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Supplier accesses the Coupa Supplier Portal (CSP) utilizing the Join and Respond option in their activation e-mail.

Join and Respond will populate a pop-up in a separate window where you will have the option to sign up and Get Started.

The steps in the pop-up will allow for banking information to be filled in. This is a requirement, and this data does not carry over to the form.
After completing the information in this pop up, you will move to set up your full profile.

Complete the form in its entirety. Fields with a red asterisk are required. You can Save if you need to revisit the site later to complete your
form, directions below will have information on that process.

Additional required fields: Remit-To.

After you complete and submit your form, you will have a Pending Approval naotification at the top of the page indicating that the Novolex
Supplier Enablement Team can now access the submitted information and approve or reject that, as needed.

If you do not access your form, Coupa sends automated reminder messages on Day 2, 5, 10, & 15. The form will expire on day 30.

Below you will find detailed instructions, helpful tips, and other important callouts to ensure the best possible experience when completing Supplier
Onboarding for the Coupa Supplier Portal. Recommendations, troubleshooting tips, and other important callouts have been put together by our
Supplier Enablement Team based off tips and best practices. They can be reached at Suppliers@Novolex.com if you have any questions, issues, or
concerns regarding the CSP.

Step 1. Once your contact information has been confirmed, please select Join and Respond on the email that you receive from Coupa.

=== Novolex Profile Information Request - Action Required

y F,2C0Upa
Hello Supplier,

Novolex 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. Find out more
using the links below.

You can respond and send your information to your customer without joining, but joining allows you to more easily update your
company info if it ever changes, as well as do things with Novolex (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.

Use the buttons to either respond or decline, or forward this request to another person at your company.

Welcome!

Join and Respond

Step 2. You will then be redirected to the Coupa Supplier Portal platform and prompted to set up an account. It's imperative that you complete this
step even if you are already signed up with others in Coupa. This will establish your connection with Novolex for future transacting. Here, you also
have the option to forward the invitation to someone else.
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Create your business account

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

Email mf.shelbytest2+nvixsupport1@gmail.com

Password ©

Use at least 8 characters and include a number and a letter
Password Confirmation ®

| accept the Privacy Policy and the Terms of Use.

Forward this to someone

Step 3. There will be three sections that need to be completed. Basics, Payment, and Profile. The information you see here has been pre-populated
by our Enablement Team to the best of their abilities. If you see that something is inaccurate, please update it and select Next.

Basics Payment Profile

Tell us about your business @

* Company Name | Novolex Support Test_1 ‘

ed
Website
* Country/Region = United States v
* Address Line 1 | 33 N Dearborn I
Address Line 2  Suite 310

*City Chicago

Step 4. Complete your Banking Information on the next section. These fields are required. Once the information has been entered, please select
Next.

R
o &

Basics Payment Profile

Get paid by bank transfer @

Add account where Novolex should pay you.
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Step 5. Click Take Me There at the bottom of the profile page to move on to the next step of the Onboarding process.

© < &)

Basics Payment Profile

You are one step away from doing business with Novolex !

Novolex requires some additional information

Step 6. From the Take Me There option, you will be redirected to the Information Request portion of the Coupa Supplier Portal where you will be
required to fill out all fields indicated as required with a red asterisk. Please refer to the Standard Process at the top of your guide to see notes
regarding required fields.

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

a
Setup
Your Profile Information Requests
L3
Novolex Profile | Novolex Y

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

Supplier Information Novolex Support Test_1

Novolex Code of Conduct

Novolex Supplier Code

S Contilet Novolex_-_Supplier_Code_of_Conduct.pdf

Download and review Novolex's Supplier Code of Conduct here.

* | agree to Novolex's
Supplier Code of
Conduct

Please ensure all information provided on the form is completed in ALL CAPS.
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Step 7. Select Add Remit To to add a remit-to address and banking/ACH information. Although it is not marked with a red asterisk, we cannot
successfully transact with you if we do not receive this information. You will see a pop-up with information, sometimes there are multiple pieces of
information here. You will need to select Choose on the Remit-To Address with the banking information. If, at any point, you receive an error saying
that the Remit-To Address cannot be validated, please select Create New Remit-To Address and re-enter the information, which will include new
banking details.

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

Choose Remit-To Address X

This quires you to ch a Remit-To Add that includes payment information.

Choose existing or create new Remit-To Address:

| @ choose
33 N Dearborn Bank Account (Wells N

Suite 312 Fargo)
Chicago, IL 60602

United States

United States (111222333)

33 N Dearborn

Suite 312 L3
Chicago, IL 60602

United States

&) Create New Remit-To Address

Cancel

On section 3 of creating a new Remit-To Address, be sure to click on the Payment Type field and select Bank Account to successfully add banking
information.

Where do you want to receive payment?

* Payment Type  Bank Account v

L3
What are your Bank Account Details? @

Bank Account | United States
Country/Region:

Bank Account Currency: | USD

Beneficiary Name: | Code of Conduct, Inc

Step 8. Select Submit For Approval once you have entered all of the information. Alternatively, if you need to save and come back to the form, you
can also choose the Save option.

S —
Submit for Approval

Decline Save
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Step 9. If you chose to Save and come back to the form, to re-access the information, you will first need to Login to the CSP. You will then choose
Profile, from the top, followed by Information Requests and you should automatically be redirected to the form you were previously working on.

.xcoupa supplier portal

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Payments

Setup

Your Profile Information Requests

Step 10. If you have multiple bank accounts, you can add those to your profile by going to Setup and then selecting Remit-To on the left-hand side of
the page. You will then need to choose Add Remit-To and the pop-up will be similar to the previous remittance pop-up.

Z,xcoupa supplier portal

Home Profile Orders Service/Time Sheets ~ ASN Invoices Catalogs

Setup

Admin Customer Setup Connection Requests

Admin users

Users
Users
M R 2 John Doe
T mf.shelbytest2+nvixsupport1@gmail.com
Status: Active
Legal Entity Setup
Edit
Fiscal Representatives
Remlt—'l'&p
Terms of Use
Admin remit-To
Add Remit-To
\
s Remit-To Account Remit-To Address Payment Type Legal Entity Customers Actions
T Wells Fargo ****7890 33 N Dearborn Bank Account Novolex Support Test_1 ANovolex ric
Suite 312
Chicago

Legal Entity Setup L

60602

Fiscal Representatives
United States

Remit-To
Preferred Language: English (US)

Terms of Use

None 33 N Dearborn Address Novolex Support Test_1 +/Novolex ’(d
Payment Preferences v Suite 312
Chicago
Static Discounting L

Novolex Corporate Headquarters | 101 E Carolina Ave Hartsville, SC 29550
N_0O_1578_0723

I@@( www.novolex.com | 800-845-6051 | ©July 2023 Novolex H@m@E @
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