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Registering as a supplier with Alberta Blue Cross

Introduction

Alberta Blue Cross utilizes Coupa to create and manage contracts, assess risk and manage
supplier information management.

When you register as a supplier at Alberta Blue Cross, you can expect an easy process for
* Negotiating future contracts with Alberta Blue Cross,
« Assessing risk and controlling information, and

« Keeping your banking details up to date to ensure fast payment, through the
CSP.
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Registering as a supplier with Alberta Blue Cross

Supplier onboarding process

O

~®

New request

Your Alberta Blue Cross contact
will submit an internal request to
register you as a new supplier.

Approvals

Once approved internally, you
will be set up in the Alberta Blue
Cross procurement system,
Coupa.

Communication

You will receive an automatic
notification via email, inviting you
to complete the supplier
onboarding form.

Onboarded

Once you have submitted the
supplier onboarding form and it
has been approved, you are
ready to do business with
Alberta Blue Cross.
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Getting started with the CSP

What is the CSP?

The Coupa Supplier Portal (CSP) is a free web-based platform for suppliers
to easily do business with Alberta Blue Cross. It makes managing
transactions easy and consolidates all relevant information in 1
simple-to-use location.

By joining the CSP you can

* Manage your company information and remittance information
ensuring it is always up to date.

* View and manage POs received from Alberta Blue Cross.

* Invoice Alberta Blue Cross and view the status in real time.

8




Getting started with the CSP

Creating a CSP account

If your client has the correct email address, they will send you an
invitation to your email to register on the CSP. From the email
you receive, you will have 2 options.

1. Join and Respond, proceed to slide 9.

2. Respond Without Joining, proceed to slide 68.

Alberta Blue Cross strongly recommends joining the CSP
in order to create a reusable profile and better track your
Interactions.

WpiElliccross | @

Alberta Blue Cross Profile Information Request - Action Required

Dear valued supplier,

Alberta Blue Cross® would like to onboard your company through Coupa, our enline
procurement system.

The Coupa Supplier Portal makes it easy to provide and update your company information
manage POs, submit invoices, and track approval statuses. Coupa offers a wide range of
benefits, including those listed below and more

It'’s free. You will not be charged for hosting or accessing the Coupa Supplier Portal
You can network with other vendors and electronically manage orders without any
fees.

Get paid quicker By joining the Coupa Supplier Portal, you'll be part of our standard
procurement process. This means you'll receive purchase orders sooner; invoice
authorizations will happen faster, and you'll get paid quicker.

Expediate contracting. Submit and update all necessary questionnaires to help
expedite the contracting process.

Save time, money, and the environment. The Coupa Supplier Portal eliminates
paper purchase orders and the printing and mailing of paper invoices. This results in
fewer manual steps for your employees, faster turn-around times, and more time for
your employees to focus on strategic work. You'll also use less paper, creating a
smaller ecological footprint and helping to keep our planet green

Quick to set up and easy to use. No technology installations or additional software
are required to access the Coupa Supplier Portal. All you need is internet access and
an email account

Stay updated. Joining the Coupa Supplier Portal allows you to manags your
information with Alberta Blue Cross, such as your address, banking, and remit to
address. You can update any changes to your company and banking details to ensure
further swift payment.

To get started with the Coupa Supplier Portal, select the Join and Respond button below. You
can also send your information to Alberta Blue Cross without joining the Coupa Supplier
Portal by selecting Respond Without Joining. However, if you respond without joining, you
cannot update your company informatien through the Coupa Supplier Portal. Any future

d will be done lly and could p ially add time to contracting and payment

Join and Respond Respond Without Joining

14' 2 7
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Getting started with the CSP

Creating a CSP account

f,zcoupa supplier portal

Create an Account

Alberta Blue Cross is using Coupa to transact

When you click on the Join and Respond button, you will
be redirected to the activation page of your CSP account. il ik niblbinedsbiuddnm o

Alberta Blue Cross so you're ready to do business
together.

3. Complete the required fields.

* Business Name

4. Review the Coupa Privacy Policy and Terms of Use 5 e
documents. Once reviewed, select the check box. =
uatabe.23+12@gmail.com
5. Click Create an Account. kst tome riost Narme
* Password * Confirm Password
............. @ | @
It is recommended that you use Google Chrome g O ey e emact e
or Microsoft Edge when using the CSP. -
5 All’EGd\cr have an account? LOG IN
— Forward this to someone

g} COUPA SUPPLIER PORTAL GUIDE 9




Getting started with the CSP

Creating a CSP account

6. Complete the required fields. Some
fields may have been pre-populated by
Alberta Blue Cross—you can make + Frst Namme - LastName
changes to the fields as required. o

* Phone Number |
7. Click Next P ==

diivecnoss  f [ YOUr Contact Information

-
. * Country/Region You have 1 new or existing information request. This request must be sent to your
8 i | n th e A Ctlon Needed.' Upda te Custom e," s customer in order for them to have your updated information:
/nformatlon WI ndOW, Cl ICk Open. S ekidis Alberta Blue Cross + Can be submitted for approval Open
. 8
33 IRVING PLFL1D

Proceed to slide 13. —

* Clty State * Postal Code

NEW YORK New York 10003

7
S~ Skip for Now
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Getting started with the CSP

Existing CSP accou

If you already have an account on the CSP, the primary
contact will receive the following email to register:

1. Click Login to Coupa. Proceed to slide 12.

Biiecross o | You are Connected to Alberta Blue Cross on Coupa

P d by Zcoupa

Dear valued supplier,

Alberta Blue Cross® would like to onboard your company through Coupa, our online procurement system.

The Coupa Supplier Portal makes it easy to provide and update your company information, manage POs, submit invoices, and track
approval statuses. Coupa offers a wide range of benefits, including those listed below and more:

It's free. You will not be charged for hosting or accessing the Coupa Supplier Portal. You can network with other vendors and

electronically manage orders without any fees.

« Get paid quicker. By joining the Coupa Supplier Portal, you'll be part of our standard procurement process. This means
you'll receive purchase orders sooner; invoice authorizations will happen faster, and you'll get paid guicker.

» Expediate contracting. Submit and update all necessary guestionnaires to help expedite the contracting process.

+ Save time, money, and the environment. The Coupa Supplier Portal eliminates paper purchase orders and the printing and
mailing of paper invoices. This results in fewer manual steps for your employees, faster turn-around times, and more time for
your employees to focus on strategic work. You'll also use less paper, creating a smaller ecological footprint and helping to
keep our planet green.

» Quick to set up and easy to use. No technology installations or additional software are required fo access the Coupa
Supplier Portal. All you need is internet access and an email account.

» Stay updated. Joining the Coupa Supplier Portal allows you to manage your information with Alberta Blue Cross, such as

your address, banking, and remit to address. You can update any changes fo your company and banking details to ensure

further swift payment.

To get started with the Coupa Supplier Portal, select the Join and Respond button below. You can also send your information to Alberta
Blue Cross without joining the Coupa Supplier Portal by selecting Respond Without Joining. However, if you respond without joining,
you cannot update your company information through the Coupa Supplier Portal. Any future updates will be done manually and could
potentially add time to contracting and payment.

-~ 1,
-
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Getting started with the CSP

Logging In to your CSP account

1.
2.

Go to supplier.coupahost.com.

Enter your credentials and click Login.

2

. 4

g,xcoupa supplier portal @ secure

Login

* Email

* Password

Forgot your password?

