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EMAIL NOTIFICATION

1. Once the supplier request has been initiated at Alberta Blue Cross, you will receive an automatic
email requesting information.

2. Click one of the following to proceed with onboarding:

a. Join and Respond to join via Coupa Supplier Portal (CSP). CSP offers numerous
advantages, as you can easily provide and update your company information, manage
purchase orders, submit invoices, and track approval statuses.

b. Respond Without Joining CSP. If you choose this option, updates and interactions with
Alberta Blue Cross occur through email instead of CSP.

pEllecross |

Alberta Blue Cross Profile Information Request - Action Required

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.
YYou 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-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. Mo 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 Portal. Any future
updates will be done manually and could potentially add time to contracting and payment.

Join and Respond Respond Without Joining
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ONBOARDING VIA THE COUPA SUPPLIER PORTAL

1. When you click the Join and Respond button, you will be redirected to the CSP activation page.
Follow the prompts to create an account then click Create an Account.
,:coupa supplier portal

Create an Account

Alberta Blue Cross is using Coupa to transact
electronically and communicate with you. We'l walk you
through a quick and easy setup of your account with
Alberta Blue Cross so you're ready to do business
together.

* Business Name
B—az e
our legal business name (arlegal personal name if an individuol)

* Email
e— CEC——wr -

* First Name. *Last Name
Fa

-

P

[l accept the Privacy Policy and the Terms of Use

Create an Account

‘Already have an account?LoG IN

Forward this to someone

2. Add your contact information into the corresponding fields then click Next.

Your Contact Information

* First Name * Last Name
v = &

* Phone Number

e

* Country/Region

Lo 8 == & X~
* Address
=" - =
*City State * Postal Code
[ S =) [ o laies | =
Skip for Mow

3. Once you have completed your CSP profile, click Profile then click Information Request. The
Alberta Blue Cross form will display.

Home Profile Orders Service/Time Sheets ASN Invoices

Your Profile Ilnfnrmatiun Requestsl Coupa Verified
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4. Complete the mandatory fields marked with a red asterisk *.
Alberta Blue Cross

Supplier Information <M B s—

Supplier Information

* Primary Address

Address Purpose | seject Some Options | o
* Region
Country/Region | United States ~
State Region | ™= "¥ = "1 x v

State 1SO Code HE-"#=

Address Name

* Street Address |~ 5 BT 8-

It is recommended to fill in all the fields presented even if they are not marked as mandatory.

5. Note that certain fields are conditional, which will display additional questions depending on the
answers provided.

* Supplier Legal Form | Corporation ~

* Supplier Legal as | Mo ® o~
Individual’?

* Certificate of Incorporation

Effective Date

* Expiration Date

® Attachments Add File

6. Once the form is complete, click Submit for Approval.

Decline Save Submit for Approval
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ONBOARDING WITHOUT JOINING COUPA SUPPLIER PORTAL

1. When you click the Respond Without Joining button, you will be redirected to the Alberta Blue
Cross form. Complete the mandatory fields marked with a red asterisk *.
Alberta Blue Cross

Supplier Information AN test 6_20

Supplier Information

* Primary Address

Address Purpose Select Some Oplions ‘ o
* Region
Country/Region | United States ~
State Region | Se=—"8- "1 X v

State 150 Code  LSHY

Address Name

* Street Address = S<NC = =_®

It is recommended to fill in all the fields presented even if they are not marked as mandatory.

2. Note that certain fields are conditional, which will display additional questions depending on the
answers provided.

* Supplier Legal Form | Corporation v
= Supplier Legal as | Mo ® v
Individual?

* Certificate of Incorporation

Effective Date
* Expiration Date

*Attachments Add File
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3. After the form is complete, click Submit.

Supplier Information AN a3t §_20

Address Pupose | Sutecs Soma Opions Li]
o
Countryfogion  United States -
State Region @ o

Swte IS0 Code e

Address Kame
* Sweet Adfress — e
Street Address 7
Sarvet Address 3

Street Addiess 4

4. A pop-up window will appear informing that you 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

ning. You will not be able to access or make ct jes after you

nit. Submit response now to form: ABC External SIM form?

5. A confirmation page will appear with the opportunity to join CSP. Click Create Your Account to
proceed or click the X in the top right corner to cancel.

V Your nformanon has been submetted X

Manage your profile and more with Coupa

Leam <ot 5
,” o L Create Your Account
Coupa v

For more information regarding this process, refer to the supplier guide documentation or
contact the Procurement team at PRC@ab.bluecross.ca.
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