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01 Overview of the CSP



What is the Coupa Supplier Portal (CSP)?

siscoupa GS7 NOTIFICATIONS @) 217 What is the Coupa supplier Portal?

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

The Coupa Supplier Portal (CSP) is a free tool that

. enables suppliers to easily do business with their customers
cs CSP supplier using Coupa.*

View Profile

CSP will be the default collaboration channel for Sanofi and
our suppliers, offering benefits such as:

Recent Activity view v @ Announcements
» Creating electronic invoices fast and efficiently
. » Faster invoice payments and real-time visibility of
o activity foun or Sang’ .
payment status
« Reduced manual intervention and streamlined order
Multi Factor Join Requests Merge Linked
Security Suggestions Customers mana g eme nt
0 ort Users 0 Users 0 Duplicates 1 Connection + No software or hardware installation required

*Note: Coupa Advanced is an optional, premium
subscription for suppliers using the Coupa Supplier Portal
(CSP), designed to enhance your efficiency, streamline

communication with customers and unlock powerful
tools not available in the standard portal. To explore this
option in more detail, please visit: Coupa Advanced

Coupa.

sanofi .


https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/core-supplier-onboarding/get-started-with-the-csp/programs-for-you/coupa-advanced
https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/core-supplier-onboarding/get-started-with-the-csp/programs-for-you/coupa-advanced

02 CSP Registration for Suppliers
Without a CSP Account



Registration Process: Suppliers Without a CSP Account (1/8)

G el Sl Registration Process: Suppliers Without a CSP
Account (1/8)

1. If you do not currently have a Coupa Supplier Portal (CSP)
account, you will receive an invite from Sanofi via email*

TAKE ACTION: Join Coupa Supplier Portal for a Win-Win! 2. Click the "Join Coupa Supplier Portal” button in the
o email, after this you will be directed to the CSP website
: where you will be required to input your credentials to
Dear CSP supplier, complete your CSP registration
?r??ffé5%‘5"3292%&3?25%2?%”Zﬁl?é??;&ﬂ%“ﬁ?&?ﬂ'ﬁé’ acsuracy -l ool This boosie you efficiency hile sreamiinig our srocess fof & suonger sarnersn cick ||~ 3 1f you are not the correct recipient for the invitation, click
Join oupa Supplier Portal o start on the “Forward Invitation Button” to forward the
ot e mitwscopratoct com/arH 1o XD CVMZ VIS | o e oy A O stecced i0gethert Nove: Nol siging up may invitation to the correct person within your business

impact our partnership.

Elsa Robinson
Sanofi DEV

Join Coupa Supplier Portal Forward Invitation

*Note: this email will come from a Do-not-reply

Coupa email box and not the Sanofi supplier
enablement email address.

sanofi ;



; A g Complete CSP registration & Accept - Ready to receive PO & issue Invoice
Receive Invitation Email s e Gl Complete profile via CSP

Registration Process: Suppliers Without a CSP Account (2/8)

sanofi

Create an account

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

* Business Name

CSP supplier
* Email
* First Name * Last Name
CS5P Supplier
* Password * Confirm Password
L s
* Country/Region * Tax Registration
e mEEEmETEa
[[]ido not have a Tax ID
Olaccept the and
Create an account

Already have an account?

Registration Process: Suppliers Without a CSP
Account (2/8)

4. Input your “"Business name” and create a “"Password”*

5. Input your companies “Country/ Region” and “Tax
Registration” if you do not have a Tax ID check the “I
do not have a Tax ID"” tick box

6. As a new Coupa user, you will also be asked to “accept
the Privacy Policy and the Terms of Use” - please
access via the hyperlinks and read and confirm
accordingly

7. Click on the “Create an Account” button, which will
direct you to a new page for email verification

*Note: The “"Email”, “"First Name” and “"Last Name”
fields will prepopulate based on the information

provided by Sanofi, however, you are able to edit
the Business, First and Last Name fields if required.




Registration Process: Suppliers Without a CSP Account (3/8)

Email Verification Registration Process: Suppliers Without a CSP

We sent a one time verification code to elsa.robinson@sanofi.com Account (3/ 8)
8. Input the Verification Code that you will have received

e via email

9. Click on the “Next” button*

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

©
| Next 7

*Note: You will be directed to the Coupa Supplier
Portal, where you will be required to complete (1)

the legal entity and (2) the remit-to account setup.

sanofi



Registration Process: Suppliers Without a CSP Account (4/8)

Coupa Supplier Portal Onboarding

Fill out required info for your Business Profile before proceeding to Coupa Supplier Portal Registration Process: Suppliers Without a CSP
Account Detalls Payment Information Account (4/8)
As you are accessing the CSP for the first time, a pop-up
@ Primary Address window will display for you to complete your CSP profile
* Country/Region * Address Line 1 Address Line 2 Setup'*
United Kingdom v ©)

On the Coupa Supplier Portal Onboarding page, you will need
e - R to complete the “"Account Details” section first:

10. Complete all the required fields to set up your “Primary
Address” and other invoice-from details

) ) « “Invoice From Code” field should not be blank for
United Kingdom

_ suppliers who have agreed to enable cXML as the invoice
* Type of Company (i) Board of Directors (7) . .
transmission channel

Invoice From Code (i) Preferred Language

11. Once you have completed this section, click on the
English (UK) - “Save and Next” button

Q [ Save and Next ]

*Note: As you are signing up to the CSP for the first

time, you will need to provide this information
before you can successfully submit an invoice.

sanofi



Comple_lggrﬁqSSParnedgiégrr?éiitt)igr?;Accept Ready to recei\\llg F():OSSL issue Invoice
Registration Process: Suppliers Without a CSP Account (5/8)

Coupa Supplier Portal Onboarding Registration Process: Suppliers Without a CSP
Fill out required info for your Business Profile before proceeding to Coupa Supplier Portal
Account (5/8)
After setting up your primary address (i.e. the invoice-from
Account Details Payment Information detaiIS), you will then need to Complete the “Payment
- ” . .
@ Payment Method (Virtual Card | Bank Account | Remit-To Address) Information™ section:

12. Complete all the required fields for “Virtual Card”

Virtual Card © payment setup

Please enter the following information to receive Virtual Card payments.

« To opt out of this payment methods, select the “Do not

" Payment Method Name  Fmall Address accept Virtual Card payments from Sanofi”

checkbox

Process credit cards automatically . . .