New to Coupa? CREATE AN ACCOUNT

COUPA SUPPLIER PORTAL GUIDE
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Completing the registration form

Filling out the supplier registration torm

Home | Profile  Orders  Service/Time Sheets  ASN Invoices  Catalogs  Business Performance  Sourcing  Addons  Setup

Once you have completed the CSP requirements,

it is possible to access your profile to complete Y e
the Alberta Blue Cross form. (SIS Cress Profe | anens ove s
1. Find the form on the CSP, click Profile and
then on Information Request. The form will Supper nfomaton At 2 °
be displayed. Supplier Information
. 2 * Primary Address
2. Complete the required fields, the mandatory b
fields marked with a red asterisk (*). m 0
If you already have a CSP profile, e (e )
some information might already be setoteo cede (5N
filled out based on the information B —
already added to the CSP profile.
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Completing the registration form

Section T—supplier information

1. Primary Address is a mandatory field.
Note this is the business address and not
payment address information.

2. Industry is a non-mandatory field;
however, select the most fitting answer
from the drop-down menu.

1

—

| *Primary Address

4

* Region
Country/Region

State Region

State SO Code

Address Name

* Street Address
Street Address 2
Street Address 3
Street Address 4
*City

* Postal Code

Location Code

Address Purpose ‘ [Branch x| ‘ [ ]

United States b

Mew York - NY F

US-NY

33 IRVING PLFL 10

NEW YORK

10003

Industry Accounting, bookkeeping and auditing acfivities; tax consultancy ~

COUPA SUPPLIER PORTAL GUIDE
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Completing the registration form

Section T—supplier information

Within the form some fields might have
conditional functionality. Based on the answer

provided, further details or attachments might
be required.

3. GST Exception—if the answer is Yes, a
mandatory attachment field will be
displayed.

4. Subject to Withholding Tax—if the answer
is Yes, a mandatory attachment filed will
be displayed.

* Preferred Currency
*GST/ Tax ID Number

*GST Exemption

*GST Exemption Letter

4 * Subject to
S Withholding Tax

* Subject to
Withholding
Attachment

CAD ~

123467594

Yes

Choose File | Mo file chosen

f the vendor is exempted from GST, t

es

Choose File | Mo file chosen

f the vendor is exempted from withiho

e GET exemption letter must be attached.
X W
ng 3xes, ine =3x exampliion |ehier musi De aiiacned.

COUPA SUPPLIER PORTAL GUIDE
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Completing the registration form

Section 2—legal torm

Within the form some fields might have conditional * Supplier Legal Form | Individual -
functionality. Based on the answer provided further details + Suppler Legal a | Yes o
or attachments might be required. Individual’

. 3 Y . . . . 1 .
1. Supplier legal form as individual—if the supplier is an @ SN Number

individual, the SIN Number is a required field.

2. Supplier legal form not as individual—if the supplier is

* Supplier Legal Form | Corporation b
not an individual a certificate of incorporation must be oAt x v
p rOVi d ed . Individual?

2 Certificate of Incorporation

—

Effective Date

* Expiration Date

* Attachments Add File

% COUPA SUPPLIER PORTAL GUIDE 17




Completing the registration form

Section 2—supplier certificates

* Do you havea | NoO X
Workers Compensation
, . .o . . . Certificate (WCEB)?
A workers' compensation certificate is required; however, if no
workers’ compensation certificate is present, is possible to provide Qi "F ot oton
] — Information
an exemption letter.
. . /;
1. Workers' compensation certificate—if the answer is Yes, then
. *Workers Compensaticn Insurance
an attachment is mandatory.
. - : : 2 ;
2. No workers' compensation certificate—if the answer is No, o Fiecivelde
then an exception field for further details is required. Note that o
an attachment is still mandatory. ST SR, L.
6V4A1973.jpg
Description
s

% COUPA SUPPLIER PORTAL GUIDE 18
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Filling out remit-to information

Adding remit-to information in the CSP

The Remit-To Addresses section ensures
that Alberta Blue Cross has the essential
banking and payment details to conduct
business.

To update this information: -Remit-To Addresses

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

1. Within the form, click the
Add Remit-To button.

Add Remit-To

% COUPA SUPPLIER PORTAL GUIDE 20




Filling out remit-to information

Adding remit-to information in the CSP

A pop-up window will open to create the remit-to address.

2.

If you already have a remit-to address registered in the
CSP, select the remit-to address by clicking Choose and
then complete the information required by Alberta Blue
Cross in the main form.

If you do not have a remit-to address registered in the
CSP, click the Create New Remit-To Address button.

Choose Remit-To Address b 4

Choose a Remit-fo Location below - Recommended
It's a few more fields, but provides compliance, verfication, and re-usability. Otherwise, click
‘Cancel' to add info to your customer's form manually.
Choose existing or create new Remit-To Address:
2 | o Choose
33 IRVING PLFL 10 —
—_—
NEW YORK, New York 10003
United States
United States
1 »
0 Create New Remit-To Address
3
Cancel
p

COUPA SUPPLIER PORTAL GUIDE
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Filling out remit-to information

Adding remit-to information in the CSP

4. Complete the fields according to the
instructions provided then click Continue.

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

* Country/Region

Where's your business located?

This is the official name of your
~ business that is registered with
the local government and the

country/region where it is

located.
Cancel
4
—
% COUPA SUPPLIER PORTAL GUIDE 22



Filling out remit-to information

Adding remit-to information in the CSP

5. Once all the CSP required steps are completed
click the Done button.

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

33 IRVING PL FL 10 Active
NEW YORK

NY

10003

United States

Manage

———

5

N
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Filling out remit-to information

Adding remit-to information in the CSP

: : Setup Complete
6. To add to the information completed to the P P

Alberta Blue Cross form, click Add Now in the 4]

pop-up window. Once completed, you will be ) e h N
. o you want to emit-To ress to the customer profile now?

redirected to the Alberta Blue Cross form.

ot IO
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Filling out remit-to information

Remit-to address information

* Remit-To Infarmation
1. Remit To Contact Email is a required field for remit-to

information to be sent out to the supplier contact. Remit To Address Information
2. Remit To Address Information is added from the Bl - Remit To Contact o
completed CSP profile. (- Email
Country! Province
~— Country/Region United States -
State Region

State 1SO Code US-NY

Street Address 33 IRVING PLFL 10

Street Address 2

City NEW YORK

Postal Codel Zip Code 10003
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Filling out remit-to information

Remit-to account information

1. Account type is a non-required field to include Account Information

account type information. 1 rccountiype
2. Select information from the drop-down menu

for Account Currency. R * Account Currency | CAD v

. . \r * Payment Method o

3. Select information from the drop-down menu 3 CAD EFT

for Payment Method. Cheque

UsSD ACH
Based on the payment method Ve Transfer

selected, ensure to provide the

req U | red | nfo rm atl O n to aVOId CAD EFT. Bank Name, Bank Number, Transit Mumber, Account Number, and Bank Letter (Attachment).
reJ eCtIO ns on yO ur fO m. Cheque: Remit To Address Information.

USD ACH: Bank Name, Bank Address, Bank Routing/ABA Number, Account Number, and Bank Letter (attachment).
Wire: Bank Name, Bank Address, Bank Routing NumberfABA Number, Account Mumber, Swift Code, and Bank Letter (attachment).

Flease note for each Payment Method the following is required:

% COUPA SUPPLIER PORTAL GUIDE 26




Filling out remit-to information

Remit-to banking information

1. Based on the payment method selected, provide banking 1 Banking Information
information.
Bank Name
2. If CAD EFT is selected as the payment method, then the
Transit Number is a mandatory field. 2 *Transit Number 0O
3. If Wire is selected as the payment method, then et Tgﬁ @
. . { i
SWIFT Code (BIC) is a mandatory field. e
Bank Account Number 0
4. Based on the payment method selected, supportin
. Pay : . PP J 3 | * SWIFT Code (BIC) 0
banking documents might be required. =
Banking Suppoerting Document (Void Check or Bank Letter)
i Attachments Add File

% COUPA SUPPLIER PORTAL GUIDE 27




Filling out remit-to information

Remit-to banking address

1. Bank Address is a non-mandatory field for banking y
address information. However, it is required for USD N Sank Adaress
ACH and Wire payment method.

