Service 64 1 20.00 04/25/25 04/18/25
6000000030 1 Issued 1 Each of Service 66 1 10.00 None 04/18/25

6000000029 1 Issued 1 Each of Service 1 100.00 04/25/25 04/18/25




Purchase Order Management (3 of 8)

{;;coupa supplier portal TEST NOTIFICATIONS @ = HELP
ﬁ Invoices Business Profile Service Sheets Items ASN Sourcing Forecasts Catalogs Setup More...
.
PY A k I d PO Orders || Orderlines  Returns  Order Changes  Order Line Changes  Order Confirmations  Order Confirmation Lines  More...
cknowledging a o]
Select Customer JELD-WEN .
o Once logged in to CSP, select Orders tab Purchase Orders
from the top navigation bar.
Instructions From Customer
1 E; le text - this i t Inf i t ill l fi P AN i he Purch; list

O Sea rch a n d CI |Ck On th e PO N u m be r <I xample text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page}
=]
I

H " ” PO Number Order Date  Status Acknowledged At Items Unanswered Comments Total Assigned To Actions
o Click the “Acknowledged Box
Issued None 1 Each of test No 5,000.00 USD =
6000000153 05/19/25 Issued None
¥, H
6000000064  05/08/25 Issued None "u.-"coupa SLippller DOI’t al TER) NOTIFICATIONS @ | HELP
Latudiss Coat . —— ﬁ Invoices Business Profile Service Sheets Items ASN Sourcing Forecasts Catalogs Setup More...
6000000033 04/21/25 Issued None
5000000031 ey & —— Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...
ancelle one

6000000030 04/18/25 Issued None
6000000020 04/18/25 Issued None Select Customer JELD-WEN
7 foses  lesusd  None Purchase Order #6000000200

o General Info Shipping

Status Issued - Sent via Email Ship-To Address 4100 Karona Court

Caledonia, MI 49316
Order Date 05/22/25

Note: JELD-WEN strongly e JP8
encourages the use of PO

Atin: Caitlin Hoch
Requester Caitlin Hoch

M- > Shipment Tracki P
Acknowledgements so we can D Shipment Trcking
confirm you have received IAGZ";:::: |

the PO




Purchase Order Management (4 of 8)

* Exporting PO Information

o Once logged in to CSP, select Orders tab
from the top navigation bar.

o Click on Export To Button in the blue bar

#,xcoupa supplier portal TEST

ﬁ. Invoices @ Business Profile

Service Sheets Items ASN Sourcing Forecasts Catalogs

NOTIFICATIONS @)

Setup

HELP

More...

Select Customer JELD-WEN

Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...

Purchase Orders

Instructions From Customer

s is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page}

View LU -

l Search Q ]

o Adrop down will appear. Select one of the
option from CSV Plain, CSV for Excel, Excel '

o  Afile will be downloaded or sent to your

email address depending on the size of the
file.

o Similar information can be downloaded for
Order Line by following the above steps

Order Date  Status Acknowledged At ltems Unanswered Comments Total AssignedTo  Actions
Exportto ~
05/22/25 Issued 05/27/25 1 Each of test No 5,000.00 USD Y
CSV plain (current columns) 05/19/25 lssued  None Test No 100.00 USD
| | CSV for Excel (current columns) 05/08/25 Issued None 1 Each of test No 10.00 USD =
Excel (current columns) 04/21/25 Issued None 1 Each of Test ltem No 100.00 USD =
04/21/25 {;:'-Coupa su ppller portal TEST NOTIFICATIONS @ | HELP
6000000031  04/18/25 . . .
ﬁ. Invoices @ Business Profile Service Sheets Items ASN Sourcing Forecasts Catalogs Setup More...
6000000030 04/18/25
Orders I Order Lines IReturns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...
6000000029 04/18/25
Select Customer JELD-WEN 4
Purchase Order Lines
Exportto -~ All v I Search Q I
umber (Header) Line  Order Status (Header) Item Total lem Quantity  Line Total Need By  Order Date
Exportto ~ 00200 1 Issued 1 Each of test 1 5000.00 05/31/25  05/22/25
. 00153 1 Issued Test None 100.00 05/23/25  05/19/25
| CS8V plain (current columns) tu
00084 1 Issued 1 Each of test 1 10.00 05/16/25  05/08/25
| CSVfor Excel (current columns)  gdoooze 2 Issued 1 Eachof 1 1 0.00 0412525  04/18/25
Excel (current columns) 00034 1 Issued 1 Each of Test tem 1 100.00 05/16/25  04/21/25
‘edpoooaz 1 Issued 1 Each of Service 1 100.00 04/16/25  04/21/25
boooa1 1 Cancelled 1 Each of Service 64 1 20.00 04/25/25  04/18/25
6000000030 1 Issued 1 Each of Service 66 1 10.00 None 04/18/25
6000000029 1 Issued 1 Each of Service 1 100.00 04/25/25 04/18/25
7 2 Issued 1 Each of line 2 1 2,00 None 1105124




