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Introduction

The Coupa Supplier Portal (CSP) is a free tool that allows
Emirates Flight Catering to easily do business with its
suppliers. The CSP makes managing business transactior
with EKFC easy. You will be able to:

A Receive and view purchase orders

A Create, view, and send invoices

A Create and manage electronic catalogues

A Manage your EKFC profile and retmiinformation

A Check the status of your transactions including paymen
date

Please note that if your are not a current supplier to EKFC
you are not required to register on the CSP.
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Usingthe CSP

Registeringor the Coup&upplier Portal (CSPByovides an easy way to
manage yourmnformation, view purchase orders, and create and manage
invoices.

If you are an existing supplier to EKFC and are not yet registered, please
refer to theGetting setup on the Coupa Supplier Paytatle.
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https://www.emiratesflightcatering.com/media/1192/getting-setup-on-the-coupa-supplier-portal.pdf

Overviewof the tool

Whenyou log in for the first time, yowill be welcomed bthe Help Tour
ontheHomescreen.

Welcome to Coupa Supplier Portal X

gxcoupa supplier portal

Skip o =

Clickthe Help link on the topright corner of the pag#o access thélelpTour
and Online Help.

NOTIFICATIONS @  HELP -

Help Tour
Online Help
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Overviewof the tool

To see your unread system notifications, hover your cursor over the
Notifications link,

FRED ~ | NOTIFICATIONS @) | HELP ~

New PO
New PO CP00000041 for 1,000.00 issued by
Emirates Flight Catering LLC.

New PO

New PO CP00000040 for 1,500.00 issued by
Emirates Flight Catering LLC.

See All Notifications

or clickon theNotifications link toviewthe full detail®f your notifications
and to managéem

My Notifications

essage

08/06/17 10:10

08/06/17 10:09

On theMy Notifications page, you can view albur notifications and filter
by category (FYITo do,or Unread).

To change your notification settings, clmk theNotification Preferences
button onthe top rightcorner.
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Overviewof the tool

SUPPLIERNAME ~

Another way is talick onyour Nameat the
top right hand side of the pagadclick
Notification Preferences.

Account Settings
[ Motification Preferences ]

Log Qut

On theMy Account Notification Preferencespage, select the radio
buttons for the items that you want to receive any or all of the notificatio
types:email, online and SMS.

My Account notification Preferences

Nate: Notifications may not be enabied yet for your customer(s). Tick e boxes below, and once your customer |s ready, we'l start ssnding you
Sattings notfications.

Catalogues
Mew Comment
Catalogue Appraved
Catalogue Rejectad

Catzlogue About to Explra

Easy Form Response
Form Response Approved
Form Responss Rejected

Suppler Information Updated

nvoices
New Comment
Invoice Approved

Invalce Fald

POs
Mew Comment

New PO

Profile
PuDIic Proms Upoale

Updats Profile

Terms of Use

Tems of Use

Work Confirmation
Work Confirmation Approved

Work Confirnation Rejected
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Overviewof the tool

On theAccount Settingspageyou can
make changes to your persoirgbrmation,
Account Settings setor modify your notification preferences,
Notification Preferences or enable/disable twlactor authentication

My Account password

Log Out

If you wish to update the

pri mary contac
and yourpasswordgo to
Settings, fill in the mandatory
fields andhen clickSave

TheNotification Preferences

lets you select items and
notification types that you wish to
receive. To receive SMS
notifications, go tdSecurity &
Two-Factor Authentication

page and validate your mobile
phone number.

My Account nou

your account, you can enabie/o-
factorauthenticationUnderTwo-
Factor Authentication, click
Enableand follow the orscreen
instructions for installing and using
GoogleAuthenticator. To receive the
Coupa verification code via SMS,
you will need to validate your
mobile phone number.

led

Two Factor Authenticator App : Disabled
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Managingyour profile

Creating or updating your profile

Your public profile contains general information about yaampany.

You can view and update your public profile from ltteeme pageby
clickingImprove Your Profile or by going to theProfile menu.

To update your profile for EKFC, there are two ways:

1. OntheHomepage, click EKFC undee Latest Customerssectionand
click Editor

2. Go to theProfile page. On the drojglown menu, select EKFC and click
Edit.