Bank Country/Region -
Bank Province or State
Bank Address
Bank City

Bank Postal Code/ fip
Code

% COUPA SUPPLIER PORTAL GUIDE 28




registration form
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Submitting the supplier registration form

Submit the registration form

1. Once all the supplier information and remit-to
information is completed, at the end of the
form, click Submit for Approval to send the form
to Alberta Blue Cross for review and approval.

Bank Country/Region
Bank Province or State
Bank Address

Bank City

Bank Postal Code! Zip
Code

Bank Address

Decline Save Submit for Approval

COUPA SUPPLIER PORTAL GUIDE
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Submitting the supplier registration form

Notification of approval

After Alberta Blue Cross has verified the data heieoross sl
provided in the form and all elements have been Profile Info submitted to Alberta Blue Cross was Approved

validated, an email notification will be received. i Supplier

The company profile information that you submitted to your customer, Alberta Blue Cross was
recently approved.

This usually means that the information was correct and they will activate your new

The Same notlflcathﬂ WI" be recelved once information so you can start transacting soon (or continue transacting with the new
an update form has been approved. information).

No further action is required but you can click below to view additional details.

View Profile Info

% COUPA SUPPLIER PORTAL GUIDE 31




Submitting the supplier registration form

Notification of refusal

1. If the form is rejected after Alberta Blue Cross has
verified the data provided in the form, the supplier
will receive an email notification.

2. You will receive a second notification with the
comments from Alberta Blue Cross.

3. Click Respond or View Profile to review the form
and resubmit.

The same notification will be received
once an update form has been rejected.

e &llecros=__ds|§ Form #1316 has been rejected

~—— Powered by gCoupa
Hi Supplier,
Form #1316 has been rejected and updates have not been applied.

speilecross  of| New Comment on Profile Info submitted to Alberta Blue
) Cross

a -
—_—

Powered by .:.'”"’h.(()upa

Andrea Mavas at Alberta Blue Cross added a new comment on 06/20/23 at 05:13 PM to the company information profile you
submitted.

The comment is "Need to complete information based on payment method, missing Attachment ™

You can review the profile of submitted information or respond by clicking below.

3 View Profile

5

COUPA SUPPLIER PORTAL GUIDE
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Submitting the supplier registration form

Review refusal in the CSP profile

You will receive an email notification if the formis | 4 ...

. o spiallecross (@
rejected after Alberta Blue Cross has verified the
. . Profile Info submitted to Alberta Blue Cross was Approved
data provided in the form.

Hi Supplier,

The company profile information that you submitted to your customer, Alberta Blue Cross was
recently approved.

This usually means that the information was correct and they will activate your new
information so you can start transacting soon (or continue transacting with the new

The same notification will be received once information).
an update ]corm has been approved No further action is required but you can click below to view additional details.

View Profile Info
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Updating your information
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Updating your information

Updating your information

. Home Profile Orders  Service/Time Sheets ~ ASN Invoices Catalogs Business Performance Sourcin Add-ons Setu
You can communicate changes to e ‘ ‘ ‘
Alberta Blue Cross, by updating 1

. . . Alb\/ Blue Cross Profile | rperta Blue Cross
information in the CSP.

1. Click Profile and then on
Information Requests.

2. Scroll to the bottom of the page Sank Address
and click the Update Info button. :"k:;m: - i
Bank Address
Bank City
Updates are only allowed sk st oce 2
for suppliers with access
to the CSP.

2 Update Info
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Updating your information

Updating your information

1. The form fields are now editable. Make the o e |
necessary updates Supplier Information
. . *Primary Address
2. Click the Submit for Approval button to send the s
update to Alberta Blue Cross. Address Purbose [ Sefect Some Options K
* Region
Country/Region | United States -
State Region = New York - NY X

State 1SO Code  US-NY

Address Name

* Street Address | 33 IRVING PLFL 10

Decline Save > Submit for Approval
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Updating your information

Notification for update to supplier form

You will receive a notification once the dpiliecross (@
update information has been sent out to

Alberta Blue Cross for review. Profile Info Recently Updated for Alberta Blue Cross on Coupa

Hi Anna,

Your company's profile information was recently updated and sent to Alberta Blue Cross on
Coupa. This information is important and can contain pay-to information, tax registration,
compliance ceritification information, and more.

Please help us ensure security by notifying your customer if this change is inaccurate or
unexpected. If the change is expected you can ignore this message.

Thanksl
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CSP administration
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Managing users

Inviting users to the CSP

£,zcoupa supplier portal ANDREA v | NOTIFICATIONS @ | HELP ~
AS CSP admln, yOU Caﬂ |nV|te USerS Wlthln yOUI' Home Profile  Orders  Service/Time Sheets  ASN Invoices Catalogs Business Performance  Sourcing
organization to be part of the CSP. This will help if a setwp

e

Admir Customer Setup

you need other users in your organization to a
manage the company's CSP profile. Admin users

oI - " s
Users 2

1. To access the admin page, click Setup. Mo Roqus P

User Name Email Status Permissions Customer Access Actions
Merge Suggestions . . )
. . Andrea andrea.navas1i@agmail. com Active ASNs, Admin, Alberta Blue Cross - AN Edit
2 . C | I C k I nVIte U se r‘ Rsqussts 1o Join Navas Business test 4_12_1, Alberta
Performance, Blue Cross - An test
Legal Entity Setup Catalogs, Early 4 19 4 Alberta Blue
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Managing users

Send invitation

Invite User

First Name

1 Last Name
S—

1. A pop-up window is displayed. Fill out the
contact information. g ermssionse R

~— All All

2. Select the permissions and customers you pa= By e e
Alberta Blue Cross - An test

would like the new user to have access to. O Resticoa Acess o

Alberta Blue Cross - AN test

@Al 4205
3 C | ‘ k S d I i i Invoices Alberta Blue Cross - AN test
: Ick Send Invitation. vs 221
Profiles Alberta Blue Cross - An test
05 222
ASNs

Service/Time Sheets

() Restricted Access fo
Service/Time Sheets
@Al

Payments

Order Changes

Early Payments

Business Performance

Sourcing

Order Line Confirmation

G ===

% COUPA SUPPLIER PORTAL GUIDE 41




o\

Go back home

COUPA SUPPLIER PORTAL GUIDE 42




Updating a remit-to record

Adding a remit-to record

TO a d d arem It-tO reco rd -th rou g h th e A dm U’) ta b Home Profle Orders Service/TimeSheets ASN  Invoices Catalogs  BusinessPerformance  Sourcing

Add-ons | Setup a
il

1 . Cl IC k Setu p Admin Customer Setup o
. . .
2. Click Remit-To. Admin remitTo
3. Click Add Remit-T ..
N I C e It- O . Users Remit-To Account Remit-To Address Payment Type Legal Entity Custorks/ Actions
M R 5 None 33 IRVING PLFL 10 Address Test remit +/Alperta Blue Cross - AN~ &
108 Reques NEW YORK address test4 12 1
Merge Suggestions Y
g L 10003 " Alberia Blue Cross - An
Requests to Join United States test4_194
Legal Entity Setup Preferred Language +/ Alberta Blue Cross - AN
English (US) test4_20_5
Coupa Verified
+/ Alberta Blue Cross - AN
Fiscal test 05_221
Representatives
+/ Alberta Blue Cross - An
Remit-To test 05_22 2

Terms of Use

COUPA SUPPLIER PORTAL GUIDE
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Updating a remit-to record

Adding a remit-to record

Select Legal Entity to apply the remit-to

record. This record is previously created. Add Remit-To

-

Invoice From Address 33 IRVING PL FL 10

NEW YORK, NY, 10003
United States

o I
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Updating a remit-to record

Adding a remit-to record

Add a new Remit-To account

6. Fill in the fields.

7. Select the customer that the account can be

6 * Payment Type | Bank Account

—
used by What are your Bank Account Details? @

8. ClICk Save & Continue Bank Account = United States -

Country/Region:

State: \ Select an Option =

Which customers can use this account?

