For Suppliers
CSP Registration Manual
(Initial Registration and Setup)

LY Corporation
Procurement and Accounting Division

June 2026

LINEYO-



=

Agenda

About This Document (P3-4)
Overview of Coupa (P5-10)

CSP Registration Procedure (P11-41)
Contact Information (P42-43)



1. About This Document




Background

Purpose of This

Document

Background and Purpose

* From Monday, June 8, 2026, LY Corporation (hereafter "LY") plans to gradually
switch to processes using the purchasing system Coupa.

For the series of purchasing processes with LY, from quotation to order to invoice, we
intend to gradually switch to communication through Coupa as the standard process.

* This document is a manual for suppliers when registering with CSP (Coupa
Supplier Portal), which is required to issue invoices on Coupa.

*The screenshots in this document may differ from the actual screens.




2. Overview of Coupa and CSP



What is Coupa?

Usage / Fees

Registration

Overview of Coupa

Coupa is a cloud service provided by Coupa, Inc.* that can manage purchasing processes from
quotation to order to invoice.

*Coupa corporate website: https://coupa.co.jp/

It can be used from a web browser without installation.
No license fees or other costs are incurred for using Coupa.

Coupa can be used without account registration, but issuing invoices on Coupa requires prior
registration with CSP.

(See the next section for CSP. CSP registration is also free of charge.)



https://coupa.co.jp/

Overview of CSP

CSP (Coupa Supplier Portal) is the Coupa portal site used by suppliers. Use requires an invitation from LY and registration by the
supplier.To request registration, please contact us using the inquiry form described later.

If Not Using CSP

Access Coupa from the link in each email sent
to you

Check by individual case

Cannot issue invoices on Coupa

Access Method

How to Check
Order Information

Invoicing Method

If Using CSP

Log in to CSP to access

Centralized management and confirmation are
possible

Can issue invoices on Coupa




Scope of Coupa Use

You will check and enter information in Coupa starting from email notifications.

n
»

Currently handled Supplier / )
in Coupa Case Survey )

]

Submit Quotation

/ Quotation Request

New scope to be
handled in Coupa

Receive Quotation

K K K| K

Delivery / Work

Completed i

_____________________

*1 If submission of an
inspection certificate is :
required, please request it

i

Issue Invoice*2 /

together with your company

format. |:

Coupa

=

O
)

Supplier

*2 CSP registration is
required to issue
invoices (described
later).



Projects Subject to Invoicing via CSP

In principle, we ask that invoices received by LY be issued via CSP.

Cases handled by the Purchafing / Procurement Cases other than those at left
Department

Already handled in Coupa Already handled in Coupa

Supplier / Case

Survey

In Scope

Quotation (Switch to Coupa)

Out of Scope

In Scope

(Switch to Coupa) Out of Scope

In Scope In Scope
(Switch to Coupa: CSP registration required) (Switch to Coupa: CSP registration required)

Invoice

*This includes goods, hardware, outsourced services, cloud services, etc.; many items procured by LY are in scope.



Timing of Switch to Coupa

Because the switch to Coupa will be gradual from Monday, June 8, cases already in progress will continue using the current method.
Therefore, cases using different methods will run in parallel.

Quotation Request
No Ch
(LY to Your Company) 0 Change
Quotation Response No Change Monday, June 8 (planned), gradual switch
(Your Company to LY) g (switching from new cases created within LY after release)
Order
(LY to Your Company) No Change
Invoice No Ch Monday, June 8 (planned), gradual switch
(Your Company to LY) o -hange (we will contact suppliers who should register for CSP in phases)




3. CSP Registration

P12: Overall Overview

P13-21: CSP to initial registration

P22-23: CSP screen overview

P24-25: Various notification receive settings
P26-28: Login password change

P29-33: User information edit / add registration
P34-41: CSP account merge
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Overall Overview

This section explains the following CSP registration operations.

CSP to initial
registration

CSP screen
overview

Various
notification
receive settings

Login password
change

User information
edit / add
registration

CSP account
merge

When LINE Yahoo
registers a supplier
in Coupa, the
supplier will receive
an invitation email to
Coupa.

This section
explains the
procedure for
completing the initial
Coupa registration
using the link in the
email.

This section gives
an overview of CSP.

Various notifications
from Coupa can be
received via “Online
(CSP),” “Email,” or
“SMS.”

