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Introduction

This guide covers the following:

Purpose 3
Before you begin 3
New Supplier Onboarding 4-17
Information Updates for Existing Suppliers 18 - 22
CenterPoint Energy sends a request to the Supplier through the Coupa Supplier Portal (CSP) 19 -20
The Supplier updates the information via the CSP 21-22

Purpose
The purpose of this procedure is to assist CenterPoint Energy suppliers in navigating the process of

providing supplier information via Coupa’s Supplier Information Management (SIM) module.

Before you begin
This process is for new and existing suppliers updating their information.
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New Supplier Onboarding

You will receive an email from

CenterPoint Energy requesting =gy
information.
CenterPoint Energy Profile Information Request - Action Required
Review the email and click the Hello Supplier,
Join & Respond button in the CenferPpint Energy wanis vou 1o respond by updating your company profile on Coupa, thelr
emall notlflcatlon chosan platform for Spend M-HI'IHQEI‘TIEI'II This enformation s required so they can transact
' with you alectromically

Coupa’s Supplier Portal is completaly free, selup is fast and it helps you baiter transact and
communicate alacironically. Find out mone using the links below

You can respond and sand your information o your customar without joming, but joining
allows you [0 more aasily updale your company info if & ever changeas, as well as do things
with CenferPount Energy (end your other buying organizations that use Coupa) like view
purchase orders, creale mvoices, manage POs and invpices, gel realtime SMS alaris, and
MUCH Mmore

Usa the buttons 1o either respond o decline, or forward this request to ancthar parson at your
company

Welcome!

Joen amd Hespand
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New Supplier Onboarding

New suppliers without an existing
Coupa Supplier Portal (CSP)
account will be prompted to create a
password and provide company
details.

1. Add a Password and Confirm
Password. Accept the Privacy
Policy and Terms of Use.

2. Then, click Create an Account.

3. You will receive a verification
code via email. Please enter
that code to continue.

Notes:

» Suppliers with an existing account may
choose to log in directly instead via the “LOG
IN” button”

* Suppliers will see a page to manage
payment discount preferences in CSP. This

e CenterPoint.
Energy

Create an Account

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

together.

* Business Name
NEW SUPPLIER JA

Your legal business name (or legal personal name it an individual}
* Email

cce.coupa.supplierl+MUD@gmail.com
* First Name * Last Name

ABI TAN

* confirm Password
L] L2

0 * Password

Use at least 8 characters and include a number and a letter.

M1 accept the Privacy Policy and the Terms of Use

@ Create an Account

Already have an account?LOG IN

Forward this to someone

information is not applicable as pay terms
are managed by CenterPoint Energy
internally via contractual agreements. Please
click the Next button to proceed with setup.
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New Supplier Onboarding

New suppliers will be prompted to
fill in details about their business.
This section will be part of the
supplier’s public profile.

Once complete, click Next.

Note: Coupa will offer a Verified status for a
fee. Using the Coupa Supplier Portal (CSP) is
free and the Verification is not required.

CenterPoint Energy — SIM Supplier Guide (E
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Energy

0 CenterPoint Energy

Basics

Tell us about your business @

* Company Mame

Website

* Country/Region
* Address Line 1
Address Line 2

* City

State

Payment

NEW SUPPLIER JA

200 Davidson Ave.

Somerset

* Postal Code | 08873

Also use this address as Invoice-from location

Advanced invoicing [] We support integration for invoicing (XML
or SFTP) and plan fo use it with CenterPoint

Prefered Invoicing
Language

Tax CountryRegion

Tax D

Adg adoibonal tax o

B Pay to location (Remit-To)

E Ship from location

Energy

United Staies

[ 1 don't have Tax ID Number

Profile

X

= f,zcoupa

Proprietary and Confidential Information
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New Supplier Onboarding

After completing the public profile information, the Supplier Response Form will open in order to
provide additional information required by CenterPoint Energy.

Suppliers may have multiple customers using the CSP, and the Profile drop-down will toggle
between suppliers. Please verify CenterPoint Energy is listed as the Profile.