All

7 Alberta Blue Cross - AN test4_12 1
Alberta Blue Cross - An test4_19 4
Alberta Blue Cross - AN test4_20 5
Alberta Blue Cross - AN test 05 221

Alberta Blue Cross - An test 05_22 2

il L3

cos

_
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Updating a remit-to record

Adding a remit-to record

9. The new remit-to address is added to the Remit-ToAccount  Remit-To Address PaymentType  Legal Entity Customers Actions
. . None 33 IRVING PLFL 10 Address Test remit address  w/”Alberta Blue Cross - AN test 4_12_1 «
list of remit-to records. g oo s
- NY + Alberta Blue Cross - An test 4_19 4
10003
United States +” Alberta Blue Cross - AN test 4 20_5

Preferred Language: English (US) + Alberta Blue Cross - AN test 05_22 1

To include a new remit-to record to
the Alberta Blue Cross profile,
ensure to follow the update profile
steps.

w” Alberta Blue Cross - An test 05_22 2
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Updating a remit-to record

Adding customers to a remit-to record

It is possible to add customers to an already created

remit-to record through the Admin tab.
1. Click Setup.
2. Click Remit-To.

3. Click on the Leave icon under Actions.

Home Profile Orders

Setup
il
Admin Customer Setup

Admin remit-To

Users

Merge Requests
Merge Suggestions
Requests to Join
Legal Entity Setup
Coupa Verified

Fizcal
Representatives

Remit-To

Terms of Use

Remit-To Account

None

Service/Time Sheets ASN

Remit-To Address

33 IRVING PLFL 10
NEW YORK

NY

10003

United States

Preferred Language
English (US)

Invoices

Payment Type Legal Entity Customers Actions
Address Test remit +/ Alberta Blue Crog riz
address test4_12_1

Catalogs  Business Performance  Sourcing

Add Remit-To

" Alberta Blue Cross - An
test4_ 194

+/ Alberta Blue Cross - AN
test4_20_5

+/ Alberta Blue Cross - AN
test 05_22 1

+/ Alberta Blue Cross - An
test 05_22 2
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Updating a remit-to record

Adding customers to a remit-to record

I
4. A pop-up window is displayed. Under Add Additional Edit Remit-To Usage

Customers, click the drop-down menu and select the Legal Entty Test remit address
Remit-To 33 IRVING PLFL 10, NEW YORK, NY, 10003, United
customer. States

33 IRVING PLFL 10
NEW YORK, NY, 10003

5. Click Add Selected. United Statos

6. Clle NeXt Which customers can use this account?

y 5 Add Selected
4 Add Additional Customers [l =
~— Alberta Blue Cross
ay. Remit-to
Alberta Blue Cross customer when
Alberta Blue Cross if the customer

se account types

L
through Coupa Pay.

Customer Status Date added

Alberta Blue Cross Active and Validated 08/11/23 0

Alberta Blue Cross Active and Validated 08/11/23 0
Back g GZID
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Updating a remit-to record

Adding customers to a remit-to record

Remit-To Account Remit-To Address Payment Type Legal Entity Customers Actions
7' The new added customer Is dlsplayed In the None 33 IRVING PLFL Address Test remit vAlberta Blue J&@
rem it_to reco rd ) 10 address Cross - AN test
NEW YORK 412 1
NY
10003 +"Alberta Blue
United States Cross - An test
4 194
Praferred
Language: English +”Alberta Blue
(US) Cross - AN test
4205
s/ Alberta Blue
Cross - AN test
05 221
" Alberta Blue
\Z/ Cross - An test
05 222
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Negotiating contracts through the CSP

Notification to negotiate

You will receive an email from Coupa when it is time
to negotiate terms and conditions of a contract.

1. Access the email from

do_not_reply@ab-bluecross-ccc.coupahost.com
and click Open Contract.

BlUecross o | @

From Adam Stape of AbBluecrossTestCcc
To adam stape

This contract has been shared with you using Coupa Contract Lifecycle
Management.

Click below to edit and sign this contract:

Train the Trainer Contract

1

_—

You can access the contract any time with this link:

https://ab-bluecross-test-ccc.coupahost.com/contracts/bsc7e/invites/d345bac11bb54¢c
44432439ee5541b82b
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Negotiating contracts through the CSP

Download or upload the contract

2. Click Edit Document and select Download for Edit.

3. Review the document and provide any redlines or
comments in Microsoft Word.

4. Upload the reviewed document by clicking
Upload.

5. When you are ready to send the contract back to
Alberta Blue Cross, click Send to Counterparty.

Coupa will provide a quick 4-step tour guide
to support contract negotiation for first time
collaborators.

OPTIS CONSULTING NETWORK INCv | HELP

Train the Trainer Contract

Agreement

ALBERTA

BLUE CROSS’

Services Agreement

ABC Con #: 225

This Services Agreement (this "Agreement"), dated as of June 8, 2023 (the "Effective Date"), is by
and between:

Company A,

a JURISDICTION corporation, with offices located at Supplier Primary Address Streetl, Supplier
Primary Address City, Supplier Primary Address State, Supplier Primary Address Country/Region,
Supplier Primary Address Postal Code

("Service Provider")
and
ABC BENEFITS CORPORATION,
an Alberta corporation, with offices located at 10009 108 Street NW, Edmonton, Alberta
("ABC" and together with Service Provider, the "Parties", and each a "Party").

2
-

Edit Document v

4 Send to Counterparty
“'—-—/}
Additional Actions 5
< y

Compare Versions
Fields 9
Messages
Full History

Counterparties

" AbBluecrossTestCcc

OPTIS CONSULTING NETWORK INC
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Negotiating contracts through the CSP

Additional actions

The Additional Actions section houses the following options: P — s oo nemom e | st
. Compare VerS|ons—§ee who checked ina part|c'u|ar Train the Trainer Contract
version and at what time. Deleted text is shown in red,
and additions are shown in green.
*  Fields—list all fields built into the contract that can be
. . . ALBERTA Send to Counterparty
changed (e.qg., Effective Date, Supplier Name, etc.). Fields BLUE CROSS' —
s itional Actions
can be populated here to quickly update the contract. Services Agreement ' _
. This Services Agreement (this "Agreement"), dated as of June 8, 2023 (the "Effective Date"), is by B
*  Messages—use the message board to communicate and and between: N Feas ;
. ompany A,
track messages internally and externally. & JURISDICTION corporaton, with offies located at Supplier Primary Address v, Supplier Messages
Primary Address City, Supplier Primary Address State, Supplier Primary Address Country/Region,
. . Supplier Primary Address Postal Code Full History
*  Full History—a log of all actions taken on the agreement ('Service Provider") —
. . . and ounterparties
including the name of the user who took the action and ABC BENEFITS CORPORATION,
the date and time it was taken. Actions that are logged e St ettt Pt st morey
include changes to and comments on the agreement, OFTIS CONSULTING NETWORK INC

invitation of reviewers and their acceptance to review.
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Completing risk questionnaires
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Completing risk questionnaires

Access the risk questionnaire
Depending on the nature of the goods —

and/or services, you may be required to {HCOUS | Rik oce
complete 1 or more risk assessments prior
to receiving a signed contract or approved

Hello Maddie,
p u rC h a S e O rd e r. Thank you for your interest in providing services to Alberta Blue Cross. We require zll our third-party

representatives, suppliers and partners to complete a due diligence screening process prior to executing an
agreement and periodically while providing services. As such, we kindly ask that you complete the online
Business Continuity Control by 7/16/2023. You can access this by clicking on the R.Portal.