Purchase Order Management (5 of 8)

Creating Custom Views

o Once logged in to CSP, select Orders tab
from the top navigation bar.

o Click on the drop down in View

o Coupa Offers pre filtered View as shown
in the screenshot

o To create a Custom View, click on “Create
View”

o In Name field “ Enter the name of the
view

o Under Columns section, Move the
available fields from “Available Columns”
to “Selected Columns”

o Similar view can be created for Order
Lines by following above steps

o0
£

g,scoupa supplier portal

Select Customer JELD-WEN

Purchase Orders

Instructions From Customer

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page]

TEST NOTIFICATIONS 9 HELP
ﬁ Invoices Business Profile Service Sheets Items ASN Sourcing Forecasts Catalogs Setup More...
Orders Drder Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...

Q

PO Number  Order Date  Status Acknowledged At Items = VAl *
|
|sooooooauo 05/22/25 Issued  05/27/25 1 Each of test Open Orders
Orders not acknowledged
6000000153 05/19/25 Issued None Test " %
Orders not invoiced
6000000064  05/08/25 Issued None 1 Each of test
Orders past due
6000000034  04/21/25 Issued None 1 Each of Test Item Orders with pending changes
6000000033  04/21/25 Issued None 1 Each of Service POs with service lines
Create View
6000000031 04/18/25 Cancelled None 1 Each of Service 64
6000000030 04/18/25 Issued None 1 Each of Service 66 No 10.00 USD Y
{;;'CDI.IPE SL.DDUE"DJHC& TEST NOTIFICATIONS @) HELP C0|umn5
A& Invoices BusinessProfile  Service Sheets  lems  ASM  Sourcing  Forecasts  Catalogs  Setup  More. Drag columns to the right 1o select, to the left to unselect and vertically to change column arder.
‘You can also use your keyboard to modify the selected columns. Use TAB to focus and ENTER to move a column to or from the
Orders  OrderLines  Returs  OrderChanges  Order Line Changes  Order Confirmations  Order Confirmation Lines  More.. . .
— Selected Column list. To reorder, use SPACE to grab an item and then UP or DOWN to mave it. Press SPACE again to drop the
item, or ESC to cancel the reordering.
Select Customer | g1 pweN v

Available Columns Selected Columns

Create New Data Table View

Comments PO Number

General Payment Agreements Order Date

POID Status

Name

Acknowledged At
Visibility @ Only Me

Items.
i Al v
Start with view | Al Unanswered Comments

- Total
Conditions

Assigned To
Match Conditions | Match all conditions - Add group of conditions
Actions

FilerBy PONumbor | Filt Clause i o | Fiter Text ©




Purchase Order Management (6 of 8)

Tracking Shipment
o Once logged in to CSP, select Orders tab
from the top navigation bar.
o Search and click on the PO number
o Click on Add in Shipment Tracking section

o Complete the tracking details, click on Save

Q’;coupa supplier portal

A Invoices Business Profile  Service Sheets  ltems  ASN  Sourcing  Forecasts

Catalogs Setup

TEST NOTIFICATIONS @ = HELP

More...

Orders  Orfler Lines  Returns  Order Changes  Order Line Changes  Order Confirmations

Order Confirmation Lines

Select Customer [ g b weN

More...

Purchase Orders

Instructions From Customer

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page}

View B}

v l Search Q ]

A noices (EEED  Business Profiie

Service Sheets  Items  ASN  Sourcing  Forecasts  Catalogs

PONumber _ OrderDate  Status  Acknowledged At ltems Unanswered Comments Total AssignedTo  Actions
05/22/25 lssued 05127125 1 Each of test No 5,000.00 USD E
|
6000000153 05/19/25 lssued  None Test No 100.00 USD
6000000064  05/08/25 Issued None 1 Each of test No 10.00 USD
6000000034  04/21/25 Issued None 1 Each of Test ltem No 100.00 USD
6000000033 04121125 lssued  None 1 Each of Service No 100.00 USD 2
6000000031  04/18/25 Cancelled  None 1 Each of Service 64 No 20.00 USD
6000000030 04/18/25 lssued  None 1 Each of Service 66 No 10.00 USD =
6000000029  04/18/25 Issued None 1 Each of Service No 100.00 USD [Z]
.:coupa supplier portal TEST~ | NOTIFICATIONS @  HELP

Setup More...

Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations

Select Customer

Purchase Order #6000000200

- General Info ~ Shipping
Ship-To Address 4100 Karona Court
Caledonia, MI 43316
United Statas
Location Code: 020
Attn: Caitlin Hoch

Status Issued - Sent via Email
Order Date 05/22/25
Revision Date 05/22/25

Requester Caitin Hoch

Terms None

=1 Shipment Tracking

Email choch®@crosscountry-consulting.com
Payment Term Hone

Attachments None No shipment tracking.
Acknowledged

Assigned to

Order Confirmation Lines ~ More...

JELD-WEN v

Enter tracking number for entire PO. To ship PO partially, create ASN.
*Tracking Numbe| | ]
* Carrie| ~
Note
]

Shipment Tracking (1) O rue

. 1ZW40Y530316518047 e 7/

’ Status Out for Delivery
A - ®




Purchase Order Management (7 of 8)

* Commenting to JELD-WEN contact
o Once logged in to CSP, select Orders tab
from the top navigation bar.
o Search and click on the PO number
o  Scroll down to comments section.

o Add a comment to your Buyer from the
JELD-WEN, starting with “@” and
following with the name .

o Select your buyer from the drop-down list.

message

g-w-.coupa supplier portal

A invoices (@EE  Business Profite

Service Sheets Items

TEST NOTIFICATIONS 9 HELP

ASN  Sourcing  Forecasts  Catalogs  Setup

More...

Orders

ler Lines Returns Order Changes Order Line Changes

Purchase Orders

Instructions From Customer

Order Confirmations Order Confirmation Lines

Select Customer [ g

{Example text - this is set on your Company Information setup page and wil be displayed for CSP and SAN suppliers on the Purchase Order list page}

WEN

More...

34

o Comments

Enter Comment

Add File | URL

Mute Comments

oupa supplier portal
o Click on Add Comment after completing the| & e

m view I vlssamh Q] Send Gomment notification to a user by typing @name (ex. &JohnSmith
der Date Status Acknowledged At Items Unanswered Comments Total Assigned To Actions
2125 lssued  05/27/25 1 Each of test No 5,000.00 USD 5
6000000153 05/19/25 lssued  None Test No 100.00 USD
6000000064 05/08/25 Issued None 1 Each of test No 10.00 USD Y
600000004 0421125 lssued  Nome 1 Each of Test tem No 10000 USD kA 0 Comments Mute Comments
6000000033  04/21/25 Issued  None 1 Each of Senvice No 100.00 USD =
6000000031  04/18/25 Cancelled  None 1 Each of Service 64 No 20,00 USD Enter Comment
6000000030  04/18/25 lssued  None 1 Each of Service 66 No 10.00 USD = @tesi
5000000028 04/18/25 lssued  None 1 Each of Senvice No 100.00 USD = y
Budget IO Testing (budgetio)
Test User1 (Coupatestuser)
TEST NOTIFICATIONS @) HELP UAT Tester (uattester)

Payment Term None
Attachments None
Acknawledged

Assigned to

No shipment tracking

Service Sheets  Items ~ ASN  Sourcing  Forecasts  Catalogs  Setup  More...
Orders  OrderLines  Returns  Order Changes  Order Line Changes  Order Confirmations  Order Confirmation Lines ~ More...
Select Customer JELD-WEN .
Purchase Order #6000000200
General Info Shipping
Status Issued - Sant via Email Ship-To Address 4100 Karona Court
’ Caledonia, MI 49316
Order Date 05/22/25 United States
Revision Date 05722/25 Location Code: 020
Attn: Caitlin Hoch
Requester Caitiin Hoch
Email choch@crosscountry-consulting.com Terms None
1 Shipment Tracking O

9 Comments

Mute Comments W

Enter Comment

[@Test Userl (Coupatestuser)] : Please confirm the remit to address|

Add File | URL

Add Comment




Purchase Order Management (8 of 8)

= M Gmail Q seasch = o8+ @
JELD-WEN, Inc. Revised Purchase Order #6000000200 wsx L
* PO Changes ﬁ oo
o  Assoon as the PO change is approved, you B —
will get an email notification as shown. S
£,zcoupa supplier portal TEST~  NOTIFICATIONS HELP

viceSheets  ltems  ASN  Sourcing  Forecasts  Catalogs  Setup  More..

o Once logged in to CSP, select Orders tab
from the top navigation bar.

der Changes  Order Line Changes  Order Confirmations  Order Confirmation Lines  More.