13. Once you have completed this section, click on the
“"Save and Next"” button

Do not accept Virtual Card payments from Sanofi DEV

@ | Save and Next
4

sanofi o



Registration Process: Suppliers Without a CSP Account (6/8)

Coupa Supplier Portal Onboarding

ill out required info for y 1ess Profile before proceeding to Coupa Supplier Portal

& Great News! The payment information has been successfully shared with the following customers and has been validated: X

Sanofi DEV
Account Details Payment Information

Payment Method (Virtual Card | Bank Account | Remit-To Address)

@ Bank Transfer

* Paymant Method Name
* Bank Account Country/Region * Bank Account Currency
United Kingdom - GBP -
Beneficiary Na Bank N
t Numb Confirm A t Numt
Sort Code

My company expects to receive urgent/wire
payments

Branch Cod Beneficiary Typ
Business -

Remitt Remit-To Code

Supporting Documents

Do not accept Bank Transfer payments from Sanofi DEV

@ Save and Next

sanofi

Complete CSP registration & Accept
Terms and Conditions

Complete profile

Ready to receive PO & issue Invoice
via CSP

Registration Process: Suppliers Without a CSP

Account (6/8)

After setting up your Virtual Card payments, you will need to

set up your Bank Transfer payments:

14. Complete all the required fields for “"Bank Transfer”

payment setup

“Remit-To Code” field should not be blank for
suppliers who have agreed to enable cXML as the
invoice transmission channel

To opt out of this payment methods, select the Do not
accept Bank Transfer payments from Sanofi”
checkbox

15. Once you have completed this section, click on the

“Save and Next” button

11



Registration Process: Suppliers Without a CSP Account (7/8)

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

Registration Process: Suppliers Without a CSP
i Account (7/8)

S After setting up your Bank Transfer payments, you will need
Payment Method (Virtual Card | Bank Account | Remit-To Address)

to set up your Check payments:
@ Remit-To Address
50 nterthe fllowing 16. Complete all the required fields for "Remit-To Adress”
setup:

(& Great News! The payment information has been successfully shared with the following customers and has been validated: X

* Most fields will be auto-populated based on the Primary

& Address details as you set up previously - you can edit
:.':” as required
- The “Remit-To Code” field should not be blank for

suppliers who have agreed to enable cXML as the

invoice transmission channel

- « To opt out of this payment methods, select the “"Do not

accept Check payments from Sanofi” checkbox

" 17. Once you have completed this section, click on the
“Save and Next” button

0 =)

sanofi
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Receive Invitation Email

Complete CSP registration & Accept - Ready to receive PO & issue Invoice
Terms and Conditions Complete profile via CSP

Registration Process: Suppliers Without a CSP Account (8/8)

gracoupa supplier portal CSP~ | NOTIFICATIONS @  HELP
ﬁ Invoices Orders Business Profile Service Sheets Items ASN Sourcing Forecasts Catalogs Setup
Business Profile Profile Submissions I jal Entities I I Payment Methods I Information Requests Performance Evaluation
Legal Entities @ @
Create
Legal Entity Name Invoice From Address  Tax ID Linked Payment Method  Payment Information = Customers
CSP Supplier Test 1, Fulham, London, GB:GB999999999999  Remit-To Address Test 1, Fulham, Sanofi DEV
London, L1 233, United London, London, L1...
Kingdom Virtual Card zia****@san™***** Sanofi DEV
Bank Account Monzo Sanofi DEV
................ 5678
Remit-To Address Test 1, Fulham, Sanofi DEV

London, London, L1...

4

Perpage 5| 10| 20

sanofi

Registration Process: Suppliers Without a CSP
Account (8/8)

After completing your CSP profile setup, you can navigate to
“Business Profile” tab to view your Legal Entity and
Payment Method information:

18. Click “Legal Entities” sub-tab to view legal entity setup
details

19. Click “"Payment Methods” sub-tab to view payment
methods setup details

Now you have completed your CSP profile setup, and you are
ready to receive POs and issue Invoices via CSP with Sanofi.

13



03 CSP Registration for Suppliers
With an Existing CSP Account



Registration Process: Suppliers With an Existing CSP Account (1/6)

You are Connected to sanofi-test on Coupa

@ Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.com> © ] © fenty | & reptya ’ F.U‘l“w'd @ B Reg ist rati o n P rocess : Su p pl ie rs W ith a n

N e Existing CSP Account (1/6)

1. If you have an existing Coupa Supplier Portal (CSP)
o | account you will receive a notification from Sanofi via
You are Connected to sanofi-test on Coupa email*, click “Login” to navigate to the Login page.

2. Input your “"Email” and “"Password” and click “Login”
to access the Coupa Supplier Portal.

Dear CSP supplier,
Congratulations! The Sanofi TEST has added you as a supplier on the Coupa Supplier Portal

Onee you log in, you can configure your PO transmission preferences, create an online catalog, view purchase orders, create electronic invoices and more! To continue, log in below. Ok

Zia Jin
Sanofi TEST

Q =
Login

* Email
elsarobinson@sanoficom

* Password

9

e —— *Note: this email will come from a Do-not-reply

Coupa email box and not the Sanofi supplier
enablement email address.

New to Coupa?

Forgot your passv

sanofi s



Registration Process: Suppliers With an Existing CSP Account (2/6)

_ Registration Process: Suppliers With an
Zscoupa Existing CSP Account (2/6)

After you have logged into the CSP, you will be able to see a
pop-up screen for a quick account setup:

3. Click the “"Continue” button

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

You will then be taken to the Payment Methods page to set
up your invoice-from, ship-from, and remit-to details
with Sanofi.

sanofi ”



Registration Process:

Payment Method (Virtual Card)

Virtual Card

Please enter the following information to receive Virtual Card payments.

+ Add New

Payment Method
elsa.robinson@sanofi.com

° Do not accept Virtual Card payments from this customer

sanofi

L . - Ready to receive PO & issue
Receive invitation email Connect to Sanofi Invoice via CSP

Suppliers With an Existing CSP Account (3/6)

-
oL |
| ——

Registration Process: Suppliers With an
Existing CSP Account (3/6)

On the Payment Method (Virtual Card) page, you will be
provided with options to either opt-in or opt-out of Virtual
card.

4. To use the existing Virtual Card payment method - select
the radio button of the corresponding option

5. To create a new Virtual Card payment method - click on
the “"Add New"” button and populate the required fields

6. To opt out Virtual Card payments - select the Do not
accept Virtual Card payments from this customer”
checkbox

7. Once you have completed this section, click on the “Save
and Next” button

17



L . - Ready to receive PO & issue
Receive invitation email Connect to Sanofi Invoice via CSP

Registration Process: Suppliers With an Existing CSP Account (4/6)

Payment Method ( Bank Account)

Bank Transfer

Please enter the following information to receive Bank Transfer payments.

0 ( "\’ X
\_/  HSBC . sssssessanis5g7g

) New Test
) HSBC - tesskssarassies 5678

0 =+ Add New
@ Do not accept Bank Transfer payments from this customer

sanofi

Carm | Save and Next

Registration Process: Suppliers With an
Existing CSP Account (4/6)

On the Payment Method (Bank Account) page, you will
need to set up the Bank Transfer payment details for Sanofi:

8. To use the existing Bank Transfer payment method -
select the corresponding radio button(s)

9. To create a new Bank Transfer payment method - click
“Add New"” button and populate the required fields

10.To opt out Bank Transfer payments - select the “"Do not
accept Bank Transfer payments from this customer
checkbox

144

11.0nce you have completed this section, click on the “Save
and Next” button

18



L . - Ready to receive PO & issue
Receive invitation email Connect to Sanofi Invoice via CSP

Registration Process: Suppliers With an Existing CSP Account (5/6)

Payment Method ( Remit-To Address)

Remit-To Address

Please enter the following information to receive Check payments.

