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01 Introduction to Coupa

COUPA SIM FOR SUPPLIERS

These training materials will enable you to ...

v Manage your company information directly with Brenntag via Forms

v Easily respond to information request from Brenntag with or without
the use of Coupa Supplier Portal (CSP)*.

v Easily update your information in CSP.

Please keep in mind ...

v Invitations to update you information will always be received by E-Mail
v' Performing updates on your CSP account still needs approval from
Brenntag.

*Note: Coupa Registration and usage are free of charge



WHAT IS COUPA?

Coupa is an emergent user-friendly Indirect Procurement
software and platform, in which all data is at a glance of a
click. Besides being an amazon-like platform when it comes
to ordering from customer’s side it also gives a huge
transparency and structure on PO “s from suppliers' side.

suppliers

What will change for you as a supplier?

As part of Brenntag’s digital transformation, we will have a common and harmonized platform to
collaborate with suppliers and exchange documents. The establishment of one single platform wiill
help us to automate manual processes within and increase data transparency. The implementation
of the new way of working will lead to mutual benefits and help improve the entire procurement
process.
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WHAT IS THE PURPOSE OF SUPPLIER INFORMATION
MANAGEMENT (SIM)?

Coupa Supplier Information Management (SIM) is a stream-lined process to manage your companies’ information directly
with Brenntag and have one common source of truth. The process for you as a supplier is executed via forms.

= The Information or Update Request will be sent to you via E-Mail, and you can directly act on it from there

= The communication with Brenntag regarding your company information fully moves to Coupa, getting rid of phone
calls and/ or E-Mails

o coupa
[] WO ) D

Brenntag Supplier Request Supplier Information Supplier
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02 Supplier Creation Request Form

SUPPLIER CREATION REQUEST FORM
How to interact with Coupa forms

Supplier

(1)

Supplier
Receives
Supplier
External
Questionnaire

A

Completing
Questionnaire
and submit for

Approval

Approved
?

NO

@\

Supplier
receives a
Notification

END

Supplier can now
start doing business
with Brenntag (or
continue transacting
with the new
information) via the
CSP




Respond in CSP

SUPPLIER CREATION REQUEST FORM

Respond via CSP - Step 1: Receiving Information Request E-Mail

To complete the onboarding request for
Brenntag, you will receive an email notification
prompting you to create the CSP Account and
respond to the so-called “Supplier External
Questionnaire” form

0 Click “Join and Respond” Button

Brenntag Profile Information Request - Action Required nbes = 2 @

Coupa Supplier Partal <do_not_reply@supplier-test.coupahost.oor 420 PM (3minutesago)  TF

Powered by £73C0UPa

Notice the

subject of the
message!

B BRENNTAG

Brenntag Profile Information Request - Action Required

Hello SCT Tech1

Brenntag needs you to provide information about your company electronically in order to

prevent lost documents and make sure you are paid on time. They manage this information
with Coupa, their chosen platform for Spend Management. Within the next 48 hours, please
respond below to provide this informatio

Respond to
Mote: Mot providing this information in a

- to do business
and get paid. Let us know if you are unafiRSIV Q) ol ST S (i< galell

Welcome! Questionnaire form
Almira Sacriz without creating an
Brenntag account in CSP

Join and Respond Respond Without Joining




Respond in CSP

SUPPLIER CREATION REQUEST FORM
Respond via CSP - Step 2: Log into the CSP

9 You are required to create an account in Coupa
Supplier Portal (see previous slides)

The supplier e-mail will be pre-populated, but a
password has to be created in CSP.

Once done, please click the “Get Started” button
below.