Select Customer | g1 0. weN

Purchase Order #6000000200 | fsevsin s~ |

o Click on the Order Change tab «=»

General Info Shipping

Status Issued - Sent via Email Ship-To Address 4100 Karona Court
Calex I 48318

Order Date 05/22/25

TEST~  NOTIFICATIONS @ HELP

o Search for Revised PO Number and Click on 5coupa supplier porta
the PO Number wre

Orders  OrderLines  Return|

Revision Date 05/26/25

Requester Caitin Hoch
ness Profile  Service Sheets  ltems  ASN  Sourcng  Forecasts  Catalogs  Setup  More. o 1
forms None

¥ Shipment Tracking O e

Email GrossGountry-consulting.com

Order Line Changes  Order Confirmations  Order Confirmation Lines  More... Payment Term

Attachments None No shipment tracking

o) Confirm you are viewing the latest version sectcusomer | .

of the PO Purchase Order Changes fesianedte

veu [ D = Em 3|
o) FO”OW the Steps of ACknOWIedgement, ASN, PO Change # ~ Order#  Version# ShipToUser Status ltems Total Supplier nitiated Created By Reason Code Assigned To .

. . . 2 Caiflin Hoch ~ Approved 20 Each of test 100,000.00 No Harrison None

collaboration with buyer as stated in | us0 e
. . UAT Tester ~ Approved 1 Each of Service 64 20.00 USD No UAT Tester  None
previous slides Ui Appumd | ExholSanies 1000USD N T T N
2 UAT Tester  Approved 1 Each of Service: 100.00 No UAT Tester Nona

1 Eachof 1 uso




Advance Ship Notices



Advance Ship Notices (1 of 2)

* Advanced Shipment Notification (ASN): Electronic notice

of upcoming delivery.

* Includes: Shipment contents, packaging details, and

expected arrival time.

e Purpose: Enhances supply chain visibility, streamlines
receiving, and improves warehouse planning.

®* Create ASN

o  Once Logged into CSP, click on Orders Tab

o Search and Click on the PO number for which you
want to create an ASN.

o  Click on “Flip to ASN” Under Actions column

o Complete all the mandatory information (marked
with *)

o Under the Lines section, Enter information of
“Shipped Qty”

o Click on Submit

= i TEST NOTIFICATIONS HELP
£;zcoupa supplier portal (2]
n Invoices Business Profile Service Sheets Items ASN Sourcing Forecasts Catalogs Setup More...
Orders Dr*r Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...

Purchase Orders

From Ci

Select Customer

JELD-WEN

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page}

m View [\ ~ l Search
PO Number  Order Date  Status Acknowledged At Items Unanswered Comments Total Assignaed To A

I 6000000200 05/22/25 Issued 05/27/25 1 Each of test No 5,000.00 USD
6000000153 05/19/25 Issued None Test No 100.00 USD
6000000064 05/08/25 Issued None 1 Each of test No 10.00 USD e
6000000034 04/21/25 Issued None 1 Each of Test Item No 100.00 USD N
6000000033 04/21/25 Issued Nane 1 Each of Service No 100.00 USD =
6000000031 04/18/25 Cancelled None 1 Each of Service 64 No 20.00 USD
6000000030 04/18/25 Issued None 1 Each of Service 66 No 10.00 USD =
6000000029 04/18/25 Issued None 1 Each of Service No 100.00 USD P

1 Eachof 1
£.zcoupa supplier portal TEST-  NOTIFICATIONS @) | HELP Lines
A& Invoices @ Business Profile  Service Sheets  Items ~ ASN  Sourcing  Forecasts  Catalogs  Setup  More. 1 Description Shipped Qty oM Received Quantity Status 0
Orders  Orderlines  Returns  OrderChanges  OrderLine Changes  Order Confirmations  Order Confirmation Lines  More... test 1 Each o 0 Draft
Select Customer JELD-WEN Supplier Part Number PO# PO Line Po Line Quantity
. . None 0
Create Advance Ship Notice It LT L L
Invoice Num Reference Invoice Invoice Line Invoice Line Qty Supplier AUX Part Number

Gey

*ASN#

Status Dralt
Grass Wight
Ship Date

Expected Delivery Date

= ShipTo

Ship To Warshouss

Shipto Address 4100 Karona Cout O
Caledonia, MI 48
United States
Location Code: 020

Ship to Attention  Caltin Hoch

& Shipping Info
Tracking Number
Carrier

Shipping Method

Match Reference

None

Comments

None




Advance Ship Notices (2 of 2)

zcoupa supplier portal TEST~ | NOTIFICATIONS @

ﬁ Invoices Orders Business Profile Service Sheets ltems Sourcing Forecasts Catalogs Setup More...

