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Coupa/Ecotrak Onboarding Quick Reference Guide

Service Provider Onboarding into Coupa/Ecotrak

About this Guide

This guide provides an overview of how to become established as a vendor for Flynn in Coupa and
Ecotrak, allowing you to be selected for work orders and effectively paid by Flynn Group.

This guide contains the following sections:

Onboarding Step by Step

1. Coupa Invitation & Onboarding Form
2. Onboarding Form Review
3. Ecotrak Invitation

Ecotrak Help Center

Post Service Provider Setup

Ecotrak Training and Support Reference Guides

Visual Coupa and Ecotrak Process Overview
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Onboarding Step by Step

1. Coupa Invitation & Onboarding Form

A. Flynn Team Member creates a New/Existing Supplier Request in Coupa, option to invite
Service Provider in Ecotrak.

B. Flynn Vendor Maintenance (VM) upon approval, sends invitation to Service Provider to
include the Onboarding form and Coupa Registration Guide with step-by-step instructions.

C. Service Provider (SP) accepts invitation and completes Onboarding form
(see Coupa Registration Guide). Any account set up questions can be sent to
vendormaintenance@flynnrg.com

Example of invitation vendor receives to link with Example of screen vendor see when they first
Flynn to get established: establish Coupa account:

Hello Supgpler,

Flynn Group wants you to respond by updating your company profile on Flynn Marketplace/Coupa, £,xcoupa supplier portal

their chosen platform for Spend Management. This information is required so they can transact with
you electronically.

You may know Flynn Group by the business listed below:

Create an Account
+ Flynn Restaurant Group LP
+ Apple American Group (Applebee’s)
+ Bell American Group (Taco Bell)

Flynn Group is using Coupa to transact electronicailly
and communicate with you. We'll walk you through a
quick and easy setup of your account with Flynn Group

+ RB American GTOI..ID (Arby's) s0 you're ready to do business together.
+ Hut American Group (Pizza Hut)
+ Wend American Group (Wendy's)  Buslnass Home

+ Pan Amencan Group (Panera Bread) Yompio Vendk
+ Flynn Fitness Group (Planet Fitness)

* Email

The Coupa Supplier Portal (CSP) is completely free, setup is fast, and it helps you better [rmmame 5 o
transact and communicate electronically. Find out more using the links below. - -
* Possword * Confirm Password
Joining allows you to update your company info easily if it ever changes, as well as do things with : 2
Flynn Group (and your other buying organizations that use Coupa) like view purchase orders, create
invoices, manage POs and invoices, get real-time SM3 alerts, and much more.
* Country/Region * Tax Registration
Registration Guide: https://www.flynnrestaurantgroup.com/wp-content /uploads/2025/10/Registering-with-Coupa- 1do not have a Tax 1D
Guide-3,13,0df
Additional Supplier Resources: https://www fiynnrestaurantzroup.com/supplisrs/ B W
‘fou will need to have the below items when completing the registration form:
+ Apcess to Mobile Device & DesktoplLaptop i
+ Signed W9 saved to your Desktop/Laptop Airsady hove an OCoUn?!

+ Bank Information if prefemed payment method is via ACH Forward thist -
« Certificate of Insurance saved to your Deskiop/Laptop issusd out to:

o Flynn Restaurant Group ATTN: RISK 5200 Oaldres Blvd Suite 250, Indegendence, OH 44131

|Jse the button to either respond or forward this request to another person at your company.

*If invitation needs to be forwarded enter the email address

Vielcome! of the person you would like to forward the
Join Coupa Supplier Portal Forward Invitation
Where user can find onboarding form in Coupa
-~ e ora ' : ns Mo
Flynn Group - EMAIL TEST
Form Responses
I I = - I \S:::ul ;_:;;:: Date .Suﬁhﬂbdnt
Flynn Group
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https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.flynnrestaurantgroup.com%2Fwp-content%2Fuploads%2F2024%2F11%2FRegistering-with-Coupa-Guide.pdf&data=05%7C02%7Cjwhitacre%40flynn.com%7C04c168352dd84a8b387508ddebd31fbd%7Cb8b7af740b7645eb9e3f686ea301f60b%7C0%7C0%7C638926014390076495%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=VuXkBUb%2BajHod6x5dr3Adu%2BjQZ1s5GEcrgiz%2BxAFnHk%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.flynnrestaurantgroup.com%2Fwp-content%2Fuploads%2F2024%2F11%2FRegistering-with-Coupa-Guide.pdf&data=05%7C02%7Cjwhitacre%40flynn.com%7C04c168352dd84a8b387508ddebd31fbd%7Cb8b7af740b7645eb9e3f686ea301f60b%7C0%7C0%7C638926014390076495%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=VuXkBUb%2BajHod6x5dr3Adu%2BjQZ1s5GEcrgiz%2BxAFnHk%3D&reserved=0
mailto:vendormaintenance@flynnrg.com
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2. Onboarding Form Review

A. Flynn Vendor Maintenance (VM) reviews forms to ensure accuracy.
o Onboarding Form may be rejected and sent back for approval if:
= Attachments provided do not match with sections in onboarding form
= Legal Name and EIN/SSN from W9 do not provide an IRS match
= Payment info not provided for chosen method
o *Ifform is rejected, Flynn team will leave a mandatory comment at the bottom of the
form with notes on what needs to be corrected before resubmission™*
B. No Errors Found — Coupa Set Up Complete. Both the initiating Flynn employee and the
service provider are notified of completion via email.
o If atypo error is found a new corrected form will be submitted internally by Flynn Vendor
Maintenance team. This will delay the onboarding process by 1-2 days.