This section
explains how to
configure the
notification receipt
settings.

This section
explains how to
change your CSP
login password.

Multiple users can
be registered for
each company.
This section
explains the
procedures for
editing user
information and
adding new users
using an
administrator
account.

When multiple
accounts exist for
the same legal
entity, the accounts
can also be merged.
This section
explains the account
merge procedure.
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Initial
Registration

Detailed Explanation

CSP to initial
registration

This section explains initial registration with CSP.

CSP screen
overview

Various
notification
receive settings

Login password
change

User information
edit / add
registration

CSP account
merge

When LINE Yahoo
registers a supplier
in Coupa, the
supplier will receive
an invitation email to
Coupa.

This section
explains the
procedure for
completing the initial
Coupa registration
using the link in the
email.

This section gives
an overview of CSP.

Various notifications
from Coupa can be
received via “Online
(CSP),” “Email,” or
“SMS.”

This section
explains how to
configure the
notification receipt
settings.

This section
explains how to
change your CSP
login password.

Multiple users can
be registered for
each company.
This section
explains the
procedures for
editing user
information and
adding new users
using an
administrator
account.

When multiple
accounts exist for
the same legal
entity, the accounts
can also be merged.
This section
explains the account
merge procedure.
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Initial
Registration

CSP initial registration(1/8)

Access the initial setup screen from the CSP registration invitation email.

0 You will receive an invitation email to CSP. Complete -
the initial setup using the link in the email.

Invitation email sender
domain:@supplier.coupahost.com

Subject: Action Required: Registration Instructions for
LINE Yahoo Corporation

e Click “Join Coupa Supplier Portal.” A web browser will
open and take you to the Coupa account registration
screen.

Note :
The link in the email is valid for 48 hours. If you are unable
to complete registration within 48 hours, please contact us.

Although there is a “Forward this registration request”
button, the initial registration should be completed by the

B 0 § & & 11

7o a>nuETd: kRat s E e

Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.com>

£rcoupa
I
LHETATOE SFAZHERFHCMEL. BAESDTLVETL. BEOHEEHEET.
BECB3ITESLS. 8HELURICTNDI FEERULTIRZL, ASHOEBHTER TR VSAE. supplier@coupa.coma

TTEE<IZZ N,

trzt 2

av

= O

2024/08/1915:20 (22 657881 % @ €

ToB% ~
?_79-}5 >ppeey: = |

person who received this email. If you need to change the
registrant to another person, please contact us.
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Initial
Registration

CSP initial registration(2/8)

Configure the data privacy settings on the web browser screen that opens.

If you wish to make your company profile visible to the
entire Coupa Community*, select “Make all business
profile details public.”

T=RTFAN—

BENFDEDZL-—AICHEITESLSIC. EIxAERERMLEL L 3.
@ EZRAATO7 v —ILERMLEL.

() E¥xZATO7—LOFEETATLHTS

Note :

Coupa Community is a community that connects Coupa
user companies around the world (buyer companies like
our company) with suppliers for knowledge sharing,
networking, and other activities. LINE Yahoo is not involved
in its operation.

© LY Corporation



Initial
Registration

CSP initial registration(3/8)

Enter the required information on the account creation screen.

0 THY Y MR
Enter the required fields, review the “Privacy Policy” Y
and “Terms of Use,” check the box to indicate your I you canitprovide this info, please send it to the right
agreement, and then click “Create Account.” R
O—
HERESHBDHELA N
NOte : ﬁi:&-;ﬁ-ﬂ’ifﬁl.'f_'nf;'.,\lifil?-}\,‘jl,T(T.-..‘\L‘ ‘g .
Fields marked with “*” are required.
The email address cannot be changed. If it needs to be TR——
changed, please contactus. | [~ | == e -
The “First Name” and “Last Name” fields will display the
values set by our company (with the first and last names T m o
reversed and “-sama” added). If your own name is entered, L
no correction is required even if it appears in this format.
You may revise it as needed. L —
Set a password using at least 8 alphanumeric characters. M =
Registration Number refers to the Qualified Invoice Issuer
Registration Number.
T
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Initial
Registration

CSP initial registration(4/8)

Select a method to secure your account.

Select a method to secure your account, and then
follow the on-screen instructions to complete the setup.

Note :
Multi-factor authentication (MFA) using passkeys is recommended.