HELP

Select Customer JELD-WEN

Advance Ship Notices

ASN Number Status Ship Date  Expected Delivery Date «  Ship to Attention Carrier Tracking# Last Updated Date  ASN Lines PO Number Actio”

| Test Pending Receipt 05/27/25  None Caitlin Hoch None 05/27/25 1 6000000200 ,/ 4)

Perpage 15 1 45 | 90

You can edit

ASN#

Gross weight

Ship date

Expected Delivery date
Shipping Info Section
Comments (if any)

Once the update is done, click on “Update”

1

* View and Manage ASN

o Once Logged into CSP, click on ASN tab. The o To Edit, Click on the pencilicon / under Action column

Advance Ship Notices page appears
P Page app o To Cancel the ASN, click on “Cancel” « Icon under

o Select “JELD-WEN” as customer from the drop- Action column
down list in the top right corner

o To View the ASN, click on ASN #, under ASN
Number column

Lines
Description

test

Supplier Part Number

None

Invoice Num Reference

Match Reference

None

Comments

Shipped Qty
1

PO #
6000000200

Invoice

uom

Each

PO Line
1

Invoice Line

Received Quantity
0

Po Line Quantity
1.0

Invoice Line Qty

Status

Pending Recaipt

Supplier AUX Part Number
None

Cancel

i Update




Q&A Break!



Updating Supplier Information



Supplier Information Requests (1 of 8)

You may receive a notification from JELD-WEN requesting an update the supplier’s information.

To complete the supplier information form, suppliers can check the following:

O

O

O

Go to Notifications and click the Update your profile for Coupa link, or...

Go to Business Profile tab, and then Information Requests secondary tab.

Go to Home > Recent Activity section, and then click on ‘Information Request’ link;

M  Invoices

,scoupa supplier portal

Orders

Business Profile Setup

Service Sheets ASN Sourcing

Forecasts

—
VALUED ~ | NOTIFICATIONS @ | HELP -~

I&n nformation update request is received (g

View | All

O

O

~

My Notifications

Messaae

Form (External Supplier Response V.6) from JELD-WEN requires your attention.

Delete

Irequires your attention.

£,acoupa supplier portal

A Invoices Orderﬁl Business Profile I;ezup Service Sheets
Infor nance Eval

VALUED NOTIFICATIONS €D HELP

Forecasts ~ Catalogs ~ Community

orm (Extemal Supplier Response V.6) from JELD-WEN =

See All Notifications E

Received

02/26/25 05:51 PM

Mark as Read

Business Profile

More.

Legal Entities

JELD-WEN

+ We have auto-filled some inform: m your Public Profile.

w All Responses

External Supplier Response V.6

Supplier Information

Swift Group

Supplier Information Form

I Profile | ye p-wen
—

v




Supplier Information Requests (2 of 8)

Some fields will be auto-populated based on the initial
request from Coupa.

You must populate the rest of the form including the
required fields such as:

O

©)

Doing Business as:

Supplier Preferred Language
Code of Conduct

Tax Information

Address and Contact Details

Other necessary information

Although Coupa allows you to submit more than one payment method
on the form. JELD-WEN requires only one payment method.

* Supplier Name

acoupa
JELD-WEN Profiie | e p.weN
' We nave auto-filled some information from your Public Profile.

Extemal Suppber Response V6

Supplier Information Form

LT EET

Star City

* Doing Business as:

* Supplier Preferred Language

* Headquarters Country

United States

Supplier Code of Conduct

Below is the JELD-WEN supplier code of conduct. In order fo be onboarded as a supplier for JELI
Agree" checkbox below. If you have any questions about the Code of Conduct please use the "Cof

JELD-WEN Supplier Code of Conduct

JELD-WEN_Supplier_Code_of Conduct pdf

*1 have read and agree to the JELD-WEN Supplier Code of Conduct
0

Tax Information

*Tax ID Type

Select e

-Tax Registrations

Use this section to add all your applicable tax registrations

Add Tax Registration

-Remit-To Addresses

Add one or more Remit-To Addresses by sither filling out a new Compliant Invoicing Form or choosing an

‘4 Add Remit-To ‘

*Payment Information

Supplier Bank Details:

*Bank Letter Attachment

* Attachments

Add File

WARNING! EFT payment method not sligible for Payee's within the United States. Requests
acceptance, if you are able lo receive payment via another methed, please change your sele

* Payment Method

Select -




Supplier Information Requests (3 of 8)

Once all the required fields and necessary documents are populated and attached, click on the ‘Submit for Approval’ button.

Comments can be added to communicate with the JELD-WEN team.

