Coupa Supplier Portal (CSP)

Locate and Acknowledge Purchase Orders

Zscoupa




Getting started!

Coupa Supplier Portal (CSP) gives you the ability to track and
manage all your transactions with Ledcor.

We will guide you to:

* View Purchase Order details

* Acknowledge Purchase Orders

* Provide Shipping Information, and

« Communicate with the Requestor in Coupa.




Step 1: Log into the CSP and click on the Orders tab from the home page

s.ecoupa supplier porgal JOHN ¥  NOTIFICATIONS HELP v

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

NS

Verify Your Account And Get Noticed

customers looking for products like yours.

—
: E—
Coupa Verified builds trust and gets you in front of more Get Verified O

1 12345 Supplier Ltd. <o

Profile Last Updated: about 1 month ago | View Profile

Recent Activity view v @ Announcements
No Announcements
Ledcor Group
a
Order # PO00000399 Issued Nov 27

Ledcor Group « 7610.6 « CAD e Not Invoiced

Order # PO0O0000398 Issued Nov 27




Step 2: Make sure that Ledcor Group is selected as your active customer

{,’;coupa supplier portal JOHN ~ | NOTIFICATIONS @) = HELP -
ﬁ Invoices m Business Profile Payments Service Sheets ltems ASN Sourcing Forecasts Setup More...
Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...
v
Select customer v

Ledcor GI{"DUD

Purchase Orders Al (OffoR by Advanced)

Instructions From Customer

{Example text - this is set on your Company Information setup page and will be displayed for C5P and SAN suppliers on the Purchase Order list page}

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




The table contains details such as the PO number, Order date,
ltems Ordered, Oder Total and quick Action Shortcuts.

You will now see a
list of Purchase
Orders that you
have received from
Ledcor in the table.

Step 3: To view the
full details of a
Purchase Order,

click the PO number.

PO Number Order Date Status

PO00000400 11/27/25

PO00000399 11/27/25

PO00000398 11/27/25

PO00000396 11/27/25
PO00000395 11/27/25

Issued

Issued

Issued

Issued

Issued

Acknowledged At Items

None

11/27/25

1727125

20 Each of 4X8X1 / dinch (6MM} GIS FIR No
PLYWOOD

24 Each of 4X8X3/ 8inch OSB

18 Each of 4X8XV/ 2 inch STD FIR PLYWOOD

22 Each of 4x8x3 / 4inch (18.5MM) STD FIR SE
PLYWOOD

24 Each of Barricade Leg - O-Frame - White, Plastic

40 Each of Barricade Panel - 8' Reflective

20 Each of 4X8X1 / 4inch (6MM} GIS FIR No
PLYWOOD

24 Each of 4X8X3/ 8inch OSB

18 Each of 4X8XV 2 inch STD FIR PLYWOOD

22 Each of 4x8x3 / 4inch (18.5MM) STD FIR SE
PLYWOOD

24 Each of Barricade Leg - O-Frame - White, Plastic

40 Each of Barricade Panel - 8' Reflective

20 Each of 4X8X1 / 4inch (6MM} GIS FIR No
PLYWOOD

24 Each of 4X8X3/ 8inch OSB

18 Each of 4X8XV/ 2 inch STD FIR PLYWOOD

22 Each of 4x8x3 / 4inch (18 5SMM) STD FIR SE
PLYWOOD

24 Each of Barricade Leg - O-Frame - White, Plastic

40 Each of Barricade Panel - 8' Reflective

15 Each of Barricade Panel - 8' Reflective No

15 Each of 4X8X1 / 4inch (6MM} GIS FIR No
PLYWOOD

Unanswered Comments

Total

7,610.60
CAD

7,610.60
CAD

7,610.60
CAD

877.50 CAD
73425 CAD

Assigned To Actions

(&(‘((0

i

({00

&(‘(( ' (&(.(( {




The PO detail page provides detailed information related to the selected Purchase Order.

Select customer Ledcor Group v
IMPORTANT: Purchase Order #P000000400
Step 4: Make sure - General Info - Shipping
tO Use th IS B I I I TO Status Issued - Pending Manual Ship-To Address PO Bag 16, Highway 15
s Fort Saskatchewan, AB T8L2P4
address for your O e LS
. . Revision Date 11/27/25 Location Code: 1197707
InVOICe aS We” - pRequester Ledcor User Alin: Ledeorser
Email ledcortestings+41@gmail.com Terms None
el T i > Shipment Tracking O ra

If you are not sure - o

— " Bill To ( No shipment tracking

Or have questions Bill To (cXML): Ledcor ( 5 ( i
related to the Bill To Attachments o [

Acknowledged (]

Address, contact —

the Requester Lines
| EEN) > -

1 Type Item Qty Unit Price Total Invoiced
/] “R o 4X8X1 / 4inch (6MM} GIS FIR 20 Each 48 95 979.00 0.00
g “ v ‘ PLYWOOD
\ - -
~ o




Acknowledge the Purchase Order to help the requestor know that you received and
Wi” prOCeSS the PO Select customer = Ledcor Group
Purchase Order #P0O00000400

The Ship to Address o
- General Info Shipping
Status Issued - Pending Manual Ship-To Address PO Bag 16, Highway 15

Is display on header
Ievel Of your PO_ Order Date 11/27/25 E(;rr:;e:;ka!chowan AB T8L2P4

Revision Date 11/27/25 Location Code: 1197707

Attn: Ledcor User
Requester Ledcor User

Step 5: CheCk the Email ledcortestings+41@gmail.com Terms None

A k I d d b Payment Term None > Shipment Tracking o -
C nOW e ge OX *Bill To: Ledcor Construction Ltd No shipment tracking
Bill To (cXML): Ledcor Construction Ltd
Attachments None %

» Acknowledged

Assigned to
Lines
1 Type Item Qty Unit Price Total Invoiced
o 4X8X1 / 4inch (6MM} GIS FIR 20 Each 48 95 979.00 0.00
PLYWOOD

-




Step 6: Once the order is shipped, enter the tracking details in the Shipment Tracking

section.

Purchase Order #P0O00000400

- General Info

Status Issued - Pending Manual
Order Date 11/27/25
Revision Date 11/27/25
Requester Ledcor User
Email ledcortestings+41@gmail.com
Payment Term None
*Bill To: Ledcor Construction Ltd
Bill To (cXML): Ledcor Construction Ltd

Attachments None

Acknowledged

Assigned to
Lines
1 Type Item Qty
o 4X8X1 / 4inch (6MM} GIS FIR 20
PLYWOOD

J

Select customer = Ledcor Group

Shipping

Ship-To Address PO Bag 16, Highway 15
Fort Saskatchewan, AB T8L.2P4
Canada
Location Code: 1197707
Attn: Ledcor User

Terms None

This will keep the
requestor informed
that the order has
been shipped.

—Click Add

A

~ Shipment Tracking @ s

No shipment tracking

>y 4

Price Total Invoiced

48.95 979.00 0.00




Step 7: A new window will open where you will need to complete the
mandatory fields marked with a red asterisk (*): Tracking Number and
Carrier. You may also add Notes if needed.

Create Shipment Tracker X

L \7

Enter tracking number for entire PO. To ship PO partially, create ASN.

* Tracking Number | 123456789

* Carrier | Fedex "

Once the tracking
Note | Sent with prlorky information has been
——entered, click Save

et (IR |-—




You can confirm that the shipment tracking has been saved when the tracking
information appears in the PO details section.

Purchase Order #P000001365

o General Info < Shipping
Status Issued - Sent via Email Ship-To Address 6 Booth Street
Ottawa, ON K1R 6K8
Order Date 2026-01-15
Canada
Revision Date 2026-01-15 Location Code: 1304287

Attn: Ana Valles
Requester Ana Valles

Terms MNone

Email Ana.Valles@ledcor.com
Payment Term MNone T Shlpment TraCking (1) 0
* Bill To: 125-Ledcor Projects Eastern Limited M 123456739 (] p
Bill To (cXML): 125-Ledcor Projects Eastern Limited X Status In Transit
Attachments None - [ [~

Acknowledged

Assigned to

Lines

1 | Type ltem Price Total Invoiced
U @ Water Damage Cleanup 2.000.00 2,000.00 0.00
Service Sheet Required Worker Assignment  Service Start Date  Pending Approval Received via Service Sheet

No 2026-01-17 0.00 0.00



Step 8: Scroll down to see the Purchase Order lines section and save your

Lines
1| Type ltem Qty Unit Price Total Invoiced
L Electrical wire cable 10 Each 20.00 200.00 0.00
Need By Supplier Part Number  Supplier Auxiliary Part Number Manufacturer Name  Manufacturer Part Number
2026-01-17 | Mone None Mone Mone
Perpage 15 | 45 | 90
Total caD 200.00
Create Invoice Save =i Print View

—

———

See the Need by date or
Service dates, quantity,
~ price, part numbers and
invoiced amount in the
PO lines section.

_[~ Click Print View to print

0 Comments Mute Comments

the PO.

Enter Comment

“
Add File 1 URL

d Comment nofification to a user by typing {@name (ex

Click Save to save the
PO acknowledgment or
tracking details.

11



Step 9: Communicate with the requestor.

Use the Comments section to attach files or add links (URLSs) to share relevant
information with the requestor or request changes to the Purchase Order.

Type the details
OI’ your request ’ CDmments Mute Comments %
|n the bOX. - ] Enter Comment

> | Price is incorrect, please update the price to $1550.

Click File or URL._,LM File | URL 2

@JohnSmith

g (@name {(ex. @

Add Comment
Add File | URL
Add File |URL | |w'.f.r'.'.'.m}rcumpanypricedetails.mm | X
Browse X >
Drop files here Wh
en your
"'€0R comment is ready
\y“- T2 click Add Comment

- _6'19’0[/#



Step 10: Communicate with the requestor.

Once submitted, your comment will appear in the Comments section, where you
will also be able to view the requestor’s reply.

1 Comment Mute Comments %

Enter Comment

Add File 1 URL

Participants: Ana Valles

from supplier

Ana Valles 2026-03-05at 517 PM

-

Price is incorrect, please update price to $1550.

- N
Original_Quote. pdf = www.mycompanypricedetails.com

L) History >




Thank you for Managing your POs in the CSP!

If you need any additional support, please contact the Ledcor Supplier Enablement Team
at:
supplier.enablement@ledcor.com

Zscoupa




Supplier Actionable Notifications (SAN)

Manage and Acknowledge Purchase Orders

Zscoupa




Getting started!

Supplier Actionable Notifications (SAN) are email notifications that allow you to
receive and act on your Purchase Orders (POs) without needing to create a
Coupa Supplier Portal (CSP) account.

When Ledcor issues a PO, you will receive an email containing all the key details
of the order.

If your company already has a CSP account, the SAN email will list your CSP
admins, and you can request access if needed.

The email is sent to the Purchase Order email address you provided in the
Supplier Questionnaire. If you need to update this email address, please contact
us at supplier.enablement@ledcor.com. *



mailto:supplier.enablement@ledcor.com

Step 1: Receive your Purchase Order via email with all the key details.

= M Gmail Q,  Search mail g @D @ 4+
/ Compose N O w & &> 10f54 < >
O Inbox - Ledcor Group Purchase Order #PO00000401 D inbox x a o
Y¢ Starred Ledcor Group <do_not_reply@ledcor-uat.coupahost.com> @ 1:48PM (6 minutes ago)  Y¥ @ “
® s q to ledcorsupplier+san «
nooze
B>  Sent Powered by {;}COUpa
[ Drafts
D Purchases @
v More |§
Ledcor Group Purchase Order #P0O00000401
Labels L
® Training Order Summary

Date 11/27/25
PO Total 7,610.60 CAD

Contact Ledcor User
ledcortestings+41@gmail.com




Step 2: From the email you can acknowledge the order, create an invoice, add
shipment tracking or add comments to the PO, without needing to create a CSP

account.
< O© W &5 : 10f 54 >
Click Manage [ o
Order

Orders details below

© ® ©

Acknowledge PO Add Shipment Add Comment
Tracking

Never Miss an Order with Coupa

] (A=l fo=-]




You will be directed to a Coupa screen to generate a One-Time Password
that will be sent to your email.

. Verify Your Access for Purchase Order #7000000401
Step 3: Click
. Your access to this page has expired. Please click on the button below. You will
Generate One' Tlme receive an email with the one-time password (OTP), using which you can access

Password. SESESES

Generate One-Time Password

Already have an account? Log in

v

Save Time and Money with Coupa

g O

Orders Invoices Payments

N
[ Create Your Account J




Step 4: Enter the
password, then
check the I’m not a

Verify Your Access for Purchase Order #2000000401

Enter the one-time password sent to [e*****¥¥Xx¥xxxx@gm*******,

Enter One-Time Password

» 780305

robot box to
continue.

Step 5: Click Verify
One-Time
Password to

Please check the box below to proceed

access the PO
detail page.

-
Q‘ fr‘ﬁﬂ”ﬁ

RN
’. aCOR
S

»
>

> \/ I'm not a robot ==
reCAPTCHA
Privacy - Terms

Verify C‘\hne-ﬁme Password

Didn’t receive the code. Resend One-Time Password.

Save Time and Money with Coupa



The PO detail page provides detailed information related to the selected Purchase Order.

Select customer Ledcor Group v
IMPORTANT: Purchase Order #PO00000400
Step 6: Make sure General Info Shipping
tO Use th IS B I I I TO Status Issued - Pending Manual Ship-To Address PO Bag 16, Highway 15
s Fort Saskatchewan, AB T8L.2P4
address for your O e LS
. . Revision Date 11/27/25 Location Code: 1197707
InVOICe aS We” . SR Lo 1SS Attn: Ledcor User
Email ledcortestings+41@gmail.com Terms None
Payment Term None > Shipment Tracking O ra

If you are not sure o o

— " Bill To ( No shipment tracking

or have questions T
related to the Bill To At o &

Acknowledged (]

Address, contact —

the Requester Lines
| EEN -

1 Type Item Qty Unit Price Total Invoiced
/] “R 4 4X8X1 / 4inch (6MM} GIS FIR 20 Each 48 95 979.00 0.00
g “ v PLYWOOD
\ - -
~ Gpoor




Acknowledge the Purchase Order to help the requestor know that you received and
Wi” prOCeSS the PO Select customer = Ledcor Group
Purchase Order #P0O00000400

The Ship to Address o
- General Info Shipping
Status Issued - Pending Manual Ship-To Address PO Bag 16, Highway 15

Is display on header
Ievel Of your PO_ Order Date 11/27/25 E(;rr:;e:;ka!chowan AB T8L2P4

Revision Date 11/27/25 Location Code: 1197707

Attn: Ledcor User
Requester Ledcor User

Step 7: CheCk the Email ledcortestings+41@gmail.com Terms None

A k I d d b Payment Term None > Shipment Tracking o -
C nOW e ge OX *Bill To: Ledcor Construction Ltd No shipment tracking
Bill To (cXML): Ledcor Construction Ltd
Attachments None %

» Acknowledged

Assigned to
Lines
1 Type Item Qty Unit Price Total Invoiced
o 4X8X1 / 4inch (6MM} GIS FIR 20 Each 48 95 979.00 0.00
PLYWOOD

-




Step 8: Once the order is shipped, enter the tracking details in the Shipment Tracking

section.