Business Continuity Control is ready to complete

1. Access the email from noreply@ab-
. . Please do not hesitate to contact your Alberta Blue Cross contact shol e any guestions about the due
bluecross.risk-mail.coupahost.com and dgerce process a

Thank you for your cooperation in this impeortant process.

click the R.Portal link. Coupa Risk Acse - Dissinas zrcoupa

This communication and any files or sttsshmants ransmitied with i may contain informatic
dischosure under applicable law. It is intended solely for the use of the individual or enfity tg
You are hereby nofified that any use. or capying of this =5t Welcome to Coupa Risk Assess, your solution for third-party management.

2. Enter your CSP credentials and click e el e i
Sign In. o
\

i
a: cou pa Username J It's time for organizations across all industries qu!pmavm...
Forgot username? to manage and control all of their business L ‘G Uni iy,
- B " earn more at Coupa University.
Business Spend Manag< Password ‘ spend. To do this, Coupa set out to build the

. most comprehensive suite of Business
Forgot password? Spend Management (BSM) applications ever

m created, with the most open cloud-based

architecture, and an unparalleled ease of use

for administrators, employees, and suppliers.
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Completing risk questionnaires

Access the risk questionnaire

Action Items Personal

3. Access risk assess and open the
evaluations by clicking Show Me All.

Evaluations: Approvals: Action Plans:

‘You Have 0 Late Show Me You Have 0 Late Show Me You Have 0 Not Started Show Me

. . . 1 Due This Week Show Me 0 Action Required Show Me 0 In Process Show Me

4. Search for the applicable questionnaire 2vsaeg ontbabgpral o
View Closed Evaluations Show Me All View Closed Approvals View Closed Action Plans

and click View.

E' 3 ions:All

Name Periodicity Start Date Context Due Date Action Status  Action

@ @ @ @ @ @
Risk Summary NS Test CLMCRA (2306071002
One Time 6712023 ) Not Started 6/17/2023 A

Approval CRA Script Development-221)
Inherent Risk NS Test CLMCRA (2306120959

> One Time 6/11/2023 Not Started 6/21/2023
Questionnaire -227) 4

L\ i

n >y \J—ZDIZ\tems

[T
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Completing risk questionnaires

Respond to a risk guestionnaire

5. Respond to the questions.

6.  Click Submit.

Alberta Blue Cross will review your submission and
contact you if any next steps are required.

Eva I u atio n Delegate Recalc Save Cancel m

Risk-Inherent Risk Questionnaire [NS Test CLMCRA (2306120959 TTT-227)] - Onetime - Period Start 12 Jun 23

© @ Export @ Import

© Information Gathering

Item #

1.0

Description Score Actions

BEFORE YOU BEGIN: Please review the instructions below. o

As part of our ongoing efforts to ensure the securily and resilience of our organization, we are conduciing a comprehensive Third-Parly Risk Assessment. Your valuable input is
vital to this process, and we kindly request your assistance in compieting the assessment

At Alberta Blue Gross, we recognize the importance of effectively managing risks associated with our third-party relationships. This assessment aims to evaluate and mitigate any
potential risks posed by our external vendors, SUppliers, or Service providers.

Should you have any questions or require further clarification, please do not hesitate to contact Procurement. We are here to assist you throughout the process and address any
concerns you may have.

Would it be likely that the outsourced product or service to a third party provider expand more than three (3) years OR have an [0 ]

annual spend greater or equal than $500,000 CAD?

Would it be likely that the outsourced product or service to a third party provider process, fransmil, store and/or have directs |~ v m

indirect access to company data?
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Managing POs and invoices

View and manage POs

To view your POs from
Alberta Blue Cross

1. Click the Orders tab.

2. Orders will be visible in the
table. Click the PO Number
to see more details.

#zcoupa supplier portal MADDIE ~ | NOTIFICATIONS @ | HELP -~
Home  Profile & Orders @ Service/Time Sheets = ASN Invoices  Catalogs  Business Performance  Sourcing  Add-ons  Setup
Orders Order 1 Returns Order Changes Order Line Changes QOrder Confirmations Order Confirmation Lines Promised Deliveries Shipments
N
Select Customer Alberta Blue Cross v

Purchase Orders

Instructions From Customer

Please acknowledge all Purchase Orders coming from ABC. This is located as a checkbox inside of the PO.

Click the “= Action to Accept the Purchase Order and Create an Invoice using its data

Exportto -

PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Assigned To Actions

I 690 08/02/23 Issued None Maintenance No 35,000 00 CAD = S:%
689 08/02/23 Issued None 400 Each of Widgit No 196,000 00 CAD = %
2 400 Each of Service

COUPA SUPPLIER PORTAL GUIDE

59



Managing POs and invoices

Acknowledge POs

Alberta Blue Cross requires you to
acknowledge receipt of the purchase
order.

1. Within the purchase order, click the
Acknowledged checkbox.

The purchase order table in the
Orders tab identifies which
purchase orders have been
acknowledged in the
Acknowledged At column.

Purchase Order #689

Order marked as sent manually and acknowledged X

©: General Info 2 Shipping

Status Issued - Pending Manual Ship-To Address 715 5 Avenue SW
Calgary, AB T2P 2X6
Canada

Revision Date 08/02/23 Location Code: ABCcalgary
Attn: Sam Bowyer

Order Date 08/02/23

Requester Sam Bowyer

Email sbowyer@ab bluecross ca Terms None

Payment Term NET 30 ‘\ Shlpment Track\’ng O rw

Attachments None Mo shipment tracking.
Acknowledged

Assi 1
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Managing POs and invoices

Create an invoice/credit note from a PO

v | NOTIFICATIONS @ HELP~

1. Click the Orders tab. ReChpa suppliet portal

Home Profile Orders  Service/Time Sheets  ASN Invoices Catalogs  Add-ons

2. Click on the Create Invoice icon ( =) or —
Credit Note icon =2) for the PO in the T——— T
Purchase Orders table to flip the PO into an

Invoice.

Instructions From Customer
Please acknowledge all Purchase Orders coming from CIBC. This is located as a checkbox inside of the PO.

Click the == Action to Invoice from a Purchase Order

« Alternatively, to create an invoice, click

the PO Number link to open the 3 CTN—

. . PO Number Order Date  Status Acknowledged At  Items Unanswered Comments Total Actions
p urc h dase o rd er an d Cl IC k Create I nvo|ce I 099020000000240 06/26/19 Issued None 1 Each of Test PO Item2 No 100.00 CAD “=Eg
099020000000239 06/26/19 Issued None 2 Each of Test PO Item No 200.00 CAD “=Eg
099020000000168 01/15/19 Issued None 3 Each of Test No 30.00 CAD 5%
By ‘flipping’ the PO to an invoice or credit Nl

note directly, the CSP will pre-populate
most of the fields, making it easy and
accurate.
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Managing POs and invoices

Create an invoice/credit note from a PO

£,coupa supplier portal MADDIE v | NOTIFICATIONS @ | HELP

Home Profile = Orders Service/TimeSheets ASN  Invoices  Catalogs  Busi

3. Populate the General Info section.

4. Update the Quantity (Qty) e
or Price.

3 Lines
TR 8600000 ©
5 . U p d ate th e TaXeS fl e | d ‘ sz’fcemme Sheetline  Contract @ AddLine @) Pick lines from Contract