Internal Use Only

Estimated Annual Spend

" Comments Mute Comments

Enter Comment

1099 Supplier? s

Add File | URL

1099 Classification

Last W-9 Review Date

OFAC Attachment

TIN Matching Document

Decline Save Submit for Approval




Supplier Information Requests (4 of 8)

Once all the required fields are populated, the Supplier submits form for review and approval.

z,scoupa supplier portal VALUED v | NOTIFICATIONS @ | HELP v

ﬁ Invoices Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts Catalogs Community More...

Business Profile Legal Entities Information Requests Performance Evaluation Subscriptions

JELD-WEN Profile | jELp-WEN .

Your information has been submitted b4

View All Responses

External Supplier Response V.6

Pending Approval o




Supplier Information Requests (5 of 8)

When the form is submitted, the status is now “Pending Approval”

External Supplier Response V.6

Pending Approval [

Supplier Information

Star City

Supplier Information Form

Welcome to JELD-WEN's Supplier Registration Process! To complete your onboarding, please provide the required company details through this form. This
information helps us set you up as an approved supplier and ensures smooth transactions.

Please be prepared to provide:

Company details (legal name, address, tax 1D, and contact information)

Banking details for payment processing

Agreement to the JELD-WEN Supplier Code of Conduct

Complete the form as soon as pessible to avoid delays in onboarding. If you have any questions, piease use the comment box at the bottom of this page.

i‘:gcoupa Suppl\'er porta{ JAMIE NOTIFICATIONS @ HELP-

Business Profile

ﬁ Invoices Orders Setup Service Sheets ASN Sourcing Forecasts Catalogs Community More.

Business Profile Legal Entities Information Requests Performance Evaluation Subscriptions

JELD-WEN Profile | je| p-WEN -

Form Responses

_  -oEm oo
Form Status Created Date Submitted At
Pending Approval 03120125 03120125

| Extemal Supplier Response V.6




Supplier Information Requests (6 of 8)

A notification will be sent to your email with the subject Profile Info Recently Updated for JELD-WEN on Coupa,
validating that the external form has been successfully submitted for approval

JW]

JELIFWEX

Profile Info Recently Updated for JELD-WEN on Coupa

Hi Jamie,

Your company's profile information was recently updated and sent to JELD-WEN on Coupa.
This information is important and can contain pay-to information, tax registration, compliance
ceritification information, and more.

Please help us ensure security by notifying your customer if this change is inaccurate or
unexpected. If the change iIs expected you can ignore this message.

Thanksl

View Profile Info




Supplier Information Requests (7 of 8)

When the form is fully approved by JELD-WEN, the status is now “Applied”

External Supplier Response V.6

£,zcoupa supplier portal JAMIEY | NOTIFICATIONS @ | HELP~
Applied li)
ﬁ Invoices Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts Catalogs Community More.
Supplier Information
Star City Business Profile Legal Entities Information Requests Performance Evaluation Subscriptions
JELD-WEN Profile | Je| p-wEN -

Supplier Information Form Form Res ponses

Welcome to JELD-WEN's Supplier Registration Process! To complete your onboarding, please provide the required company details through this form. This

N CE—0
informafion helps us set you up as an approved supplier and ensures smooth fransactions.

Flease be prepared to provide: Form Status Created Date Submitted At
Company details (legal name, address, tax ID, and contact information)

External Supplier Response V.6 lied
Banking details for payment processing | e F Appl
Agreement to the JELD-WEN Supplier Code of Conduct

03/20/25 03/20/25

Complete the form as soon as possible to avoid delays in onboarding. If you have any questions, please use the comment box at the bottom of this page.




Supplier Information Requests (8 of 8)

You will be notified via Email that the form response submitted to JELD-WEN was approved.

JW]

ELDwER

Profile Info submitted to JELD-WEN was Approved

Hi Jamie,

recently approved.

information).

The company profile information that you submitted to your customer, JELD-WEN was

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

No further action is required but you can click below to view additional details.

View Profile Info




Supplier — Initiated Information Update



Supplier — Initiated Information Update (1 of 2)

Suppliers can initiate an update on their supplier
information directly from the Coupa Supplier Portal
(CSP). As a pre-requisite, Suppliers must have been
onboarded via SIM previously. Once logged in, navigate
to the Business Profile tab, and on the Information
Requests sub-tab, select the Profile and Response you
would like to update your record from.

To initiate an update, complete the following steps:

1. Login to the Coupa Supplier Portal (CSP).

2. Navigate to the “Business Profile” tab at the top of the
screen.

3. Click the “Information Requests” sub-tab under
“Business Profile”,

4. Under Profile, make sure the correct company (e.g.,
JELD-WEN) is selected.

5. Locate the form you want to update (e.g., “External
Supplier Response V6”) and click it to begin editing.

JW

g,coupa supplier portal

& Secure

° Login

*Email

New to Coupa? CREATE AN ACCOUNT
Forgot your password?