5 BRENNTAG

Create your business account

Procurement system with a digital selution prowvided by Coupa.

o Password

v

Password Confirmation | ssssssssssssss &

EEE oo

Powered by f;:‘ Eﬂupa

Brenntag is taking the next step in our digital transformation and one part of this is a change in the way we
will collaborate with you as our supplier. Part of the transformation is replacing the Indirect Spend




Respond in CSP

SUPPLIER CREATION REQUEST FORM
Respond via CSP - Step 3: Provide Business Informcation

eFill in Supplier Details. Click “Next”

button > “Take Me There” button. X
= BRENNTAG -
[ BRENNTAG Aicoupa o
o o

Tell us about your business @

\'-‘GU are one STEP away fl'l:lm dOing busihess -w-ith Brenntag | " Company Mame | Brenntag Supplier

¥Website
* Country/Region | Linited 5States e
" Address Line 1 | street 1
Address Line 2 street 1
"City US
State AK

Brenntag requires some additional information « Postal Code | 0000




Respond without CSP
SUPPLIER CREATION REQUEST FORM

Respond via CSP - Step 4: Fillin the form

$,:coupa supplier portal BRENNTAG v | NOTIFICATIONS @ = HELP -

You are now log in to CSP and
some information here is pre_ Home Profile  Orders Service/Time Sheets ~ ASN Invoices Catalogs Business Performance Sourcing  Add-ons Setup

pOpUlO.ted (See B(J.nnel’) Your Profile  Information Requests

Please complete the so-called| Brenntag Profile | Brenntag .
“Supplier External Questionnaire”
form

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

Required fields are flagged with o
red asterisks (*) Qnd need to be Supplier Information Brenntag Supplier

completed in order to submit the SUPPLIER EXTERNAL QUESTIONNAIRE

form.

“Brenntag is the global market leader in chemical and ingredients distribution. We connect our suppliers and customers in value-adding
partnerships. We are happy to introduce this channel gathering latest data and confirmations from your company as a standardized way of
working for all Brenntag legal entities in all regions with regards to Indirect Procurement.”

SECTION 1: COMPANY DETAILS AND PROFILE

* Company Name | Brenntag Supplier

Com y Le me
Company Doing
Business As Name
Note: Potentially known as "Company Trading As Name' in some countries
Parent Company Name
Com v Le me
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Respond in CSP

SUPPLIER CREATION REQUEST FORM
Respond via CSP - Step 5: Submit Form Response

After completing the “Supplier External Questionnaire”
form, please click the “Submit for Approval” button. Make
sure that you have populated all the mandatory fields.

* Do you accept the
Brenntag Code of
Conduct?

Your information has been submitted

SECTION 6: BRENNTAG CODE OF CONDUCT

Please accept the Brenntag Code of Conduct that you can find HERE

SECTION 7: SUPPLIER REMARK

W

+~ Note: Click “Save” if you want to save your response and
'@ continue your work later. Click “Decline” in case you don’t

wish to be onboarded at all

11

Decline Save | Submit for Approval




Respond without CSP
SUPPLIER CREATION REQUEST FORM

Respond via CSP - Step 6: Check the status of your form response

When the “Supplier External Questionnaire” form is submitted Profile Info Recently Updated for Brenntag on Coupa Jeers v a @
the status is now “Pending Approval” and will also sent in
your email with the subject Profile Info Recently Updated for prenneg L e e B
Brenntag on Coupa, validating that the external form has e
been successfully submitted for approval. -

5 BRENNTAG

Profile Info Recently Updated for Brenntag on Coupa

Hi Brenntag,

v Your company's profile information was recently updated and sent to Brenntag on Coupa.
This infarmation is important and can contain pay-to information, tax registration, compliance
Pendi ng Apprcval caritification information, and more.
Please help us ensure security by notifying your customer if this change is inaccurate or
Supplier Information Brenntag Supplier unexpected. If the change is expected you can ignore this message.
Thanks!
SUPPLIER EXTERNAL QUESTIONNAIRE

“Brenntag is the global market leader in chemical and ingredients distribution. We connect our suppliers and customers in value-adding
partnerships. We are happy to introduce this channel gathering latest data and confirmations from your company as a standardized way of
working for all Brenntag legal entities in all regions with regards to Indirect Procurement.”