Purchase Order #P0O00000400

- General Info

Status Issued - Pending Manual
Order Date 11/27/25
Revision Date 11/27/25
Requester Ledcor User
Email ledcortestings+41@gmail.com
Payment Term None
*Bill To: Ledcor Construction Ltd
Bill To (cXML): Ledcor Construction Ltd

Attachments None

Acknowledged

Assigned to
Lines
1 Type Item Qty
o 4X8X1 / 4inch (6MM} GIS FIR 20
PLYWOOD

J

Select customer = Ledcor Group

Shipping

Ship-To Address PO Bag 16, Highway 15
Fort Saskatchewan, AB T8L.2P4
Canada
Location Code: 1197707
Attn: Ledcor User

Terms None

This will keep the
requestor informed
that the order has
been shipped.

—Click Add

A

~ Shipment Tracking @ s

No shipment tracking

>y 4

Price Total Invoiced

48.95 979.00 0.00




Step 9: A new window will open where you will need to complete the
mandatory fields marked with a red asterisk (*): Tracking Number and
Carrier. You may also add Notes if needed.

Create Shipment Tracker X

L \7

Enter tracking number for entire PO. To ship PO partially, create ASN.

* Tracking Number | 123456789

* Carrier | Fedex "

Once the tracking
Note | Sent with prlorky information has been
——entered, click Save

et (IR |-—

10



You can confirm that the shipment tracking has been saved when the tracking
information appears in the PO details section.

Purchase Order #P000001365

o General Info < Shipping
Status Issued - Sent via Email Ship-To Address 6 Booth Street
Ottawa, ON K1R 6K8
Order Date 2026-01-15
Canada
Revision Date 2026-01-15 Location Code: 1304287
Attn: Ana

Requester Ana

Terms MNone

Email Ana @ledcor.com
Payment Term MNone T Shlpment TraCking (1) 0
* Bill To: 125-Ledcor Projects Eastern Limited M 123456739 (] p
Bill To (cXML): 125-Ledcor Projects Eastern Limited X Status In Transit
Attachments None - [ [~

Acknowledged

Assigned to

Lines

1 | Type ltem Price Total Invoiced
U @ Water Damage Cleanup 2.000.00 2,000.00 0.00
Service Sheet Required Worker Assignment  Service Start Date  Pending Approval Received via Service Sheet

No 2026-01-17 0.00 0.00



Step 10: Scroll down to see the Purchase Order lines section and save your

Lines
1| Type ltem Qty Unit Price Total Invoiced
L Electrical wire cable 10 Each 20.00 200.00 0.00
Need By Supplier Part Number  Supplier Auxiliary Part Number Manufacturer Name  Manufacturer Part Number
2026-01-17 | Mone None Mone Mone
Perpage 15 | 45 | 90
Total caD 200.00
Create Invoice Save =i Print View

—

———

See the Need by date or
Service dates, quantity,
~ price, part numbers and
invoiced amount in the
PO lines section.

_[~ Click Print View to print

0 Comments Mute Comments

the PO.

Enter Comment

“
Add File 1 URL

d Comment nofification to a user by typing {@name (ex

Click Save to save the
PO acknowledgment or
tracking details.

12



Step 11: Communicate with the requestor.

Use the Comments section to attach files or add links (URLSs) to share relevant
information with the requestor or request changes to the Purchase Order.

Type the details
OI’ your request ’ CDmments Mute Comments %
|n the bOX. - ] Enter Comment

> | Price is incorrect, please update the price to $1550.

Click File or URL._,LM File | URL 2

@JohnSmith

g (@name {(ex. @

Add Comment
Add File | URL
Add File |URL | |w'.f.r'.'.'.m}rcumpanypricedetails.mm | X
Browse X >
Drop files here Wh
en your
"'€0R comment is ready
\y“- T2 click Add Comment

- _6'19’0[/#



Step 12: Communicate with the requestor.

Once submitted, your comment will appear in the Comments section, where you
will also be able to view the requestor’s reply.

1 Comment Mute Comments %

Enter Comment

Add File 1 URL

Participants: Ana

from supplier

Ana 2026-03-05 at 517 PM

-

Price is incorrect, please update price to $1550.

- N
Original_Quote. pdf = www.mycompanypricedetails.com

L) History >




Thank you for Managing your POs in the CSP!

If you need any additional support, please contact the Ledcor Supplier Enablement Team
at:
supplier.enablement@ledcor.com

Zscoupa




Coupa Supplier Portal (CSP)

Create a Purchase Order-Backed Invoice

Zscoupa




Getting started!

Coupa Supplier Portal (CSP) gives you the ability to track
and manage all your transactions with Ledcor.

We will guide you to generate an invoice from a Purchase
Order to create invoices using Coupa and track their status.
Please note that only service suppliers will be able to

submit invoices in Coupa without using a Purchase Order.




Step 1: Log into the CSP and click on the Orders tab from the home page

s.ecoupa supplier porgal JOHN ¥  NOTIFICATIONS HELP v

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

NS

Verify Your Account And Get Noticed

customers looking for products like yours.

—
: E—
Coupa Verified builds trust and gets you in front of more Get Verified O

1 12345 Supplier Ltd. <o

Profile Last Updated: about 1 month ago | View Profile

Recent Activity view v @ Announcements
No Announcements
Ledcor Group
a
Order # PO00000399 Issued Nov 27

Ledcor Group « 7610.6 « CAD e Not Invoiced

Order # PO0O0000398 Issued Nov 27




Step 2: Make sure that Ledcor Group is selected as your active customer.

{,’;coupa supplier portal JOHN ~ | NOTIFICATIONS @) = HELP -
ﬁ Invoices m Business Profile Payments Service Sheets ltems ASN Sourcing Forecasts Setup More...
Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...
v
Select customer v

Ledcor GI{"DUD

Purchase Orders Al (OffoR by Advanced)

Instructions From Customer

{Example text - this is set on your Company Information setup page and will be displayed for C5P and SAN suppliers on the Purchase Order list page}

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




The table contains details such as the PO number, Order date, ltems Ordered, Oder
Total and quick Action Shortcuts to Create an Invoice or to create a Credit Note.

A list of Purchase

Orders that you have
received from Ledcor

will display.

Locate the Purchase

Order than needs to
be invoiced.

PO Number Order Date Status

PO00000400 11/27/25

PO00000399 11/27/25

PO00000398 11/27/25

PO00000396 11/27/25
PO00000395 11/27/25

Issued

Issued

Issued

Issued

Issued

Acknowledged At Items

Nnon
None

11/27/25

1727125

view EZEE

Unanswered Comments Total
20 Each of 4X8X1 / 4inch (6MM} GIS FIR No 7.610.60
PLYWOOD CAD

24 Each of 4X8X3/ 8inch OSB

18 Each of 4X8XVl/ 2 inch STD FIR PLYWOOD

22 Each of 4x8x3 / 4inch (18.5MM) STD FIR SE
PLYWOOD

24 Each of Barricade Leg - O-Frame - White, Plastic
40 Each of Barricade Panel - 8' Reflective

20 Each of 4X8X1 / 4inch (6MM} GIS FIR No
PLYWOOD

24 Each of 4X8X3/ 8inch OSB

18 Each of 4X8XV/ 2 inch STD FIR PLYWOOD

22 Each of 4x8x3 / 4inch (18.5MM) STD FIR SE
PLYWOOD

24 Each of Barricade Leg - O-Frame - White, Plastic

40 Each of Barricade Panel - 8' Reflective

20 Each of 4X8X1 / 4inch (6MM} GIS FIR No
PLYWOOD

24 Each of 4X8X3/ 8inch OSB

18 Each of 4X8XV/ 2 inch STD FIR PLYWOOD

22 Each of 4x8x3 / 4inch (18 5SMM) STD FIR SE
PLYWOOD

24 Each of Barricade Leg - O-Frame - White, Plastic

40 Each of Barricade Panel - 8' Reflective

15 Each of Barricade Panel - 8' Reflective No

15 Each of 4X8X1 / 4inch (6MM} GIS FIR No
PLYWOOD

7,610.60
CAD

7,610.60
CAD

877.50 CAD
73425 CAD

Assigned To

i

(]

&(.(u i




Step 3: Locate your Purchase Order to Invoice.

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}

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

PO Number Order Date Status
PO00000400 11/27/25 Issued

You can use the tab View to
select and filter to see all the
Orders not invoiced available.

Select customer Ledcor Group v

Acknowledged At Items

11/27/25

20 Each of 4X8X1 / 4inch (6MM} GIS FIR
PLYWOOD

24 Each of 4X8X3/ 8inch OSB

18 Each of 4X8XI/ 2 inch STD FIR PLYWOOD

22 Each of 4x8x3 / 4inch (18.5MM) STD FIR SE
PLYWOOD

24 Each of Barricade Leg - O-Frame - White, Plastic
40 Each of Barricade Panel - 8' Reflective

A\

Unanswer

No

A 4

Or use the Search
function to find the
specific Purchase
Order that you are
looking to invoice.

EEE

All «

Open Orders

(&(‘((0

({{]

Orders not acknowledged

Orders not invoiced

Orders past due

Orders with pending changes
POs Pending Rework

POs Requiring Service Sheets

Click enter or
the search icon
to continue.



Once you locate the correct Purchase Order:

Step 4: Click the Gold coin icon under actions Create Invoice.

g.scoupa supplier portal JOHN~ | NOTIFICATIONS HELP

ﬁ Invoices Business Profile Payments Service Sheets ltems ASN Sourcing Forecasts Setup More...

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

Select customer Ledcor Group v

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}

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

Showing results for 400

PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Assigned To Actionsc

PO00000400 11/27/25  Issued 11/27/25 20 Each of 4X8X1/ 4inch (6MM} GIS FIR PLYWOOD ~ No 7.61060
24 Each of 4X8X3/ 8inch OSB CAD
18 Each of 4X8X/ 2 inch STD FIR PLYWOOD
22 Each of 4x8x3 / 4inch (18 5MM) STD FIR SE S Click
PLYWOOD .
24 Each of Barricade Leg - O-Frame - White, Plastic > Cr eate I nvoice.

40 Each of Barricade Panel - 8' Reflective

©
@




The invoice creation screen is divided in five sections, and most fields are auto
filled from the Purchase Order.

Step 5: Enter the required details marked with a red asterisk (*).

Create Invoice create

I n th e G e n e ra I I n fo S e Ctl O n b) yo u Creating your first invoice? Just enter in your invoice number. Check the line details, make any necessary changes and put in any extra

n e e d to charges. Once you are ready, click Submit. You'll be notified if the invoice is approved or placed on hold.
o General Info “ From

* E nte r th e I nvo I ce N u m be r—l—b *Invoice # | INV_400 Q * Supplier 12345 Supplier Ltd -1503763
exa Ctly aS It a p pea rS O n yo u r Invoice Date Set automatically at time of submission Supplier GSTHSTID 123456789 »

X

. . P D F Payment Term v * Invoice From Address 12345 Supplier Ltd L
26¢ astings Stree
Invoice “Cumoney CA0 VarcoovrBOVBE 455
Canada
« Attach the PDF of your invoice. _I_.
Image Scan || Choose File |[No file chosen * Remit-To Address 12345 Supplier Ltd L

* Youcan add notes and o \ s o
supporting documents to your - D
Coupa invoice in the > Atachments Add e | URL | T
Attachments section.

© To
Customer Ledcor Group

““R Bill To Address 1500 - 1055 West Hastings Street
g Vancouver, British Columbia V6E 2E9

Canada

-
‘ ﬁlﬂllﬁ




Step 6: In the From and To sections, check the information to verify your

company’s information and Ledcor’s details.

Create Invoice create

Creating your first invoice? Just enter in your invoice number. Check the line details, make any necessary changes and put in any extra X

charges. Once you are ready, click Submit. You'll be notified if the invoice is approved or placed on hold.

o General Info
*Invoice # INV_400

Invoice Date Set automatically at time of submission

Payment Term v
*Currency CAD w

Status Draft

Image Scan | Choose File ]No file chosen

Supplier Note [

Attachments Add File | URL | Text

9 From

* Supplier 12345 Supplier Ltd -1503763

Supplier GSTHSTID 123456789 w

* Invoice From Address 12345 Supplier Ltd P

* Remit-To Address

* Ship From Address

9 To

Customer

Bill To Address

1269 West Hastings Street
Vancouver, BC V6E 4S8
Canada

12345 Supplier Ltd e
1269 West Hastings Street
Vancouver, BC V6E 4S8
Canada

12345 Supplier Ltd L
1269 West Hastings Street
Vancouver, BC V6E 4S8
Canada

Ledcor Group

1500 - 1055 West Hastings Street
Vancouver, British Columbia V6E 2E9
Canada

You can edit the fields in the
From section with the
addresses from your Coupa
Legal Entities.

IMPORTANT:

The Bill To must match your
invoice PDF, if you have
guestions or want to make
sure, please reach out to the
requestor indicated in the
Purchase Order.

Then scroll down to continue.



Step 6: In the Lines section, confirm or Edit the line details.

In the Lines section, you

need to:

* Ensure the line details
match those on your
invoice PDF, including the
guantity, items listed, and
tax amounts.

Lines O Line Level Taxation
Type Description Qty UOM Price 979 OO Q
4 ] 4X8X1 / 4inch (6MM} GIS FIR 20.00 h v 48 .95 a

PLYWOQOD

PO Line Contract Credit Line Supplier Part Number b

P0O00000400-1 O Clear None O
4 e @

Billing
2115029-41-9951918
Type Description Qty uoMm Price 765 60 Q
| e Emch SSE R 5.4/ 0 Eac v 31.90 :

PO Line Contract Credit Line Supplier Part Number

PO00000400-2 ,©O Clear i None O

Billing
2115029-41-9951918




Step 6: In the Lines section, confirm or Edit the line details.