£,xcoupa supplier portal

ﬁ Invoices "I Business Profile I Setup Service Sheets ASN

VALUED NOTIFICATIONS @  HELP

Sourcing Forecasts More...

Business Profile Legal Ere Information Requests Performance Evaluation
JELD-WEN °

Form Responses

Subscriptions

Profile JELD-WEN

v l Advanced ISearch ,Ol

ST Status Created Date
I External Supplier Response V.6 e Applied 02/26/25

Submitted At
02/26/25




Supplier — Initiated Information Update (2 of 2)

6. The form will be displayed. Scroll down and click Update Info to make your changes and submit for approval

Internal Use Only

The below fields are for JELD-WEN reviewers to populate. To save your information, scroll to the bottom and select "Save." If you are ready to submit your information

to JELD-WEN select "Submit For Approval”

Estimated Annual Spend

$0 to $50,000

Payment Terms

#;zcoupa supplier porta VALUED - NOTIFICATIONS @) HELP
NTGO
ﬁ Invaices Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts Catalogs Community More...
Category
Business Profile Legal Entities Information Requests Performance Evaluation Subscriptions
ndirect - Material
JELD-WEN Profile | Je D-WEN -

Navex Attachment

Responses
Navex Rating
External Supplier Response V.6 _
Applied o
1099 Supplier?

Supplier Information

Swift Group Ha

1099 Classification

Supplier Information Form

Last W-9 Review Date

OFAC Attachment

TIN Matching Document

Update Info




Setting up Multi-Factor Authentication



Setting up Multi-Factor Authentication (1 of 3) Jﬂ

Multi-Factor Authentication (MFA) is required to manage legal entities and other financial details. Suppliers may choose to
use an authentication app or to use SMS — however, the authentication app method is more secure and is the recommended
method.

Suppliers will be prompted to set up MFA as part of their first log-in. My Account Security & Multi Factor Authentication

Suppliers with existing CSP accounts will need to navigate to the

. ) Setings Multi Factor Authentication
Account Settings page instead.
* Hover over the Name Menu Hotfeation
Preferences For Both Account Access (Login) and Payment Changes
* Click Account Settings
* Click Security & Multi Factor Authentication Securily & a )
Multi Factor Via Authenticator App
—] Authentication
& O Use an Authenticator App available from
your mobile phone app store.
Default
LN A
i"‘:&coupa buppUer portal JONITEST ~ NOTIFICATIONS @ = HELP ~
o _ ) == Account Setfings 1 . .
Invoices Orders Business Profile P Notification Preferences  2ervice Sheets More... Via Text MBSSEQB
Log Out Use a code sent via text message to your
phone number.
Default
Verify Your Account And Get Noticed




Setting up Multi-Factor Authentication (2 of 3)

Via Authenticator App

* Most secure
* Free authenticator apps through Microsoft,
Google, etc.

Via SMS

* Will send a code through text
* Often slower to deliver codes than an
authenticator app

My Account security & Multi Factor Authentication

q:. : - - .
Setings Multi Factor Authentication
Notification
Preferences For Both Account Access (Legin) and Payment Changes
Security & & "\
Multi Factor Via Authenticator App
Authentication
O Use an Authenticator App available from
your mobile phone app store.
Default
\ A

Via Text Message

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

Default




Setting up Multi-Factor Authentication (3 of 3) Jﬂ

Recovery codes are one-time use and allow the user to skip Sove Your Back =
ve Your Backup Codes

MFA. These are backup codes only, not to be used as the

primary verification method.

These codes were generated on December 19, 2024

Emergency Recovery codes are the only way to restore

access if you lose access to your authenticating device or
* Download or copy codes. app.

* These codes are a sample only.
You can use each recovery code only once.

Keep these somewhere safe but accessible.

egxdYA BBYtdw
6pCobQ MR-Psg
74A42Q FQigRg

Copy Download m




Managing Additional Users



Managing Additional Users (1 of 2)

Suppliers can add as many users as needed to support transactions with customers using Coupa. The Admin will need to create
new accounts and assign permissions to new users.

* The Admin page provides quick links to user

N
management, legal entity setup, and several £r:coupa supplier portal \ JONITEST - | NOTIFICATIONS @) | HELP -
Other ma nagement tOOIS- ﬁ Invoices Orders Business Profile Payments Service Sheets ASN Sourcing Forecasts Catalogs More...