THhov ek

FETZ2EADSTAI P ERBTIFEEBRLTILESL,

FFLLHRD)

)

NZAF— (#37)
FINA ADISERBIE. Face ID. FHLIIPINEE-STESRIC

NKAF—3F, BRTTHIVFPRER-JTRETETET.

TORDGEEERTS ~

>
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Initial
Registration

CSP initial registration(5/8)

Enter the required information on the account creation screen.

Enter the supplier's address and postal code.

Although this is an optional field, please enter the
“Corporate Number” whenever possible.

Click “Save and Continue.”

Note :
Fields marked with “*” are required.

Onboarding for | I (Coupa Supplier Portal)

Coupa Supplier PortallC#THIIC, ESRZATOT7 1 —ILICHBREBREADLTLLETV

ThorrHE Payment Methods
Provide the main address associated with your bu: (Virtual Card | Bank Transfer | Remit-To Address)
a KREFFFO +

* Bt * PR 1EPR2
( =3 - J FI|4L 7 —1000 K999 ®
* HXETH * $EAFR CEBEES

ABX R v 999-9999

°Japan

EAES () WR7TI-F (O
13 DBRFDH % 9999999999999)
FEEE

B&FE -

I RELTERA I
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Initial
Registration

CSP initial registration(6/8)

Enter the required information on the payment information screen. (For Bank Transfer)
> If you are not automatically redirected to the payment information screen, please refer to "Initial CSP Registration (8/8)."

If you wish to receive payments via bank transfer,
please enter the required information.

If you do not accept payments via bank transfer,
please select the checkbox. Note: Since this setup is
mandatory for your first invoice submission through the
CSP, we highly recommend completing it in advance.

@ Click "Save & Continue".

Note :
Fields marked with an asterisk (*) are required.

Onboarding for IING@G@zGzGg (Coupa Supplier Portal)

Coupa Supplier PortallCETHIIC, ECRATOT 4 —ILICKBLREREADLTLETL

FHhI A Payment Methods
Provide the main address associated with your business. {Virtual Card | Bank Transfer | Rem

t-To Address)

RITIRIA
BIRADFTIERITRAICIE. ROBEREAHDLTLLETWV
%ﬂ!!u ©) L rNon T ]
AETZEOESE * MITOEDER *
B& - JPY v
7% - nNEES * O
BiTI—F * SWIFT/BICI—F (7)
ZEI-F (O

() Coupa Software(Accenture DemoIR i) H S RITHRAOZHERIFHFHEWL
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Initial
Registration

CSP initial registration(7/8)

Enter the required information on the payment information screen. (For Virtual Card)
> If you are not automatically redirected to the payment information screen, please refer to "Initial CSP Registration (8/8)."

If you wish to receive payments via virtual card, please Onboarding for I (Coupa Supplier Portal)
enter the requlred |nformat|on Coupa Supplier PortaliC L HIIC. ESRATO7 ¢ —ILICHBLEREEADLT{ TV
© REERFERCRESNELL X
@ If you do not accept payments via virtual card, please ® o

select the checkbox.

ThorriE Payment Methods
m Click "Save & Continue". @;\"—acwm— N6)
ThHOY D=y oF—L * @ A=ILTFLA *

() Loy rh—-FEZEBNICRETS

Note - ) coupa Software||| |l 57~ 2 - Fosiz2r im0 ‘
A virtual card refers to a credit card that does not issue a

physical card.




Initial
Registration

CSP initial registration(8/8)

(Only if you are not automatically redirected)
Navigate to the payment information screen.

©

Click the "Business Profile" tab.

©

Click "Payment Methods".

Click "Add Payment Method", select your payment
method, and then follow the on-screen instructions to
complete the setup.

Zacoupa skl

ez - o -

Q  mRE R $—EXu—F  FAFA AN B FAl  hE0Y  EBE More ~

ESFR7O71—IL

&

SHSEEEM -
SRITIRA
N=FwILh—EK

7071 —ILORE

&

INT F— > A5l

)
I‘li' B E H®U I
)

fealphed SEH oo EhIGEA WMECHEFES HFEDZAT—42 R Fosay

ST hT Y A ROD D EE A,

Note :
Fields marked with an asterisk (*) are required.
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Detailed Explanation

CSP to initial
registration

CSP screen
overview

Check the CSP screen.