Type inside
the Qty field
to edit the

Check the Line Level Taxation box the
enable taxed in the item lines.__

item quantity.

Lines
Type Description Qty
- {1 4X8X1/ 4inch (MM} GIS FIR 20.00
’ PLYWOOD —
PO Line Contract
D00000400-1
b4

Billing
2115029-41-9951918
Type Description Qty
g‘ 4X8X3/ 8inch OSB 24.00
PO Line Contract
PO00000400-2 Clear

> N

Billing
2115029-41-9951918

UOM Price

Credit Line

UOM Price

v

Credit Line

3190

\ 4

_J Line Level Taxation

979.00 @

Supplier Part Number [k‘

765.60

Supplier Part Number

Click the
— red X mark

. {o delete

® | the line

from this
Invoice.



Step 7: In the Lines section, if necessary, you can pick lines from a different
Purchase Order related to the invoice, pick lines from a Contract, or add a line
for items that are not associated with a Purchase Order issued by Ledcor.

Type Description Qty UOM Price (3¢
4 {}) Barricade Panel - 8' Reflective 40 00 — G 58 50 2,340 . OO
PO Line Contract Credit Line Supplier Part Number
N~
Billing
2115029-41-9951918
GHl c} K lines from Ol'lk

Totals & Taxes

Lines Net Total 7,610.60

‘&\‘,OR Then scroll down to the Totals & Taxes section.

-
' 6':70[/’




Step 8: In the Totals & Taxes section, enter additional charges like Shipping,

Handling and Tax information.

Totals & Taxes

Lines Net Total 7.610.60

Shipping
Tax % 0.000

Tax Reference

Handling
Tax

v % 0.000

Tax Reference

Click Calculate and confirm
the Total amount of Coupa
Invoice matches the total

Tax v 0.00
Tax Reference
Misc
Tax s [:l I:I'
Tax Reference
Tax v 0.000 % 0.00
Total Tax 0.00
Net Total 7,610.60
Total > 7,610.60
Save as Draft Calculate

=~ amount of your Invoice PDF.
/4 6“0“ Delete Cancel
Sz

Once everything
looks correct,
Click Submit.

A



Step 9: A confirmation box will appear, click Send Invoice to complete the process.

Are You Ready to Send?

You're about to send an invoice to Ledcor Group for a total amount of 7,610.60. Once sent, you'll
have to contact your customer directly to make changes to the invoice.

Continue Editing l Send Invoice l




Step 10: A bar message notification should appear to confirm that your invoice has
been sent successfully.

Select customer Ledcor Group v

Invoices

12345 Supplier Ltd.-1503763 invoice #INV_400 is processing

Instructions From Customer

Please refer to the purchase order when creating your invoice to ensure that the correct Ledcor legal entity is being billed.

Create Invoices @

Create Invoice from PO Create Invoice from Service Sheet Create Invoice from Contract Create Blank Invoice Create Credit Note
| Exportto - | View

Invoice # Created Date Status PO # Total Unanswered Comments Dispute Reason Actions
| INV_400 11/27/25 Processing PO00000400 7,610.60 CAD No
INV_400112233  11/27/25 Voided PO00000400 7,610.60 CAD No
INV_400112233  11/27/25 Voided PO00000400  7,610.60 CAD No
INV_4001122 11/27/25 Voided PO00000400 7,610.60 CAD No
INV-002-11072025 11/07/25 Pending Approval  PO00000312  345.00 USD No

INV-001-11072025 11/07/25 Approved PO00000314 1543468USD No




Step 10: To check the status of your invoices, go to the Invoices tab.

z,scoupalsupplier portal

A

Orders Business Profile

Payments

Service Sheets ltems

JOHN NOTIFICATIONS

ASN Sourcing Forecasts Setup More...

HELP

Uploaded Invoices Invoices Lines Payment Receipts Advanced

Invoices

The ta ble Instructions From Customer

Select cu stc-merl Ledcor Group

Please refer to the purchase order when creating your invoice to ensure that the correct Ledcor legal entity is being billed.

Create Invoices ©

displays the
Invoice
creation date

Showing results for 4003

Create Invoice from PO Create Invoice from Service Sheet

and StatUS . 1 Invoice # Created Date  Status PO #
h INV_400 11127125 Pending Aperoval PO00000400
INV_400112233 11727725 Voided e PO00000400
INV_400112233 11/27/25 Voided PO00000400
INV_4001122 1127725 Voided PO00000400

Perpage 15 | 45 | 90

Total

7,610.60 CAD
7,610.60 CAD
7,610.60 CAD
7,610.60 CAD

Create Credit Note

o CIET X :

Unanswered Comments Dispute Reason Actions
No
No
No
No

Make sure to
have Ledcor
Group as
your active
customer.



Thank you for Invoice your POs in the CSP!

If you need any additional support, please contact the Ledcor Supplier Enablement Team
at:
supplier.enablement@ledcor.com

Zscoupa




Supplier Actionable Notifications (SAN)

Create a Purchase Order Backed Invoice

Zscoupa




Getting started!

Supplier Actionable Notifications (SAN) are email notifications that allow you to
receive and act on your Purchase Orders (POs) without needing to create a
Coupa Supplier Portal (CSP) account.

When Ledcor issues a PO, you will receive an email containing all the key details
of the order.

If your company already has a CSP account, the SAN email will list your CSP
admins, and you can request access if needed.

The email is sent to the Purchase Order email address you provided in the
Supplier Questionnaire. If you need to update this email address, please contact
us at supplier.enablement@ledcor.com. *



mailto:supplier.enablement@ledcor.com

Step 1: Receive your Purchase Order via email with all the key details and scroll
down.

= M Gmail Q. Search mail g @D @ 4+
/ Compose N O w & &> 10f54 < >
O Inbox - Ledcor Group Purchase Order #PO00000401 o inbox x a o
Y¢ Starred Ledcor Group <do_not_reply@ledcor-uat.coupahost.com> @ 1:48PM (6 minutes ago)  Y¥ @ “
® s q to ledcorsupplier+san «
nooze
B>  Sent Powered by {;}COUpa
[ Drafts
D Purchases @
v More |§
Ledcor Group Purchase Order #P0O00000401
Labels L
® Training Order Summary

Date 11/27/25
PO Total 7,610.60 CAD

Contact Ledcor User
ledcortestings+41@gmail.com




Step 2: From the email you can acknowledge the order, create an invoice, add
shipment tracking or add comments to the PO, without needing to create a CSP

account.
€ ® M &9 : 10f 54 >
Click
Create Invoice Orders details below
RY
Acknowledge PO Add Shipment Add Comment

Tracking

Never Miss an Order with Coupa

] (A=l fo=-]




You will be directed to a Coupa screen to generate a One-Time Password that will be
sent to your email.

S tep 3 Click Verify Your Access for Purchase Order #P000000401

. Your access to this page has expired. Please click on the button below. You will
Generate One' Tlme receive an er:'latil wifh fhe one-tiFr)ne password (OTP), Esing \:/thich yOou can access
Password. ——

v

Generate One-Time Password

Already have an account? Log in

Save Time and Money with Coupa

g O

Orders Invoices Payments

N
[ Create Your Account J




Verify Your Access for Purchase Order #2000000401

Step 4: Enter the
password, then

Enter One-Time Password
check the I'm not a o[ 780205
rObOt bOX to Please check the box below to proceed
continue.
> \/ I'm not a robot e

reCAPTCHA
Privacy - Terms

Enter the one-time password sent to [e*****¥¥Xx¥xxxx@gm*******,

Step 5: Click Verify

One-Time e —— )
Password to Didn’t receive the code. Resend One-Time Password.

access the PO
detail page.

Save Time and Money with Coupa

-
Q‘ f'ﬁﬂ”ﬁ

/. aCOR
O




The invoice creation screen includes five sections, and most fields are auto filled from
the Purchase Order.

Never miss an order - create your Coupa supplier account Create Your Account

Most fields are
automatically &
populated based Create Invoice create

on the Purchase

O General Info 9 From
Order deta”S. * Invoice # * Supplier SAN Supplier
H Oweve r, yO U Invoice Date Set automatically at time of submission * Invoice From Address N:E address selected,o
mu St e nte r yo ur Payment Term v * Remit-To Address No address selected ,©O
com pany *Currency CAD w * Ship From Address No address selected ,O
= = Status Draft 9 To
information for B —— |
Image Scan | Choose File ‘ No file chosen
Customer Ledcor Group

each invoice In | |
. supplier Note Bill To Address 1500 - 1055 West Hastings Street
the From SeCtlon Vancouver, British Columbia V6E 2E9

Canada

‘ N Attachments Add File | URL | Text Ship to Address c/o 1000,1066 West Hastings
4 “““R Vancouver, BC V6E 3X1
' - D Canada

- _6‘#0[//




The invoice creation screen is divided in five sections, and most fields are auto
filled from the Purchase Order.

Step 6: Enter the required details marked with a red asterisk (*).

Create Invoice create

I n th e G e n e ra I I n fo S e Ctl O n b) yo u Creating your first invoice? Just enter in your invoice number. Check the line details, make any necessary changes and put in any extra

n e e d to charges. Once you are ready, click Submit. You'll be notified if the invoice is approved or placed on hold.
o General Info “ From

* E nte r th e I nvo I ce N u m be r—l—b *Invoice # | INV_400 Q * Supplier 12345 Supplier Ltd -1503763
exa Ctly aS It a p pea rS O n yo u r Invoice Date Set automatically at time of submission Supplier GSTHSTID 123456789 »

X

. . P D F Payment Term v * Invoice From Address 12345 Supplier Ltd L
26¢ astings Stree
Invoice “Cumoney CA0 VarcoovrBOVBE 455
Canada
« Attach the PDF of your invoice. _I_.
Image Scan || Choose File |[No file chosen * Remit-To Address 12345 Supplier Ltd L

* Youcan add notes and o \ s o
supporting documents to your - D
Coupa invoice in the > Atachments Add e | URL | T
Attachments section.

© To
Customer Ledcor Group

““R Bill To Address 1500 - 1055 West Hastings Street
g Vancouver, British Columbia V6E 2E9

Canada

-
‘ ﬁlﬂllﬁ




Step 7: In the From and To sections, check the information to verify your

company’s information and Ledcor’s details.

Create Invoice create

Creating your first invoice? Just enter in your invoice number. Check the line details, make any necessary changes and put in any extra X

charges. Once you are ready, click Submit. You'll be notified if the invoice is approved or placed on hold.

o General Info
*Invoice # INV_400

Invoice Date Set automatically at time of submission

Payment Term v
*Currency CAD w

Status Draft

Image Scan | Choose File ]No file chosen

Supplier Note [

Attachments Add File | URL | Text

9 From

* Supplier 12345 Supplier Ltd -1503763

Supplier GSTHSTID 123456789 w

* Invoice From Address 12345 Supplier Ltd P

* Remit-To Address

* Ship From Address

9 To

Customer

Bill To Address

1269 West Hastings Street
Vancouver, BC V6E 4S8
Canada

12345 Supplier Ltd e
1269 West Hastings Street
Vancouver, BC V6E 4S8
Canada

12345 Supplier Ltd L
1269 West Hastings Street
Vancouver, BC V6E 4S8
Canada

Ledcor Group

1500 - 1055 West Hastings Street
Vancouver, British Columbia V6E 2E9
Canada

You can edit the fields in the
From section with the
addresses from your Coupa
Legal Entities.

IMPORTANT:

The Bill To must match your
invoice PDF, if you have
guestions or want to make
sure, please reach out to the
requestor indicated in the
Purchase Order.

Then scroll down to continue.



Step 8: In the Lines section, confirm or Edit the line details.

In the Lines section, you

need to:

* Ensure the line details
match those on your
invoice PDF, including the
guantity, items listed, and
tax amounts.

Lines O Line Level Taxation
Type Description Qty UOM Price 979 OO Q
4 ] 4X8X1 / 4inch (6MM} GIS FIR 20.00 h v 48 .95 a

PLYWOQOD

PO Line Contract Credit Line Supplier Part Number b

P0O00000400-1 O Clear None O
4 e @

Billing
2115029-41-9951918
Type Description Qty uoMm Price 765 60 Q
| e Emch SSE R 5.4/ 0 Eac v 31.90 :

PO Line Contract Credit Line Supplier Part Number

PO00000400-2 ,©O Clear i None O

Billing
2115029-41-9951918




Step 9: In the Lines section, confirm or Edit the line details.

Type inside
the Qty field
to edit the

Check the Line Level Taxation box the
enable taxed in the item lines.__

item quantity.

Lines
Type Description Qty
- {1 4X8X1/ 4inch (MM} GIS FIR 20.00
’ PLYWOOD —
PO Line Contract
D00000400-1
b4

Billing
2115029-41-9951918
Type Description Qty
g‘ 4X8X3/ 8inch OSB 24.00
PO Line Contract
PO00000400-2 Clear

> N

Billing
2115029-41-9951918

UOM Price

Credit Line

UOM Price

v

Credit Line

3190

\ 4

_J Line Level Taxation

979.00 @

Supplier Part Number [k‘

765.60

Supplier Part Number

Click the
— red X mark

. {o delete

® | the line

from this
Invoice.



Step 10: In the Lines section, if necessary, you can pick lines from a Contract or
add a line for items that are not associated with a Purchase Order issued by

Ledcor.
Type Description Qty UOM Price (%]
o 3 Barricade Panel - 8' Reflective 40.00 Each a 58 50 2 3 3 ‘40 O O
PO Line Contract Credit Line Supplier Part Number
PO00000400-6 Clear o ‘ '
Billing

2115029-41-9951918

0 Add Line c Pick lines from Contract

Totals & Taxes

Lines Net Total 7,610.60

@GUR Then scroll down on the section.

-
' Flﬂ[/ﬁ




Step 11: In the Totals & Taxes section, enter additional charges like Shipping,
Handling and Tax information.