6 . C | iC k Ca ICU Iate to U pd ate th e Attachments Add File | URL | Text \_f/ i . o
invoice or credit note total. | | e e e "

| . k S oL T Handing
7. Click Submit
. . Lines Type ay uom Price

400 Each v TaxRe

Description

You will be directed to the Invoices et SHE
screen with a message stating your 0 i
invoice or credit note is in pending
approval status.

q Total 196,000.00
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Managing POs and invoices

Viewing and editing an invoice

1. Click the Invoices tab.

2. Invoices and their status will be
visible in the table. Click the
Invoice # to see more details.

3. Click # to edit or @ to delete
a draft invoice.

,scoupa supplier portal

Home

Invoices

Profile Orders Service/Time Sheets ASN

Invoices  Catalogs

MADDIE ~

NOTIFICATIONS @

Business Performance Sourcing  Add-ons  Setup

HELP ~

Invoices Lines Payment Receipts 1
-_—
Select Customer Alberta Blue Cross -
Invoices
Instructions From Customer
All invoices require a Requester Name or Email and a Company pdf Invoice attachment.
Create Invoices @
Create Invoice from PO Create Blank Invoice Create Credit Note

~ I Search ,OI

Invoice # Created Date Status PO# Total Unanswered Comments Dispute Reason Actions
I CC0802231519  08/02/23 Pending Approval 690 1,050.00 CAD No
2 INV0802231518  08/02/23 Pending Approval 690 5,250.00 CAD No
—_— None 08/02/23 Draft 689 196,000.00 CAD No ,/ 0
Perpage 15 | 45 | 90 3
.
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Managing POs and invoices

Create a non-backed invoice/credit note

MADDIE~ | NOTIFICATIONS @ | HELP -~

li tal
If Alberta Blue Cross allows you, fcoupa suppier porta
you can Crea‘te a non_backed Home Profile  Orders  Service/Time Sheets  ASN Invoices  Catalogs Business Performance Sourcing  Add-ons  Setup
(no PO OI’ Contract) InVOICG by dOIﬂg Invoices Invoices Lines Payment Receipts \1/
the fO”OWIng: Select Customer Alberta Blue Cross -
Invoices

1. Click the Invoices tab.

Instructions From Customer

2 . C | I C k C reate Bla n k I nVOice O r All Invoices require a Requester Name or Email and a Company pdf Invoice attachment.
. Create Invoices @
Create Credit Note.

Create Invoice from PO Create Blank Invoice Create Credit Note
T
Invoice # Created Date Status PO# Total Unanswered Comments Dispute Reason Actions
I CC0802231519  08/02/23 Pending Approval 690 1,050.00 CAD No
INV0802231518  08/02/23 Pending Approval 690 5,250.00 CAD No
None 08/02/23 Draft 680 196,000.00 CAD No ,/ Q

Perpage 15 | 45 | 90
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Managing POs and invoices

Creating a contract invoice

Some contracts with Alberta Blue
Cross may allow you to invoice the
contract directly without a PO

(e.g., statements of work or mobility
plans). You can invoice a contract
directly by doing the following:

1. Click the Invoices tab.

2. Click Create Invoice from
Contract.

£,:coupa supplier portal

Home

Invoices

Profile Orders Service/Time Sheets ASN

Invoices Lines Payment Receipts 1

Invoices

Instructions From Customer

Invoices = Catalogs

All invoices require a Requester Name or Email and a Company pdf Invoice attachment.

Create Invoices @

MADDIE ~  NOTIFICATIONS @

Business Performance  Sourcing  Add-ons  Setup

HELP ~

Select Customer Alberta Blue Cross

Create Invoice from PO

Exportto - 2

Invoice # Created Date Status
I CC0802231519  08/02/23 Pending Approval
INV0802231518  08/02/23 Pending Approval
None 08/02/23 Draft

Perpage 15 | 45 | 90

PO #
690
690
689

Create Blank Invoice

Total

1,050.00 CAD
5,250.00 CAD
196,000.00 CAD

Create Credit Note

View Bl ~ l Search ,OI
Unanswered Comments Dispute Reason Actions
No
No
No A/ Q
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Managing POs and invoices

PO and invoice statuses

PO statuses Invoice statuses
Buyer hold The PO is approved but requires Alberta Blue Cross to review Abandoned The disputed invoice has been abandoned.
it.
Cancelled The PO is cancelled and does not need to be fulfilled. Approved The invoice has been accepted for payment by Alberta Blue
Cross.
Closed The issued PO was received and then closed either manually or Disputed The invoice has been disputed.
automatically within Coupa.
Currency The PO is on hold due to a currency exchange rate issue. Draft The invoice has been created, but it has not been submitted
hold to Alberta Blue Cross yet.
Error Something is wrong with the PO. Contact Alberta Blue Cross to Pending The invoice is currently under review by Alberta Blue Cross.
get the PO back on track. approval
Issued The PO was approved and sent to you. Processing The invoice is being processed by the Accounts Payable
department and should be paid soon.
Soft closed The PO is closed but can be reopened. You cannot invoice Voided Something is wrong with the invoice. Contact Alberta Blue
against a PO in this status. Cross to get the invoice back on track.
Supplier The PO was approved outside of the order window schedule

window hold under contract terms.
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Conducting business without joining the CSP

Utilizing Supplier Actionable Notification

SAN stands for Supplier Actionable Notification.
SAN will allow you to act on items processed by
Alberta Blue Cross out of Coupa directly.

SAN features the following:

» You can control everything via your email inbox
by action buttons.

« The service is free but has limited functionality.

* You can register for the CSP at any point later if
you wish to no longer use SAN.

With SAN you can

Fill in onboarding forms.

@ Receive POs.

Cg Act on received POs.

With SAN you cannot

_)E Update your company information.

," Respond to rejected forms.

Z Efficiently track your POs and Invoices.
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Go back home
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Notification of information request

If you decide not to join the CSP, it is possible to complete the form
directly in your browser.

1. When you receive the email invitation, click the Respond Without
Joining button, and you will be redirected to the form page.

Alberta Blue Cross strongly recommends creating a CSP
profile in order to better track your interactions with
Alberta Blue Cross. Note that without a CSP profile it is
not possible to update your company information
without external support from Alberta Blue Cross.

wpiEllecross ofu|ij

Alberta Blue Cross Profile Information Request - Action Required

Diear valued supplier,

Alberta Blue Cross@ would like to onboard your company through Coupa. our enline
procurement system.

The Coupa Supplier Portal makes it easy to provide and update your company information,
manage POs, submit invoices, and track approval statuses. Coupa offers a wide range of
bensfits, including those listed below and more

« It's free. You will not be charged for hosting or accessing the Coupa Supplier Portal
‘You can network with other vendors and electronically manage orders without any
fees.

« Get paid quicker. By joining the Coupa Supplier Portal, you'll be part of our standard
procurement process. This means you'll receive purchase orders sooner; invoice
authorizations will happen faster, and you'll get paid quicker.

« Expediate contracting. Submit and update all necessary questionnaires to help
expedite the contracting process.

» Save time, money, and the environment. The Coupa Supplier Portal eliminates
paper purchase orders and the printing and mailing of paper inveices. This results in
fewer manual steps for your employees, faster turn-arcund times, and more time for
your employees to focus on strategic work. You'll also use less paper, creating a
smaller ecological foctprint and helping to keep our planet green.

+ Quick to set up and easy to use. No technology installations or additional software
are required to access the Coupa Supplier Portal. All you need is internet access and
an email account.

« Stay updated. Joining the Coupa Supplier Portal allows you to manage your
information with Alberta Blue Cross, such as your address, banking, and remit to
address. You can update any changes to your company and banking details to ensure
further swift payment.