None
@ O 3 North Street Park, Stewartstown, NIR, BT71 5JG, United Kingdom

O None
1, London, L1 233, United Kingdom

O None
1 Street, London, LND, L1 123, United Kingdom

@ ~+ Add New
@ Do not accept Check payments from this customer

sanofi

Can@ Save and Next

Registration Process: Suppliers With an
Existing CSP Account (5/6)

On the Payment Method (Remit-To Address) page, you
will need to set up the Check payments for Sanofi:

12.To use the existing Check payment method(s) - select the
corresponding radio button(s)

13.To create a new Check payment method - click “"Add
New"” button and populate the required fields

14.To opt out Check payments - select the “"Do not accept
Check payments from this customer” checkbox

15.0nce you have completed this section, click on the “Save
and Next” button

19



e . : Ready to receive PO & issue
Receive invitation email Connect to Sanofi Invoice via CSP

Registration Process: Suppliers With an Existing CSP Account (6/6)

,xcoupa supplier portal

0 Invoices Orders

cs CSP suppligr -

Recent Activity

Sanofi TEST

Order # EDO0015834

Sanofi DEV « 500.0 « GBP « Not Inve

Multi Factor
Security

0 of 1 Users

oiced

Join Requests Merge
Suggestil

0 users 0 Duplicates

Linked
Customers

2 Connections

Select Customer

Sanofi DEV

Sanofi TEST

Sanofi DEV

sanofi

Registration Process: Suppliers With an
Existing CSP Account (6/6)

After you have completed your payment methods setup, you
will be directed back to the CSP homepage, and on the CSP
dashboard:

16.You will be able to see 1 more customer has been linked
to your existing CSP account

And by navigating to other tabs, e.g. “Invoices” and
“Orders”:

17.You will be able to see the corresponding Sanofi POs and
Invoices by selecting Sanofi from the “Select Customer”

dropdown list

20



04 How to Navigate Through CSP



How to Navigate Through CSP (1/2)
O 0 0

3 ICSP "NOTIF\CAT\ONSG"HELP | -
0’9 e Q How to Navigate Through CSP (1/2)
-I I- - _ Payments Service Sheets Items ASN Sourcing Forecasts Catalogs Setup More... . .
——————— 1. Account: Your account name with an associated drop-
] - - r P n .
cc CSP supplier down sub-menu - to manage your CSP account
2. Notifications: To view notifications and manage
notification preferences.
Recent Activity vew - @ Announcements 3. Help: To access the CSP help sub-menu:
* Coupa Compass: where you can find resources,
No activty found for Sancfi DEV. such as support articles, to better use Coupa.
* Training Webinars: where you can register for a
Multi Factor Join Requests Merge Linked Suppller tralnlng Weblnar‘
Security Suggestions Customers . .
5 ot 1 Uoere 0 Ve P Lo Help Tour: of the open page in question.
4. Home: To navigate to the CSP homepage.
5. Invoices: To access, manage, and create Invoices.
6. Orders: To access and manage Purchase Orders.
7. Business Profile: To manage your profile information.

sanofi

22


https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal
https://supplier.coupa.com/webinar-registration/

How to Navigate Through CSP (2/2)

zEcoupa CSP~  NOTIFICATIONS @ | HELP

How to Navigate Through CSP (2/2)

9. Multi Factor Security: Number of users who have
completed the two-factor authentication setup.

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

cs CSP supplier

10. Join Requests: Requests from new users to access this
account.

Recent Activity vew - @ Announcements 11. Merge Suggestions: Suggestions to merge multiple
em— CSP accounts with the same confirmed email domain.
S —— 12. Linked Customers: Number of your trading customers

O ©0 0 © on Cove

Multi Factor Join Requests Merge Linked

Security Suggestions Customers

0 of 1 Users 0 Users 0 Duplicates 1 Connection

sanofi



05 How to Set up and Manage
Legal Entities



How to Set up Legal Entities (1/3)

nvoices aymgnts —_—
L 0 ——— A How to Set up Legal Entities (1/3)
Business Profile  Profile pubmissions If you are accessing the CSP for the first time, a pop-up

window will display for your “Primary Address” and
“Payment Information” setup.* Alternatively, to set up
Legal Entities your legal entity, follow the steps below:

: AE 1. Click the “"Business Profile” tab and the “Legal
e reate ’ Entities” sub-tab

2. Click on the “Create” button

Create Legal Entity X
3. Complete the “Legal Entity Name"” and
e * Legal Entity Name * Country/Region “COU ntry/ Region"
[Um’ted Kingdom v ]
4. Complete the “"Tax Registrations” and the “"Additional
o Tax Registrations Company Information” sections - those fields will
* Country/Region VAT ID display once country/region is selected

@ Add Tax Registration

*Note: If you are signing up to the CSP for the first

Additional Company Information time, you will need to provide this information
* Type of Company () Board of Directors (D) before you can successfully submit an invoice.

sanofi 25



How to Set up Legal Entities (2/3)

Invoice From Address .
Please enter the address that you inveoice from or the address where you receive posted and in-person payments.
Country/Region * Address Line 1 * Address Line 2

O]
City * State Postcode *

Invoice-From Code O

Ship-From Address

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

Same as Invoice-From Address

Remit-To Address

Please enter the address to which you receive in-person payments.

Same as Invoice-From Address

sanofi

Cancel

How to Set up Legal Entities (2/3)

5. Complete the mandatory fields in the “Invoice From
Address” section*

6. If you need to use the same address and invoice-from
code for your “Ship-From Address” and/or “"Remit-To
Adress”, keep the "Same as Invoice-From Address”
checkbox(es) selected

7. Click on the “Save” button

*Note: Ensure to input the “Invoice-From Code” if
you are enabling cXML as the invoice transmission

channel with Sanofi - otherwise the cXML Invoice
will fail to pull the invoice-from details to Coupa.

26



How to Set up Legal Entities (3/3)

Ship From Address

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

o I Same as Invoice From Address

0 * Country/Region

* City

Remit-To Integration Code ®

* Address Line 1

State

Address Line 2

* Postal Code

sanofi

o=

How to Set up Legal Entities (3/3)

8. If you need to add a different shipping address, deselect
the “Same as Invoice-From Address” checkbox and
additional fields will appear for you to add the ship-from
address

9. Complete the mandatory fields for the Ship-From
Address*

10.Click on the save “Save” button

*Note: Ensure to input the "Remit-To Integration
Code” (i.e. the ship-from code) if you are enabling

cXML as the invoice transmission channel with
Sanofi — otherwise the cXML Invoice will fail to pull
the ship-from details to Coupa.