Totals & Taxes

Lines Net Total 7,610.60 Misc
Shipping Tax " % 0.000
Tax > % 0.000 Tax Reference

Tax Reference

Tax v 0.000 | % 0.000
Handling
s v % 0.000
Tax Reference Total Tax 0.00 .
Net Total ens  ONCE everything
Click Calculate and confirm Total {7,610.60 IO(_)kS correc_t,
Click Submit.

the Total amount of Coupa
InVO|Ce matCheS the total Email me status updates for invoices | create this way

. Delete Cancel Save as Draft Calculate
amount of your Invoice PDF.

@“;‘."3.

Az You can opt in to receive email status updates for your invoices.

A 4

A




Thank you for creating your invoice via SAN!

If you need any additional support, please contact the Ledcor Supplier Enablement Team
at:
supplier.enablement@ledcor.com

Zscoupa




Coupa Supplier Portal (CSP)
Create a Blank Invoice (Non — PO Backed)

Zscoupa




Getting started!

As of March 16, 2026, Ledcor will transition to Coupa for invoice processing.
Please review the guidelines below to ensure invoices are submitted through
the correct method based on the purchase order date.

* Invoices related to Purchase Orders from our previous system, sent by
Ledcor before the go-live date March 16th, 2026, must be sent to the usual
method of invoicing.

* Invoices related to new Purchase Orders from Coupa, (created on March
16th or after), can be invoice in Coupa.

* |nvoices non-Purchase Order related, can be invoice in Coupa after the
go-live date on March 16th without a PO, going to the tab Invoices->
Create Blank Invoice.




When to Submit a Non-PO Invoice.

Examples of common scenarios where a non-PO invoice may be submitted
iInclude:

Government entities or regulatory payments

Professional service fees

Utility invoices

Donations or sponsorships

Other services or payments where issuing a PO is not practical

Currently, Ledcor does not enforce a strict “No PO, No Pay” policy, therefore non-PO
invoices are permitted when appropriate.

Following the Coupa go-live, Ledcor may review non-PO invoice usage and work with
departments to reduce them where feasible and encourage the use of Purchase Orders
where appropriate. However, some business groups may continue to use non-PO invoicing
depending on operational needs.

Suppliers should ensure that all required invoice details and appropriate internal contact
information are included when submitting a non-PO invoice to support efficient processing

and approval.
%““.‘.“3- PP



Step 1: Log into the CSP and click on the Invoices tab from the home page.

srzcoupalsupplier portal ANA~ | NOTIFICATIONS @ = HELP -

Orders Business Profile Payments Service Sheets ltems ASN Sourcing Forecasts Setup More...

Save Time Managing Invoices

Automate invoice collections and integrate with QuickBooks Register for Trial

for seamless financial operations.

o Store of very good supplies -

Profile Last Updated: 14 days ago | View Profile

Recent Activity view . @ Announcements

Mo activity found for ledcor-test.

No Announcements




Step 2: Make sure that Ledcor Group is selected as your active customer.

v 1 U d ANA~ | | NOTIFICATIONS HELP -
£r:coupa supplier portal o
ﬁ Orders Business Profile Payments Service Shests ltems ASN Sourcing Forecasts Setup More...
Invoices Uploaded Invoices Invoices Lines Payment Receipts Advanced
\ 4
Select customer ~
5!
| . ledcor-test
NVOICES All (Offered by Advanced)
Instructions From Customer
Please refer to the purchase order when creating your invoice to ensure that the correct Ledcor legal entity is being billed.
Create Invoices @
Create Invoice from PO Create Invoice from Service Sheet Create Invoice from Contract Create Blank Invoice Create Credit Note
Invoice # Created Date Status PO # Gross Total Unanswered Comments Dispute Reason Actions




s7:coupa supplier portal ANA~ | NOTIFICATIONS @ = HELP

ﬁ Orders Business Profile Payments Service Sheets ltems ASM Sourcing Forecasts Setup More...

Invoices Uploaded Invoices Invoices Lines Payment Receipts Advanced

Select customer | ledcor-test b

Invoices

| Step 3: Click
Instructions From Customer
Please refer to the purchase order when creating your invoice to ensure that the correct Ledcor legal entity is being billed. C re ate B I a n k I nvo i ce
| |

Create Invoices ©

Create Invoice from PO Create Invoice from Service Sheet Create Invoice from Contract Create Blank Invoice Create Credit Note
View
Invoice # Created Date Status PO # Gross Total Unanswered Comments Dispute Reason Actions
I 113992 2026-02-27 Pending Approval PO00001365 1,000.00 CAD MNo
430169  2026-01-16 Approved PO00001362 193.00 CAD MNo
MNone 2026-01-16 Draft PO00001365 2.000.00 CAD No ,/ Q
430168  2026-01-16 Pending Approval PO00001364 1,000.00 CAD MNo
11399 2026-01-15 Approved PO00001364 1,652 50 CAD MNo

Perpage 15 | 45 | 90




Step 4: The next window will open; fill out the mandatory
fields marked with a red asterisk (*).

Choose Invoicing Details | Select v | > Invoicing Details

Select

Store of very good supplies

i customer offers payment by Credit Card, Bank Account or Digital

* Remit-To Select STORE OF GOOD SUPFLIES INC

* Legal Entity | Select

* Legal Entity | STORE OF VERY GOOD SUP| ~

* Ship From Address Select

Invoice From Highway 401
Lakeshore, ON v3b 4v4
Canada

Canada (123456789)

* Remit-To | Highway 401, Lakeshore, ON v ~

* Ship From Address | Highway 401, Lakeshore, ON v «~

Select the Legal Entity from your list of entities
3 y Y Click Save —I

in Coupa to display its associated addresses. _
to continue.




The invoice creation screen is divided in five sections.

Step 5: Enter the required details marked with a red asterisk (*).

Create Invoice create

Creating your first invoice? Just enter in your invoice number. Check the line details, make any necessary changes an

charges. Once you are ready, click Submit. You'll be notified if the invoice is approved or placed on hold.

In the General Info section, you 5 General Info > From

n eed to . » “ Invoice #] INV_400 0 * Supplier Store of very good supplies-1517578
L]

Invoice Date Set automatically at time of submission Supplier GSTHSTID | 123456789 -

Y E nte r th e I nvo i ce N u m be r Payment Term ~ *Invoice From Address (SSSTF;ER%FJ VERY GOOD SUPPLIES ,O

*Currenc y | CAD Highway 401

exa Ctly aS it a p pea rS O n yo u r Status Draft I(_zzl;zsc:;me. ON v3b 4v4
1 H P D F pimage Scan | | Choose File | Mo file chosen ) N N
I n VO I Ce . . . R Remit-To Address ;i%{?ji?szRY GOOD SUPPLIES |
» Attach the PDF of your invoice. A
> Attachments Add File | URL | Text
* You can add notes and S s o e o s £

Highway 401

supporting documents to your
Coupa invoice in the 0 To

Attachments section. o oo it

Ship to Address Mo address selected ‘Q

*Requester Email

*Requester Name

-
Q‘ f‘lﬂl/ﬁ

Bill To: MNone

. aCOR
&

Zip Code



Step 6: In the From and To sections, check the information to verify your
company’s information and Ledcor’s details.

Create Invoice create

Creating your first invoice? Just enter in your invoice number. Check the line details, make any necessary changes and put in any extra X

charges. Once you are ready, click Submit. You'll be notified if the invoice is approved or placed on hold.

> General Info
*Invoice # INV_400

Invoice Date Set automatically at time of submission

Payment Term v
*Currency CAD w
Status Draft

Image Scan | Choose File | No file chosen

Supplier Note ||

Attachments Add File | URL | Text

9 From

* Supplier 12345 Supplier Ltd -1503763

Supplier GSTHSTID

* Invoice From Address

* Remit-To Address

* Ship From Address

9 To

123456789 ~

12345 Supplier Ltd o
1269 West Hastings Street
Vancouver, BC V6E 4S8
Canada

A

12345 Supplier Ltd LO
1269 West Hastings Street
Vancouver, BC V6E 4S8
Canada

12345 Supplier Ltd O
1269 West Hastings Street
Vancouver, BC V6E 4S8
Canada

Customer Ledcor Group

Bill To Address

1500 - 1055 West Hastings Street
Vancouver, British Columbia V6E 2E9
Canada

The From section will have the
addresses you selected in the
previous window from your
Coupa Legal Entities.

——FEdit the From addresses

clicking the Search icon.

Then scroll down to continue.



Step 7: In the From and To sections, check the information to verify your

company’s information and Ledcor’s details.
Always select the Bill To

Address 71500 - 1055 West

To Hastings Street, Vancouver, BC
Customer V6E 2E9 Canada, for Ledcor
S e invoices.
Canada
i o ddress o address seleeed |07 Click the search icon in the
Requeser s cqusr@aseorcon | | . __ Ship To Address field to view
“Requestorame (Lo T J and select from the list of
- Ledcor addresses.

—— Type the requestor’s contact
and then scroll down to
continue.




Step 8: In the Lines section, edit the line details to match your invoice pdf.

For mate rial Lines 0 Line Level Taxation
I I _|_’ Type Description Qty UOM Price a
InVOICeS SeIeCt Type Qty 1.000 $1000s of Sal ~ 0.00 DOD

Qty and enter Unit
Of Measurement Plt:].I:-ine . Contract Supplier Part Number
and Price per unit.

{} Add Line O Pick lines from PO O Pick lines from Contract
For service invoices

Lines U Line Level Taxation
select Type Amt——_ » ,

Type Description Price O OD f:j
and enter At 000 -
Description and PO Line Contract Supplier Part Number
Price. .

-
'« o {} Add Line O Pick lines from PO o Pick lines from Contract

e R
\&Qﬁ“




Step 8: In the Lines section, edit the line details to match your invoice pdf.

Check the Line Level Taxation box
the enable taxed in the item lines.

Lines ] Line Level Taxation

Type Description Price f:}

Amt Car Rental 560 0.00 Click the

L red X mark
PO Line Contract Supplier Part Number
. to delete the
line from
this invoice.
© Adstine @ Pic ©

Then scroll down to the Totals & Taxes section.




Step 9: In the Totals & Taxes section, enter additional charges like Shipping,

Handling and Tax information.

Totals & Taxes

Lines Net Total 7.610.60

Shipping
Tax % 0.000

Tax Reference

Handling
Tax

v % 0.000

Tax Reference

Click Calculate and confirm
the Total amount of Coupa
Invoice matches the total

amount of your Invoice PDF.
 O00R

Misc
= v 0.000
Tax Reference

Tax v 0.000

Total Tax 0.00
MNet Total 560.00
Total » 560.00

Delete Cancel Save as Draft Calculate m |

Once everything
looks correct,
Click Submit.

<
<«




Step 9: A confirmation box will appear, click Send Invoice to complete the process.

Are You Ready to Send?

You're about to send an invoice to None for a total amount of 560.00. Once sent, you'll have to
contact your customer directly to make changes to the invoice.

Continue Editing




Step 10: A bar message notification should appear to confirm that your invoice has
been sent successfully.

Select customer Ledcor Group v

Invoices

12345 Supplier Ltd.-1503763 invoice #INV_400 is processing

Instructions From Customer

Please refer to the purchase order when creating your invoice to ensure that the correct Ledcor legal entity is being billed.

Create Invoices @

Create Invoice from PO Create Invoice from Service Sheet Create Invoice from Contract Create Blank Invoice Create Credit Note
| Exportto - | View

Invoice # Created Date Status PO # Total Unanswered Comments Dispute Reason Actions
| INV_400 11/27/25 Processing PO00000400 7,610.60 CAD No
INV_400112233  11/27/25 Voided PO00000400 7,610.60 CAD No
INV_400112233  11/27/25 Voided PO00000400  7,610.60 CAD No
INV_4001122 11/27/25 Voided PO00000400 7,610.60 CAD No
INV-002-11072025 11/07/25 Pending Approval  PO00000312  345.00 USD No

INV-001-11072025 11/07/25 Approved PO00000314 1543468USD No




Step 10: To check the status of your invoices, go to the Invoices tab.

z,scoupalsupplier portal

A

Orders Business Profile

Payments

Service Sheets ltems

JOHN NOTIFICATIONS

ASN Sourcing Forecasts Setup More...

HELP

Uploaded Invoices Invoices Lines Payment Receipts Advanced

Invoices

The ta ble Instructions From Customer

Select cu stc-merl Ledcor Group

Please refer to the purchase order when creating your invoice to ensure that the correct Ledcor legal entity is being billed.

Create Invoices ©

displays the
Invoice
creation date

Showing results for 4003

Create Invoice from PO Create Invoice from Service Sheet

and StatUS . 1 Invoice # Created Date  Status PO #
h INV_400 11127125 Pending Aperoval PO00000400
INV_400112233 11727725 Voided e PO00000400
INV_400112233 11/27/25 Voided PO00000400
INV_4001122 1127725 Voided PO00000400

Perpage 15 | 45 | 90

Total

7,610.60 CAD
7,610.60 CAD
7,610.60 CAD
7,610.60 CAD

Create Credit Note

o CIET X :

Unanswered Comments Dispute Reason Actions
No
No
No
No

Make sure to
have Ledcor
Group as
your active
customer.



Thank you for using the CSP to submit your
invoices!

If you need any additional support, please contact the Ledcor Supplier Enablement Team
at:
supplier.enablement@ledcor.com

Zscoupa




Coupa Supplier Portal (CSP)
Supplier Registration to CSP Guide.

$r:coupa




Step 1: Receive CSP Invitation by Email.

Ledcor will send you an invitation to join the CSP via email

Allow emails from:
do not reply@supplier.coupahost.com

Check the SPAM and Junk folder in your
mailbox

Search by Subject line: New CSP
Supplier SIM Invitation

Click Log In.

If your invitation is tied to an existing
CSP account, it will prompt you to log in
instead.

Subject: You are Connected to ledcor on Coupa

You are Connected to ledcor on Coupa

Dear Supplier,

As previously announced, Ledcor is implementing Coupa as our new eProcurement platform to streamline our procurement and payment processes.
As a Ledcor supplier, you are invited to register for the Coupa Supplier Portal (CSP) and connect with Ledcor. Through the CSP, you will be able to:
Receive purchase orders electronically

Create and submit invoices and credit notes directly within the platform

Track invoice and payment status in real time
Provide banking details for secure Electranic Funds Transfer (EFT) payments

ACTION REQUESTED: Please click the link below to register (or log in) for the CSP.

{This invitation can be forwarded to email addresses within the same domain).