Various
notification
receive settings

Login password
change

User information
edit / add
registration

CSP account
merge

When LINE Yahoo
registers a supplier
in Coupa, the
supplier will receive
an invitation email to
Coupa.

This section
explains the
procedure for
completing the initial
Coupa registration
using the link in the
email.

This section gives
an overview of CSP.

Various notifications
from Coupa can be
received via “Online
(CSP),” “Email,” or
“SMS.”

This section
explains how to
configure the
notification receipt
settings.

This section
explains how to
change your CSP
login password.

Multiple users can
be registered for
each company.
This section
explains the
procedures for
editing user
information and
adding new users
using an
administrator
account.

When multiple
accounts exist for
the same legal
entity, the accounts
can also be merged.
This section
explains the account
merge procedure.
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CSP Screen Overview

Account

You can change the password for the registered
account and configure notification settings. (Details are
explained in “3. Configuring How to Receive Various
Notifications” and “4. Changing the Login Password.”)

Notifications

You will be notified of the status of information
requests and other updates. Click “View All
Notifications” to view a list of notifications.

Settings

You can configure various settings, such as adding
users and merging accounts. (Details are explained in
“5. Editing and Adding User Information” and “6.
Merging Multiple CSP Accounts.”)

Note :

If you will not perform “invoice registration,” which is part of
P2P (Procure to Pay) operations in Coupa, these settings
are not required.

You will receive
notifications about
Coupa version
updates and other
information.

PIspla s O VIE
3 oe D ase orde
zayoupa
u ;1% = ] 3 IE
\¢Jﬁﬁﬁ?iaiCW¥:3;:;4m@§m%§:;t£§“‘:&=J VET x]

[Profile]
Supplier company
information.

JOJ71I)LOEE

S

S S

S >

| [Profile]
Supplier company
information.

— el -

V)= _‘-E'Efc::_::
BEEZEUTIZS,

7hOo M EfE

Jag

:

S -
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Notification
Settings

Detailed Explanation

Configure how to receive notifications from Coupa.

CSP to initial
registration

CSP screen
overview

Various
notification

receive settings

Login password
change

User information
edit / add
registration

CSP account
merge

When LINE Yahoo
registers a supplier
in Coupa, the
supplier will receive
an invitation email to
Coupa.

This section
explains the
procedure for
completing the initial
Coupa registration
using the link in the
email.

This section gives
an overview of CSP.

Various notifications
from Coupa can be
received via “Online
(CSP),” “Email,” or
“SMS.”

This section
explains how to
configure the
notification receipt
settings.

This section
explains how to
change your CSP
login password.

Multiple users can
be registered for
each company.
This section
explains the
procedures for
editing user
information and
adding new users
using an
administrator
account.

When multiple
accounts exist for
the same legal
entity, the accounts
can also be merged.
This section
explains the account
merge procedure.
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Notification
Settings

Notification Preferences

Configure your notification preferences on the Account Settings screen.

Click the icon at the top of the CSP page.

Click "Notification Preferences".

Check the boxes for your preferred notification
methods for each item. Note that even if no boxes are
checked, you will still receive notifications within the
CSP.

Thoo MEE

2 |

tFaUFTr EMFA

aJs7vk

a Click "Save".

Note :

* You can select both "Email" and "SMS".

* To receive SMS notifications, you must configure your
phone number.

* If you do not perform invoice registration (P2P business)
on Coupa, these settings are not required.

{:}COUpa Supplier Portal

@ mRE  ma

XA T7Ho> b ense

ESRZ27O714-)L

$—ERI—b TATL ASN g

ZRBLE T,

ez @[]

FiRl hand BRE More v

A phone number must be registered in
N e order to receive notifications by SMS.

“
bt 12

| E/AILSMS) ~ +1

D SMSEZEY 3 &

* Email

T I pIXDT I A

BN EX-JL O sSMs
Tho > MRE®H EX-JL O sSmMs
BHS5HE

Coupa notifications will be sent

to your registered email address.
* SMS

Coupa notifications will be sent

by SMS.

(o
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Change
Password

Detailed Explanation

Change the CSP login password.

CSP to initial
registration

CSP screen
overview

Various
notification
receive settings

Login password
change

User information
edit / add
registration

CSP account
merge

When LINE Yahoo
registers a supplier
in Coupa, the
supplier will receive
an invitation email to
Coupa.

