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Complete Other Information and Submit



Invitation to Add Supplier Information

You will receive an invitation from the IMF to update your supplier information via Email

When you are invited by the IMF to update your
information you will receive an email like the one
on the righthand side of this screen.

The email will request that you join Coupa’s
Supplier Portal (Join and Respond) or Respond
without Joining.

You may click either button to input your
iInformation. Join and Respond will allow you to
sign up for the Coupa Supplier Portal (CSP)
before submitting information while Respond
Without Joining allows you to immediately begin
filling in your Supplier Information.
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Profile Information Request

Hello Supplier,

Intemational Monetary Fund 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.

Coupa's Supplier Portal is completely free, setup is fast, and it helps you better transact and
communicate electronically. Find out more using the links below.

You can respond and send your information to your customer without joining, but joining
allows you to more easily update your company info if it ever changes, as well as do things
with International Monetary Fund (and your other buying organizations that use Coupa) like
view purchase orders, create invoices, manage POs and invoices, get real-time SMS alerts,
and much more.

Use the buttons to either respond or decline, or forward this request to another person at your
company.
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Click Join and Respond — Create an Account in the
Coupa Supplier Portal (CSP)

If you click ‘Join and Respond’ you will be #xcoupa supplier portal
prompted to create an account in the Coupa
Supplier Portal. S

Create an Account

We use Coupa to communicate with our suppliers and
obtain supplier details required to do business together.
we'll walk you through a quick and easy setup for your

You will enter the Business Name, First Name,

Last Name, and Password (the Email address e ane.
will be pre-filled in for you) then click Create an e
account.

If you already have an account, you can click
‘Log In.’

Forward this to someone




Click Respond without Joining — Enter Information in
the IMF forms

If you click ‘Respond without Joining’ you will be Manage you profile snd more vith Coupa
directed to enter your information directly into
the IMF forms. M| PRiSw

Finalized External Supplier Information Form v45

Supplier Information

See the next pages for instructions on how to

enter this information.
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Complete Form: Non-Remit Ing)rmatio

Complete the information form.
Some of the information will be
pre-filled based on what the IMF
user input originally.

Complete sections for header
iInformation, Tax Registration,
Primary Contact, Primary Address
and Additional Addresses before
you add Remit information.

See the next slide for instructions
on how to add Remit Information.
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Company Website URL

Tax Registrations

Local

e Primary Contact
Contact Purpose
Procurem
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United States

Street Address 4

Street Address 3

Street Address 4

Miami




Complete Form: Remit-To Addresses (1 of 2)

In the Remit-To Addresses section you can
add multiple remits by clicking the ‘Add Remit-
To’ button at the top of the section.

If you click this button, you will see a pop-up
that asks you to choose a remit location or
click ‘Cancel’ to add info to the form manually.

If you do not see an existing Remit-To
Address, you can click ‘Cancel’ to proceed
to complete your information.

If you see a Remit Address, you may choose it
to auto-populate the Remit Address
information.

You can also click ‘Create New Remit-To
Address’ to add this information to the CSP.
Note that this button will not work if you
selected ‘Respond Without Joining’ from the
original email.

-Remit-To Addresses

Add one or more Remit-To Addresses by either filling out a new Compliant Inveoicing Form or choosing an Existing Remit-To Address.

|’ Add Remit-To |

" Choose Remit-To Address

Choose a Remit-to Location below - Recommended

If's a few more fields, but provides compliance, verification, and re-usability Otherwise, click
‘Cancel' to add info to your customer’s form manually.

Choose existing ar create new Remit-To Address:

o Create New Remit-To Address

-

Choose Remit-To Address

Choose a Remit-to Location below - Recommended
it's a few more fields, but provides compliance, verification, and re-usability. Otherwise, click
‘Cancel' to add info to your customer’s form manually.

Choose existing or create new Remit-To Address:

o Choose
480 Northeast 30th Streat
Miami, FL 33137
United States
United States (12-1234567)
O Create New Remit-To Address
Cancel




Complete Form: Remit-To Addresses (2 of 2)

Complete Remit-To Address and
Banking Information for your Remit
Addresses.

Note that you may add information
for multiple Remit To Addresses.

Please ignore any ‘IMF Only’ fields.

Remit-To Address
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Banking Information
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Intermediary Bank Name

Intermediary Bank City

Intermediary SWIFT Code (BIC)

Intermediary Bank Routing Number




Complete Other Information and Submit

At the bottom of the form, you may e Diversity Certificate

add a Bank Letter and complete J—

Supplier Diversity Information if

applicable (this is not required). -
Supplier Diversity

Once you finalize your form, click swwterDiversty ] evon

Submit. The information will be (A Dversy |

reviewed by the IMF, and you will uppler Diversity

be contacted if there are any .

guestions. CMSH .........