Admin Customer Setup Connection Requests
* Invite New Users
H Admin users
o Click Setup. \
o Click Users ] ]
o CI IC k I nVIte U ser. Merge Requests User Name Email Status Permissions Customer Access Purpose Actions
1 1 1 Merge Suggesti
O CO m plete req ul red | nfO rmatlon . e — JoniTest joniswopeccc@gmail com Active ASNs nutanix-uat None Edit
Requests to Join SwaopeTest Admin
Business Performance
Fiscal Representatives Catalogs
Early Payments
Payment Methods Forecast Planner
Invoices
Additional CaaS Order Changes
Information Order Line Confirmation
Orders
sFTP Accounts Payments
Profiles
cXML Errors Restricted Worker Access
Restricted Worker Assignment Access
sFTP File Emors (to Service Sheets
Customers) Sourcing
sFTP File Status (from Perpage 511015
Customers)




Managing Additional Users (2 of 2)

* First Name, Last Name, and email are required.

* Manage Permissions
o  Only give relevant permissions.

* If the supplier has multiple customers using Coupa, the Admin can
grant or revoke access to specific customers by checking the box
next to the customer’s name.

* Finish by clicking Send Invitation.

* The invited user will be able to set up their own MFA and manage
their own notifications.

User Information

Permmissions O

eaa

ooeae@

Eaoen

1~ ]

Invite User

Phone Number

\.ﬁ ustomers

T




Creating Legal Entities



Creating Legal Entities (1 of 2)

Legal Entities are used to manage payment

information and may have one or more Remit-To
address and/or Ship From address attached.

Legal Entity details will automatically populate
on invoices once created.

* Legal Entities are best AN
managed through the Business
Profile page.

* Use the Quick Links to access
the Legal Entities table.

* Suppliers may be prompted
to enter the MFA code from
either the app or SMS.

Legal Entity Name

Perpage 5 10| 20

* Click Create.

Invoice From Address Tax ID

1254 Havana Strest, Mane
Denver, C0, 30251,
\United Siates

1205 Havana Drive, MNaone
Denwver, CO, 80251,
\United Siates

Linked Payment Method

Check

Check

Payment Information
1254 Havana Strest,

Derver, 0, B0251,..

1205 Havana Drive,
Derver, 0, B0251,..

Customers

Mone

CenterPoint Energy

£,zcoupa \ JONITEST~ | MOTIFICATIONS @) | HEL
‘n- Invaices Orders Business Profile Payments Setup Service Sheels ASN Sourcing Forecasts Catalogs More_.
Business Frofile Infarmation Reguests Performance Evaluation Subscriplions
Legal Entities
\ Create v




Creating Legal Entities (2 of 2)

Follow the prompts to complete legal entity setup.

* Legal Entity name must
be the full legal business name,
not the DBA (doing business as)
name.

 Select Country/Region where

the business is registered.
* Complete Tax Registrations. VAT ID will display for non-US entities

instead of Tax ID.
e Complete Invoice From Address.

* Click Save.

Create Legal Entity x
* Legal Entity Name * Country/Region
Supplier Webinar Deme United States

Tax Registrations

* Country/Region VAT ID

() Add Tax Registration

Invoice From Address
Please enter the address that you inveice from or the address that you receive mailed and in-person payments,

Ship From Address

Please enter the physical address that your goods are shipped from? This can be a warehouse address.

Your Lepal entity setup is now complete. f you would like to add new Payment Methods
io this Legal Entity which your custormers can use o pay you, please chick continus
below

Cloge Continue




Additional Resources




Additional Resources

= For more information about the Coupa Supplier Portal please visit Coupa Compass:
o https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers

= On our website, there is a Coupa FAQ document. Note that it is on the 3rd page of the supplier resources section of the linked page:

o https://www.corporate.jeld-wen.com/about-us/partnering-with-us

» Email supplierrelations@jeldwen.com with any questions regarding Coupa.

For Suppliers

Everything suppliers need to get up and running, from custom integrations to using

the CSP.
Core Supplier Onboarding Getting Started with the Coupa Supplier Portal
Find the information you need to work with your customers to configure Learn how you can use the Coupa Supplier Portal to manage customers
Coupa for purchases from your catalog and transactions.
Coupa Contingent Workforce Supplier Integration Resources
Information for suppliers who use Coupa Contingent Workforce (CCW). Use these resources to help you build your integration with Coupa.

Supplier resources

All resources for suppliers are available below. Please check back often as we update our policies and processes on an ongoing basis as needed.

Conflict mineral statement

Coupa Information

Quality information and documentation

PREVIOUS 1 2 E NEXT

Coupa Compass

Where to find Coupa FAQ on JELD-WEN Partnering with Us page



https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers
https://www.corporate.jeld-wen.com/about-us/partnering-with-us
mailto:supplierrelations@jeldwen.com

Q&A




Thanks!!
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