CenterPoint Energy Profile

CenterPoint Energy

v We have auto-filled some information from your Public Profile

Supplier Information CCC Corp

Vendor Information

*Vendor Name | CCC Corp

Pleaze confirm your legal name, must match Vg

Vendor DBA / Trade | CCC Corp
Name

CenterPoint Energy — SIM Supplier Guide
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New Supplier Onboarding

Complete the form, providing key el
information needed for CenterPoint e
Energy’s onboarding process. [ 1 PR
This will include company details, tax Tox10 | sscesasso
classification, Tax ID, email (for PO S
recipient), payment method (ACH, e
Virtua| Card), and other key details. @ To update your tax 1D (TID), contact to your buyer to request a New Vendor setup. TIDs may not be changed on existing supplier records
-9 Attachment
1. Tax Registration: enter tax ID and
country.
2. W-9 Attachment: attach a PDF copy i ik R 0
of your W-9. Smeslifin S i
3. DUNS: enter DUNS number. s "B
4. Organization Type: choose from the
OptionS in the drop-down menu. Primary Contact Information
5. PO Email: enter the email address
where POs should be sent. This * Primary Contact
may be different from the primary Contct Papose [ S S oo L
contact’s email address. gt (Puer

Form screenshots continue on the next page.

CenterPoint Energy — SIM Supplier Gu

Proprietary and Confidential Information 8




New Supplier Onboarding

Complete the form, providing key
information needed for CenterPoint
Energy’s onboarding process.

1. Primary Contact: defaults from the
public profile, but should be
reviewed for accuracy and updated
if needed.

2. Physical Address / Ordering
Address: defaults from the public
profile, but should be reviewed for
accuracy and updated if needed.

Form screenshots continue on the next page.

CenterPoint Energy — SIM Supplier Guide

e CenterPoint.
Energy

0 * Primary Contact

Contact Purpose | Saiest Some Opbons | ]

*First Name | HANZEL
*Last Name | NOMAN
* Email address | joniswopecco+enpscreenshi | ()
*Work Phone | US/Canada “ || +1(850) 555-1212

Mobile Phone |US/Canada w

Fax |US/Canada »

Physical Address / Ordering Address

g * Physical Address / Ordering Address

Address Purpose | seject Some Options |°
*Region
Country/Region | United States -
State Region v
State IS0 Code

Address Name

* Street Address | 8875 N Georgia Court

Street Address 2

Street Address 3

Street Address 4

*City | Houston

* Postal Code | 77005

Location Code

Proprietary and Confidential Information 9



New Supplier Onboarding

Payment Information may be selected by the supplier.

Note: If there are provisions in a contract with CenterPoint Energy for payment method, the details entered here must

align to that contract.

Payment Information

Choosing Virtual Card will result in more favourable payment terms — fewer days until payment

Changing pay methods from Virual Card to ACH will lengthen payment terms — additional days until payment

Flease do not select the "Check” payment method. This is for internal purposes only. CenterPoint will reject the form back to you if you

salacl Lol

* Payment Method

* s Payment Method

Selected Virtual Card ? () Mg

() es

Remit to Information

CenterPoint Energy — SIM Supplier Guide (Ext
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New Supplier Onboarding

To Add a remit-to address, click Add

Remit-To and follow the prompts to .Remit-To Addresses

elther prOVIde a neW rem It-to address Or £4dd one or more Remit-To Addresses by either filling out a new Compliant Invoicing Form or choosing an Existing Remit-To Address.

select a remit-to from the existing

addresses.

Note: You may add multiple addresses in

Coupa, but only the most recently updated
address will be used. Remit-to addresses

cannot be edited once saved, but a new remit- ChoGSE EXiSTngG oF Create new Remit:To Adaress
to can be created instead.

Thag Suinemis Surhd pou 53 SRS STR-To ASIFRaT M PeRahE SRR FrEemaee

20 Diavedasn Aok
Somarial. MJ D8R
Sroad e
Ll Sty

) Covate Mee et T Bdicewsa
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New Supplier Onboarding

Choose Remit-To Address

Thug S RS oty 08 SR b Feen Te ASSrpas I AULOE S et Flsares

For suppliers who will create a new remit-to

address, — -
1. Click Create New Remit-To Address. R

The Where’s your business located?

page appears.

2. Enter the Legal Entity and
Country/Region.

a 1) Cronte Mew Remit.To Address

3. Then, click Continue.

Where's your business located?

Setting up your business details in Coupa will help you meet your customer's invoicing and payment
requirements. For best results with current and future customers, complete as much information as
possible.

* Legal Entity Name | CNP US
This is the official name of your

Country/Region | United States ~ business that is registered with

the local government and the

country/region where it is

located.