27



How to Manage Legal Entity Information

United Kingdom

sanofi

ﬁ Invoices o Business Profile Paymen Service Sheets Items ASN Sourcing Forecasts
Business Profile rofile pubmissions Payment Methods Information Requests Performance Evaluation
Legal Entities
Create Y,
9 Legal Entity Name Invoice From Address  Tax ID Linked Payment Method ~ Payment Information ~ Customers
1, London, L1 233 GB:GB999999939 Check 1, London, L1 233 None
LUnited Kinadom United Kingdom
~ Legal Entities
Legal Entity Name o
le
Invoice From Ship From
1, London, L1 233, United Kingdom Manage
Where do you ship goods from? °
For many countries/regions including different shipping details on the invoice is required if they are different to where Add Ship From
your legal entity is registered.
Title Status
1 Active Manage
London
L1233

How to Manage Legal Entity Information

If you need to manage your ship-from address(es) or add
new ship-from address(es) you can do so by*:

1. Click the “"Business Profile” tab and the “Legal
Entities” sub-tab

2. Click the legal entity name hyperlink

3. Click the "Manage” hyperlink in the “Ship From” field,
and a pop-up window will display

4. Click the “"Add Ship From"” button, to add additional
shipping address(es)

5. To manage existing shipping details, click the *Manage”
button on the corresponding row

*Note: From a tax perspective, it is critical that
ship-from information is accurate - especially when

the ship-from address is in a different country to the
registration country of the legal entity.

28



06 How to Set up and Manage
Payment Methods



How to Set up and Manage Payment Methods (1/2)

Service Sheets

Items ASN Sourcing Forecasts Setup

More...

ﬁ Invoices o Business Profile Payments
rofile

Legal Entities

Business Profile ubmissions

Payment Methods

Add Payment Method ~
Payment Method Payment Method Name

[E/ Check 1, London, L1 233, United
Kingdom

sanofi

Country

Information Requests Performance Evaluation

Y

Currency Linked Legal Entity =~ Shared With Customers Payment Method Status  Actions

le

Active o

e

> 5 @

How to Set up and Manage Payment Methods
(1/2)

If you are registering for CSP, once you have created a legal
entity, a pop-up window will appear prompting you to add a
payment method, including your remit-to information. Please
follow steps 3-4 on the next page.

By default, a cheque payment method, with the same legal
entity address, will be auto-generated in CSP upon legal
entity creation.

To edit an exiting payment method:

1. Click ‘Business Profile’ tab and the ‘Payment Methods’
sub-tab

2. Click the pencil icon in the ‘Actions’ column to view
and edit the existing payment method.*

*Note: In the ‘Actions’ Column, you can also ‘Share
Payment Method’, ‘Manage Linked Customers’, and

‘Deactivate Payment Method’.

30



How to Set up and Manage Payment Methods (2/2)

Forecasts Setup More...

ﬁ Invoices 0 Business Profile Payments Service Sheets Items
rofile

Legal Entities Information Requests

Business Profile

ubmissions

Payment Methods

a Add Payment Method ~

Performance Evaluation

% Q

Payment Method Payment Method Name Country Currency Linked Legal Entity =~ Shared With Customers Payment Method Status  Actions
= Check 1, London, L1 233, United le Active A=F A
Kingdom

o Add Payment Method

K
Payment Method ()
* Associated Legal Entity
(csp supplier - ]

Bank Transfer

* Payment Method Name (D

* Bank Account Country/Region

United Kingdom

Beneficiary Name

le

Account Number (O

* Bank Account Currency

GBP -

Bank Name

Confirm Account Number

SuUIuII

How to Set up and Manage Payment Methods
(2/2)

To add a new payment method:

1.

Click *‘Business Profile’ tab and the ‘Payment Methods’
sub-tab

. Click on the ‘Add Payment Method’ dropdown and

select the payment methods

. On the ‘Add Payment Method’ page, select the

‘Associated Legal Entity’ and complete all the required
fields including payment and remit-to information*

. Click on the ‘Save’ button

*Note: If you are signing up for CSP for the first
time, setting up your payment information is not

required immediately. However, you must provide
this information before you can successfully submit
an invoice.
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07 How to View Purchase Orders



How to View Purchase Orders — Email Notification

a Sanofi DEV Purchase Order #£D00015901 How to View Purchase Orders — Email
Hello CSP, Notification

This is to inform you Purchase Order ED00015901 from Sanofi DEV has been issued, and this same noti-

fication has been sent to your fellow team members with access to the Coupa Supplier Portal. 1. You Wl” recelve an emall notlflcatlon informing you that
Submitted By Elsa Robinson you have recelved a PO'

Sl et 2. The email will contain the POs basic information, to view
items PO 500,00 cr the PO details in full click on the “View Order” button

3. You will then be taken to the CSP sign in page, log in
e using your username and password
: 4. You will then be automatically taken to the PO page where
e Login you can see all the purchase order details*

* Email

* password

Select Customer Sanofi DEV . - . . .
° Purchase Order #ED00015901 I\!ote. You a_re_also able t_o create an invoice fl:om
this page, this is covered in more detail in the ‘How
General Info Shipping to Submit Invoices’ section.
Status Issued - Sent via Emai Ship-To Address 50 K i

sanofi
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How to View Purchase Orders — Orders Tab (1/2)

£:coupa

csP NOTIFICATIONS @ | HELP

Invoices Orders Business Profile Payments Service Sheets Items ASN Sourcin Forecasts Setu More...
ﬁ -‘_‘ ’ ¢ ’

Order Lines Returns Order Changes Order Line Changes

Purchase Orders

Instructions From Customer

Reminder : when you submit an invoice please refer to a PO Click on the golden coin below to initiate PO flip

Exportto ~

Order Confirmations

Order Confirmation Lines More...

Select Customer Sanofi DEV -

PO Number | Order Date  Status  Acknowledged At Items

|EDOGO15834 07/11/25 Issued PO No

Unanswered Comments

Total AssignedTo  Actions

500.00 GBP

hd

sanofi

How to View Purchase Orders - Orders Tab
(1/2)

To view your PO in CSP, login to your CSP account:

1. Select the “"Orders” tab

2. Under the “Orders” sub-tab, use the search bar to
search for the PO

3. If you are unable to see your purchase order, make sure
you have selected the correct customer from the “Select
Customer” drop-down in the top right-hand corner

4. To view the purchase order details in full click on the link
in the PO Number column¥*

*Note: You are also able to create an invoice using
the gold coins icon in the “"Actions” column, this is

covered in more detail in the “"How to submit an
invoice” section.
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How to View Purchase Orders — Orders Tab (2/2)

Select Customer | ganofi DEV - GSP supplier - .
How to View Purchase Orders - Orders Tab
Purchase Order #ED00015834 (2/2)
General Info Shipping On the PO page, you will be able to:
Status Issued - Sent via Email Ship-To Address ;E}e};m’\izl;:!Avenue 5. Acknowledge the PO by selectlng the “Acknowledged"
Order Date 07/11/25 KE - Kent
Revision Date 07/11/25 ME19 4AH CheCkbOX
United Kingdom
e e Losaton G GBI 6. Add the shipment tracking details (e.g. “Tracking
Email Elsa.Robinson@sanofi.com ttn: Elsa Robinson . . .
ayment Temm S Number” and “Carrier”) by clicking the green plus
stchments Shipment Tracking ° © button in the “Shipment Tracking” section
e Acknowledged () No shipment tracking.