This section
explains the
procedure for
completing the initial
Coupa registration
using the link in the
email.

This section gives
an overview of CSP.

Various notifications
from Coupa can be
received via “Online
(CSP),” “Email,” or
“SMS.”

This section
explains how to
configure the
notification receipt
settings.

This section
explains how to
change your CSP
login password.

Multiple users can
be registered for
each company.
This section
explains the
procedures for
editing user
information and
adding new users
using an
administrator
account.

When multiple
accounts exist for
the same legal
entity, the accounts
can also be merged.
This section
explains the account
merge procedure.
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Change
Password

Change Login Password(1/2)

Set your login password on the Account Settings screen.

Click the icon at the top of the CSP page.

ThoY FERE

EHIERE
EFa2UF1 EMFA

aJs7ok

A

Click "Account Settings".

Click "Change Password".

Note :
Please contact LY Corporation when changing your email

address.

i}coupa Supplier Portal

@ WRE R EURRTOT - H—EZS—b  PAFL  ASN B
57 N =
XA FhHobkage
a—H—0M
WHRE
*& |Y=aT7l
EFaUF LB
BRIV o B8R
A SN
B8
wEES
E/stbis
a-k
BEES
hRES

NAT—REZE

NAD—FEEE

FiRl

ez @[]

hand BE More v
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Change
Password

Change Login Password(2/2)

° Enter the “Current Password,” the new “Password,”
and “Password Confirmation” (re-enter the new
password).

Click “Submit.”

Note :
Set a password using at least 8 characters, including both numbers
and letters.

£acoupa supplier portal

o NZXT7—FZ&VEYF
BLWART—FZAALT. MLLWIRD— FER

BLTLREL,
CREODNIT—F

*INZT—=F

*NZ7— FOHE

Terms of Use Privacy Policy © 2006-2026 Coupa Software Incorporated




Information
Management

User

Detailed Explanation

This section explains how to edit and add user information.

CSP to initial
registration

CSP screen
overview

Various
notification
receive settings

Login password
change

User information
edit / add

registration

CSP account
merge

When LINE Yahoo
registers a supplier
in Coupa, the
supplier will receive
an invitation email to
Coupa.

This section
explains the
procedure for
completing the initial
Coupa registration
using the link in the
email.

This section gives
an overview of CSP.

Various notifications
from Coupa can be
received via “Online
(CSP),” “Email,” or
“SMS.”

This section
explains how to
configure the
notification receipt
settings.

This section
explains how to
change your CSP
login password.

Multiple users can
be registered for
each company.
This section
explains the
procedures for
editing user
information and
adding new users
using an
administrator
account.

When multiple
accounts exist for
the same legal
entity, the accounts
can also be merged.
This section
explains the account
merge procedure.
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User
Information
Management

Editing User Information

Py LIP3
srcoupa ¢ o
2 ) 53 E =3 EY327074=0  #-E20=} FA4Th AN | 53 b ] hs0y J3az7¢ TE2Y ER) Ei )

ot bayozas .
BRE
H n " ' : | ]
ClICk Setup . 1-¥-%  X-RTFLA 2752 W "77%
Click "Admin".

Click “Edit” for the user whose information
you want to edit.
A pop-up window will be displayed.

4 T

A—H—TFOEREEE ssmv-a7L

RESS
stk

L ]
il x| [F0T x
e

£ 0

i

Edit the “First Name” and “Last Name”
fields.

Verify that the checkbox for "LY Corporation"
is selected under Customers. If you use the

If there are any Coupa functions for which
access should not be granted to the user,

clear the corresponding checkboxes. (See
the figure on the right.)

CSP for transactions with other companies,
please check the box for the specific
customer that the user is responsible for.

* If different users are responsible for
different customers, please select the
assigned customers in this section. This

Note :

The "Terms and Conditions" issued by our
company are strictly limited to your
transactions with LY Corporation.

will grant access to the information in ®
regarding the selected customers.

Once editing is complete, click "Save".

6 gm

Admin: This is an administrative function
for performing operations within the
"Setup" tab (the current procedure).
Orders: This feature allows you to view
and respond to purchase order
information.

Invoices: This feature allows you to view
and create invoice information.

Profile: This feature allows you to view
and update your company information.

Order Changes: This feature allows you
to view and manage changes to
purchase order information.

Order Lines: This feature allows you to
view and confirm purchase order details.