12



Respond in CSP

SUPPLIER CREATION REQUEST FORM
Respond via CSP - Step 7: Receiving Approval E-Mail

You will be notified via CSP/Email that the
form response submitted to Brenntag was
approved*.

You can now start doing business with
Brenntag via the Coupa Supplier Portal.

BRENNTAG ~ | NOTIFICATIONS @ | HELP ~

The Supplier Information you submitted w roved by
he Supplier Information you submitted was approved by

A form response is approved
Brenntag.

See All Motifications

Profile Brenntag -

*See Appendix in case form response submitted is rejected
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d Profile Info submitted to Brenntag was Approved | inbox

Brenntag <do_not_reply@brenntag-test.coupahost.com= 6:35 PM (2 hours ago)

to noblezacalvin+BrenntagSupplier «

B BRENNTAG Profile Info submitted to Brenntag was Approved

fecoupa

Hi Brenntag,
The company profile information that you submitted to your customer, Brenntag was recently approved.

This usually means that the information was correct and they will activate your new information so you can start tran sacling soon (or

continue transacting with the new information).

Mo further action is required but you can click below to view additional details.

Click here to view
profile info in CSP 7 .




Respond in CSP Respond without CSP

SUPPLIER CREATION REQUEST FORM

Respond via SAN - Step 1: Receiving Information Requests

A supplier can process Supplier
Information forms by using Supplier
Actionable Notification (SAN)* as well.

Once the supplier info is requested, an
email will be sent to you with a link to
redirect to the specific form.

0 To start, click Respond without Joining.

14

*See Appendix for description of SAN

Brenntag Profile Information Request - Action Required nbox =

Coupa Supplier Portal <do_not_reply@supplier-test.coupahaost.coms 4:20 PM (3 minutes ago) Y -y

renntaguserdemo: hsggda

Fowered by £ 3C0Upa
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Brenntag Profile Information Request - Action Required

Hello SCT Techi,

Brenntag needs you to provide information about your company electronically in order to
prevent lost documents and make sure you are paid on ime. They manage this information
with Coupa, their chosen platform for Spend Management. Within the next 48 hours, please
respond below to provide this information.

Mote: Not providing this information in a timely manner may impact your ability to do business
and get paid. Let us know if you are unable to do so for any reason.

Welcomel

Almira Sacriz
Brenntag

Join and Respond Respond Without Joining
|

&




Respond in CSP

SUPPLIER CREATION REQUEST FORM
Respond via SAN - Step 2: Process Information Requests

Manage your profile and more with Coupa. Create Your Account

Supplier External Questionnaire will
be displayed in a new tab. Some 5 BRENNTAG
fields are prepopulated from
Brenntag Supplier Record.

Supplier Information SCT Tech

Complete the form by updating all
necessary fields. Once done, click
“Submit”.

SUPPLIER EXTERNAL

QUESTIONNAIRE *Company Nome | SCT Tach1
o SUBMIT FOR APPROVAL
T e Decline

15



Respond in CSP Respond without CSP

SUPPLIER CREATION REQUEST FORM
Respond via SAN - Step 3: Submit Information Requests

e Upon submitting, a warning message
will display. Complete your request by
clicking, “OK™.

Once submitted, notifications will be
display, validating that the external
form has been successfully submitted
for approval.

0 Same steps as slides 16 & 17 are followed.

won’t be able to access any old forms, once they have been
submitted.

@ Note: When processing forms without joining the CSP, you

16

brenntag-test.coupahost.com says

Warning. You will not able to access or make changes after you submit.
Submit response now to form: Suppaternal Questionnaire?

‘ OK H Cancel ‘

v Your information has been
submitted

X

Manage your profile and ) )
with Coupa. Coupa will ask you, if you want to

create an account in CSP to better
manage form responses. It’s free
of charge, but not mandatory*.