Create Shipment Tracker X

* Carrier e

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

* Tracking Number

Note *Note: You are also able to create an invoice using
the “Create Invoice” button at the bottom of the PO

page, this is covered in more detail in the "How to
submit an invoice” section.

sanofi

35



08 How to Submit Invoices



How to Submit Invoices (1/6)

NOTIFICATIONS @

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

£zcoupa

HELP

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

Sanofi DEV

e Select Customer

Purchase Orders

Instructions From Customer

Reminder : when you submit an invoice please refer to a PO Click on the golden coin below to initiate PO flip

view [If] « W scarch ie)
PO Number  Order Date  Status  Acknowledged At Items Unanswered Comments Total Assigni Actions
|EDOOO15834 07/11/25 Issued PO No 500.00 GBP D = A
e Choose Invoicing Details X
* | egal Entity | Select v | @ Add New
* Remit-To v
* Ship From Address ~

sanofi

How to Submit Invoices (1/6)
To flip a PO into an invoice, login to your CSP account:
1. Select the “Orders” tab

2. Under the “Orders” sub-tab, use the search bar to
search for the PO

3. If you are unable to see your purchase order, make sure
you have selected the correct customer from the “Select
Customer” drop-down in the top right-hand corner

4. Click on the yellow coins icon to create an invoice

5. If this is your first time creating an invoice, a pop-up
screen will prompt you to select a “Legal Entity”,
“"Remit-To"”, and “Ship-From Address”

Note: If you are providing a discount, please
navigate to "How to Submit Invoices with

Discounts” section; if you are correcting unit price,
please navigate to "How to Correct Invoices”
section.
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How to Submit Invoices (2/6)

e General Info mrom How to Submit Invoices (2/6)
* Invoice # * Supplier CSP supplier
. ) . o On the invoice creation page :

*Invoice Date | 07/11/25 * Supplier VAT ID | GB999999999

bayment Term SHOWROOM-000' + Invoice From Address LE 5. Complete the mandatory fields in the "General Info”,
1 Street w n” A\ 144 = %
- Currency o From”, and “"To"” sections
Delivery Number e 6. In “From” section, if you want to change the “Invoice
- United Kingdor From Address”, "Remit-To Address”, or "Ship From
LLP ” ; LY - ;
- image Scan [ChoasaEils] Screenshot . 104035 png Address”, click the magnifying glass icon to select the
* Remit-To Address LE _ reSpeCtlve addreSSGS
Supplier Note L-:Eil.d&;.
A London
L1123
Attachments @) Add File | URL | Text United Kingdor
Cash Accounting * Ship From Address LE
Scheme 1 Sirest
Margin Scheme London
London
L1123

United Kingdom

To
Customer Sanofi DEV
e *Note: the “"From” section will pre-populate based
France on the information on your CSP account and the

“To"” section pre-populates based on the information
on the Purchase Order.

*Buyer VAT ID | FR 12345678901 ~

* Ship to Address 50 Kings Hill Avenue
‘West Malling
KE - Kent

sanofi s



How to Submit Invoices (3/6)

o —

Type Description

=] PO

PO Line
ED00015834-1

Billing
000010000018-0000
Taxes

VAT Rate

20.0% ~

Service Sheet Line

VAT Amount

100

00

Price

500.00

Tax Reference

Contract

w

C My
L
JUU.

Supplier Part Number

00

sanofi

How to Submit Invoices (3/6)

7. On the same page, scroll down to the “Lines” section,
review the pre-populated fields and edit if needed.

8. For partial invoice, if the PO is:

* Quantity-based (i.e. the “"Category” is Goods), edit
the “Qty” field

« Amount-based (i.e. the “Category” is Services),
edit the “"Price” field

9. To delete lines, click on the “x" icon
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How to Submit Invoices (4/6)

Lines How to Submit Invoices (4/6)
e —— e : 500.00 © 10.In “Taxes"” subsection, select or populate the tax rate
- . e for each line item if applicable*
PO Line Service Sheet Line Contract Supplier Part Number o It IS |mp0rtant tO ensure the taX detaI|S YOU pOPUIate
ED00015834-1 O Clear v in this subsection match with your tax records - e.g.
you will need to select or populate the correct tax
Billng rate in terms of the goods/services supplied
@ Taxes
VAT Rate VAT Amount Tax Reference
200% W 10000

*Note: depending on the country, the “"Taxes”
subsection may be different and have different

required fields.

sanofi

40



How to Submit Invoices (5/6)

Net Total 500.00

Gross Total 600.00

Delete Cancel Save as Draft Calculate m

| Are You Ready to Send?

Coupa is about to create an invoice on your behalf. Please make sure you are not attaching another
invoice to this transaction as the Coupa generated PDF is your and your customers legal invoice.

Continue Editing l Send Invoice

sanofi

How to Submit Invoices (5/6)

11. On the same page, scroll down to the summary section
here there are actionable buttons:

* Click on the “"Save as draft” button to save the
invoice for later

» Click on the “Calculate” button to refresh the price
calculation

* Click on the “Submit” button to submit the invoice

12.After clicking the “Submit” button, a pop-up
confirmation window will appear - click on the “Send
Invoice” button when ready*

*Note: Coupa will create a legal invoice on your

behalf so you do not need to attach one.
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How to Submit Invoices (6/6)

Comments e o How to Submit Invoices (6/6)
o 13.To add comments on the invoice, scroll down and use the
@l Er;garzaiu_.mmzl “"Comments” section on the Invoice creation page:
PT—— @ “ 13a. Populate your comments and click “Add
Comment”, it will be directly sent to Sanofi requester
oo commen 13b. Use the @name functionality to send comments

to additional Sanofi users*

*Note: Once the response from Sanofi is available,
you will receive a notification and will be able to see

responses in this section.

sanofi i



09 How to Submit Credit Notes



How to Submit Credit Notes (1/6)

;,‘,}-COUpa 0 CspP NOTIFICATIONS @ | HELP

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

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

Select Customer Sanofi DEV

Purchase Orders

Instructions From Customer

Reminder : when you submit an invoice please refer to a PO Click on the golden coin below to initiate PO flip e

view [If] « W scarch o

PO Number  OrderDate  Status Acknowledged At Items Unanswered Comments Total Assigned Actions
| ED00015834  07/11/26 Issued PO No 500.00 GBP B,

sanofi

How to Submit Credit Notes (1/6)
To flip a PO into a Credit Note, login to your CSP account:
1. Select the “Orders” tab