Fybil




User
Information
Management

Deactivating/Deleting User Information

A—H—TF I AERE vown aza
Supplie Portal 79790+ NG YR BEES
£73C0UPA st o -
0 BRE R EUARYOI-N  4-ERp-b  7AFh AN W@ RN MDY 3%azRq  TEAY  HyvadF ;om G
™ RS
SRR ]
*A—RTFLZR L d
BEE v ]

Click "Deactivate User". Note: This option e | =0

iS nOt available if there iS Only One User 1-4-8  A-RTELR 7~ EI7oex  BE  7ovav ';::':‘:?u;_
registered. e R . - wmo -
2 i i:}; @ I~NT

RinOToEZENN

Deactivated users can be deleted. To
delete a user, click "Delete".

(=)

EBE -

e Click "Delete User" to complete the
deletion.

I-4-%  I-ATFLA AF-42 L] BEroea BA 2

aebhly  Heenaemab@ionod  gpovgpEs AN IMEF7-Bd &L 77
NaiF 72 E 7]
‘anslaion mising jzno

Delete User Confirmation

COI-H—EHRLTHEALVWTTN?
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User
Information
Management

Adding User Information

Click "Invite User". A pop-up window will
appear.

Enter the "First Name", "Last Name", and
"Email" for the additional user.

If there are any Coupa functions you do
not wish to grant the additional user
access to, please uncheck them.

Verify that the checkbox for "LY

Corporation" is selected under Customers.

If you use the CSP for transactions with
other companies, please check the box
for the specific customer that the
additional user is responsible for. Note: If
different users are responsible for
different customers, please select the
assigned customers in this section. This
will grant access to the information in €
regarding the selected customers.

e S0
A WER RP  eURATOI-A 4-€As-b  T4Fh AN B RN MDY 3sazre  TEAY  fuvakek G )

B #RUIIZG

5z (|

1 ]

#E7eR B8 793y

2-4-%  X-ATFLZ 27-52 W

(=]

d—H—%ZEBNEH

BREES

Once entry is complete, click "Send
Invitation".

Note :

e The scope of the "Terms and Conditions" sent by
our company applies exclusively to transactions
with LY Corporation.

Admin: Authorized to perform operations
within the "Setup" tab (the current procedure).
You cannot remove your own administrative
rivileges.
Orders: This feature allows you to view and
respond to purchase order information.
Invoices: This feature allows you to view and
create invoice information.

Profile: This feature allows you to view and
update your company information.

ASNSs: This feature allows you to send
advanced shipping notices.

Order Changes: This feature allows you to
view and manage changes to purchase order
information.

Order Lines: This feature allows you to view
and confirm purchase order details.

5
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User
Information
Management

Registering Additional Users on the CSP

Receiving the Coupa Invitation Email
Once an additional user is registered, a Coupa invitation
email will be sent to the added email address. Please join
Coupa via the link in the email and complete the initial
setup in the same manner as described in "1 Initial
Registration for the CSP (Coupa Supplier Portal)".
* Email Subject:

Action Required: Join Coupa Supplier Portal

703 hUETT: Coupa Supplier Portallc CEAN K 123\ @emeh sErir «

e Navigating to the Coupa Initial Setup Screen

Click "Join Coupa Supplier Portal". Your web browser will
launch, and you will be directed to the Coupa account
registration screen.

Coupa Supplier Portal <co_not_reply@supplier-test.coupahest.com

*;;::coupa 72U ah'ETY: Coupa Supplier PortalicZ&ML &L

bbbb aaa 1%

SROEN SO, Coupa7h 7 FAOBRBEFBLVTLET, BRTS:. RAITOATERS. RREONNELER. Cheo

Note :

When completing the initial account registration, additional
users do not need to register company information. You only
need to set up your password.

33



CSP Account
Merge

Detailed Explanation

CSP to initial
registration

CSP screen
overview

Various
notification
receive settings

Login password
change

User information
edit / add
registration

CSP account
merge

When LINE Yahoo
registers a supplier
in Coupa, the
supplier will receive
an invitation email to
Coupa.

This section
explains the
procedure for
completing the initial
Coupa registration
using the link in the
email.

This section gives
an overview of CSP.

Various notifications
from Coupa can be
received via “Online
(CSP),” “Email,” or
“SMS.”

This section
explains how to
configure the
notification receipt
settings.