To get started with the Coupa Supplier Portal, select the Join and Respond button below. You
can also send your information to Alberta Blue Cross without joining the Coupa Supplier
Portal by selecting Respond Without Joining. However, if you respond without joining, you
cannot update your company information through the Coupa Supplier Pertal. Any future

dates will be done lly and could potentially add time to contracting and payment

Join and Respond 1 Respond Without Joining

N\




Registering as a supplier without joining the CSP

Filling out the form via SAN

When you click the Respond Without Joining button, you will be
redirected to the form page.

1. Complete the required fields as explained in the section
completing the registration form.

seilecross oj|§

Supplier Information AN test 6_20

Supplier Information

* Primary Address

Address Purpose | geject Some Options | (i ]
* Region
Country/Region | United States ~
State Region = Mew York - NY % v

State ISO Code  US-NY

Address Name
* Street Address 33 IRVING PLFL 10
Street Address 2
Street Address 3
Street Address 4
*City NEW YORK
*Postal Code | 10003

Location Code
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Registering as a supplier without joining the CSP

Remit-to from SAN

The Remit-To Addresses section ensures that Alberta
Blue Cross has the essential banking and payment
details to conduct business.

+Remit-To Addresses

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

Add Remit-To

1

1. To add a new remit-to, click the
Add Remit-To button.
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Registering as a supplier without joining the CSP

Remit-to from SAN

* Remit-To Information

A new section is displayed for the remit-to Remit To Address Information e
information to be added. o

Email

Country/ Province

Complete the required fields as explained in the CountyRegion | Unte st v
section filling out remit-to information.

State 1S0 Code

Street Address
Street Address 2
City

Postal Code/ Zip Code

Account Information

Account Type

*Account Currency | CAD ~
* Payment Method ~

Please note for each Payment Method the following is required:

CAD EFT. Bank Name, Bank Number, Transit Mumber, Account Number, and Bank Letter (Aitachment).
Cheque: Remit To Address Information.
USD ACH: Bank Name, Bank Address, Bank Routing/ABA Number, Account Mumber, and Bank Letter (attachment).
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Registering as a supplier without joining the CSP

Submit the form

spiliecross |

Supplier Information AN test 6_20

Supplier Information

1. Once all information has been completed, click Submit.

* Primary Address

Address Purpose | goject Some Options | o
“ Region
Country/Region | United States -
State Region = MNew York - NY Y

State SO Code  US-NY

Address Name
* Street Address | 33 IRVING PLFL 10
Street Address 2
Street Address 3
Street Address 4
*City NEW YORK
* Postal Code | 10003

Location Code

Decline W
1

_—
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Submit the form

1. After clicking on Submit, a pop-up window will
appear, informing the supplier that they will not
be able to access the form or make any changes
after submission. Click OK to submit the form.

ab-bluecross-test.coupahost.com says

Warning. You will not be able to access or make changes after you
submit. Submit response now to form: ABC External SIM form?




Registering as a supplier without joining the CSP

Submit the form

1. A message will be displayed confirming the submission of
the form to Alberta Blue Cross.

2. A pop-up window is displayed with the possibility of
creating a CSP profile. If you wish to create a profile, click
Create Your Account. Otherwise, click the X on the top
right of the window.

+ Your information has been submitted X

Manage your profile and more with Coupa

s
e ™ == = s
Insight Opportunity Collaboration

Learn more about
Create Your Account
Coupa

-
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Registering as a supplier without joining the CSP

Form submission notification

piilecross @

Once the form IS SmeItted tO Alberta Blue Cross, Profile Info Recently Updated for Alberta Blue Cross on Coupa

you will receive an automatic email confirming that .
Informatlon has recently been updated Your company's profile information was recently updated and sent to Alberta Blue Cross on

Coupa. This information is important and can contain pay-to information, tax registration,
compliance ceritification information, and more.

Please help us ensure security by notifying your customer if this change is inaccurate or
unexpected. If the change is expected you can ignore this message.

Thanks!

Manage your profile and more with Coupa

= 152

+

Insight Opportunity Collaboration

Create Your Account
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Registering as a supplier without joining the CSP

Form approval notification

spi&llecross o |§

Profile Info submitted to Alberta Blue Cross was Approved

Once the form is reviewed and approved by Alberta Blue Cross, .
you W||| be nOtIerd W|‘th an automa‘“c ema|| The company profile information that you submitted to your customer, Alberta Blue Cross was

recently approved

This usually means that the information was correct and they will activate your new
information so you can start transacting soon (or continue transacting with the new
information).

No further action is required but you can click below to view additional details

Manage your profile and more with Coupa

+

H % L

s +

Insight Opportunity Collaboration

Create Your Account

Learn more about Coupa
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Registering as a supplier without joining the CSP

Form refusal notification

spEilecross o |§

|f the form IS reJeCted’ yOU WI” receive an emall Profile Info submitted to Alberta Blue Cross was Not Approved
notification saying that the submission was not e,
The supplier information you submitted was rejected by Alberta Blue Cross. You will need to
a p p roved . create an account on the Coupa Supplier Portal to resubmit this information (fo keep your
information secure) by using the link below and confirming your email.

Use below link to create an account. Use this email address io register.

TO reS U b m It yo u r I nfo rm atl O n After you create an Account, cenfirm the email sent to you, and login, go to the Profile tab to

re-submit your information to your customer.

1. Click the Create Your Account button.

Manage your profile and more with Coupa

153

*

You must join the CSP first to :
re-submit your information. L Q.

P
lef:

Insight Opportunity Collaboration

1 Create Your Account
—

Learn more about Coupa
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o\

Go back home
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Managing POs and invoices without joining the CSP

Recelving POs

Once you open the email, a brief overview of the PO will become available.
1. PO number and attachment.
2. Actionable buttons

« Acknowledge PO.

 Add Shipment Tracking.

« Add Comment.

3. The Create Your Account button is available if you want to create an
account in the CSP, but it is not required for processing POs via SAN.

Alberta Blue Cross Purchase Order #693

@ Andrea Navas <do_not_reply@ab-bluecross-test.coupahost.com>
+1@optiscon:

To andreanavass 1@optisconsulting.com
() I there are problems with how this message is displayed, dick here to view it in a web browser,
purchase_order.html
10KB
piiiecaoss o

Alberta Blue Cross Purchase Order #6593

Order Summary
Date 0&11/23

PO Total 1,00000 CAD

Payment NET
Terms
Contect Andrea Navas
anavasfiab buecross ca

Manage your orders and more with Coupa

+
Q @
- - v e T
Ingight [/ i G

Create Your Account
3 Leam more shout Goupa

S—
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Managing POs and invoices without joining the CSP

Manage order

It is possible to manage and review the PO from the
email notification.

1. Click Manage Order.

-

Alberta Blue Cross Purchase Order #693
Order Summary
Date 08/11/23
PO Total 1,000.00 CAD

Payment NET 15
Terms

Contact Andrea Navas
anavas(@ab bluecross.ca

Orders details below

» ® @

Acknowledge

Shlpment Comment
Tracking

COUPA SUPPLIER PORTAL GUIDE
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Managing POs and invoices without joining the CSP

Manage order

2. Click the Acknowledged checkbox under the
General Info section.

3. Review line information.
4. Create invoices by clicking Create Invoice.

5. Add comments by clicking Add Comment.

3

_—_

+m=cnnss + (1] Sign Cut
Purchase Order #693

o General Info Shipping

Status Issued - Sent via Emai Ship-To Address 10008 102 St NV
Bilue Cross Place
Edmonton, AB T5J 3C5
Revision Date 021123 Canads
Lacation Code: ABCHeadOffice
Afin: Andrea Navas

Order Date 08/11/23

Requester Andrea Navas

Email anavas@ab.bluecross.ca T N
erms. None

Payment Term MET 15 i 1

> Shipment Tracking G

Attachments Hone

Acknowledged No shipment tracking.

