Registering as an MIT Supplier for Payments & Reimbursements in
the Coupa Supplier Portal

1. Receive anemail to register as an MIT Supplier. Coupa Supplier Port. Profile Information Request -

Powered by Z,3COUpPA

Profile Information Request

Hello Supplier,

MIT Buy2Pay 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.

2' SeleCt JOIn and Respond' Coupa's Supplier Portal is completely free, setup is fast, and it helps you better transact and
communicate electronically. You can also easily update your company information if it ever
changes.
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3. Create anaccount by adding the following
information:

a. Business Name: Populates automatically based on £3coupa
the supplier request submitted by MIT

_— TR, A
b. Email: Populates automatically based on the

supplier request submitted by MIT LT O OpbouTe

NET By 18 uming Coupa B MrOnSCT el tronetoily
and comemunicata wilth you Wa'll weolk you rh",\-.;:]r. a
uack and eosy #atup of your GOooUNE with MIT BuyZPoy

c. First Name/Last Name: Populates automatically T —
based on the supplier request submitted by MIT

14 M)

d. Password: Enter manually

e. Confirm Password: Enter manually

f.  Country/Region: Enter manually —

g. TaxRegistration: Enter if you have atax w—) ' w2y
identification number (TIN or Tax ID) issued by your PP —
country’s government. —

h. If not, click | do not have a Tax ID. The Country/
Region field will clear if you check the | do not have
a Tax ID box and enter Reason (required field if
checking the | do not have a Tax ID box). — Create on accort

i. Clicklaccept the Privacy Policy and the Terms of
Use.

j.  Click Create an Account.
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4. You will receive an email verification code to the
email address you supplied. Enter this code into
the Email Verification form and click Next.

5. Complete the required fields on the Account
Details tab.
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coupa supplier portal

Email Verification

We sent a one time verification code to cindyvy: com

Coupa Supplier Portal Onboarding
Filll owt required info for your Busingss Profile befors proceeding to Coupa Suppléier Partal

Account Details  Payment Infermation

Primary Address (=)

* Country/Region * Address Line 1 Address Line 2
Endia -
= City * State * Postal Code
ALWARPET CHENMAI Tamil Nadu - BO001S
India
Co Reg Mum, | Permanant Account Number (PAN) (T)
Invoice From Code (T) Preferred Language

English {India)

Tax Registrations
* Country/Region
India -

@ ! don't have VAT ID Mumbier

* Local Tax ID




6. MIT does not make payments using a Virtual
Card. Skip the Virtual Card field and click Do
not accept Virtual Card payments from this
customer.
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Coupa Supplier Portal Onboarding
Fill cut required info for your Business Profle bafora prozeeding ta Couoa Supalic

Virtual Card @

* Payment Method Name

L)

Do not accept Virtual Card payments from this customer

* Emoil Adoress

Not Supported by Customer




7. Complete the Bank Transfer information if:

a. Youhave aUS bank account and wish to be paid by
direct deposit; or

b. Youhave aninternational account only and need to
be paid by wire transfer.

C. Note: Example paymentinformation is for international wire
payments to India. The details required to process wire payments
varies based on the payee’s country.

Payment Method Name: Nickname for payments
made by MIT.

Bank Account Country/Region: Automatically
populated based on account details provided

Bank Account Currency: Automatically populated
based on payee’s country’s currency. Currency can
be changed to US dollars (USD), and MIT prefers to
pay in USD.

Beneficiary Name: Enter manually

Bank Name: Enter manually

Account Number: Enter manually

Confirm Account Number: Enter manually

Indian Financial System Code (IFSC): Enter manually

If you expect to receive international payments, check
My company expects international payments and
enter your bank’'s SWIFT/BIC Code.

*Note: If your country uses an IBAN number, please
enteritinto the IBAN fieid.

Click Next.
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Coupa Supplier Pnrtal_ Onboarding

Bank Transfer

* Paymant Mothod Hame [

RFP Payments from MIT

My company axpects o receiee urgenthuing
payments

Do not accept Bank Transfer payments fram this customer

INR

.::[,.d.lmrulr Ww!tﬂ-..\.
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8. Ifyouwishtoreceive payments by paper check,
complete Payment Information under Check. If
you do not wish to be paid by check, goto the
bottom of the page and check Do not accept
Check payments from this customer. Then click i N
Next.

Coupa Supplier Portal Onboarding
Fill out required info for your Business Profile before proc ing o Coupa Supplier Portal

The payment information has been s ssfully shared with the following customers and has been validated: MIT

* Payment Mathod Name ()

Country/Region
India -

* Street 1

9. Ifyouare adomestic supplier you will receive a e

form for Subscriptions. Click Cancel, and proceed
with completing the RFP Registration Form.