This section
explains how to
change your CSP
login password.

Multiple users can
be registered for
each company.
This section
explains the
procedures for
editing user
information and
adding new users
using an
administrator
account.

When multiple
accounts exist for
the same legal
entity, the accounts
can also be merged.
This section
explains the account
merge procedure.
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Merging Multiple CSP Accounts (1/7)

If your company has multiple accounts for different offices or branches, you can merge these accounts
into one. By merging accounts, Coupa notifications—which were previously sent to the registered
email addresses of each individual branch—can be consolidated into a single mailbox, as shown
below.

Account Merged Overview

% XX Company - Tokyo Branch A XX Company - Merged Account

f aaa@test.supplier.com [ aaa@test.supplier.com

o XX Company - Osaka Branch Wl | *Example showing integration into the Tokyo
e bbb@test.supplier.com i Branch account.

After the merger, notifications originally sent to the Osaka Branch can be viewed and managed through the
merged account (aaa@test.supplier.com).
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CSP Account
Merge

Merging CSP Accounts (2/7)

Submit a request to merge your CSP accounts.

Click "Setup".

Click "Admin".

Click "Merge Accounts".

Enter the email address of the account you wish to
merge.

Check the "I'm not a robot" box.

Click "Request Merge".

i&coupa Supplier Portal

AN O]
MRE  ME  EUrRFOT<4—I H—ERL—F  FAFL AN WE  FM  hsOY More v
‘
BHAUIIRE
o :
EIBE 7hv> MEA S
o ¥ ORAHMEMMLET
FERPortal7 7R
TP T L HEOKy R TEBD ™
T A e
BISEA
i L PATYFOBAESSCET. BETNETATOI—H =t U2 LTLIMEADMRBORTL HHM
XML TS5— BOXEE. BHERBLTHTRBELSICHDET, COX—LATELAHBHICRTI—F-—DHLOTHEZIL
6 ZHBLTHS. PHY Y FREHE ELTETV, RBRIC, PHAP Y FORMBERTKETCLRTERX
SFTPF7 7 LT S5— Hhe THIY FOEAICDLY BLTLIES
(BEA)

FhO Y FRESERR

Note :

Coupa accounts may be divided by location or branch, even within the same legal entity.
If multiple accounts exist, various notifications will be sent out separately. To receive
communications from LY through a single, unified account, you must follow these

procedures to merge your multiple accounts.
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Merging CSP Accounts (3/7)

SARCOUPA SimpterPor . The company name associated with
R MRS 3 EYRTO74-N H—ExV—k FAFh ASN wE FM the emall address entered on the

e previous page will be displayed. Please
SHTHYI Y FORAE RS verify that this is the correct account to
S mannary merge with.

Check one of the checkboxes under "Account Owner".
*Note: After the merger, this determines which e
account—this current account or the target account
(the email address entered on the previous page)—wiill
become the primary Account Owner.

*TAIY b A—F— @IDTHIV
OHFksttoT7ho >+

PREENDXE
%

Enter a message to the owner of the account you wish
to merge with.

ua i FFORy b TREHD L
FEA reCAPTCHA
@ wouMmIOIc—iL
TNV AE=T—~ BUDTHIV+

HERRUOTHOVF

Check the "I'm not a robot" box.

60 ©

Click "Submit".

RAROTRY TSN ™
FTLA




CSP Account
Merge

Merging CSP Accounts (4/7)

Accept the merge request from the account that has been requested for integration.

How to Accept an Account Merge Request

This operation must be performed within the target
account (the account with the email address entered
on the previous page). Please contact the owner of the
target account and request them to perform this step to
complete the account merger.

BADTV 3 -CPERIZaTIOBRRHIANSDT AT MEEHIH G sar .

Coupa Supplier Portal
I

Receiving the Account Merge Request Email
Once the account merge request is submitted, a
notification email will be sent to the email address
of the target account. Please click the link within
the email to access Coupa and respond to the
request.

Accessing the Account Merge Request Screen
Click "View Merge Request".

Your web browser will launch, and you will be
directed to the Coupa screen.

Fecoupa

HADTY> 3y -CSPERIY ZaT7IQKRRUTANSDTHY
S

Coupa Supplier Portal DEH D 7 7
FCHBL. ABERDICENL
a0

o HENLEEERICE. RBTRE<I1202HTO7 1 —LBEIRRINET(R
AEBITBD)

o CoupaDEADT NI FEI1DELH. TATOBEORHORBEESENICE
BLET.

o RHBIVA-F-OERE1DOBRTIVET.

