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A. General Information

Q: What is Coupa?

A: Coupa is a business-to-business (B2B) cloud platform for business spend; delivering
measurable value through real-time spend visibility, control, compliance and agility. All new
purchase orders will be generated from the Coupa platform.

Q: What is Coupa Supplier Portal?

A: Coupa Supplier Portal (CSP) is a supplier business network offered by Coupa where suppliers
can perform business transactions including order confirmation, invoice creation, upload
catalogs, check the status of transactions and more.

Q: How much does it cost to join the CSP?
A: Coupa does not charge suppliers to use the Coupa Supplier Portal.

Q: I am already on Coupa Supplier Portal (CSP). How do | connect with IQVIA in my CSP
profile?

A: What needs to be ensured is that you receive invitation email from IQVIA's side. Email
includes specific link which will transfer you directly on CSP and ensure automatic connection
between your company and IQVIA as your customer.

To receive invitation email, your company needs to be added in IQVIA’s Coupa system first.
Please contact the person you work with from IQVIA, who will require your addition via New
Supplier Request Form, available for him on Coupa portal. After successful approvals, you will
receive the invitation email. Please note that invitation email needs to be send on the same
email address which you used before for registration into CSP (Admin email address) with your
other customer(s).

Q: Whom do | need to reach out to for any additional support?

A: For any issues related to purchase order and invoice process, please contact IQVIA’s
procurement team on procurement@iqvia.com and regarding issues with payment an invoice,
please contact Iqvia AP team on supplier.queries@iqvia.com (legacy Q) or

GFSS AP SAP External Inquiries@igvia.com (legacy ).

B. Account, Login, Registration

Q: How do | register and connect with IQVIA?

A: You need to request an invitation to join the CSP. To receive invitation email, your company
needs to be added in IQVIA’s Coupa system first. Please contact the person you work with from
IQVIA, who will require your addition via New Supplier Request Form, available for him on
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Coupa portal. After successful approvals, you will receive the invitation email. When you
register with the link you received, you are automatically linked to IQVIA.

Q: Why haven’t | received the email invitation to join Coupa?

A: Check your spam/junk email folder. Emails sometimes get flagged as spam. Please make sure
to use the same email address to register that IQVIA has used to invite you. If you still cannot
find the email invitation, please reach out to procurement@iqvia.com.

Q: Where do | sign in to the CSP?
A: Open web browser and open URL: http://supplier.coupahost.com. Below screen will appear,

you need to provide your credentials to login to CSP. The login information is the one you
provided to IQVIA.

£xcoupa supplier portal

Register LogIn
New to Coupa? Creale your account or click here for help. Welcome back! Login or click here for help.
First Name * Email Address
Last Name * Password
Company
* Email Forgot Your Password?

Q: How do | know that I'm connected to IQVIA?
A: Once you're signed into the CSP, you will find “IQVIA” in the Latest Customers on the bottom
right of the page.

Home Profle  Orders  Service/TimeSheets  ASN  Invoices  Catalogs  Add-ons  Admin

UKSupplier Merge Accounts

If your company has more than one CSP account, we
About try to list it below. Consider merging them fo reduce
confusion for existing and potential customers

Industry
Website Not seeing the account you want to merge with? Click
Established here.
Employees
Latest Customers
1QvIA
About
Public Profile
hitps:#eupplier-test.coupahost. comsuppliers/public /24793
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If you do not see IQVIA in the customer section, it's probably because you registered for the CSP
using a different email address than what IQVIA used for the invite.

Q: How do | cancel my CSP account?
A: If you're no longer doing business with the IQVIA, ask the Procurement team on
procurement@iqvia.com to make you inactive in the system.

Q: What do I do if | am locked out of the CSP?
A: Using two-factor authentication protects you against fraud.

If you don't have your six-digit backup validation code, contact IQVIA Procurement team on
procurement@igvia.com who will ask you to fill in a declaration form and provide either a copy
of your photo ID or passport or your CSP login email to verify your identify.

Q: How can | log in if | forgot my two-factor authentication code, the code is not working, or |
lost my device?