Once registered (or logged in), you will be prompted to compiete a Supplier Questionnaire form to ensure your supplier information with Ledcor is up to date
Afew important notes when the Supplier Q

1. Business Name & Display Name: Limit to 40 characte
2. Business Name & Display Name: Enter both names ir
3. Primary Address: Enter your remit-to address

Asa our Coupa Launch date is March 2, 2026 and no transactions (purchase orders, invoices or will be in Coupa until this date.

We value your partnership and look forward to working with you in Coupa.
For any assistance or questions, please contact supplier enablement@ledcor. com or visit our Supplier Resources Website at suppliers.ledcor.com
Ledcor Group




_— . W AR e

Create an account

Step 2: Create an Account.

—_—
ledcor-test uses Coupa to transact and communicate
::25223[ provide this info, please send it to the right
Note that the first person to create a CSP account peISRUibo monogRs aecouns.
will be defaulted as the admin. Once other
accounts within your company join the CSP, the e
admin role can be assigned to someone else.
* Email
Complete your company information, ensuring all +First Name —_—
required fields marked with a red asterisk (*) are ey
filled out.  Password ) * Confirm Password ;
If you don’t have a Tax ID, provide a reason for o >
not having a Tax ID. |, Gidorcthaveatam
S
Accept the Privacy Policy and Terms of Use. S
; M1 accept the Privacy Policy and T fu

Click Create an accountI

Already have an account? Log In




PN

/ OCOR

Step 2: Create an Account or Log In to an existing account

Under the Create an account button click Log In
Already have an cxccount

. scoupa supplier portal @ Secure
The next screen will open pCOAPASEPRETP

SO you can type in your
email address and
password.

Continue

New to Coupa? CREATE AN ACCOUNT
Forgot your password?

-

GROUP



Step 3: Select your Country to fill out the Tax details

A Canadian business number (BN) or Social

US companies: A 9-digit number, TIN (for
Insurance Number (SIN) for individuals, issued by

companies), EIN (individuals — preferred), or SSN

the Canada Revenue Agency (CRA). A 9-digit (individuals) issued by the IRS
number.
* Country/Region " TaxID | * Country/Region * Tax ID
Canaid v | | 123456789 United States v | | 123456789

Cannot be empty

(Jido not have a Tax ID
(_Jido not have a Tax ID

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

croatoan accour

Already have an account?Log In Already have an account? Log In

Click Create an account



Step 4: Get the Verification Code sent to your email.

Enter the verification code in the Coupa supplier portal

zcoupa supplier portal
____—_

Email Verification

We sent a one-time verification code to n

Didn't receive the Verification Code?  Request a New Code

Click Next

& Secure

Your Coupa Verification Code

( «l= (&l
@ Coupa Supplier Portal <do_not_reply@supplier-test. © | ut i | %,J |“ [ )
To

8:55 AM

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

message.

CAUTION: This email was sent from outside of Ledcor’s network. Please be careful while clicking links, opening
attachments, or replying to this email.

I
_!]!
ht

Your Coupa Verification Code

Below is the secure verification code you requested. Enter the 6-digit code
in Coupa to verify it's you.

758658

If you didn't request this code please contact us at supplier@coupa.com.




Step 5: Join an existing account

Select to view other CSP Accounts with the same email
domain and join an existing CSP account instead of creating

a new standalone account, generic email domains like Gmail, Or select No, continue creating a new
Yahoo, etc, will not show up. account, to create a new account.

s.:coupa supplier portal «  #wcoupasupplierportal aiseciie

Join an Existing Account? Join an Existing Account?
Provide any of the additional info to get better suggestions. Provide any of the additional info to get better suggestions.

° View existing accounts matching the email domain ledcor.com View existing accounts matching the email domain ledcor.com
Business Name Business Name

Ledcor Supplier - 1

Country/Region Country/Region
v
Address Line1 Address Line1
Cit Stat P cod 1
ity e ostcocs city state Postcode
TaxID DUNS Number
Tax D DUNS Number

No, continue creating a new account ) .
@ o, continue creating a new account



Step 6: Complete your company profile

You will be redirected to the
CSP home page to complete
your onboarding information,
which will be saved to your

Coupa account. Onboarding for ledcor-test (Coupa Supplier Portal)

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

Account Details Payment Methods

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

Enter the information for your
primary address

Primary Address

* Country/Region * Address Line 1 Address Line 2

* Postcode

Click Save & Next




Step 7: Setup your payment options — Virtual Card

Ledcor recommends to enable EFT/ACH
tO streamline invoice payments Onboarding for ledcor-test (Coupa Supplier Portal)

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

@ Primary Address saved successfully X

Virtual Cards: To enable Virtual Card - -
payments, type in your email address or Pt e sasotets it youw s (VirtustCard | Bank Transter | Remi To Address)
complete steps to process Virtual Cards PaymEt Metod (viramUcar)

automatically by, for example linking your

stripe account.

Virtual Card ®

Please enter the following information to receive Virtual Card payments.

* Payment Method Name () * Email Address

() Process credit cards automatically

If you do not support Virtual Card payment
method, you can click on the check box

below Do not accept payments from
Ledcor [ Do ok secepit Virtual Gl paymerits from tadicoe-tesk

Click Save & Next




Step 7: Setup your payment options — Bank Transfer

Ledcor recommends tO enab|e Wire Onboarding for ledcor-test (Coupa Supplier Portal)
transfer via EFT/ACH to streamline invoice & &
paym e nts " Account Details Payment Methods

Provide the main address associated with your business (Virtual Card | Bank Transfer | Remit-To Address)

Payment Method ( Bank Account)

Bank Transfer: To enable Bank Transfer. > Bank Transfer

payme ntS fi I I Out the man datory fi eld S Please enter the following information to receive Bank Transfer payments.
marked With a *. * Payment Method Name ()

Bank Account
* Country/Region * Bank Account Currency

Scroll down e b K

Beneficiary Name Bank Name
Account Number (i) Confirm Account Number
Routing Number/Sort Code (O

~— My company expects to receive urgent/wire
~~ payments




Step 7: Setup your payment options — Bank Transfer

You can fill out the details of your bank
account to enable payments or come back
later with all the information to setup your
account for Bank Transfers.

If you do not support Bank Transfer
payments, you can click on the check box
Do not accept Bank Transfer payments
from Ledcor

Click Save and Next

2,
/4

My company expects to receive urgent/wire
payments

Branch Code

Remittance Email (3)

Supporting Documents (©)

Do not accept Bank Transfer payments from ledcor-test

Beneficiary Type

Business

Remit-To Code ()



Step 7: Setup your payment options — Add
Remit To Address for Check payments

Onboarding for ledcor-test (Coupa Supplier Portal)

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

Account Details Payment Methods

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

Check Payments: To enable Check Payment Method (Remit-To Address)
payments fill out the mandatory fields
marked with a * with your Legal Address. S T

Please enter the following information to receive Cheque payments.

* Payment Method Name (3)

(

SCfOI/ dOWﬂ @ This field is required

Country/Region

Street 2




Step 7: Setup your payment options — Add
Remit To Address for Check payments

+ Street 3

* Municipality
* Province

* Postal Code

If you do not support Check payments,
you can click on the check box Do not ——
accept Check payments from Ledcor

Remit-To Code (i)

: Do not accept Check payments from Ledcor Group

Click Save and Next
IR
/4
St

- _ -l-Wﬂ(/P



Step 8: Select a Subscription — Free version available

While Coupa offers optional
subscription plans, these are not
required to do business with
Ledcor.

Subscriptions

Registered

Easily do business with customers who
use Coupa

The Coupa Supplier Portal (CSP) is
completely free for all suppliers.

Registered user includes:

e Business Profile

To join the free version of Coupa, : Busie
click Continue on the left side option. Lo

Catalogues
e Payments
* Sourcing Events

Click Save and Next

4% Coupa Verified

Amplify your trusted brand across
Coupa's community of buyers

$549 / year
Everything in 'Registered’ plus:

* Verified Badge
« Priority Search Rank

Purchase Verified

 Coupa Advanced

Optimise 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 Save and Next




Thank you for Registering in CSP!

If you need any additional support, please contact the Ledcor Supplier
Enablement Team at:
supplier.enablement@ledcor.com

Zescoupa

fpe




Coupa Supplier Portal (CSP)
Supplier Form 1B Guide

srxcoupa




Within your CSP account:

1. Click on Business Profile

7 | (O httpsy//supplier-test.coupahost.com/company_profiles/361332
s,acoupa supplier portal

ﬁ Invoices Orders Business Profile Service Sheets Items ASN Sourcing Forecasts

Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performa

ledcor-test

Select Customer

3. The next screen is

Form Responses:

Click Form 1B —

Supplier Form Responses
Questionnaire —

2. Click on Information Requests

View Advanced Search L

Form Status Created Date Submitted At

L IForm 1B - Supplier Questionnaire New 2025-11-27 None

Perpage 15 | 45 | 90




Ledcor’s system filled
out some information,
feel free to add or
overwrite inaccurate
details.

Note that *Business
Name must be same
as the company
Legal Name, cannot
exceed 40 characters
and filled out in upper
case.

If your Business Name
is longer than 40
characters, add the
rest of name in
Address line 1 -
*Street Address.

- X
_'— -ﬁ'ﬂﬂﬂl’

o R

v We have auto-filled some information from your Public Profile

Form 1B - Supplier Questionnaire v010826

This form is completed by a first-time supplier to provide all the necessary information for Ledcor to onboard the supplier to Coupa and process

invoices. (Updated 01-2026)

Supplier Information

* Ledcor's Business Partner Code of Conduct

Company Information & Contact

* Business Name

* Display Name

You must fill out all

4 the mandatory fields

marked with an *

*Display Name can be
the same as the company
Legal Name, or it can be
the name that Ledcor
would identify with your
company.



v We have auto-filled some information from your Public Profile

R

— *Primary Address

In Section *Primary Address —
@
Enter your Remit To address,
here “Region
Remit To address is your

company Legal Address

State Region

Address line 1 - *Street
Address.
Use this line to include the
rest of Business name, if
exceeded 40 characters.

Address Name

" " Street Address

- X
_'— -[v'/iﬂﬂl’

o )



I n S eCti on * P ri ma ry Co nta ct + We have auto-filled some information from your Public Profile

1 You can add more than one PO email
address on this field separating them

@
| by a coma, Example:

services@companydomain.com,sales

*PO Email <

Note that the email address you

Primary Contact

type in the *PO Email field will @companydomain.com
receive all the Purchase Orders
POs sent through Coupa @

regardless of the Ledcor division
that you provide goods or
services.

* First Name

* Last Name

The *Email Address of the ——
Primary Contact can be

different than the *PO Email. B
"" US/Canada v
&

- -ﬁ'ﬂ'ﬂ”l’



v/ We have auto-filled some information from your Public Profile

Contacts

Click Add Contact to add — oo
other individuals from your [ A
organization that you want Standard Contact
Ledcor to reference in the |
procurement process

Contact Purpose

L &
Leave the Standard Contact —
section blank if it is identical
to the Primary Contact.

US/Canada v

- X
_'— -[v'liﬂﬂl’

o R

Work Phone



Business Operations

Business Operations.

Primary Industry

Stte preparation v T Select your company Primary
— Industry

Goods / Services Provided

Type in detail all the Goods and
Services you provide.

Site preparation, Land Clearing & Vegetation Removal, De | < I

Regions (US/CAN)

AB: All | [BC: All x | [ MB: All X Regions - Select all regionS or
QC: Quebec City Metropolitan Area % areas that yOUF com pany |S able
to provide goods/services to.

A

*|s the company operating full-time as an Indigenous business? Indicate if you Operate fUIl time

= e : ,
’éﬁﬂﬂ as an Indigenous business.
N =



The Modern Slavery
Section reflects Ledcor’s
Commitment to ethical
and responsible
sourcing.

Answer this section and
provide the additional
details required.

If some questions don’t
apply to your company
due to size or industry, —
answer No and NA (Not
Applicable)

Ledcor uses this information
in its annual report for the
Fighting Against Forced
Labour and Child Labour in
Supply Chains Act.

g“““ﬂ

- X
‘, ﬁ'ﬁﬂ”l’

e

Modern Slavery Questionnaire

* Does your organization currently have policies and/or due diligence processes in place related to forced labour and/or child labour?

Select -

* Has your organization identified parts of its activities and supply chain that carry a risk of forced labour or child labour being used?

Select >

* Does your organization have an action plan if modern slavery practices are suspected or discovered in its HR and Supply Chain?

nnnnn

Select v

* Does your organization currently provide training to employees and stakeholder groups on forced labour and/or child labour?

Select ®

* Does your company have a formal policy(ies) covering human rights and working conditions?

Select -



Tax Information - Canadian Company.

Tax Information

— |f your company is subject to withholding Tax
requirements, that may impact payments for

ve— Goods or Services provided, select Yes.

* Withholding Tax

*Tax Region

—— Canadian companies must select *Tax Region
International v as International.

Answer Yes to provide a GST/HST. Include the full
15 characters (the nine-digit Business Number
and the four-character program account
identifier)

Answer No to provide a SIN number

* Canada only: Is your organization an incorporated or limited company or government/regulatory agency?

* Canada only: Does your organization have a GST/HST Tax ID? 4—|_

Select
Select v

w

elect

N
- X
_'— -ﬁ'ﬂﬂﬂl’

o R



Tax Information - Canadian Company.

-

" Canada only: Is your organization an incorporated or limited company or government/regulatory agency’

, ~
x N

If your organization is incorporated, select Yes and
continue to Payment and Banking Information section.

15 your organization providing services? | |f your organization is not incorporated, and
provide services to Ledcor, mark the box T4A.
Ledcor will send you a T4A at the end of the
fiscal year.:

> N

"T4A

o R
\@‘}9 i

- -ﬁ'ﬂ'ﬂ”l’



Tax Information - USA Company.

+ We have auto-filled some information from your Public Profile

Tax Information

If your company is subject
to withholding Tax
requirements, that may
impact payments for o
Goods or Services Us .
provided, select Yes. s

> Withholding Tax

* US Federal Tax ID

Fill out all the mandatory )
fields (*)

* USA only: Is your organization a government agency, political subdivision.

No X v

* USA only: Income Type (1099)

- X
_'— -[v'liﬂﬂl’

o R

‘Federal Tax Form

, instrumentalities, financial institution, or charities?



Tax Information - USA Company.

v’ We have auto-filled some information from your Public Profile

You may be prompted to “Federal Tax Form
upload the necessary tax

supporting documents on

the *Attachments section.