FHhY Y FRARRERR

7T ®
- B
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Merging CSP Accounts (5/7)

Accept the merge request from the account that has been requested for integration.

How to Accept an Account Merge Request
This operation must be performed within the target
account (the account with the email address
entered on the previous page). Please contact the
owner of the target account and request them to
perform this step to complete the account merger.

0 Navigate to "Setup" > "Admin" > "Merge
Accounts" > "Pending Account Merge
Requests", and then click "Respond".

e Review the details of the merge request, and
then check the "l agree to merge accounts”
box.

e Click "Approve".

{:}coupa Supplier Portal TorsL-F [
@ nRE s ESEATOTo=N  H=ERA=h TAFL  ASN WA PN
S
R e
AT rOREGHENELET
O%=
HRfEam
Ell Lhe RE®M
(1:7
FWEOTHY Y MRS 1
PEAS CSPEBRT= 1T ILOKRSH fottic & 3 BB
26/05/28 KEBET1-7

FAEX 13 1000014

Japan

Note :

remain active and be used after the account merger.

The "Account Owner" refers to the primary account that will

Please verify that the
party from whom you
received the merge
request is correct.

LR
i
4

PoCARENDI-Y—

BREDSOAE TESTR 7

BREAOXAEREN

1 RBICED
T, USDENEBRICHLT FEEUEL BESTEN
ARCRDET. COL-F-HRH MU TVAS L ERBLESACOHT

CEREDET



CSP Account
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Merging CSP Accounts (6/7)

Receiving the Account Merge Approval Email
Once the account merge request is approved, a
notification email will be sent to the email address
of the requesting account. Please click the link
within the email to access Coupa and review the
merged information.

i CSPERY a7 _BERTAICERINITHD Y MRGHRE @em s6rux

Accessing the Account Users Screen

Click "Verify User Access". Your web browser
will launch, and you will be directed to the Coupa
screen.

Coupa Supplier Portal <do_not_reply@supplier-test coupahost.com

ZEcoupa
CSPERY =27 II_MERATAICERINIT hY Y MREHH

CSPERY-a7I_HMEATALTHVY P EHETIHMHIFRBINE L. HBTD
FHoY biECoupaTHAEINE LT,

1D2DF7HI Y R ERBLT. 120HFESh2—H -0ty FEFRBL. IRNTOHRET
NENAV—DRFEHNRBEINTVET, T5BZT7I2aVRIBEHD LA UTOD
U202y I LT ERBI—HF—TOCROBE| 21 T EHESN TV RBEHKD
B ZREBTEET,

HBIIZHESNIRHL { —VREDEREICBDEL.

A-Y-FILAEHEB

srcoupa

ETRAXHER

X 8 B

o @ @




Merging CSP Accounts (7/7)

How to Verify the Merged Account Information
This operation must be performed by the Account
Owner after the account merger. Please contact the
Account Owner and request them to perform this
step to complete the account merger.

0 Click "Setup".

© cic Admin”.

e Verify that the accounts have been
merged and the user has been added,
and then click "Edit" for the merged user
account.

CSP Account
Merge

--------------

N W8 FM 0¥ 3ZasFc FRIY

B w3
L1
K
G As
-

e To disable access to the pre-merge
account, uncheck the checkbox for the
pre-merge account item.

ASN
Navi7 2t X

translation missing: ja.no key

nand
ASaSTA

BIS1P—FysaK—F

H—EZS—k
7074-0
FATS -
RETFURE
Ec3
L4 5}
*Fih
SHEFSEE

2
||Irlii’

=

oo
3 4 ® U

ERFOCHEIHMHW
= v 4

2]

O cicksave

A—H—TF o R ZRE o us

WEES
mo

5

Frvul A= -ERTIF4 T NFAERSICT S E |




7. Contact Information



Contact

mFAQ

If you have any questions, please check the FAQ at the URL below.
https://workers-hub.ent.box.com/folder/365284672716

*The FAQ will be updated as needed based on inquiries received.

B Inquiry Form

If the FAQ does not resolve your issue, please contact us using the URL

below.
https://form-business.yahoo.co.jp/claris/engueteForm?inquiry type=coupasupplier
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