A: If you cannot log in because of missing two-factor authentication codes, try to find and
recover them first by using Google Authenticator or your device for text messages (SMS) to get
new codes, or by using backup codes that you were told to copy or write down during your first
registration in CSP.

If you lost your codes, contact supplier@coupa.com. You need to provide proof of identification
to ensure security of spend-related transactions for you and IQVIA.

Q: What do | do if | am not the admin/owner of my CSP account, but | can'tlog in or do not
have full access?

A: Contact your admin (colleague with full access) to activate your account or set your
permissions.

Q: How do | enable two-factor authentication?
A: After logging in to the CSP, go to Account Settings under your login name in the top right of
the page to enable two-factor authentication.

Q: How can | disable two-factor authentication?
A: You can disable two-factor authentication from the Account Settings under your login name
in the top right of the page.
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C. Admin

Q: How do | add an employee?
A: On the main menu, click on the Admin tab. On the Users tab, click on the Invite User button.

Provide the required info in the window that opens. It gives you an option to set up multiple
users accessing different functionalities of the same supplier portal.

ABHAY »  NOTIFICATIONS @) | HELP

scoupa supplier portal
1 ——
Home Profile Orders  Service/Time Sheets ~ ASN Invoices  Catalogs  Add-ons | Admin
ni—

Admin users ? [ e vser |

? . | Users Permissions Customer Access
avia

X ABHAY LADDU ASNs
Vlerge Requests COUPAtestABHAY @gmail.com Admin
o Catalogs
E-Invoicing Setup Edit nvoices
~ ) Orders
Fiscal Reprasentatives .
Payments

S Frofiles
temit-To Senvice/Time Sheets
Terms of Use

Coupa Accelerate

Preferences
SFTP Accounts

cXML Errars

Q: Why can't | access POs/invoices?

A: On the main menu, click on the Admin tab and check if you have access to the right roles and
customers. If you have access but do not have the right roles or customers, add them. If you do
not have access, ask your admin person from your company (colleague with full access) to give

you access to the right roles or customers.

Q: What should I do if | used to receive notifications from Coupa on my email address, but |
don’t want to?

A: To change your notification preferences, click on the Notification Preferences button in the
top tight corner. Or click on your name link and on the Notification Preferences link.

Zcoupa
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£,zcoupa supplier portal FIRST_NAME

Home  Profle  Orders  Service/Time Sheets  ASN Invoices ~ Catalogs ~ Admin

TestSupplier Merge Accounts

IT your company has more than one CSP account, we
try to list it below. Consider merging them to reduce
confusion for existing and potential customers.

About
Industry
Website Not seeing the account you want to merge with? Click
Established here

Employees

Latest Customers

Improve Your Profile

1QvIA

About

Public Profile

hitps://supplier-test. coupahost.com/suppliers/public/21849

Q: Is it possible to have PO email address different than primary email address in COUPA
setup? And if so, will still primary address receive POs anyway?

A: Yes, it is possible to have different PO email address and primary email address. The primary
email will not be able to receive any POs, the PO one is the only one that will receive the POs.

D. Invoices

Q: How do | create an invoice?

A: On the main menu, click on the Orders tab. If you are connected to more than one Coupa
customer, select IQVIA from the Select Customer dropdown menu. In the PO table that appears,
choose the PO you want to invoice, and then click on the yellow coins to create an invoice. For
more information and details open Invoice Processing presentation prepared by IQVIA
procurement team available on the website.

NOTE: Before creation your first invoice, there needs to be set-up E-invoicing by adding legal
entities with your Remit-To Address (specific address you use to receive payments). For more
information check our presentation Invoice Processing.

Q: Do | need to upload invoice manually through Coupa?

A: Yes, the invoices will need to be uploaded manually through Coupa. No PDF version is
allowed. You will receive an email notification when a Purchase Order is created. From this
email you can directly submit the invoice with only a few clicks.