2. Under the “Orders” sub-tab, use the search bar to
search for the PO

3. Click on the red coins icon to create a credit note

Note: Credit note creation is also applicable for
providing discount and correcting unit price. Please

navigate to "How to Submit Invoices with
Discounts” OR “"How to Correct Invoices” section for
detailed steps.
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How to Submit Credit Notes (2/6)

Create Credit Note creae How to Submit Credit Notes (2/6)
On the create credit note page:

Creating your first invoice? Just enter in your invoice number. Check th
Once you are ready, click Submit. You'll be notified if the invoice is app:

o 5. General Info

* Credit Note #

4. Complete the required fields in the “General Info”
section

* Credit Note Date | 07/11/25 :

Payment Term SHOWROOM-0001
*Currency | GEP w
Delivery Number

Status Draft
* Original Invoice #

* Original Invoice Date -

*Image Scan | Choose File | No file chosen

Supplier Note

Attachments 0 Add File | URL | Text

Cash Accounting
Scheme

* Credit Reason

Margin Scheme

sanofi .



How to Submit Credit Notes (3/6)

Lines

Adjustment Type - e

Type Description Price
= PO -500.00

PO Line Service Sheet Line Contract

ED00015834-1 Clear
v

Billing
000010000018-0000

Taxes
VAT Rate VAT Amount Tax Reference

e 0.00

500.00 I?

T AUU

Supplier Part Number

sanofi

How to Submit Credit Notes (3/6)
On the same page, scroll down to the “Lines” section:

5. Ensure the value in the “Price” or “"Qty” field is negative,
if the PO is:

* Quantity-based (i.e. the “"Category” is Goods), edit
the “"Qty” field;

« Amount-based (i.e. the “Category” is Services),
edit the “Price” field.

6. To delete lines, click on the “x" icon.



How to Submit Credit Notes (4/6)

Lines

Adjustment Type

Type Description Price
= PO -500.00
PO Line Service Sheet Line Contract
ED00015834-1 &
v
Billing
000010000018-0000
0 Taxes
VAT Rate VAT Amount Tax Reference
~ 0.00

sanofi

-500.00

Supplier Part Number

(X

How to Submit Credit Notes (4/6)
In the “Lines” section and “"Taxes” subsection:

7. Select or populate the tax rate for each line item if
applicable.

- It is important to ensure the tax details you populate
in this subsection match with your tax records - e.g.
you will need to select or populate the correct tax
rate in terms of the goods/services supplied.

*Note: depending on the country, the “"Taxes”
subsection may be different and have different

required fields.
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How to Submit Credit Notes (5/6)

Total VAT 0.00
Met Total -500.00
Gross Total e -500.00
Delete Cancel Save as Draft Calculate Submit

" AreYou Ready to Send?

Coupa is about to create a credit note on your behalf. Please make sure you are not atiaching
another credit note to this transaction as the Coupa generated PDF is your and your customer's
legal credit note.

Continue Editing [ Send Credit Note

sanofi

How to Submit Credit Notes (5/6)

8. On the same page, scroll down to the summary section
here there are actionable buttons:

* Click on the “"Save as draft” button to save the
credit note for later

» Click on the “Calculate” button to refresh the price
calculation

* Click on the “Submit” button to submit the credit
note

9. After clicking the “Submit”, button a pop-up confirmation
window will appear - click on the “Send Credit Note”
button when ready*

*Note: Coupa will create a legal credit note on your

behalf, so you do not need to attach one.
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How to Submit Credit Notes (6/6)
O

Comments

Mute Comments sz

Enter Comment

I [@Jason Braganza (u D?SLEDI

® -

Add Comment

sanofi

How to Submit Credit Notes (6/6)

10.To add comments on the Credit Note, scroll down and use
the "Comments” section on the Credit Note creation
page:
10a. Populate your comments and click “"Add
Comment”, it will be directly sent to Sanofi requester

10b. Use the @name functionality to send comments
to additional Sanofi users*

*Note: Once the response from Sanofi is available,
you will receive a notification and will be able to see

responses in this section.
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10 How to View Invoices and
Credit Notes



How to View Invoices and Credit Notes (1/2)

ﬁ IE Orders Business Profile Payments Service Sheets ltems ASN Sourcing Forecasts Catalegs 1 H ow to View I nvoices a nd C red it N otes ( 1 / 2)

Invoices Lines Payment Receipts
To view the general info of the invoice/credit note, login to
your CSP account:
Select customer
, 1. Select the “Invoices” or “"Credit Note” tab
Invoices
2. Under the, use the search bar to search for the
Instructions From Customer II"\VOICG/CI‘edIt note
To resolve a dispute please use the action button te submit your credit note . . ) . .
Create Invoices @ 3. You will see general info of the invoice/credit note, e.qg.
Create Invoice from PO Create Invoice from Service Sheet “Created Date" and “StatUS"*
v I Search I
Invoice # Created Date Status [oF ] Total Unanswered Comments Dispute Reascn Actions
| None 07/11/25 Draft 0 34 500.00 GBP No K 0

Status
Approved This status indicates the invoice/credit note has been accepted for payment by Sanofi.
Disputed This status indicates the invoice/credit note has been disputed by Sanofi. You will need to review

comments and action to resolve the dispute.

Draft This status indicates the invoice/credit note is saved in draft and has not been submitted yet.
* . w n H H
Invalid This status is specific for compliant e-invoices for clearance countries. It indicates the compliant Note: The Status” can be any Of those Clted in the
invoices submitted have incorrect or incomplete information and therefore have been moved to a table.
permanent Invalid state.
Pending This status indicates the invoice/credit note is currently under review by Sanofi.
Approval
Processing This status indicates the invoice/credit note is being processed by Sanofi’s Accounts Payable
department.

sanofi
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How to View Invoices and Credit Notes (2/2)

Invoices How to View Invoices and Credit Notes (2/2)

4. To view the payment details and the history of the
invoice/credit note, click into to the invoice/credit note
#

5. Scroll down to the bottom of the page:

Instructions From Customer

To resolve a dispute please use the action button to submit your credit note

Create Invoices @

Create Invoice from PO Create Invoice from Service Sheet

Create Credit Note

+ Unfold the “"Payments” section to view payment
details

L

Search

Invoice # | Created Date Status PO# Total Unanswered Comments Dispute Reason Actions

« Unfold the “History” section to view the audit trail
of all changes applied to the invoice/credit note

INV54r34 07111725 Pending Approval ED00015834 600.00 GBP No

Perpage 15 | 45 | 90

Payments >

b History N

sanofi



11 How to Correct Invoices



How to Correct Invoices (1/2)

skcoupa a

csp NOTIFICATIONS @ | HELP

ﬁ Invoices II Business Profile Payments Service Sheets Items ASN Sourcing Forecasts Setup More...
Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...
Select Customer Sanofi DEV

Purchase Orders

Instructions From Customer

Reminder : when you submit an invoice please refer to a PO Click on the golden coin below to initiate PO flip

v Search

PO Number  OrderDate  Status  Acknowledged At Items Unanswered Comments
| ED00015834  07/11/25 Issued PO No

Total Assi Actions
500.00 GBP E‘

Lines

Adjustment Type

Type Description Price .
o : 500.00 @
=1 PO -500.00 - e

PO Line Service Sheet Line Contract
ED00015834-1 Clear

Supplier Part Number

Billing
000010000018-0000

o=
sanofi

How to Correct Invoices (1/2)

If you have already submitted an invoice with the wrong unit
price, you must issue a credit note for the invoiced amount
to cancel it. Then, submit a new invoice with the correct unit
price.