Proprietary and Confidential Information 12
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New Supplier Onboarding

Tell your customers about your organization
On the “Tell your customers about your
organization” page, populate all the required .
fields, marked with a red asterisk (*) and = =
important fields.
What address do you invoice from?
Make sure to choose CenterPoint Energy as s e 1 220 Do e
the customer. i
o [
o i D
Click Save & Continue. epein o [ et
SN = e
Use this address for Remit To @
oo S rorm s
What is your Tax ID? @
S
A R
Miscellaneous
Invoice From Code [/ ]

Proprietary and Confidential Information 13
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New Supplier Onboarding

Where do you want to receive payment?

* Payment Type | Bank Account FS

On the Payment Type, select “Bank Account”
and populate the bank account details and R T
branch address. oot

oy RBgio

[Eank Apoount Cumenoy: | USD -

Then, click Save & Continue. =

Confim Acsourd
Humber:

ACH Fouting Number- | 213356785 (]
Wikrn Fouting Kusber: (]
EAMFTIELC Code: (]
Ennk Assount Type- | Busingzs -
Bupporing Docaments: TR E— (]

VWhat is your Bank's Branch Address?

Addrece Line 1- | 290 Danidson Awe.
Addrece Ure

CHy- | Somarsat

tede [_How Somay - b

Pocial Code- | paETa

WWha is your Remit-To Contact? jassons

Vhat is your Remit-To Address?

Aridrace Line 290 Davidson A
Anidract Line 2

Cily Somersat

siaim M

Poctal Code DES73

CourryiRagion Uriind Stakes -

Proprietary and Confidential Information 14
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New Supplier Onboarding

Details from your remit-to address
and ship-from address will default
from previous screens.

1. If the appropriate Remit-To
Account populates, click
Next. If not, click Manage to
add the details.

2. If the appropriate Ship-From
address populates, click
Done. If not, click Manage to
add the details.

3. After clicking Done, the Setup
Complete screen will show.
Click Add Now to return to
the supplier information form
to complete the remaining
fields.

CenterPoint Energy — SIM Supplier Guic

Where do you want to receive payment?

Remit-To locations let your customers know where to send payment for their invoices. Click Add Remit-To to Add Remit-To
add more locations, otherwise click Next.

Remit-To Account Remit-To Address Status

Bank Account 290 Davidson Ave. Active Manage
US BANK Somerset

CNP US NJ

tressssmmsa et ALE 08373

213456765 United States

Deactivate Legal Entity Cancel &

Where do you ship goods from?

For many countries/regions including different shipping details on the invoice is required if they are different to Add Ship From
where your legal entity is registered.

Title Status

290 Davidson Ave. Active Manage
Somerset

NJ

08873

United States

Deactivate Legal Entity %

Setup Complete

Do you want to Add Remit-To Address to the customer profile now?

Add Later Add Now

Proprietary and Confidential Information
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New Supplier Onboarding

After the Remit-To screens are
completed, additional fields will
show on the form. Populate
remaining required information on
the Remit to Address section:

1. Remittance Email

2. Financial Contact Name

3. Financial Contact Number

4. Account Type

5. Account Holder Name

CenterPoint Energy — SIM Supplier Guide (E

Remit-To Addressas
e i OF O RomE-To Adoresces by aithar Tlling ot & naw Compiant Invoicing Foom or choosing an Exesing Romil-To Adonass.
Add Ramit-To
Remit-Te Information
Aofve |Actve v a
Crooesing Vinual Camt will rasait in mors favorabds naymant tanms — fewar days until paymant *
4 3
Addracs Hams
* Straat Acdrece  SHTE N Goongia Cout

Efreed Addrece 2
- City

» FagE
Country Raglon

Hatn Rsglon

Bote 180 Code | LI

* Poctal Code

Berk Hame

Enrk Addrecc

Eank City

Bank 3inis or Reglon
Eank Poctsl Cods
Bank CourtrySagian
Bark Roltirg Numtar
Bank Apaount Numzar

*Ramefanos Emall

= Finanoinl Contaod
Hams

= Financlal Contaot
Phons Nurisr

Apocunt Type

Agoourt Holder Hame

TS

Bank Information
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New Supplier Onboarding

There will be Internal Only fields at the A
bottom of the form. These are to be T s
completed by CenterPoint Energy employees ‘
when reviewing supplier responses to the rest Decine seve |
of the form.
CenterPoint Energy Profile | ConterPoint Energy
1. Once all fields are complete (barring Internal @ ——
Only fields), click Submit for Approval. .
2. Once submitted, the request is automatically Vendor Information
sent to CenterPoint Energy for review and T
approval.
3. The supplier is redirected to their Profile page on £;zcoupa supplier portal
the Coupa Supplier Portal, where they can view
the prOfile detaiIS Submitted on the form. Home Pro‘ﬁle Orders  Service/Time Sheets Invoices Catalogs Payments
*  The supplier will also receive an email Setup
notification that their information was YourProfie  Information Requests  Caupa Veriied
recently updated and is pending approval.
*  Note: fields in the Internal Only section will CenterPoint Energy
be completed by CenterPoint Energy
internal process.