Zcoupa
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€« O 0§ & 0 BDb =

l- Compose
O ) New PO inbox x

nbox
%  Starred 1QVIA =do_not_reply@igvis-uat.coupshost.com»
© snoozed 10 COUPATestABHAY ~
> sem sicwia  Purchase Order #963
B Dafts

£acoupa
w  More
Hi ASHAY,

8 rbhay +
b This is PO #863

Submitted By Zuzana Tokolyiova
On Behalf Of Zuzana Tokelyiova
Supplier ABHAY LADDU
Total 750.00 USD
[tems Test supplier 1 5@ 150.00 750.00 u==

More Detail
POID 963 Department None
Status Issued - Sent via Email Last Opened None
o . Order Date 07/30/19 Acknowledged At None
o recent chats
Starta new one Revision Date 07/30/19 Payment Term ZB05_N5
Req# 2122 Shipping None
Supplier Shipping
ABHA U 735 HARVEST LANE 2071 BROADWAY
ST LOI souri 63132 CAMBR! MA 02139-1955
United COUPAtestABHAY @gmail.com Unit
Atin: Zuzana Tokolyiova
Lines

5 x Test supplier 1 for 750.00 USD
Suppher ABHAY LADDU - Nesd By 08/06{19 - Commodity Office Furniture - Account QUBOS-54450-162-683-923220

Total 750.00 USD

Q: How do | know if an invoice has been registered?
A: On the main menu, click on the Invoices tab. Look for invoices that are still listed as drafts.
They need to be edited and then submitted. If the invoice is not there, it's not in the system.

Q: How do | add shipping charges to an invoice?
A: You can add shipping charges at the bottom of the invoice or at the line item level.

Zcoupa




Lines

1Type Description Price

test supplier 2 lines

PO Line
05681

Billing

QUBOS-54450-162-683-923220

Taxes

Tax Description

& ~od Tag

& Add Line

) ] ™y
10,000.00 1UOOOOO
Contract Supplier Part MNumber
Tax Rate Tax Amourt Tax Reference
10.00 1,000.00
Totals & Taxes
Lines Met Total 10.000.00
Lines Tax Totsls 1,000.00
Shipping 100
Tax o 5 |% 5.00
Tax Reference Enter a tax resson description.
Misc
e - % 0.000
Tax Refersnce Enter a tsx resson description.
Total Tax 1.005.00
Met Total 10.100.00
Total 11,105.00
D pelete  cConce Save as Draft Calculate Submit

Q: How do | credit or cancel an invoice that's already been billed?

To create a credit, enter a negative quantity. For more information, see Creating a Credit Note
in the Invoice Processing presentation. Once an invoice is submitted, it can't be changed in any

way.

Q: How do | make a part claim on an invoice?

A: You can invoice multiple times against a single PO. Just click the gold coin icon and enter the

amount/quantity you'd like to appear on the invoice.

Zcoupa
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Q: Why can't | edit, void, or delete an invoice?

A: Once an invoice has been submitted, it can't be changed in any way. This ensures invoice
processing integrity.

However, you still have options:

1. Ask IQVIA AP Team on supplier.queries@igvia.com (legacy Q) or
GFSS AP SAP External Inquiries@iqvia.com (legacy I) to reject or void the existing
invoice. You can then create a new one.

2. Create a new credit memo that credits the IQVIA for the original value, and then create a
new invoice.

Q: What do | do if an invoice was rejected?
A: Just create a new invoice to replace the one that was rejected.

Q: Once an invoice has been approved, what do | need to do next?
A: Nothing. The invoice is in IQVIA's queue and you'll be paid based on the payment terms you
set with.

Q: Do | need to see a purchase order on the CSP before | can invoice IQVIA?
A:Yes.

Q: What does the Export to button do?
A: You can export the rows to a CSV file, an Excel document, or bulk export legal invoices in a
compressed (.zip) file. By default, the maximum number of rows that you can export is 200,000.

Note: There is no limitation on the number of invoices or file size when exporting legal invoices.
When you export a table with less than 500 rows, the file downloads to your computer
immediately. When a table has more than 500 rows, you receive the exported file zipped in an
email.