Insight

Opportunity

Learn
more

Create Your Account

about

o



03 Supplier Information Update Request Form

SUPPLIER INFORMATION UPDATE REQUEST FORM
Request for Update from the Supplier

It is possible to perform updates on your CSP scoupa supplier portal

£

account at any moment. These updates need to
be Qpproved by Brenntag. Supplier Information

Profile Orders Service/Time Sheets

value-adding

| n | nfo rm O-tio n Req u eStS tab, you Can adj USt iMmatons 1Tom your company as a standardized way of
you r pro-l:i le information. CliCk Update Info. working for all Brenntag legal entities in all regions with regards to Indirect Procurement

arnerships. We are happy 1o Infroduce tis channel gathenng latest data and comn

SECTION 1: COMPANY DETAILS AND PROFILE

Now, instead of grayed out, the data fields will
be editable. Complete the form by updating all |

necessary fields.

Parent Company Name TEST

* Company Name AS Co

Lt

e After performing your necessary updates, click SUPPLIER EXTERNAL QUESTIONNAIRE
Su bm it for App roval Brenntag is the global market leader in chemical and ingredients distribution. We connect our suppliers and customers in value-adding

partnerships. We are happy to introduce this channel gathering latest data and confirmations from your company as a standardized way of
working for all Brenniag legal entities in all regions with regards to Indirect Procurement.”

-@_ Note: Required fields marked with asterisks (*) are the fields that are =L TION L CONPANY Bl L5

mandatory to complete in order to be able to submit the form. * Company Name | AS Co e e~

Company Doing | AS Lid. Co.
Business As Name

Parent Company Name | TEST
17




SUPPLIER INFORMATION UPDATE REQUEST FORM
Request for Update from Brenntag (1/3)

It is possible to perform updates on your CSP account at any moment. However, it is also possible that profile updates are
requested from Brenntag side. If requested by Brenntag, you will be notified both by email and within the CSP profile page (through

notifications) °

Supplier has nOt joined CSP yet: Brenntag Profile Information Request - Action Required - a8 B e
Coupa Supplier Portal i et i T H
You will receive an email : Update your profile for Brenntag s & ©
o pe . . Powersd by 3 COUPA
notification saying that branntas ) o I -
Brenntag requests you to B, BRENNTAG torere -
Upd ate your profile Erenntag Profile Information Request - Action Required B BRENNTAG Update your profile for Brenntag
information. Choose Join and | acoupa
Res pond or Respond without o prowsde information aboul your company electronicaly in order 1o

Teanils and make sue youl are paid on time. They manage thes informaton
"

hormm for Spend Management. YWithen the rexi 48 hours, please

Joining*

e Supplier already joined CSP:

Click Update Profile to be o
forwarded to your CSP page —

*In the case that you chose to respond to onboarding without joining the Coupa Supplier Portal, you can complete and submit the form back
to Brenntag via Supplier Actionable Notification (Email). See Appendix for the detailed process

: =



SUPPLIER INFORMATION UPDATE REQUEST FORM
Request for Update from Brenntag (2/3)

{;}coupa Supplfer por*[ al DONNIE ~ NOTIFICATIONS e HELP !!
YOU Wll.l. be forWClrded to Home Profile Orders Service/Time Sheets ~ ASN Invoices Catalogs Business Performance Sourcing
Information Requests tab Add-ons  Setup

i Your Profile Information Requests
where Supplier External r1
Questionnaire is displayed.
Brenntag Profile | Brenntag .
Com plete the form by + We have auto-filled some information from your Public Profile.
updating all necessary fields.
o

Supplier Information Gleichner Electronics
eCliCk Submit. SUPPLIER EXTERNAL QUESTIONNAIRE

“Brenntag is the global market leader in chemical and ingredients distribution. We connect our suppliers and customers in value-adding
partnerships. We are happy to introduce this channel gathering latest data and confirmations from your company as a standardized way of
working for all Brenntag legal entities in all regions with regards to Indirect Procurement.”