*Type

* Attachments

— 3 Add

Click on to include
your attachments.

* W9 Federal Tax Classification

Select

W9 Entity / Individual Name

A
s



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

Payment & Banking Information

Ensure the information provided in this section is accurate and up-to-date to streamline payments to your organization

Currency - Select the currency
cAD U matching your bank account.

< Payment Terms *Payment Terms - The Ledcor team
o| < will review the form and approve the

<

.
Ledcor policy is Net 30 days. If another payment term is required, please indicate in the comment section. rlg ht payl I Ient te rl I lS .

Payment Terms (internal use only)

Ledcor policy is Net 30 days. Other Payment Terms will be reviewed.

S *Payment Type - We recommend
R EFT/ACH to streamline invoice
payments.

m

- -ﬁ'”ﬂ”/’

o R



Even if you select to be paid by EFT/ACH, you need to Click
Add Remit-To, to provide your bank details for bank transfers.
You must enable a Multi-Factor Authenticator (MFA) for
security before adding your bank details. Save the changes on
the questionnaire before enabling the MFA.

-Remit-To Addresses

r more Remit-To Addresses by either filling out a new Compliant Invoicing Form or choosing an Existing Remit-To Address

Click Add Remit-To, to display
the addresses you have on

your account from the previous
registration process. Keep only

1 active Remit To address in
Coupa.

You are required to upload a Void Check,
Bank letter, or official document that
verifies the payment details.

Click Choose File.

Add Remit-To

*EFT/ACH - Please provide proof of banking information provided

Choose File )




(

The next window
will open:

How would you like to be paid?

All Methods Bank Transfers Remit-To Addresses Virtual Cards

Add Payment Method ~

Select the preferred
payment method
saved on your
account checking
the box.

supports Virtual Cards, Bank Transfers, Remit-To Addresses Payments.

1, C  Shared With Customer

 ¥% Customer Supported

Click Add Selected

\_1

Cancel Add Selected

Remit-To Addresses

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

[ Add Remit-To




If the window is empty:

How would you like to be paid?

All Methods Bank Transfers Virtual Cards

Remit-To Addresses Add Payment Method ~

Click on Add
Payment Method:
Click Bank
Transfers, to be
paid on EFT/ACH.

supports Virtual Cards, Bank Transfers, Remit-To Addresses Payments. Vietual Cairds

» Bank Transfers

Remit-To Addresses

Click Add Selected

\_1

Cancel Add Selected

-Remit-To Addresses

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

[ Add Remit-To ]




The next window will
open:

Your 9-digit Routing
Number must be a 0,
then 3-digit
institution number,
then 5-digit branch
number

Add Payment Method

Linked Legal Entity *

STORE OF VERY GOOD SUPPLIES (ONTARIO)

Bank Transfer

rter the following information to receive Bank Transfer paymer

Account Nickname * (7)

Bank Branch Country / Region *

Canada

Bank Branch State / Province *

Account Number *

SWIFT /BIC Code ()

1 characters

A
s

Additional Information

Bank Branch Address

v

nts
Beneficiary Legal Name * O
STORE OF VERY GOOD SUPPLIES (ONTARI!

Bank Account Currency *

CAD -

Bank Name *

_ Routing Number * \’.

Branch Code [ ';;

Add Payment Method ~

Virtual Cards
Bank Transfers

Remit-To Addresses

T_|

Click on Add
Payment Method.:
Click Bank
Transfers, to be
paid on EFT/ACH.

— Click Save




Fill out additional comments or Once you completed all the sections,
— include files on the Comments Click Submit for Approval.

section at the end of the form. |

Decline Save Submit for Approval

Comments

Enter Comment

Add File | URL




f,ecoupa supplier portal ANA~ = NOTIFICATIONS @ = HELP -

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

Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation Subscriptions

ledcor-test Select Customer | ledcor-test .

Your information has been submitted b 4

View All Responses
Form 1B - Supplier Questionnaire

Updated 0818 - This form is completed by a first-time supplier to provide all the necessary information for Ledcor to onboard the supplier to
Coupa and process invoices.

Pending Approval (i}
Supplier Information

Ledcor Supplier - 1

Ledcor team will review the form and approve it prior to start transacting.
- COR Your application will remain in Pending Approval status until is Approved.




Thank you for completing the Supplier
Questionnaire!

If you need any additional support, please contact the Ledcor Supplier
Enablement Team at:
supplier.enablement@ledcor.com

Zescoupa




Coupa Supplier Portal (CSP)

Security and Multi-Factor Authentication

$r:coupa




1. Security




Securing your transactions is Coupa's top priority. The continuous
improvements to the CSP help keep your accounts and data safe. Adding
MFA to your account increases its security.

MFA is mandatory with sensitive payment accounts to increase the security
of your payment settings in Coupa.

Note: Two-factor authentication (2FA) is mandatory for CSP payment
accounts. It is not required for other CSP features.

Note: Two-factor authentication (2FA) helps prevent unauthorized access
to your CSP account, even if someone knows your password.

Note: The preferred 2FA method is an authenticator app, such as Google
Authenticator, Twilio Authy, or Microsoft Authenticator. These apps are free
to download from the Apple App Store or Google Play. SMS text messages
are a secondary method also supported by Coupa.




2. Multi-Factor Authenticator




Multi-factor authentication (MFA) is required for Sensitive account updates,
namely changes to your legal entity, remit-to, and bank account information
require MFA. Enabling MFA is quick and easy, MFA guide: Manage Multi-Factor
Authentication

From CSP home page, dropdown next to your name the account setting options:

,2coupa supplier portal ANA~ | (@ | HELP v
o Invoices Orders Business Profile Payments Service Sheets Items ASN Sourcing Forecasts Acc.ount_Senings
Notification Preferences
Security & MFA —
e Click
¢ M )
Security & MFA

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.

so Store of very good supplies «ww

Profile Last Updated: about 2 hours ago | View Profile



Multi-Factor Authenticator:
Option 1. Enable by using an Authenticator App.

(This is the recommended option)




The next screen & modal will open to facilitate enablement by your preferred authentication app:

Multi-Factor Authentication via App

©  scan this QR code using your mobile device.

« Open your preferred authentication app on your mobile device. Leam more

- For most apps, select “Add” or “+" to scan the QR code or copy and paste
the security key.

SWSE7PGGT2JWES3N7AMQDBE
OGB702AKR

Click to copy Security Key

o Enter the 6-digit verification code from your device.

1. Visit the the Google Play
store or the Apple app store.
2. Search for an authenticator
app.

The recommended optionis
to use Google

Authenticator, which is
available

for iOS and Android devices.
3. Download and install your
preferred authenticator app.
4. Open the app on your
mobile device to scan the QR
code shown in the modal with
the authenticator app or copy
the security key to use it as
the CSP authentication code.




Microsoft Authenticator App, mobile screen example:

‘—|_ 5. For most apps, select "Add" or "+"

to scan the QR code.

&
[
E' Microsoft Entra ID

Microsoft Authenticator App has this

QR button to scan the QR Code from
the CSP.




Microsoft Authenticator App, mobile screen example:

(HX] =

Bl After you scan the QR
= Authenticator SS9 code from CSP, the

E' Microsoft Entra ID app will reqUire you to
6. Enter the 6-digit verification — add a name to save
. . Coupa Supplier Portal
code from your device in the Coupa Supplier Portal
input field on the modal. — 469 617 @
goup%SquILernliortal -S.. If you don't type Choose a different name
The code that Google & BN that code on the ro
469 617 @ <+ CSP sign-in page o Gl e e

Microsoft Authenticators provide

are gOOd Only fOI’ 30 SeCOHdS. | and C“Ck Log Coupa Supplier Portal

In within 30 Cancel
seconds, you have
to get a new code
and try again.

eeeeeeeeeeeeeeeeeeeeee




CSP ‘Security & MFA’ section:

Multi-Factor Authentication via App X

© Scan this QR code using your mobile device. Coupa Supplier Portal

« Open your preferred authentication app on your mobile device. Learn more

« For most apps, select “Add” or “+" to scan the QR code or copy and paste
the security key.

SWSE7PGGT2JWES3N7AMQDBE
OGB702AKR

Click to copy Security Key

o Enter the 6-digit verification code from your device. 265659

— 7. Select the Enable button at
the bottom right of the modal.




CSP ‘Security & MFA’ section:

Save Your Backup Codes

These codes were generated on January 02, 2026

Emergency recovery codes are the only way to restore
access if you lose access to your authenticating device or

app.
You can use each recovery code only once.

Keep these somewhere safe but accessible.
312R4w SmrQKg

floFuA AUXoVA
_muhoQ DbTfsQ

8. Print your backup codes or email
them to yourself before you click x
on the top right corner. If you ever
lose your device, you need these to
regain access to your CSP account.

9. You will receive an email with the
confirmation that your MFA has
been enabled.



Multi-Factor Authenticator:
Option 2. Enable by using SMS text message.




CSP ‘Security & MFA’ section:

,scoupa supplier portal

ﬁ Invoices Orders Business Profile Payments

Service Sheets Items ASN

Sourcing Forecasts Setup More...

My Account security & Multi-Factor Authentication

Settings Multi-Factor Authentication

Notification Preferences
(O Disabled

@ For Payment Changes (Required for changing Legal Entity or Remit-to)

(O For Both Account Access (Login) and Payment Changes
App Connections

Via Authenticator App

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

By Text Message

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

ledcor-test does not allow email as an MFA factor. Please select a different factor.

1. Click the circle next to
the By Text Message option.

Follow the instructions that
appear on the next screen.



Multi-Factor Authentication via SMS xX

o A code will be sent to your phone as an SMS Text Message
(SMS rates may apply).

(2] Confirm Recaptcha

e Enter the 6-digit verification code sent to your phone.

Phone Number

<

» +1 «
Invalid format. Example: +1 123-456-
7890

\/ I'm not a robot

reCAPTCHA
Privacy - Tenms

Send Code

Cancel

A

2. Input the phone number where
you want to receive the SMS text
and confirm Recaptcha.

3. A code is sentto your phone as
an SMS text message (SMS rates

—— may apply).

Confirm the Recaptcha shown in
the modal and select the Send
Code button.



Multi-Factor Authentication via SMS X

o A code will be sent to your phone as an SMS Text Message Phone Number
(SMS rates may apply). *+

(2} Confirm Recaptcha

D I'm not a robot a
reCAPTCHA

Resend Code

Your verification code has been sent to: +1

9 Enter the 6-digit verification code sent to your phone. 913639

A

—4. Enter the 6-digit verification code

sent to your phone in the field next
to the third steps shown on
screen.

——5. Select the Enable button at the

bottom right of the modal



Save Your Backup Codes

These codes were generated on January 02, 2026

Emergency recovery codes are the only way to restore
access if you lose access to your authenticating device or

app.
You can use each recovery code only once.

Keep these somewhere safe but accessible.
312R4w SmrQKg

floFuA AUXoVA
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6. Print your backup codes or email
them to yourself before you click x
on the top right corner. If you ever
lose your device, you need these to
regain access to your CSP account.

You will receive an email with the
confirmation that your MFA has
been enabled.



Multi-Factor Authenticator:
Option 3. Enable by using email to receive a code.




You will see this option grayed out, due to Ledcor’s security standards. Please
enable the MFA with Options 1 or 2 of this manual.

#,2coupa supplier portal ana~ | (@) HeLP

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

My Account security & Multi-Factor Authentication

Settings Multi-Factor Authentication

Notification Preferences

() Disabled
@ For Payment Changes (Required for changing Legal Entity or Remit-to)

(O For Both Account Access (Login) and Payment Changes
App Connections
Via Authenticator App

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

By Text Message

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

ledcor-test does not allow email as an MFA factor. Please select a different factor

ledcor-test does not allow email as an MFA factor. Please select a different factor.



Your information in the Coupa Supplier Portal (CSP) is protected using
industry-standard security measures. All data transmitted to and from the
Coupa network is encrypted with 256-bit encryption.

Coupa applications are hosted on Amazon Web Services — the same
infrastructure used by Amazon.com — ensuring secure handling of your data
and payment information. Passwords and other sensitive data are encrypted
during transmission, and you can enable Multi-Factor Authentication (MFA)
to further secure your account.

For added protection, Coupa strongly recommends enabling MFA on your
CSP account. For more details on securing your account, visit
Coupa’s Security Best Practices page.




Thank you for enabling MFA!

If you need any additional assistance, please contact the Ledcor
Supplier Enablement Team at:
supplier.enablement@ledcor.com

$rscoupa




Coupa Supplier Portal (CSP)
Contact Coupa Support

sycoupa




Ongoing support will be provided by the Supplier Enablement
team through webinars and one-on-one support. Suppliers can
reach out directly to supplier.enablement@ledcor.com.

For complex or technical issues, suppliers will be directed to the
Coupa Supplier Support team.

Note that invoice or payment inquiries should be directed to apinquiries@ledcor.com




1. Chat with Coupa Support




From your CSP login page locate ‘Chat with Coupa Support’:

‘f,}ccupa SUDD“EF portal & Secure

Login

* Email

.
New to Coupa? CREATE AN ACCOUNT CI ICk to

Forgot your password? display their
contact form.

Features Solutions Resources

Overview Sourcing Create a Discoverable Profile E-invoicing Help
Purchase Orders Shipment Tracking Certify your Diverse Business Payments Training Webinars

E-invoicing Business Performance Boost your sales with Coupa Working Capital Solutions Perks
Catalogues
Payments Profile Diverse Certification
Resources
Catalogues

© 2006-2026 Coupa Software Incorporated | Privacy Policy | Terms of Use | l‘: English (Canada)




Or Log into CSP and from the home page locate ‘Chat with
Coupa Support’:

§,xcoupa supplier portal ANA~ | NOTIFICATIONS @ = HELP -

L3

0 Invoices Orders Business Profile Payments Service Sheets Items ASN Sourcing Forecasts Setup More...

Verify Your Account And Get Noticed

[
i u |
Coupa Verified builds trust and gets you in front of more Get Verified o p
customers looking for products like yours. . O!

Click to

< ] g y display their
el contact form.