Q: Why do | get the "VAT ID format incorrect" error?

A: You need to add your country code (e.g. GB for United Kingdom) in front of the VAT number.
VAT number needs to be in form with ISO of the country (for example GB508811745). On the
main menu, click on the Admin tab to add a legal entity with the correct VAT ID under
E-Invoicing Setup.

Q: What types of files can | attach to an invoice?

A: For invoice image scans, attachments must be of the following types: PNG, GIF, JPG, JPEG,
PJPEG, TIFF, or PDF. One attachment can be up to 100 MB, but for performance reasons,
consider limiting the attachment size to 16 MB or so.



mailto:supplier.queries@iqvia.com
mailto:GFSS_AP_SAP_External_Inquiries@iqvia.com

Q: What if | have an invoice that has not been paid?

A: For questions regarding payment information, please contact IQVIA AP Team directly on
supplier.queries@igvia.com (legacy Q) or GFSS _AP_SAP_External Inquiries@iqvia.com (legacy
1). Some payment details might be on the invoice document in Coupa. Also, in your notification
settings you can choose to receive payment notifications via email.

E.Orders

Q: How can | see my purchase orders from IQVIA?

A: On the main menu, click on the Orders tab. If you are connected to more than one Coupa
customer, select IQVIA from the Select Customer dropdown menu. For more information
regarding purchase order, please open PO Processing presentation.

,3coupa supplier portal ABHAY ~ | NOTIFICATIONS @ | HELP -

Home Profile Orders Service/Time Sheets ~ ASN Invoices Catalogs Add-ons Admin

i Select Customer QWA v;ﬂ"']

Orders Order Lines

Configure PO Delivery
Purchase Orders

Instructions From Customer

Plesse make sure fo "Acknowledge” your Purchase Order prior to cresting an Invoice sgainst the PO. Failure to scknowledge your PO, andor failure fo request
an update to the PO by contacting the Requester, may result in delays to invoice processing & payment if the guantity, smount or price you are imvoicing is higher
than the Purchase Order.

Click the Action to Invoice from a Purchase Order

T ]

PO Number Order Date Status Acknowledged At ltems Unanswered Comments Total Actions
268 0773019 Izswed  Mone test supplier 2 lines Mo 37,560.00 USD ;E
test supplier 2 lines_2
965 O07r30/M19 Izswed  Mone test supplier project Mo 328,000.00 USD ;E

Q: How do | change a price on a purchase order?
A: You cannot change a price on a PO through the CSP. If you need a change order on a PO, talk
to your requestor. Requestor can change it.

Q: What is the purpose of the PO acknowledgement by the supplier?
A: You can let IQVIA know that you've received the order.

Q: How do | invoice a blanket purchase order?

A: You can invoice multiple times against a single PO. Just click the gold coin icon for the PO as
you normally would and enter the amount you'd like to appear on the invoice. The next time
you want to invoice against the PO, just do the same thing.
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Q: How can | view historical (closed) purchase orders in my customer's instance? What is
difference between Hard closed and Soft closed PO?

A: IQVIA can provide you with information on closed purchase orders. Both suppliers and
procurement team procurement@iqvia.com can see the status of the PO including “Soft Closed”
and “Hard Closed” statuses.

Compared to Hard Closed PO which is not possible to reopen, Soft Closed PO is a PO that IQVIA
Procurement can reopen, for example, if an invoice or credit memo submission is needed, or if a
PO is closed prematurely or by mistake. You cannot invoice against a soft closed PO.