Pending Approval
Supplier Information NEW SUPPLIER JA

The supplier can view the status of the
submission by going to Information
Requests.

CenterPoint Energy — SIM Supplier Guide

Vendor Information
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Information Updates for Existing Suppliers

There are two ways that suppliers can update their information for CenterPoint Energy:

1.CenterPoint Energy sends a request to the supplier through Coupa.

2.The supplier updates the information via the Coupa Supplier Portal without receiving a request.

Note: The first time you want to update the information, you must contact CenterPoint Energy to initiate the External Supplier Information
Update Form.

Proprietary and Confidential Information 18
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Information Updates for Existing Suppliers
CenterPoint Energy Requests Updates through the CSP

You will receive an email notification to update your profile for CenterPoint Energy.

Click Update Profile in the email to log in and complete the updates.

Update your profile for CenterPoint Energy inbox

) CenterPoint Energy <do_not_reply@centerpoint-test.coupahost.com>
. to cooc.coupa.supplierl+JA -

e rest  Update your profile for CenterPoint Energy

Powered by £,3COUpa

Hello NEW SUPPLIER JA,

CenterPoint Energy wants you to respond by updating your company profile on Coupa. This information is required so they can
transact with you electronically.

Use the "Update Profile” button to respond or decline.

Phebe Barotil
CenterPoint Energy

Update Profile

Proprietary and Confidential Information 19
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Information Updates for Existing Suppliers
CenterPoint Energy Requests Updates through the CSP

Update the information and once completed, click Submit for Approval. The form will have the same
fields as the initial request that is sent, shown in previous slides.

The request is automatically sent to CenterPoint Energy for review and approval. Submitted forms will
show under Information Requests.

ABI~ | NOTIFICATIONS @ | HELP -

gxcoupa supplier portal

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Payments Business Performance Sourcing Add-ons

-

Setup

Your Profile Information Requests Coupa Verified

CenterPoint Enel’gy Profile | centerPaint Energy v

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

Supplier Information NEW SUPPLIER JA

Vendor Information

*Vendor Name | NEW SUPPLIER JA

Please confirm your legal name, must match W9

Vendor DBA / Trade | NEW SUPPLIER JA Save Submit for Approval
Name

CenterPoint Energy — SIM Supplier Guide (E Proprietary and Confidential Information 20
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Information Updates for Existing Suppliers
Supplier initiates the information update in the CSP

Note: the first time a supplier wishes to initiate an information update, they must request the form from
CenterPoint Energy. For any subsequent update, the form will be available within the CSP.

Once logged in:

1. Navigate to the Profile cycoupa supplier portal A51~ | NOTIFCATIONS @ | HELP -
tab.

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Payments Business Performance Sourcing Add-ons

r's

2. Click on the Information w—
Requests sub-tab. @
Profile | enterPoint Energy

CenterPoint Energy

Setup

ormation Requests Coupa Verified

3. Under the Profile, select
CenterPoint Energy to e Applied o
begin the information -
update you would like to
update your record from.

Proprietary and Confidential Information 21
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Information Updates for Existing Suppliers
Supplier initiates the information update in the CSP

Complete all the fields that require an update. The fields will be the same as those shown on the new

supplier form on the previous slides.

1. Scroll down at the bottom of the
page and click Update Info to
make your changes.

2. Once done with all the updates,

Is Physical Address the None
same as the Remit To
Address?

SAP Pl Vendor Number None
Speci

Credit Check Needed? None

ify an existing Pl vendor to which the SIM “0A" vendor can be

ointed in SAP ECC

o

Update Info

click Submit for Approval. The
request is automatically sent to
CenterPoint Energy for review and
approval.

Note: information updates will also have
Internal Only fields. You will not be able
to edit these.

CenterPoint Energy — SIM Supplier Guid

Decline

2
Save Submit for Approval
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