SECTION 1: COMPANY DETAILS AND PROFILE

*Company Name | Gleichner Electronics e

Company Legal name

Company Doing | Gleichner Electronics
Business As Name D = o
ecline Submit

19



SUPPLIER INFORMATION UPDATE REQUEST FORM
Request for Update from Brenntag (3/3)

4
DONNIE NOTIFICATIONS HELP

sscoupa supplier portal ')
Once submitted, notifications will be ome [ orders  service/Tmeshects 2 cices Catalogs  Business Performance o
display in the Supplier External pddons  setup
Questionnaire with a Pending Approval YourProfle  nformaton Recuests o Profle Ino Recently Updated for Brenntag on Coupa ] P
status and will also sent in your email Brenntag i e mmhos o *
FORM STATUS Gacoupa

with the subject Profile Info Recently
Updated for Brenntag on Coupaq,

B BRENNTAG

Profile Info Recently Updated for Brenntag on Coupa

Your information has been submitted

validating that the external form has [ Fevdnarporova | e s s ety s et i o
. Supplier Information Gleichner Electronics ay-io information, tax rey i
been successfully submitted for approval. " SR o
SUPPL L QUECTIANNAIDE iyl e e g
Profile Info submitted to Brenntag was Approved.l Inbax x e B
o | do_not_reply@brenntag-test.coupahost.com 5:27 PM (1hour ago) ¥y “

working for all
to brenntaguserdemo+Gleichner -

Powered by £,3COUPA

will receive a new email notification that
the submitted information update is B BRENNTAG
already approved*. Profile Info submitted to Brenntag was Approved

e Once approval process is complete, you

Hi Donnie,

The company profile information that you submitted to your customer, Brenntag was recently
approved.

This usually means that the information was correct and they will activate your new
information so you can start transacting soon (or continue transacting with the new
information).

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

20






Supplier Actionable
Notification (SAN)



WHAT IS SAN?

SAN stands for Supplier Actionable Notification

SAN will allow you to act on items processed by Brenntag out of
Coupa directly. There is no need to register to an additional
portal or remember any new passwords.

The idea is that you can control everything via your E-Mail inbox
by Action Buttons.

The service is free - you can register for the CSP at any point
later if you wish to no longer use SAN.

23

With SAN you can:

a Receive POs*

Act on received POs*

= Fillin onboarding
= forms

*Covered in Coupa Supplier Portal (CSP) job aid




SUPPLIER ACTIONABLE NOTIFICATION (SAN)

Respond Without Joining CSP

Respond to the Information Request via
Supplier Actionable Notification (SAN)

Respond Without Joining Coupa Supplier
Portal (CSP)

In the case that you chose to respond to onboarding
without joining the Coupa Supplier Portal, you can
complete and submit the form back
to Brenntag via Supplier Actionable
Notification (Email).

start, go to your email and look for subject,
nntag Profile InNformation Request.

Click on Respond Without Joining.

24

Brenntag Profile Information Request - Action Required e & @

Coupa Supplier Portal <do_not_reply@supplier-test. coupahost.com ZT9 PM (1 hour ago o & i

Pawered by q‘:}l:ﬂupﬂ

5 BRENNTAG

Brenntag Profile Information Request - Action Required

Hello Weber Ltd. Co

Brenntag neads you 1o provade informaton about your company electronically in order 10
prevent lost documents and make sure you are paid on time. They manage this information
with Coupa, therr chosen platform for Spend Management. Within the next 43 hours, please
respond bedow 1o provide this information

Maote: Mot providing this information in a timely manner may impact your ability o do business
and get paid. Let us know if you are unable to do so for any reason

Welcome!

Almira Sacnz
Brenntag

Join and Respond ‘ Respond Without Joining




SUPPLIER ACTIONABLE NOTIFICATION (SAN)

Respond Without Joining CSP

Supplier External Questionnaire will be displayed in a
new tab. Fields that are already captured on your
Brenntag Supplier Record will be prepopulated on the
form for your review, but they can be updated again
before submission.

Complete the form by updating all necessary
fields.