3. Ecotrak Invitation (if requested by Flynn)

A. Flynn Vendor Maintenance (VM) sends an Ecotrak invitation to service provider within 24-48
hours, post Coupa Set Up completion. The invitation link is valid for 30 days.
B. Service Provider (SP) receives an email invitation (example pictured below) & selects SET

UP YOUR ACCOUNT

You have been invited to work with Flynn Restaurant Group inbox «

You have been invited to Ecotrak!

no-reply@ecotrak.com
tome ¥

You have received an invitation from Flynn Restaurant Group to perform work for
them in Ecotrak, E u will need to set up an account with Ecotrak Facility
Management. Co! by signing up for Ecotrak by entering the code below

FOD-1A00

SET UP YOUR ACCOUNT

To Accept the Invitation, please follow these steps on Ecotrak Facility Management

If you haven't already, we recommend signing up for training using this
link: https:// k n/service-provider-training/ . First you will need to
click the Click Here link on the left side of the screen if you don't already
have an account.

C. SP selects CREATE COMPANY

Add Invitation Code

nvitation Code*
FOD-1A00

CREATE COMPANY

9 Need help with Ecotrak? Click here
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D. SP fills in required information (company name, phone, address). NOTE: Being added to
Ecotrak’s Service Provider Directory provides visibility to the service provider as an option for
other Ecotrak customers, SP can uncheck this option if desired

Company Information

This will set up your administrator account for your company account.

Company Name *

Test Joe

Country Code Company Phone *

Eysen T wputun =

Country Code

E sy 24 Hour Phone EXT

Country*
United States of America

Address1*
6200 Oak Tree Boulevarc‘

Address 2

City* State/Province * Zip/Postal Code *
Independence OH M 44131

Use same for Billing Address

Would you like to be added to Ecotrak's Service Provider Directory

E. SP fills in required information (name, email address, password) and selects CREATE
COMPANY. SP is now set up in Ecotrak.

Admin User
This user will be your account manager and has to share the same email as the company profile email. If you need more
admin users, they can be added in the user module after the account creation.

First Name * Last Name
Joe Whitacre

E-mail*

whitacrejoseph2@gmail.com

Password * Confirm Password

°© ©
.........
©) Atleast one special character © 8-20characters
@ Atleast one number @ Notrailing or leading spaces
(©) Atleast one capital letter ©) Passwords match

[ lamahuman

CANCEL CREATE COMPANY
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Ecotrak Help Center

Upon logging into Ecotrak the SP will see the Help Center (pictured below). SP is encouraged to
review these onboarding articles and add in information (NOT REQUIRED). For system related
qguestions and support SP can reach out to - support@ecotrak.com

Ecotrak’s Help Center

Learn with our Onboarding Articles

« Set up My Profile

+ Set Up My Rates & Terms

+« Manage my Trades & Regions

+ View my User & Locations

« Set up my Notifications

+ Review Customer Invites

« Customer Rates & Terms, and
Required Docs

« More Service Provider Resources

Post Service Provider Setup
Once SP is fully set up in Coupa and Ecotrak:

e Flynn Operations sets Trade Assignment/s to store location/s in Ecotrak to make the Service
Provider an option for Work Order creation.

e Service Provider (SP) is notified via email when a Work Order is assigned, see Ecotrak-and-
Coupa-Users-Guide-for-Service-Providers-Updated.pdf for Work Order and Invoice process flow.

Ecotrak Training and Support Reference Guides

You can access all training guides and resources for Service Providers navigating Coupa and Ecotrak
by visiting our Supplier Resource Site directly or going to the link below:

https://www.flynnrestaurantgroup.com/suppliers/

Tab for Assistance Task File Name
Coupa Supplier Portal | Getting Registered in Registering with Coupa Guide
Registration Coupa Registering with Coupa Guide — PreExisting Vendor
Ecotrak Receiving work order in | Document — Ecotrak and Coupa Users Guide for Service
Ecotrak and flipping to Providers
invoice in Coupa Video — Service Provider Ecotrak Coupa Training
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mailto:support@ecotrak.com
https://www.flynnrestaurantgroup.com/wp-content/uploads/2025/09/Ecotrak-and-Coupa-Users-Guide-for-Service-Providers-Updated.pdf
https://www.flynnrestaurantgroup.com/wp-content/uploads/2025/09/Ecotrak-and-Coupa-Users-Guide-for-Service-Providers-Updated.pdf
https://www.flynnrestaurantgroup.com/suppliers/
https://www.flynnrestaurantgroup.com/suppliers/

