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Enable Multifactor and Create a Legal Entity

About this Guide

This guide is intended to show suppliers enable their multifactor authenticator
and create their legal entity to begin invoicing Flynn in Coupa.

This guide contains the following sections:

Access MUltifactor in COUPA ACCOUNT......iitueiiteerereeeeereeerieneerteaerteeeaseraeasereaserenssressssrresssnsssssnnsssssnnsssnnnssrnssssensees 2
Establish Multifactor Authentication via Authenticator AP 0N DeSKLOP ..eveueirreurrenniienireeiereeinereenereeeeeenaennnnes 3
Establish Multifactor Authentication via Text MesSage (SMS).....ccuccuiieeiieeieiee et eevr e e eee e 4
Establish Multifactor Authentication via Passkey 0N DESKEOP.cuueiuuiiiuiieeieueieteetieetieetneieeeerneeereeeneeernesensesesenssnnsnns 5
Set Up Legal Entity (RetUrning COUPA USEI) civuueiiiuieiieiieieenieiieiieuieeeenieeeeeseresssesesssssesssssssnessessesssssnsesssssssssssssesssnsses 6
Set Up ACH or Credit Card Payment Method (Returning Coupa USEI) ..ccueeeeiiiiiiueeceiirennieeeeeeeeneeeeeeeeen s erennneeeeees 7
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Access Multifactor in Coupa Account
1.) Click on your initials in the top right corner, then click on Account Settings
£,¥COUPA supptier Portal =3 o o ww

< Register for Trial ‘ﬂ:% >

2.) Click on Security & Multifactor Authentication
a. You will first be prompt to complete the authentication via the App, if
this is not your preferred method, click the X button located in the top
right corner

Multi-Factor Authentication via App q

@ Scan this QR code using your mobile device. Coupa Supplier Portal

= Open your preferred authentication app on your mobile device. Learn more E H

- For most apps, select *Add” o *+ to scan the QR codz or copy and paste
the security key.

RHQ4PJFQ7WKQMDQAJZZPKNM
FKVKVBQZY

Click to copy Security Key

e Enter the 6-digit verification code from your device. Code

3.) You will have three options
a. Authenticator App
b. Text Message

c. Passkey
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Establish Multifactor Authentication via Authenticator App on Desktop

1.) Add the relevant extension to your browser:
a. Google Chrome extension authenticator
b. Microsoft Edge extension authenticator
c. Microsoft Edge extension authenticator
2.) In Coupa, a pop up labeled “Multifactor Authentication via App” will appear
3.) Copy the Security Key password shown underneath the QR code
4.) How to get the authentication code in the authenticator extension:
a. Click the extension icon then “Authenticator”

s = ;

b. Click the pencil icon ™ _ _ AllBookmarks
c. Click on the “+” icon located to the right of Extensions

“Authenticator” Access requested

. . To give an extension access to this site, click it.

d. Click on “Manual Entry” option -
e. Under Issuer: Type in “Coupa Supplier Portal” G T R
f. Upder Secret, Paste your Special Key No acoces mecded
g . H|t Ok These extensions don't need to see and change
i. Note, a new 6-digit code will now appear every nforrabonieniE s

30 seconds :

Manage extensions

5.) In your browser with the Authenticator App, copy the 6-digit
code

6.) In Coupa, paste the 6-digit code in the text box to the right
of step 2

7.) Click Enable

8.) A pop-up labeled “Save Your Back Up Codes” will appear,
save these via downloading or printing depending on your
personal preference

9.) Click the “X” in the top right corner of “Save Your Back Up
Codes”

10.) Continue on page 8
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https://chrome.google.com/webstore/detail/authenticator/bhghoamapcdpbohphigoooaddinpkbai
https://microsoftedge.microsoft.com/addons/detail/authenticator-2fa-client/ocglkepbibnalbgmbachknglpdipeoio
https://microsoftedge.microsoft.com/addons/detail/authenticator-2fa-client/ocglkepbibnalbgmbachknglpdipeoio
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Establish Multifactor Authentication via Text Message (SMS)

1.) Complete the prompts provided in descending order, once completed click enable

Multi Factor Authentication via SMS

o A code will be sent to your phone as an SMS Text Phone Number
Message (SMS rates may apply).

e Confirm Recaptcha

e Enter the 6-digit verification code sent to your phone. 6

* +1 1234567391

4 LY
I'm not a robot

reCAPTCHA

5 Send Code

Cancel 7

2.) A pop up label “Save Your Back Up Codes” will appear, save these via downloading or printing
depending on your personal preference

3.) Click I copies and saved the recovery codes and click Continue or Click Download and Continue

4.) Continue on page 8

Multi Factor Authentication Has
Been Successfully Enabled

() Important

Emergency Recovery codes are essential to restore access if you
lose your authentication device or app.