Recent Activity view v @ Announcements

/ ~
| tedcor-test |
\ J

No activity found for ledcor-test.

c * N -
Multi-Factor Pending Join Merge Linked *
Security Tasks Requests Suggestions Customers

f 1 Users
0 of 1 Users 0 Tasks 0 users I Duplicate 1 Connection ’

<+




Fill out the required Chat with Coupa Support -

\gS information (*) —
Welcome To * First Name
a ™™ * Last Nam
Coupa Navi ar =
In this section, some of the Compiete tis ild
issue categories display also il
an email to contact for support.
Phone
Select the best category for the
issue you are trying to resolve.— ‘'ssueReiatedTo
Select Issue e
Boanpess Click Get Help and Prefrer thone Support?
Live Chat Support «— . Chat is free and fast, or you can upgrade
lee Chat Support, to phone support
The contact form will open. R—




Coupa recommendations to some issue categories:

Chat with Coupa Support — X
Payment - Please contact your customer directly.
Password Reset - You can send an email to supplier@coupa.com with =" - Last Name
the query from your registered email address. Lj:mm — ‘
Two Factor Authentication - You can send an email e
to supplier@coupa.com with the query from your registered email address
Payment Preferences (Static Discounting): You can send an email
to accelerate@coupa.com for further assistance. Phone
Sourcing - Please contact your customer or send an email
to sourcing.support@coupa.com for further assistance. + Issue Related To

Select Issue v

Technical issues related to Profile, Invoice, Purchase Order,
_' a

Catalog, Service/Time Sheet, ASN, Legal Entity, Remit-To, Merge

Prefer Phone Support?

Chat is free and fast, or you can upgrade
to phone support

UPGRADE NOW

Requests, Users, Notifications, Community & Other issues,
submit your contact request clicking on Start Chat.

COR

-
6‘/?(7”/’




The system will let you know  Describe your issue to the Once the chat is over, you will
your place on the virtual line.  technical advisor and provide close and a summary may be
them the information required. sent to your email.

Waiting to Chat — X Sergio Q — Post-Chat X

Thank you for contacting
Coupa Supplier Support!

Hello, Mojo!
Please feel free to reach out if you need any
further assistance or have any other
concerns.
o0
— —

Prefer Phone Support?
You're up next! Chat is free and fast, or you can upgrade

Chat started at 11:19 AM 0 phone support

Connecting... UPGRADE NOW

Hello! I'm Sergio, how may |
be of assistance today?

Sergio Q

Cancel Chat Request —  Type your message.




Note: If all support agents are busy or offline, you can submit a support request
using an offline form in the same chat window.

Note: Your account information and login credentials are not stored, and support
agents cannot log in to your CSP account. However, the information shared in the
chatis recorded, so please do not provide unnecessary personal information.

Note: If no support agent is available, you must also specify the subject of your
request and provide a detailed description of the issue. A message will then
appear confirming that the case has been submitted and logged. A support agent
will contact you as soon as possible.




Thank you for contacting Coupa
Support!

If you need any additional assistance, please contact the Ledcor
Supplier Enablement Team at:
supplier.enablement@ledcor.com

Zescoupa




Coupa Supplier Portal (CSP)

Forward Ledcor’s CSP Invite
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1.Email Notification when
Ledcor Invites a supplier to CSP,
click on ‘Forward thisto —
someone’is available.

&
New CSP Supplier SIM Invitation

Hello Supplier,

Ledcor Group wants you to respond by updating your company profile on Coupa, their
chosen platform for Spend Management. This information is required so they can transact
with you electronically.

Coupa's Supplier Portal is completely free, setup is fast, and it helps you better transact and
communicate electronically.

You can easily update your company information if it ever changes, as well as do things with
Ledcor Group (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.

To forward this invitation, please select 'Join and Respond' and select 'Forward this to
someone' in the account creation page.

If you do not wish to sign up for the Coupa Supplier Portal, please contact
supplierenablement@ledcor.com.

Welcome!




2. When you click the link to join,
the “Forward this to someone”
option is also available, click the
blue letters.

3. Enter their email and click
Forward.

e

Create an account

Ledcor Group 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

Cap Co

* Email

* First Name * Last Name

John Joseph

* Password * Confirm Password

w o




4. When you select the Forward option
and nominate a new email, they will
receive same email as #1 (see below).
And they also have the option to forward
the invitation to someone else

mcoupa

New CSP Supplier SIM Invitation

Hello Supplier,

Ledcor Group wants you to respond by updating your company profile on Coupa, their
chosen platform for Spend Management. This information is required so they can transact
with you electronically.

Coupa's Supplier Portal is completely free, setup is fast, and it helps you better transact and
communicate electronically.

You can easily update your company information if it ever changes, as well as do things with
Ledcor Group (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.

To forward this invitation, please select 'Join and Respond' and select 'Forward this to
someone' in the account creation page.

If you do not wish to sign up for the Coupa Supplier Portal, please contact
supplierenablement@]ledcor.com.

Welcome!




- f‘#ﬂﬂl’

o R

Invitation links sent via CSP email expire after 30 days and are also invalidated if

the inviter’s account is deactivated.
If a customer sends an invitation to an inactive supplier user in CSP (a supplier
already registered in Coupa but marked as inactive), the invitation will be rejected

during processing.
To resolve this issue, the customer can either:

Ask the supplier to reactivate their CSP account, then resend the invitation, or
Send the invitation to a different email address associated with the same supplier.

For more information, see Manage Users.




Thank you for using Coupa Supplier
Portal!

If you need any additional assistance, please contact the Ledcor
Supplier Enablement Team at:
supplier.enablement@ledcor.com

Zrscoupa




Coupa Supplier Portal (CSP)
Merge Supplier CSP Accounts Guide
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Merge Supplier CSP account Guide — Account Merge Requester view

Sign in to your CSP account. On the home page, Click Setup.

) https://supplier-test.coupahost.com/employees/ A T3 &
{’}coupa su pp“er por't a[ ANA NOTIFICATIONS Q HELP

ﬁ Invoices Orders Business Profile Payments Service Sheets Items ASN More...

Admin Connection Requests

- %
GROUP

‘0
/4
& COR



Merge Supplier CSP account Guide — Account Merge Requester view

Admin Merge Requests

Click Merge Requests Users Initiats Merge Re quest
Worker Portal
Aocess —> coupa@coupamail.edu
———» Merge Requests n
Enter the email address e [ ] rmnotarobot
— reCAPTCHA
Privacy - Term
Of the OWner Of the Requests to Join ntis
account you wa Nt to Fiscal
me r e Representatives ! Merging will join the accounts and give all combined users the ability to invoice and
g * submit payment information to linked customers on behalf of your company. Before
sFTP Accounts sending a merge request, confirm that this email address belongs to a user who is part of your
SeleCt Iam nOt a rObOt' organisation. Once approved, an account merge cannot be undone. Learn more about
1 1 cXML Errors :
This may also include merging accounts.

correctly completing a e
CAPTCHA.

Open merge requests

Y .
\’3’““05 C ll C k RequeSt Merge All clear! No open merge requests.
-
R




Merge Supplier CSP account Guide — Account Merge Requester view

o Request Account Merge
Th en eXt screen wi l'l' d IS p l'ay th € You are requesting to merge your Coupa Supplier Portal account with Flora Events Management.

details Of the access you W|l|. Obtain Choose who will become the owner of the merged account.

by selecting an *Account Owner.

My Account Merged Account

2 Myusers As the account owner, they will administer

i My customers
2 2 Alicombined users

£ My payment information e
¥ ¥y ¥ All combined customers

&) My public profile
& ) E5) All combined payment information

| will administer only

_ 2 Myusers
Their Account

Scroll down to select My Account or § PRSIIRES
. 1 Their users £ My payment information
Their Account. § Their customers
5 Their payment information FEIETNO OOy W e
‘{, Their public profile ({, Their public profile

" Account Owner My Account
@ Their Account

By choosing this option | undérstand that will no longer be the account owner



Merge Supplier CSP account Guide — Account Merge Requester view

£ Their payment information

—_—

i- Their customers

SeleCt MyACCOUI?tZ TO become the ﬁr;gﬁgnpayment The merged account will use
account owner of the merged accounts. @ Their public profie & My public profile

Select Their Account to administer only

your profile and assigned customers,
you will no longer be the owner of the
CSP account.

» ¥ Account Owner @ My Account
(O Their Account

* Note For Recipient

*Note For Recipient: Enter a message to the —r
recipient of this request.

Select/am not a robot. This may also
include correctly completing a CAPTCHA.

D I'm not a robot
| reCAPTCHA
Privacy - Terms

! Merging will join the accounts and give all combined users the ability to
invoice and submit payment information to linked customers on behalf
of your company. Before sending a merge request, confirm that this email
address belongs to a user who is part of your organisation. Once approved,

Ay . , - i
A : 0“ C |.| k S ' R 5 ;' [ | E St an account merge cannot be undone. Learn more about merging accounts.
AP a1
&y T Cancel Send Request «—




Merge Supplier CSP account Guide — Recipients View

Action Required — Account Merge Requested from Ledcor Supplier - 1

@ Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.com>
T

If . l -f. . o
e I I l a I n Ot I I C a t I O n S @ If there are problems with how this message is displayed, click here to view it in a web browser.

® | © Reply

% Reply All

—> Forward [ . ‘

Tue 12/2/2025 9:34 AM

b l d h Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.
are enabpled, the

|LAU TION: This email was sent from outside of Ledcor’s network. Please be careful while clicking links, opening attachments, or replying to this email.

recipient of this
request will receive

an em al l Action Required — Account Merge Requested from
notification. Ledcor Supplier - 1

Ana Valles at Ledcor Supplier - 1 has requested that your company's
account on the Coupa Supplier Portal be combined with theirs. Please
review this request carefully, and only accept if you completely
understand and trust the source.

If you accept, you'll have the following benefits:

¥ &
—‘:
ht

« Visibility to potential buyers of a single public profile rather than
multiple (which can be confusing).

+ Streamlined management of all buyer relationships from both
accounts on Coupa in one place.

+ Single place for your company and user administration.




Merge Supplier CSP account Guide — Recipients View

If email notifications are enabled,
the recipient of this request will
receive an email notification.

The recipient can click View Merge
Request to go to the CSP.

o

T = 0 m D

Action Required - Account Merge Requested from FEM (&iemal) inbox x

to -

I Caution: External email. Please be aware when clicking links or attachments

£yecoupa

Action Required - Account Merge Requested from FEM

Simone Panganiban at FEM has requested that your company's account on the Coupa
Supplier Portal be combined with theirs. Please review this request carefully, and only accept
if you completely understand and trust the source.

If you accept, you'll have the following benefits:

Visibility to potential buying organizations of a single public profile, rather than
multiple (which can be confusing).

Streamlined management of all buying company relationships from both accounts on
Coupa in one place.

Single place for your company and user administration

There will be no disruption to your service if you accept this request. You'll continue to have
access to all existing Coupa buying relationships. The account owner requesting the merge
will become the new administrator, and some public company profile information may be

replaced by the information in the other account.

Once approved, an account merge cannot be undone. Merging will give this user the ability to
invoice and submit payment information to linked customers on behalf of your company. Only
accept this request if you confirm this user and account are part of your organization. Learn
more about merging accounts.

Note from FEM:
Hey Reeves - As per our chat, I'll merge my account with yours. You'll be set as Admin

You can review the reguest and respond by clicking below.

. =

,zcoupa

Business Spend Management




Merge Supplier CSP account Guide — Recipients View

Merge Request

. 3 . M Simone Panganiban of FEM has requested to merge with your Coupa Supplier Portal
e re C I p I e nt C a n revl eW t e I I l e rge eta I S account. By accepting this request, the administrator of Flora Events Management

will become the new account owner,

inClUding data acceSS, users, and My Account Merged Account
sender’s original request message. - il

£ My payment information £ % Aucombined users
& My pubiic profile §7§§ Al combined customers

E5 &5 All combined payment
information

The recipient can enter a message to the

Their Account 2 Theirusers

sender in the Add note for requester field e § s
The recipient must select / recognize the £ o
email address above as a coworker at my T

company and | agree to merge.

combined users the ability to

When ready, the recipient will
click Accept. . . _
2 If the recipient chooses not to oy

QGOR

-

- %
GROUP

merge, they will click Reject




Merge Supplier CSP account Guide — Account Merge Requester

The sender will receive notification
when the request has been accepted by
recipient.

Click Review User Access

B 0 @ = @ m D

Account Merge Request Accepted by Flora Events Management (Essmal) inbox

do_n...@...coupahost.com Mon, Ma

I Caution: External email. Please be aware when clicking links or attachments.

ar 25, 3:57 PM (10 days 2g0)

$coupa

Account Merge Request Accepted by Flora Events Management

Your request to merge accounts with Flora Events Management has been accepted and your

accounts have been combined on Coupa.

You now share one account, have one combined set of users, and all your combined buyer
relationships are now shared. No further action is required but you can click the link below
ensure accurate user access transaction types and connected buying organization

to go to the CSP.

transactions,

The "account owner" of Flora Events Management is the administrator for the merged
company profile.

z,scoupa

Business Spend Management

s Reply Y (@ Replyall ) ( ~ Forward bl

to

T e



Merge Supplier CSP account Guide — Merge Finalized

In CSP, Click on Setup
Click on Admin,
And, in the Users

section you can see
differencesin
permissions and
customer access.

H

You can edit any users

,xcoupa supplier portal

Home il Forecasts Orders

Setup

—l—pr\ww Customer Selup  Connection Requests

Admin users

Users

Users

P \erge Reguests Reeves Martinez

reeves@fem com

Merge Suggestions Status: Active

Requests e Join Edit
Legal Entity Setup
Coupa Verified

Fiscal Representatives

Remit-To

Early Pay Discounts

Simone Panganiban
simane@fem com

SFTP Accounts

details by clicking Edit.

XML Errors Status: Active
» 2

SFTP File Errors {lo » Edit

Customers)

Service/Time Sheets ~ ASN Invoices Catalogs Payments

REEVES NOTIFICATIONS @ | HELP

Business Performance Sourcing

Permissions Customer Access
ASNs. Monster Foods - Flora Events Management
Admin Monster Foods - FEM

Business Performance
Catalogs

Early Payments
Forecast Planner
Invoices.

Order Changes

Order Line Confirmation
Orders

Payments

Profiles

Service/Time Sheets
Sourcing

ASNs Monster Foods - FEM

Admin

Business Performance
Catalogs

Early Payments
Forecast Planner
Invoices

Order Changes

Order Line Confirmation
QOrders

Payments

Profiles

Service/Time Sheets
Sourcing



Thank you for using CSP!