Step 1: Create a credit note with the same amount:
1. Select the “Orders” tab

2. Under the “Orders” sub-tab, use the search bar to
search for the PO

3. Click on the red coins icon to create a credit note

4. On the credit note creation page, edit the “Price” or
“Qty” field and ensure value is negative and can fully
balance out the invoice value as submitted in Step 1

5. Once ready, scroll down and submit the credit note*

*Note: To find detailed instructions on Credit Note

creation, please navigate to "How to Submit Credit
Notes” section.

54



How to Correct Invoices (2/2)

-;,’;coupa o csP NOTIFICATIONS @ | HELP

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

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

Select Customer Sanofi DEV v

Purchase Orders

Instructions From Customer

Reminder : when you submit an invoice please refer to a PO Click on the golden coin below to initiate PO flip

view | - ' Search | |

PO Number  OrderDate  Status  Acknowledged At Items Unanswered Comments Total Assi jons
|EDOOOW 5834  07/11/25 Issued PO No 500.00 GBP S W

Lines

Adjustment Type

Type Description Price f':\'jcl \n‘lf] 0
&= FO -500.00 B

PO Line Service Sheet Line Contract Supplier Part Number
ED00015834-1 Clear

Billing
000010000012-0000

Taxes

VAT Rate VAT Amount Tax Reference

~ 0.00

sanofi

How to Correct Invoices (2/2)

Once the credit note has been approved, go back to the
“Orders” tab and submit a new invoice with the correct
amount.

Step 2: Submit an invoice with the correct amount:
6. Select the “"Orders” tab

7. Under the “Orders” sub-tab, use the search bar to
search for the PO

8. Click on the yellow coins icon to create an invoice

9. On the invoice creation page, ensure to edit and submit
the invoice with the accurate amount*

*Note: To find detailed instructions on Credit Note

creation, please navigate to "How to Submit
Invoices” section.
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12 How to Submit Invoices with
Discounts



How to Submit Invoices with Discounts (1/2)

coupa CSPv | NOTIFICATIONS @ | HELP
ﬁ Invoices Business Profile Payments Service Sheets Items ASN Sourcing Forecasts Setup More...
Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...
e Select Customer Sanofi DEV
Purchase Orders
Instructions From Customer
Reminder : when you submit an invoice please refer to a PO Click on the golden coin below to initiate PO flip e
view [ ~ M search

PO Number  OrderDate  Status  Acknowledged At Items

|EDOOOW5834 07/11/25 Issued PO No

Unanswered Comments

500.00 GBP

Total ASSB

Actions

=R

Lines
Type Description Price c 3 E‘I C'\’] (%]
2UUL UL
= PO 500.00
PO Line Service Sheet Line Contract Supplier Part Number
ED00015834-1 Clear
v
Billing

000010000018-0000

Taxes
VAT Rate VAT Amount Tax Reference
200% ~ 00.00

sanofi

How to Submit Invoices with Discounts (1/2)

To apply a discount to an invoice, you must first submit the
full invoice, then issue a separate credit note for the
discounted amount.

Step 1: Submit a PO-backed invoice in full:
1. Select the “Orders” tab
2. Ensure to select Sanofi in the “Select Customer” field

3. Under the “Orders” sub-tab, use the search bar to
search for the PO

4. Click on the yellow coins icon to create an invoice

5. On the invoice creation page, ensure to submit the
invoice with the full amount*

*Note: To find detailed instructions on Invoice

creation, please navigate to "How to Submit
Invoices” section.
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How to Submit Invoices with Discounts (2/2)

£ coupa °

ﬁ Invoices Business Profile Payments Service Sheets Items ASN Sourcing

csp NOTIFICATIONS @ | HELP

Forecasts Setup More...
Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...
Select Customer Sanofi DEV

Purchase Orders

Instructions From Customer

Reminder : when you submit an invoice please refer to a PO Click on the golden coin below to initiate PO flip

v Search

PO Number  OrderDate  Status  Acknowledged At Items Unanswered Comments

|EDOOGW5834 07/11/25 Issued PO No

Total Assi Actions
500.00 GBP B‘

Lines

Adjustment Type ~

Type Description Price
£s3 PO -50.00

-50.00 @

PO Line Service Sheet Line Contract
ED00015834-1

~

Billing
000010000018-0000

Taxes

VAT Rate VAT Amount Tax Reference

~ 0.00

sanofi

Supplier Part Number

How to Submit Invoices with Discounts (2/2)

After successfully submitting the invoice, navigate back to
the “"Orders” tab and create a credit note against the same
purchase order to apply the discount.

Step 2: Create a credit note for the discount amount:
6. Select the “"Orders” tab

7. Under the “Orders” sub-tab, use the search bar to
search for the PO

8. Click on the red coins icon to create a credit note

9. On the credit note creation page, edit the value in the
“Price” field and ensure value is negative

10. Once ready, submit the credit note*

*Note: To find detailed instructions on Credit Note

creation, please navigate to "How to Submit Credit
Notes” section.
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13 How to Add Additional Team
Members



How to Add Additional Team Members (1/2)

csom'ﬂc’“"m" - Inviting Additional Team Members (1/2)

ders Business Profile Payments Service Sheets ltems ASN Sourcing Forecasts | More... } . .
To invite an additional user:
Requests
1. Click the “Setup” tab
e 2. You will be taken to the Admin setup page, click on the
I ] “Invite User” button In the Users section”
View Al v
User Name Email Status Permissions Customer Access Purpose Actions
CSP elsa.robinson@sanofi.com ARG ASNs Sanofi DEV Accounting, Edit
Supplier Admin Diversity,
Business Performance Legal,
Catalogs Procurement,

*Note: Only CSP users with an Admin role will have

permission to invite users.

sanofi o



How to Add Additional Team Members (2/2)

sanofi

Invite User

User Information

Firet ame

Phone Number

[ < -]
Q P P
A
|

Lo
Catalng
Pr
o A
o e

Inviting Additional Team Members (2/2)

3. On the pop-up “Invite User” screen, input the required
information

3a. Input the user’s name and email address

3b. Check/uncheck appropriately the fields in the
“"Permissions” and “Customers” sections to control
the new user’s permissions and access