Fill the required fields marked with asterisks (*)
as these fields are mandatory to complete in order
to be able to submit the form.

e Once done, click “Submit”. Upon submitting, a
warning message will display. Complete your
request by clicking, “OK”

won’t be able to access any old forms, once they have been
submitted.

@ Note: When processing forms without joining the CSP, you

5 BRENNTAG

e o

Campany Doing

brenntag.coupahost.com says

Waming: You will not be able to access or make changes after you
submil. Submit response now to form: Supplier External Questionnaire?

OK

Decline

['Cnncn-l W

o+




SUPPLIER ACTIONABLE NOTIFICATION (SAN)

Respond Without Joining CSP

Once submitted, notifications will be display in the Supplier
External Questionnaire and will also sent in your email with
the subject Profile Info Recently Updated for Brenntag on
Coupa, validating that the external form has been
successfully submitted for approval.

3 BRENNTA

V*;r’fpur information has been submitted X

Manage your profile and more
with Coupa

FORM
MOTIFICATIONS

L@

Ir. Create Your Account

26

Profile Info Recently Updated for Brenntag on Coupa  nbox « 8 B

do_not_reply@branntag-test.coupahost.com 412 P T a

e brenntaguserdemaswiberitd -

M {58 minutes ago)

Powered by £,3COUPA

5 BRENNTAG

Profile Info Recently Updated for Brenntag on Coupa

Hi Karsten,

Your company's profile information was recently updated and sent to Brenntag on Coupa.
This information is important and can contain pay-to information, tax registration, compliance
caritification information, and maore.

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

Thanks!

Coupa will ask you, if you want to create an account in
CSP to better manage form responses. It’s free of
charge, but not mandatory.




SUPPLIER ACTIONABLE NOTIFICATION (SAN)
Respond Without Joining CSP

Oncg approval prooe.ss IS f)c.)mp.lete, you will Profile Info submitted to Brenntag was Approved nbex e @
receive a new email notification that the

submitted information update is already do_not_reply@brenntag-test.coupahost.com £48PM (37 minutesago)  ¥¥
approved*. LD OrennNiagusSercermio -+ wieberid -

Powered by %,:COUPA

2 BRENNTAG

Profile Info submitted to Brenntag was Approved

Hi Karsten,

The company profile information that you submitted to your customer, Brenntag was recently
approved.

This usually means that the information was correct and they will activate your new
information so you can start transacting soon (or continue transacting with the new
information).

Mo further action is required but you can click below to view additional details.

*See Appendix in case form response submitted is rejected

27



Form Response submitted is
rejected



SUBMITTED INFORMATION REJECTED BY BRENNTAG
What if my submission is rejected? (1/2)

It is also possible that submission gets rejected
A. Supplier has not joined CSP yet:

Once rejected, you will receive an email notification
G saying that the submission was not approved. Click
on the Create Your Account button.

When you want to re-submit your information, you
MUST join the CSP first.

B. Supplier already joined CSP

Once rejected, you will receive an email notification
a saying that the submission was not approved. Click
on the Update Info button.

a Log in to your CSP account to update your
information.

29

0|E Info submitted to Brenntag was Net Approved
. at,_raphyiibrensiags sl coupsheat com

L coupa

B BRENNTAG

& tied to Brenntag was Mot Approved

B BRENNTAG

= & BRENNTAG — “~

Create your business account




SUBMITTED INFORMATION REJECTED BY BRENNTAG

What if my submission is rejected? (2/2)

When logged in to the CSP, you will be
redirected to the Information Requests tab
displaying Supplier External Questionnaire.

30

Scroll down on Supplier External
Questionnaire to see the comment why
your submission was rejected.

Perform the required changes and

2 Comments

Mute Comments

Enter Comment

Add File | URL

Participants: Ryan VMD

submit the form for Approval again. e |

Ryan VMD

-

rejected for ABCDE reasons

rejected on 10/13/22 at 08:58 AM




Thank You!
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