If you need any additional support, please contact the Ledcor
Supplier Enablement Team at:
supplier.enablement@ledcor.com

Zpscoupa




Coupa Supplier Portal (CSP)
Add and Edit Users or Roles

sycoupa




Manage CSP Roles

The Admin page in the Setup tab lists all CSP users and their permissions.

When assigning or updating access:

* Align permissions with job roles. Limit actions like creating invoices,
accessing service and time sheets, or managing the Setup or Payments
tabs to appropriate users.

 Control customer access. Grant users access only to the customers they
need, whether all, a few, or just one.

* Review access regularly. Audit user permissions to ensure they remain
appropriate for each role.

To stay informed of changes, you can set up notifications for events such as:

* New account access

* Payment access granted to a user

* New customer connections created




Sign in to your CSP account. On the home page, Click Setup.

Only users with
Admin permission
can access the Setup
tab. From there, you
can manage sensitive
company information
such as legal entities,
early payment
discounts, and more.

£,acoupa supplier portal MiA

A

Invoices Orders Business Profile Payments Service Sheets Items ASN Sourcing

o

Forecasts @ More...

HELP

Connection Requests

Admin users

o [ 3|

°]

User name Email Status Permissions Customer Access Purpose

Merge Requests ASNs

Admin

Catalogues

Community

Contracts

Early Payments
Forecast Planner
Hidden, Private and Public
Inventory

Invoices

Order Changes

Order Line Confirmation
Orders

Payment Method Admin
Payments

Profiles

Service Sheets
Sourcing

Supplier Dashboard

Ana Valles ledcor-test Accounting,
Diversity,

Legal,

Active
Merge Suggestions

Requests to Join

Risk, Sales,
Sourcing

Fiscal Representatives
sFTP Accounts

cXML Errors

sFTP File Emors (to

Customers)

Perpage 5] 10| 15

Procurement,

Actions

Edit



1. Add or Invite a User




.2coupa supplier portal

ﬁ Invoices

Orders

Business Profile Payments Service Sheets ltems ASN Sourcing

anav | @

HELP v~

Forecasts More...

Click Invite User pdmin

Admin users

Connection Requests

Users

The Invite User
pop-up window
will open.

Worker Portal Access
Merge Requests
Merge Suggestions
Requests to Join
Fiscal Representatives
sFTP Accounts

cXML Errors

sFTP File Errors (to

Customers)

1 ]

User name Email Status Permissions Customer Access

Ana Valles Active ASNs ledcor-test
Admin

Catalogues

Community

Contracts

Early Payments

Forecast Planner

Hidden, Private and Public
Inventory

Invoices

Order Changes

Order Line Confirmation
Orders

Payment Method Admin
Payments

Profiles

Service Sheets

Sourcing

Supplier Dashboard

Perpage 5| 10| 15

Purpose Actions
Accounting, Edit
Diversity,

Legal,

Procurement,

Risk, Sales,

Sourcing



jplernyrtal . ANA~

. Invite User
Complete the fields on

the InVite User pop-up » User Information Phone Number
. First Name Country/Region
window. v
Last Name Area Code

Click the informationicons
below to learn more.

v

Purpose o Extension

Provide the user access to all —_ > Permissions @ > Customers

All All

the Permissions and

Orders

Customers applicable.

(O Restricted Access to Orders
Invoices
Catalogues
Profiles
ASNs
Service Sheets
@Al
(O Restricted Access to Service Sheets
Payments
Order Changes
Early Payments
Sourcing

@ Private and Public




Scroll down to see the full list
permissions.

Click Send Invitation

al

(< B H<H<Q<]

(< < <]

<]

(<< H<N<]

(<< J<]

Orders
@Al
O Restricted Access to Orders

Invoices
Catalogues
Profiles

ASNs

Service Sheets

@Al
(O Restricted Access to Service Sheets

Payments
Order Changes
Early Payments

Sourcing
@ Private and Public
(O Hidden, Private and Public

Community

Order Line Confirmation
Forecast Planner
Workers

@ View
(O Manage
Worker Assignments

@ View

(O Manage
Inventory

Supplier Dashboard

Contracts

@ View

(0] Manage

Payment Method Admin

Cancel




The invited user will receive an email like the one below to accept the invitation
and join the CSP.

[x] T
‘ﬂh

Action Required — Join the Coupa Supplier Portal

Hi Ana
A coworker invited you to join their account on Coupa. Once you have registered, you can view and manage purchase orders, create and manage invoices, get real-time SMS alerts for these transactions and much more.

Find out more using the links below, and use the button to register. Welcome!

Join Coupa Supplier Portal

=—
T
Jﬂh

e

Business Spend Management




2. Edit Users




From the Admin page, locate the user whose permissions you would like to edit.

£,¢coupa supplier portal anav | @ | HELP -

ﬁ Invoices Orders Business Profile Payments Service Sheets Items ASN Sourcing Forecasts @ More...

Admin Connection Requests

Admin users

Click Edit

Worker Portal Access

User name Email Status Permissions Customer Access Purpose Actions
Merge Requests . ;
Ana Valles Active ASNs ledcor-test Accounting, Edit <
Merge Suggestions ’édmi" Eiverlsity.
atalogues egal, .
Requests to Join Community Procurement, T h e Edlt US er
Contracts Risk, Sales,

Fiscal Representatives Early Payments Sourcing a C C eSS p O p - U p

Forecast Planner

sFTP Accounts Hidden, Private and Public . .
gty window will open
cXML Errors invoices . .
Order Changes
sFTP File Errors (to Order Line Confirmation a n d I S ll ke
Customers) Orders .
Payment Method Admin t h e I n VI te
Payments

Fonis User pop-up

Service Sheets
Sourcing H
Supplier Dashboard WI n d OW.

Perpage 5| 10| 15



From the pop-up window you can: Edit user access for ana vales
* Change the first and/or last name of the

User Information Phone Number
u S e r. * First Name Country/Region
* Enable or disable permissions.

e Enable or disable their accessto a

>
>

customer. Purpose @ Extension

e Deactivate or reactivate the user. —

Update an Email Address ————
The Email address field is grayed out from

. . Permissions @ Customers
this window.
O Al | Al
Admin ledcor-test
Orders
@Al

() Restricted Access to Orders




If the email address needs to be

Order Changes

updated: o
1. You must send an invitation to the S
user’s updated email address. This
will add the Updated email address as S =
an addtional user. The Deactivate User
- . i option will be grayed out
2. Deac?tlvate the user with th.e outdated when there is only one
email address from the Edit user user in your account.
access pop-up window. ol \—l

Once the changes are complete click Save.




Inactive CSP User Accounts

A user’s CSP account status will automatically change to Inactive if:
* They have not verified their account for six months or,
* If they have not logged in to the CSP for more than 90 days.

When the user tries to log in to the CSP, an email is sent with instructions on
how to reactivate their account.




Thank you for using CSP!

If you need any additional assistance, please contact the Ledcor
Supplier Enablement Team at:
supplier.enablement@ledcor.com

$rscoupa




Coupa Supplier Portal (CSP)
Share a Payment Method on the CSP.

$r:coupa




Notes:

Please share only payment methods in USD or CAD with Ledcor.

If you have previously shared payment methods with Ledcor in any other
currency, please unshare them.

Instructions on how to unshare payment methods are included in this guide.
We will also provide instructions on how to create a new payment method.
However, please ensure that the payment method you share with Ledcor

matches the one provided in the Supplier Questionnaire (Form 1B).




Share a Payment Method on the CSP.

1. Log in to Coupa Supplier Portal and from 2.A second raw of tabs will open,
the Home page click on Business Profile click on Payment Methods
£r:coupa supplier portal ANA>. | HOTIFCATIONS @ | HELP

ﬁ Invoices Orders Business Profile Payments Service Sheets Iltems ASN Sourcing Forecasts Setup More...

Business Profile Profile Submissions Legal Entities nt Met | Information Requests Performance Evaluation Subscriptions

——  Payment Methods

. Add Payment Method ~ Y Q
3. The list of your
payment methOdS Payment Method Payment Method Name Country Currency Linked Legal Entity Shared With Customers  Payment Method Status  Actions
will open.
ﬁ Bank Transfer ~ Company Test US A United usD STORE OF GOOD ledcor-test Active V<) §3 m
Bank States SUPPLIES INC
1) Bank Transfer ~ Company Test RBC Bank - Canada CAD STORE OF VERY GOOD ledcor-test Active / (>} 5’5; @
Vancouver SUPPLIES - Vancouver

i Bank Transfer Canada CAD STORE OF VERY GOOD ledcor-test

SUPPLIES (ONTARIO)

Active Z e[
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s,xcoupa supplier portal

ﬁ Invoices Orders Business Profile Payments

Service Sheets

Items

ANA~ | NOTIFICATIONS @ HELP ~

ASN Sourcing Forecasts Setup More...

Business Profile Profile Submissions Legal Entities

Payment Methods

Add Payment Method ~

Payment Method Payment Method Name Country Currency
17t Bank Transfer ~ Company Test US Bank United usD
States

Company Test RBC Bank - Canada CAD

Vancouver

ﬁ Bank Transfer

17 Bank Transfer ~ Company Test Bank Info Canada CAD

RBC

Perpage 5110 ] 20

Payment Methods

Linked Legal Entity

STORE OF GOOD
SUPPLIES INC

STORE OF VERY GOOD
SUPPLIES - Vancouver

STORE OF VERY GOOD
SUPPLIES (ONTARIO)

Information Requests

Performance Evaluation Subscriptions

v o 4. Click the Share
Payment Melthod button

Shared With Customers  Payment Method Status  Actions I
(Active) ==X A |
Activer_ / () ig E
{"Activeﬁ- V=) 2'33 |




The next window will open with the list of your customers linked in Coupa.

Share Payment Method X
Q
s I 6. Check the box to
Select A1 0 share your payment
ledcor-test @ — methOd With Ledcor-
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7. Click Share
Payment Method

Cancel Share Payment Method




The confirmation message will display, and you have shared your payment method with Ledcor.

Payment Methods

@ Sharing process for Company Test US Bank has started. We will notify you by email if there are any issues with the sharing.

Add Payment Method ~

Payment Method

17 Bank Transfer

ﬁ Bank Transfer

i1 Bank Transfer
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Payment Method Name

Company Test US Bank

Company Test RBC Bank -

Vancouver

Company Test Bank Info
RBC

Country

United
States

Canada

Canada

Currency

usb

CAD

CAD

Linked Legal Entity

STORE OF GOOD
SUPPLIES INC

STORE OF VERY GOOD
SUPPLIES - Vancouver

STORE OF VERY GOOD
SUPPLIES (ONTARIO)

Shared With Customers

ledcor-test

v

Payment Method Status

“Active )

[ Active )

(Active )

Actions

OB @

7 &0

A=t



Unshare a Payment Method on the CSP.

Payment Methods

Add Payment Method ~

Payment Method Payment Method Name Country

7 Bank Transfer =~ Company Test US A United

Bank States

ﬂ Bank Transfer Company Test RBC Bank - Canada
Vancouver

< p C nv Test Bank Infc C

i Bank Transfer Company Test Bank Info anada
RBC
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Currency

usD

CAD

CAD

1. Locate the payment method you wish to unshare
and click on Manage Linked Customers button

Linked Legal Entity

STORE OF GOOD
SUPPLIES INC

STORE OF VERY GOOD
SUPPLIES - Vancouver

STORE OF VERY GOOD
SUPPLIES (ONTARIO)

% Q

Shared With Customers  Payment Method Status  Actions

v
ledcor-test Active / 2] QS [m
Manage Linked Customers

Active Z @

Active y&==2>A0



Linked Customers X

\' Q
2. Click Unshare Payment
Customer Name Address Date Added Sharing Status (7) Actions

<—,— Method on the Actions column
ledcor-test [ ® 2026-02-18 Failed To Share ) L) for' the Customer Ledcor

3. Click Confirm
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Alert: Unsharing a Payment Method with a Customer

Removing a customer from a payment method will disrupt their ability to
make payments to you. Please proceed only if you no longer wish to
receive payments from this customer to Company Test US Bank . Are you

sure you want to remove this customer from paying you to Company Test
US Bank ?

v

Cancel Confirm

C Your Payment method will be now unshared.
&

Cancel



Create a New Payment Method on the CSP.

.';;:‘COUpa Supp“er DO” al ANA NOTIFICATIONS @  HELP

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

Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation Subscriptions

Payment Methods

_|—> Add Payment Method ~ Y Q

1. Click on Add
Payment Method.

2. Click on
Bank Transfer | , " . . .
ayment Method Name Country Currency  Linked Legal Entity Shared With Customers  Payment Method Status  Actions

Bank Transfer.I ‘

Virtual Card

>ompany Test US Bank United uUsD STORE OF GOOD Active / (o) ESB ]E]
- States SUPPLIES INC
i Bank Transfer Company Test RBC Bank - Canada CAD STORE OF VERY GOOD Active / (] Z& IT_T]
Vancouver SUPPLIES - Vancouver
5 Bank Transfer ~ Company Test Bank Info Canada CAD STORE OF VERY GOOD Active V< 233 ]E]
RBC SUPPLIES (ONTARIO)
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Add Payment Method

It will display the next window where you will be able

to select your Legal Entity. Linked Legal Entity *

— (

3. Select the Legal Entity related to that bank account —

Additional fields will open to share the bank details.

STORE OF GOOD SUPPLIES INC

STORE OF VERY GOOD SUPPLIES - Vancouver
STORE OF VERY GOOD SUPPLIES (ONTARIO)
Store of very good supplies

STORE OF VERY GOOD SUPPLIES



Bank Transfer
4. Fill out all the mandatory fields marked Please enter the following information to receive Bank Transfer payments
with a (*) red asterisk, with your bank
account information.

Account Nickname * @ Beneficiary Legal Name * @

STORE OF VERY GOOD SUPPLIES (ONTARI

Bank Branch Country / Region * Bank Account Currency *
Canada v CAD v
Bank Branch State / Province * Bank Name *
v
Note that your 9-digit Routing Number must Account Number - A—

be a 0, then 3-digit institution number, then 5-
digit branch number

SWIFT / BIC Code () Branch Code (7)

Qar 1
8orl

haracters

Additional Information

(%
Bank Branch Address

5. Click Save =




Thank you for sharing your payment
method in the CSP!

If you need any additional support, please contact the Ledcor Supplier
Enablement Team at:
su pplier enablement@ledcor.com
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