Subscriptions * Pin Code

Ramit-To Code |

Registered #% Coupa Verified

Easily do business with customers who Amplify your trusted brand across
use Coupa Coupa's community of buyers
Free $549 [ year

Registered user includes: Everything in 'Registered" plus:

* Business Profile * Verified Badge

s Orders s Priority Search Rank
* E-Invoices

+ Catalogs

* Payments
s Sourcing Events

S

Coupa Advanced

Optimize your cash flow and increase
productivity throughout your day

$4,800 / year

Everything in 'Registered’ plus:

* Automated invoice reminders
and reporting

« A seamless integration with your
account system

Purchase Advanced

Cancel

\

® o

net accept Check payments from this custamer

gl
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10. Click on RFP Registration Form.

1.

Complete the required details and click the Add
Remit-To button to add a payment address.

4 Invoices  Orders Setup  ServiceSheets  ASN  Sourcing  Forecasts

Catalogs ~ Community  More..

Business Profile  Legal Entities q er

MIT Buy2Pay

Form Responses

Profile

MIT Buy2Pay

“l“‘""‘"‘l i |

Form Status Created Date
| reP Regstraton Form New 031325

Perpage 15 | 45 | 90

Submitted At

MIT Buy2Pay Select Custarnes | MIT Buy2Pay

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

RFP Regisiration Form V26

his form and salbemi 16 MIT A

Supplier Information

Are You a United States (US) Tax Resident, US Citizen, or US Entity?

Yes
® No

* Ase You an indhvigual or an Entity?
® Inclividual
> Entity

* dure You a Permanent Resident of Canada or an Entity Located in Canada®

O Yes
® N

* Country of Parmanent Residency ar Entity Location

* Do you hava sccess to a US bank account and wish t recsiva paymant to that account?
Yes
) Na

“Legal Name / Business Name

Chas Smith

o Seholirsbips, F

TIN i yous s claiming

SENATIN

Plaase add your Foenign Tapayse |

mbar equivalent in your country] o ¢

Internaticnal Tax Identification Number [FTIN)

Tax Forms

vd attach i 10 the ¢

Cat YouE 1AgEStT

-W-BBEN

Effective Date

040125

* Expiration Date

040126

* Attachments

Add

fwiiben pat

Description

a tax troaly for Royalies




Address and Contact Information

Please be sure 1o use your permanent address hare that you Sated on the previous tax form

- Contact phone

-Permanent Address

Addreas Purpose

o o

“ Region

CountryRegion

Ay W

O

Street ABG e 2

Street Address 3

Street Address 4

" Pastal Cose

ERG

Ll Gt

Payment Information

*Would you like to receive payment via wire transfer?

@ Yes
) No

*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




12. For each payment method, click the Bank
Transfers and/or Checks tabs. Check the box
next to the particular set of banking details
you want to use for that payment method, and
click Add Selected.

If you previously provided your banking details for
direct deposit or wire payments, select the Bank
Transfers tab.

If you previously provided your banking details to be
paid by check, select the Checks tab.

13. Confirm the Add Remit-To details on the supplier
registration form.
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How would you like to be paid?
All Methads Bank Transfers Checks Credit Cards Add Payment Method ~

MIT Buy2Pay prefers Bank Transfers, Cheeks Payments.

Ty Customer Prefermed

Cance il Add Selected




14.

15.

Select Yes if your bank can receive payments

in US dollars (USD) via wire transfer. Select No

if your bank cannot accept payments in USD via
wire transfer, and specify a Currency Preference.

If you are using an Intermediary Bank, enter the
Intermediary Bank Name, Intermediary SWIFT/

BIC Code, and Intermediary Bank Account.

16. Verify that all your informationis correct, and

17.

Submit for Approval.

Your supplier registration status will show as
Pending Approval. Once the MIT Supplier
Management Team approves the registration and it
has integrated to the financial systems, the Request
for Payments & Reimbursements process can be
completed.

If you need further assistance with registration,
please contact supplier_contact@mit.edu.
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*Can your bank receive United States Dollars (USD) via wire transfer?
O Yes
@® No

* Currency Preference

x v

INR | India | Indian Rupee (INR
)

* Are You Using an Intermediary Bank?

@ Yes
O No

* Intermediary Bank Name

*Intermediary SWIFT Code (BIC)

Intermediary Bank Account

Decline Save Submit for Approval

* Pending Approwal
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