2 Assigned to

Lines
L T - S|
1 Type  Hem Gty Unit Price. Total Invoiced
! Consulting service 10 Hours. 100.00 1.000.00 0.00

Supplier Part Number  Manufacturer Name  Manufacturer Part Number

None Mone

Perpage 15 | 45 | 90

Total can 1,000.00

3 Create Invoice Save =i Print View
0 Comments Mute Comments
Enter Comment
Enter your comment here.
#
Add File | URL
4 ‘Add Comment
—

COUPA SUPPLIER PORTAL GUIDE
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Receiving POs—PO attachment

Once you receive the PO through _— | Alberta Blue Cross
. S _ fpsilecross op|@ PURCHASE ORDER
email, the following is available
. PO NUMBER 693
a tta C h e d O n th e e m a | | . 1 Ig:ng;gi:ompany 8_1 3 E:‘II\EAENT TERMS ::;1:253
. Raleigh, california 27604 SHIPPING TERMS
1 . S u p p | erin fO mMa tl on. 'aa\:ltgr:e?g:vsargﬂ@opﬁsconsulting.com Ezﬁ:ﬁ:g g:iD
Phone: +1(818) 234-5689 CONTACT Andrea Navas
2 S h i p to i nfo rm ati O n anavas@ab.bluecross.ca
’ ' —Ship To Bill To———————————
. , 2 | o oni 4 [ oora oo cross
3. PO information and Blue Cross Place | e ™
Canada morton,
Alberta Blue Cross contact ABCHeadOffce Al Andrea Navas
i nfo rm atio n . 5 Li:le gescrilrulion : Need By Date ?By I-:.Init All?;n:ﬂc—zU - ;g:la:m
. . . 1,000.00 CAD
4. Bill to information.

5. Line description.




Managing POs and invoices without joining the CSP

Acknowledge PO

Alberta Blue Cross Purchase Order #693

Acknowledge PO allows you to directly Order Summary

acknowledge the PO and send the information e

back to Alberta Blue Cross. PO Total 1,000.00 CAD

1. Within the email received, click e
Acknowledge PO.

Contact Andrea Navas
anavas@ab.bluecross.ca

Manage Order Create Invoice

Orders details below

v » ©®

Acknowledge

Shlpment Comment
Tracking
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Managing POs and invoices without joining the CSP

Acknowledge PO

2. A new browser window is displayed, and the
order is automatically acknowledged.

3. The Acknowledged checkbox is automatically
checked, and the Alberta Blue Cross buyer within
Coupa will be able to see the date the PO was
acknowledged.

If the PO needs to be
un-acknowledgeable, click the
checkbox again. However, ensure to
inform the Alberta Blue Cross buyer.

-

sp &l cross

&+ @
Purchase Order #693

v o General Info

Sign Out

Order acknowledged x

© Shipping

Status Issued - Sent via Email
Order Date 08/11/23
Revision Date 08/11/23
Requester Andrea Navas
Email anavas@ab.bluecross.ca
Payment Term NET 15
Attachments None

Acknowledged

3

_—

Assigned to

Lines

1 Type Iltem
-4 Consulting service

Ship-To Address 10009 108 St NW
Blue Cross Place
Edmonton, AB T5J 3C5
Canada
Location Code: ABCHeadOffice
Afin: Andrea Navas

Terms MNone

> Shipment Tracking Qs

No shipment tracking

— Advanced l et

L BT Line Number: 0 — 9 v]

aty Unit
10 Hours

Supplier Part Number er Name

er Part Number

None None

Perpage 15 | 45 | 90

None

Price Total
100.00 1,000.00 0.00

Invoiced

Total cAD 1,000.00

Create Invoice Save =i Print View

COUPA SUPPLIER PORTAL GUIDE
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Managing POs and invoices without joining the CSP

Add shipment tracking

Adding shipping information can be used to enter
detailed information about your delivery and
tracking data.

1. Within the email received, click Add Shipment
Tracking.

Alberta Blue Cross Purchase Order #693
Order Summary
Date 08/11/23
PO Total 1,000.00 CAD

Payment NET 15
Terms

Contact Andrea Navas
anavas@ab bluecross.ca

Manage Order Create Invoice

Orders details below

O @

Acknowledge Add Add
PO Shipment Comment
Tracking

COUPA SUPPLIER PORTAL GUIDE
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Managing POs and invoices without joining the CSP

Add shipment tracking

ok W

A new browser window is displayed.
Include the complete tracking number.
Select a carrier from the drop-down menu.
Click Save.

Note that only 1 tracking number
can be added on a PO.

&

Create Shipment Tracker G

Enter tracking number for entire PO_ To ship PO partially, create ASN.

* Tracking Number
* Carrier -
4

Note

COUPA SUPPLIER PORTAL GUIDE
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Managing POs and invoices without joining the CSP

Add comments

Alberta Blue Cross Purchase Order #693

Include any comments relevant to the PO that will Order Summary
provide additional information to Alberta Blue Date 08/11/23
Cross. PO Total 1,000.00 CAD

Payment NET 15

1. Within the email received, click Add Comment. Terms

Contact Andrea Navas
anavas(@ab bluecross.ca

Orders details below

O (g

Acknowledge

Shlpment Comment
Tracking
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Managing POs and invoices without joining the CSP

Acknowledge PO

Assigned to

2. Include the comments that will be visible to Lines

Alberta Blue Cross. Both ends will be notified  p— — —
when a new comment is added or if a response o Comumsenee v e e e
to one was created. e EReertane e e

3. Click Add Comment. P——

Total cap 1,000.00

Create Invoice Save =i Print View

Mute Comments s

U Comments

Enter Comment

Enter your comment here.

S | Add File 1URL
Send Comment nofification o a user by typing @name {ex. @JohnSmith)

Add Comment
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Managing POs and invoices without joining the CSP

Create an Iinvoice

Alberta Blue Cross Purchase Order #693

Order Summary
Date 08/11/23
Invoicing can be created directly from the email

X PO Total 1,000.00 CAD
received.

Payment NET 15
Terms

1. Click Create Invoice.

Contact Andrea Navas
anavas(@ab.bluecross.ca

Manage Order 1 Create Invoice

Orders details below

» ® @

Acknowledge
Shlpment Comment
Tracking
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Managing POs and invoices without joining the CSP

Create an Iinvoice

dpsilecross & Sign Out
2. Populate the General Info section. Create Invoice cee
3. Update the Quantity (Qty) or Price - Genersline e e o
. p u I y y r l ° * Invoice # -
Lines g
. * Invoice Date | 08/ oo
4. Update the Taxes field. W o] T Deron ay vou n . A
' . . <y Yxcumncy - = Consulting service 10.0 Hours ~ i o
5. Click Calculate to update the invoice s o] D _ _
d Line Service/Time Sheet Line Contrg Handiing
or credit note total. sen (8o o cont . T
Supplier Note [+]
6_ Clle Submit E;i:it'léne Supplier Part Number .
Attachments Add =
Tax - % 0.000
Billing o
108519-704040-1-00000-00000
Total Tax 0.00
Taxes Net Total 1,000.00
Tax Description Tax Rate Tax Amount Total R
" 0.000 0.00 Email me status updates for invoices | create this way )

Delete Cancel Save as Draft Calculate m

-_— 4
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Questions?

For more information regarding this supplier guide,
review the frequently asked questions available on
the supplier website or contact the Procurement
team at PRC@ab.bluecross.ca.

=

®*The Blue Cross symbol and name are registered marks of the Canadian Association of Blue Cross Plans, an association of independent Blue Cross plans.
® Licensed to ABC Benefits Corporation for use in operating the Alberta Blue Cross Plan. ®t Blue Shield is a registered trade-mark of the Blue Cross Blue Shield Association.
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