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For any questions regarding Coupa operations, please contact
the dedicated inquiry desk below.
AGC CSP Dedicated Inquiry Desk
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mailto:agc.cspinquiry@agc.com

01 Consent to Terms of Use via
Questionnaire*

*This document is based on information as of July 2026.
Please note that screen layouts and functionality may be subject to change due to future releases by Coupa.
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Review the Coupa implementation briefing materials

Fill out the questionnaire on Coupa implementation

Submitting the questionnaire indicates intent to use Coupa

and agreement to the Terms of Use
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02 CSP Account Creation Procedure (1/10)
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Access CSP

Select Language

CSP Account Sign-Up Page

Access the CSP account creation screen and select a language as needed.

oCIick the translation function at the
bottom of the screen
and select your language.

English (Philippines)
English (Singapore)
English (South Africa)
English (Taiwan)

English (Ukraine)

Espafiol (Colombia)

m Espaniol (Espania) I

©AGC Inc.


https://supplier.coupahost.com/sessions/new
https://supplier.coupahost.com/sessions/new
https://supplier.coupahost.com/sessions/new

02 CSP Account Creation Procedure (2/10) AGC

Your Dreams, Our Challenge
Create Account To create a new CSP account, click the "Create Account" button to open the
Screen account creation screen.

ascoupa b e o Click "Create Account"
to open the account creation screen.

©AGC Inc. 8



02 CSP Account Creation Procedure (3/10) AGC
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Register On the account creation screen, enter the required information, agree to the
Company Info policies, and click "Create Account."

o Enter "Business Name," "Email Address," "First Name,"

Create an account and "Last Name."
* i H 1 ;
Grow your Business on Coupa with a Free Account The emall addres_s Wl” be your Clompany S prlmary CSP
email and the destination for AGC's later CSP connection
e * Business Name request_

9 Enter "Password."

9 Enter your Qualified Invoice Issuer Registration No. in

* Email

 First Name * Last Name "Registration Number."
Enter the 13-digit invoice registration number starting
m - - with "T." If tax-exempt, check "I do not have a
* Passwor * Confirm Passwor

- - registration number."
* For invoice system compliance, please ensure there are
NO OMISSIiONS Or errors.

* Country/Region * Tax Registration

e o Check "I agree to the following." This privacy policy
D)l do not have a Tax 1D agreement is between Coupa and the supplier.
e Click "Create Account."
I i accept the and I

@0 00

[ — ]

Already have an account? Log In
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02 CSP Account Creation Procedure (4/10) ..AGC

address.

$zcoupa

Your Coupa Verification Code

- Below is the secure verification code you requested. Enter the 6-digit code
in Coupa to verify it's you.

%k %k k Xk %k %

If you didn’t request this code please contact us at supplier@coupa.com.

£;:coupa & Secure

Email Verification

We sent a one time verification code to wangrui_0216@163.com

El
El
el
5
g
5
5
5
8
1)

Email address verification is required when creating an account.
When you click "Create Account," a one-time verification code is sent to the registered email

o Check the email and enter the one-time
verification code.

© Click "Next."
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02 CSP Account Creation Procedure (5/10) AGC
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If multi-factor authentication is required, follow the steps below to enable
settings such as email messages.

Secure Your Account

A modern, secure multi-factor authentication experience with passkey
support. Fast, passwordless, and beautiful

(Learn More) o Click "Use another method," then click
"Email message."

{-'_'- Passkey (Recommended)
Use your browser or device as a secure key to sign in— >
no passwords or verification codes needed

e Enter your email address and click "Send

@ ..
code.

Multi Facter Authentication via Email

o A code will be sent o an alternate email. Note: this email cannot be th 2 e
your login email
* % % % @age.com

Send Code

Enter the 6-digil verification code sent to your email.
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02 CSP Account Creation Procedure (6/10)

A one-time verification code will be sent to the registered email address.