3c. Once complete, click “Send Invitation”, which will
issue an email invitation to the new user. The new user
will need to go through the same registration and log-
in process, as previously described, in order to access
the CSP
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14 How to Merge Accounts



How to Merge Accounts (1/4)

£wcoupa csnow How to Merge Accounts (1/4)
ﬁ Invoices Orders Business Profile Payments Service Sheets ltems ASN Sourcing Forecasts TO merge aCCOU ntS .
Connection Requests 1 . C||Ck the “Setu p" ta b*

2. You will be taken to the Admin setup page, click on the
“"Merge Requests” link in the Users section*

Admin Merge Requests

e'“e"'“ge A 3. Enter the email address of the account you wish to
aorker Portal Access merge Wlth and thk the “I,m nOt a I'ObOt" CheCk bOX

coupa@coupamail.edu

4. Click on the "Request Merge” button

Merge Suggestions Ny
I:’ I'm not a robot

Requests to Join reCAPTCHA

Privacy - Terms

Fiscal Representatives

Additional CaaS
! Merging will join the accounts and give all combined users the ability to invoice and submit payment

Information 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 organization. Once approved, an account merge cannot be

sFTP Accounts .
undone. Learn more about merging accounts.

cXML Errors
Request Merge

sFTP File Errors (to

*Note: Only CSP users with an Admin role will have

permission to merge CSP accounts.

sanofi o



How to Merge Accounts (2/4)
o

* Account Owner @ My Account How to Merge Accounts (2/4)

(O Their Account . .
5. Select which account you wish to be the account owner

using the “"Account Owner” radio buttons and add a
“Note For the Recipient” if required* and click on the
“I'm not a robot” check box

6. Click on the “Send Request” button to send the Merge
™ request

* Note For Recipient

I:’ I'm not a robot

reCAPTCHA

Privacy - Terms

1 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
organization. Once approved, an account merge cannot be undone. Learn more about merging
account

Cancel Send Request

*Note: you will still be able to log into the account

with both login details.

sanofi o



How to Merge Accounts (3/4)

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 cus-
tomers 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 CSP supplier:

Note

‘You can review the request and respond by clicking below.

° View Merge Request

Admin Merge Requests

Users

Worker Portal Access

ions

Requests to Join

Fiscal Repr

Additional CaaS
Information

sFTP Accounts
cXML Errors

sFTP File Errors (to
Customers)

sFTP File Status (from
Customers)

entatives

Initiate Merge Request

coupa@coupamail.edu

I:I I'm not a robot

1eCAPTCHA

1 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 organization. Once approved, an account merge cannot be
undone. Learn more about merging accounts

Request Merge

Open merge requests

Requested CSP supplier Initiated From Other Company

. Respoend
08/21/25 3 North Street Park

Stewartstown Northern Ireland BT71 5JG

United Kingdom

sanofi

How to Merge Accounts (3/4)

7. The email address you inputted during the merge request
process will receive an email notification; they will need to
press the “View Merge Request” button

8. The recipient will then be taken to the CSP and will see an
Open merge request under the Merge Request section
of their account, the must click on the “"Respond
Button” to accept the merge request
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How to Merge Accounts (4/4)

Users with access to CSP Supplier ( zia jin@sanofi.com )

merged account How to Merge Accounts (4/4)

Note from requester Note 9. The recipient will need to check the “I recognise the
Add note for requester email address above as a coworker at my company,
and agree to merge” check box*
y 10.0nce, this check box has been ticked they will then be
o () I recognize the email address above as a coworker at my able to accept the reque5t by C”Cking on the “AFcePt"
company, and | agree to merge button - now both users will have the abl'lty to invoice
and submit payment information to linked customers on
1 Merging will join the accounts and give all combined users the ability to half of S fi
invoice and submit payment information to linked customers on behalf of be alr o anori
your company. Only accept this request if you confirm this user is part of your
organization. Once approved, an account merge cannot be undone. Learn more
about merging accounts

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. Only accept this request if you confirm this user is part of your
organization. Once approved, an account merge cannot be undone. Learn more
about merging accounts
*Note: The user will not be able to accept the
@ request until this check box has been ticked.

sanofi
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How to Manage Notifications

csP NOTIFICATIONS HELP

Zicoupa
ﬁ Invoices Orders Business Profile Payments Service Sheets ltems ASN Sourcing Forecasts Setup More...
My N otlflcatlo ns e I Notification Preferences I
View | All ~
0 Message Received
e Terms of Use
New Terms of Use are received Online Email O sms
Users
Add Users to account Online Email O sms
A new customer connection is created Online Email O sms
Service Sheets
A Service Sheet is rejected Online Email O sms
A Service Sheet is approved Online Email O sms

Cancel

sanofi

Managing Notifications
To manage CSP notifications, on the CSP homepage:

1.
2.
3.

Click on "NOTIFICATIONS"” at the top of your screen
Click on the “Notification Preferences” button

On the “"Notification Preferences” page, you can
enable/disable “Online”, “Email”, and "SMS"”
notifications as required

. Once complete, click the “Save” button at the bottom of

the page to confirm your notification settings
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How to Add Comments to Invoices and Credit Notes

&% CsP NOTIFICATIONS e HELP - -
‘ol_l How to Add Comments to Invoices and Credit
ﬁ m Orders Business Profile Payments Service Sheets Items ASN Sourcing Forecasts Catalogs Setup More... N Otes

Invoices Lines Payment Receipts

To add a comment to an Invoice or Credit Note:

e Seloctcustomer | Saroh DEV - CSP sarpiier B 1. Navigate to the “"Invoices” tab, here you can view all
Invoices invoices and credit notes
2. Ensure to select Sanofi in the “Select Customer” drop-
Instructions From Customer d own
To resolve a dispute please use the action button to submit your credit note
Create Invoices @ 3. Use the search bar to search for the Invoice or Credit

Create Invoice from PO Create Invoice from Service Sheet Create Credit Note Note you WiSh to add a Comment to
4. Select the Invoice or Credit Note # Link under the

I\nvalca‘# Crlsar‘sdDals Status Total Unanswered Comments Dispute Reason Actions Invoice # Column to open the Invoice Or Credit Note
| INV_34234 08/21/25 Draft 500.00 GBP No K Q
T e : g 5. Scroll to the bottom of the page and enter a comment in
e e e sacemr e 7o the Enter Comment box and click the "Add Comment”
nvsiras  forwies PendingApproval  EDOU01SE34 60000 GEP  No button to submit the comment, You can use the @
Sttt functionality to send a notification to a specific Sanofi
user*
e Comments Mute Comments W
Enter Comment
Add Comment [@Za(DEV) Jin (U1092613]] *Note_: You cannot delete a commgnt once
) submitted, you are only able to edit the comment
Add File | URL using the pencil icon.
Add Comment

sanofi o
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