OgtQgQ 45z29ig
41Qx8w DRDvecA
ZxdReg LopcMA

Copy or download these codes on your device. You can use each recovery
code only once.

() | copied and saved the recovery codes

Continue Download & Continue

Flynn Group

Page 4 of 7



::":. Flynn Group -& ﬂym

Enable Multifactor and Create a Legal Entity

Establish Multifactor Authentication via Passkey on Desktop
1.) Click on the Add Passkey button

Configure Passkey

Your device supports passkeys, a password replacement that validates your identity using touch,
facial recognition, a device password, or a PIN. Passkeys can be used for sign-in as a simple and

secure alternative to your password and two-factor credentials.

Cancel Add Passkey

2.) Based on browser you will be asked to save one of two ways:

a. Browser manager (Chrome only) b. Use a phone, table, or security key
(other browser types)

Choose where to save your passkey for identity- I
supplier-test.io.coupahost.com | Choose where to save your passkey

Google Password Manager 82 iPhone, iPad, or Android device

i. On Chrome:

A. Click Google Password
Manager

B. You will be asked Create a
passkey to sign in to identify-

a Security key

Cancel

) i. iPhone, iPad, or Android Device
supplier-coupahost.com and A. You will asked to scan QR

hit create code with phone or tablet
C. You will be asked to create a B. You will be asked use sign in

PIN with either 6 numbers or using FacelD, fingerprint, or
4 or more letters and PIN code
numbers

D. Hit confirm

3.) Once completed your screen will look like the below

Lo

Device connected!
Continue on your device

4.) Continue on page 8
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Set Up Legal Entity (Returning Coupa User)

1.)Click the word Business Profile £rECOUPA susptier Portat
2)Opt |n or Opt Out Of Shar'ng data W|th Share Your Business Profile with the

C t d ht S Coupa Community

Ooupa community and nit save e et e e feration <l 16 it o et it your
buyers. By opti to share your business profile, Coupa will share basic company
information from your profile and user contact information with your buyers, to ensure

3.) Click Legal Entities and click the

Create Button
@ Invoices Orders Service Sheets Items ASN Sourcing For

Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Per

Legal Entities

4.)Enter your business’s legal name in Create Legal Entity .
the box underneath Legal Entity Name .
5.)Click on the drop-down box located .
underneath County/Region, scroll o
. . Tax Registrations
down and click on United States *CotryRegion TaciD
6.)Under Tax Registration, below .
County/Region, scroll down and click

on United States then below Tax ID
enter the business’s EIN or SSN
7)UnderAddreSS Llne 1’ enter the Street Ll:?:zﬁmff:injd:i?;ifiuH'\.'umefmmurlhsuddvassthdlv\n receive mailed and in-person payments -

address of business

@) Add Tax Registration

8.)Under City, enter the city business is in
9.)Under State, from the drop down iy “ate © Postal Code
select the state the business is in :
10.)Under Postal Code, enter the postal
code the business is in Eah (5 :
11.)Ensure Ship From Address check
box is clicked A
12.)Click Save

@ Same as Invoice From Address

13.)A pop up message will appear where
you now enter your payment
information, please click on the close :
button -

14.)Continue to page 7 if you woud like payment via ACH or credit card

Flynn Group Page 6 of 7



..":, Flynn Group

Enable Multifactor and Create a Legal Entity Reference Guide

Set Up ACH or Credit Card Payment Method (Returning Coupa User)
1.) Click the word Business Profile then click on Payment Methods

(] Inwvoices Orders

Business Profile Serwvice Sheets Iterms Asl

Business Profile Profile Submissions Legal Entities Payment Methods Inforr

2.) Click on Payment Methods
3.) Select the option under Payment Methods

Payment Methods

MAdd Payment Method -

Eank Transfer

- Payment Method MNarmr
wWirtual Card

a.
b. Select the Legal Entity, enter in Payment Method Name such as

“‘Payment For Flynn”
i. For Bank Transfer (ACH)
1. Enter the payment method name such as “Flynn ACH”
enter provide the below information:
State where bank is located
Beneficiary Name
Bank Name
Account Number
Confirm Account Number
ACH Routing Number
8. Click Save and Next
c. For Virtual Card (Credit Card)
i. Enter the payment method name such as “Flynn Credit Card”
ii. Enter remittance email address under Email address
ii. Click Save and Next
4.) Click the check box for Flynn Group

NO Ok WN

Customer = Payment for flynn

Flynin Group - John Ellis

Flynn Group - EMAIL TEST

a.
5.) Click Save on the bottom right and click close.
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