Purchase Orders

Instructions From Customer

Please make sure to "Acknowledge™ your Purchase Order prior to creating an Invoice against the PO. Fallure to acknowledge your PO, and/or falure 1o request
an update 10 the PO by contacting the Requester, may resull in delays to invoice processing & payment if the quantity. amount of price you are invoicing is higher
than the Purchase Order

PO Number Order Date  Status  Acknowledged At Items Unanswered Comments Total Actions
240 02/04/19 Cancelled None 10 Each of 10ML EDTA CELL FREE DNABCT No 1.000.00
v uso
239 02/04119 Issued None 10 Each of 10ML EDTA CELL FREE DNABCT No 1,000.00 -
TU uso _
=
230 02/0419 Issued None 10 Each of 10ML EDTA CELL FREE DNABCT No 1,000.00 -
TV uso _
=
229 02/04119 Closed None 1 Each of 10ML EDTA CELL FREE DNA BCT No 7.000.00
TV uso
228 02/04119 Soft None 10 Each of 10ML EDTA CELL FREE DNABCT No 1.000.00
Closed TU uUsoD

You can create your own view with different types of statuses as shown below.
* Click on Orders tab
* Onthe appearing Orders window select IQVIA from customer drop-down list
* Select Create view
* in Conditions section create view with specific type of status

£scoupa supplier portal ABHAY v NOTIFICATIONS @)

HELP

Home  Profile  Orders  Service/Time Sheets ASN  Invoices  Catalogs  Add-ons  Admin

Select Customer 1aviA ~

Configure PO Delivery

Purchase Order Lines

PO Number [Header) Line  Order Status {Header) Item lity Line Total

I 966 2 lssuad test supplier 2 lines_2 1560.00
986 1 Issued test supplier 2 lines Nens 3E000.00

285 1 Issued test supplier project None 2800000

064 1 Issued test supplier PS asset Nens 26000.00

g8z 1 lssuad 5 Each of Test supplier 1 5 750.00
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Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Add-ons Admin

Select Customer QVIA -

Configure PO Delivery

Create New data table view

General
Name
Visibilty @ Oniy Me
O Everyone
Start with view | All ~
Conditions
Match all conditions ~ Add group of conditions
- - yer Hold
Sistus ¥ | Cancalled ~ @
Closed
Currency Hold
Columns

Drag columns to the right to select. to the left to unselect and vertically to change column order

Available Columns Selected Columns
Comments PO Number
POID Order Datz
Status
Acknowiedged At
ltems

Unanswared Comments

Total
Actions.
Default Sort Order
Sort by w | in | sscending w | order.

enes m

Q: How to see available funds on the PO?
A: When you click on the purchase order, you can see what has already been invoiced. Please
note that you are able see that, only after the invoice has been approved by IQVIA AP team.

Purchase Order #1672

I ] o i
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F.Other

Q: Where can | find payment information?

A: You can find it on the PO after you receive notification with created purchase order.

NOVIA

Purchase Order #10

Hi UAT,

Thiz is PO #10

Submitted By Janka Matejakova
On Behalf Of Janka Matejakova
Supplier Grey Wolf Studios Limited
Total 10,000.00 USD
Items Software Maintenance and Support

10 @ 1,000.00 10,000.00 ves

View Order

More Detail
POID1D Department Mone
Status Issued - Pending Manual Last Opened Mone
Order Date 01/14/19 Ack ledged Atblone
Revision Date 01711419 Payment Term ZB30_300
Req #70 Shipping Mone
Supplier Shipping

Grey Wolf Studios Limited 1 Coachworks Innovex Europe Lid
Kimberly Road
London

NWE 75G

United Kingdom janka matejakova@aguintiles.com

Bracknell

RG12 1HX

United Kingdom

Aftn: Janka Matejakova

Lines

Station House, Market Street

Supplier Grey Wolf Studios Limited « Meed By 01/31/19 - Commodity Software Maintenance and Support - Account

I 10 x Software Maintenance and Suppert for 10,000.00 USD

QUTHV-16100-200-663-950320

Q: If | use the CSP, who pays me?

Total 10,000.00 UsSD

A: 1QVIA, who uses Coupa, is still responsible for paying you directly. Coupa does not pay

suppliers on behalf of others.

Q: What does "pending receipt" mean?

A: This status shows that IQVIA is in the process of receiving the goods/services into their
system. Once IQVIA enters the receipt, the invoice is matched against it.

Q: Is the information in the CSP archived?

A: No, the information in the CSP is not archived, but you can access it as long as you have a CSP

account.
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