ZEcoupa
" Your Coupa Login oode:l.; h A A A A I
o Check the email and enter the one-time

verification code.

Hi Shuai,

Your Multi Factor Authentication code for the Coupa Supplier Portal is
4 a a a a a ease enter this code in the Portal to continue. If you did not request

this code, please reach out to Coupa Support immediately.
- " n
9 Click “Enable.

Review Security Settings

Mulii Facter Authentication via Email

(] A code will be sent fo an alfernate email. Note: this email cannof be the same as

‘your login email

Your verification code has been sent to: s % & % @agc.com 0
o Enter the 6-digit verification code sent to your email.
I AAAAAA I
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02 CSP Account Creation Procedure (7/10)

Download Download the verification codes needed if you lose your authentication device or
Recovery Codes app.

Multi Factor Authentication Has
Been Successfully Enabled
o Click "Download and Continue."

Emergency Recovery codes are essential to restore access if you

(@) Important
lose your authentication device or app.
e Save the downloaded CSV file.

Z5DM4AA -RIQWQ
-gzEvg qul8LQ
i 23y A Ju2Udw

Copy or download these codes on your device. You can use each recovery

code only once.

| copied and saved the recovery codco “““
Continue Download & Continue

(2
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02 CSP Account Creation Procedure (8/10) AGC
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Set Primary . s .
Please register your initial profile.

Coupa Supplier Portal Onboarding

1)
W/ Provik tho main addeess associated with your Busingss.

o Enter your company information in "Primary

Primary Address Address."
= A A A A A A &
ot o 9 Enter "Country/Region" .
ming 5 - * ¥ % %k

© ciick "save and Next.”

United States

mvaice Fram Code (] Preferred Langu

e Tax Registrations
* Country/Rcgion
Uni

ited States
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02 CSP Account Creation Procedure (9/10) AGC
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Payment-related information will be set by AGC, so do not set it up in CSP.

Coupa Supplier Portal Onboarding

(& Primary Address saved successfully X
@ Primsry dddecss (T Peyment Methods
Provick the main ackdrecs assoated with your busingss N2 Virat Card | Bk Tanster | Ramit To Address)
Virtual Card @

* + +(omitted)- «

o Select "My company does not accept virtual
card payments."

9 Click "Save and Next."

9 Select " My company does not accept Bank
Transfer payments. "

e Click “Save and Next."
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02 CSP Account Creation Procedure (10/10) _ AGC

Do not select the paid version of CSP.

Subscriplions

0 M
i tumamw | Commfdenzd o Confirm that "Registered" shows $0 per
. T - s year,then click “continue.”
50/ year 5540 year FABO0 [ year 9 Click “Save."

“ Share Your Business Profile with the
ith your

Coupa Community
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03 First Login to CSP
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03 First Login to CSP (1/2) ~AGC

ur Dreams, Our Challenge
- Access the CSP account login screen and complete the first login.

£,:coupa & sacue

o Enter "Email Address" and click
"Continue."

Login

o [l % %  @sge.com | 9

Enter "Password" and click "Log In."

* Emal
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03 First Login to CSP (2/2) ..AGC

Check

How to confirm that the current plan is the basic free plan

£,2COUPA Supptier Portal o ﬂ. ¢

o Inwaices Orders Business Profilc Service Sheots Items ASN Sourcing Sotup Morz -~

Subscription

o Click "Upgrade" at the upper right of the
CSP top screen
9 X to check the current plan.

»

I Choose your subscription

Basic Coupa Verified Coupa Advanced 9 After confirming, click X to close the
T e e, screen.

S0/ year S549 year 54,800 [ year

Basic includes: All Basic features plus: All Bazic features plus
s Business Profile »  erified badge = Single Sign-0n (S50}
= Invoecing, Orders. and Payments = Bank account validation D
s Catalog maragement ®  Pricrity scarch ranking
s Sparcing events (public & = Enhancred growth dashboard

invited)

=  Growth data dashboard
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