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Update Preferred Payment Method

About this Guide
This guide is intended to show suppliers how to:
e Add/edit an existing payment method

e Update remittance address
e Update remittance email address

Note: If you have a multifactor and legal entity currently established,
begin on page 8.

This guide contains the following sections:
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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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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
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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-

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-
supplier-coupahost.com and
hit create

C. You will be asked to create a
PIN with either 6 numbers or
4 or more letters and
numbers

D. Hit confirm

a Security key

Cancel

i. iPhone, iPad, or Android Device
A. You will asked to scan QR
code with phone or tablet
B. You will be asked use sign in
using FacelD, fingerprint, or
PIN code

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

o

Device connected!
Continue on your device

1.) Continue on page 8
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Set Up Legal Entity (Returning Coupa User)
1.)Click the word Business Profile

2.)Opt in or opt out of sharing data with
Coupa community and hit Save

3.) Click Legal Entities and click the
Create Button

4.)Enter your business’s legal name in
the box underneath Legal Entity Name

5.)Click on the drop-down box located
underneath County/Region, scroll
down and click on United States

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.)Under Address Line 1, enter the street
address of business

8.)Under City, enter the city business is in

9.)Under State, from the drop down
select the state the business is in

10.)Under Postal Code, enter the postal
code the business is in

11.)Ensure Ship From Address check
box is clicked

12.)Click Save

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

%;}Coupa Supplier Portal

@ Invoices

Orders Business Profile

Share Your Business Profile with the
Coupa Community
Clear and up to date information is critical to maintaining a relationship with your

buyers. By apting te share your business profile, Coupa will share basic company
information from your profile and user contact information with your buyers, to ensure

@ Invoices Orders Business Profile Service Sheets Items ASN Sourcing For
Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Per
Legal Entities
Create
Create Legal Entity X
* Legal Entity Name * Country/Region
TEST United States -

Tax Registrations

# Country/Region Tax ID
United States v

don't have a Tax 1D Number

@) Add Tax Registration
Invoice From Address
Please enter the address that you invoice from or the address that you receive mailed and in-person payments.

* Country/Region * Address Line 1 Address Line 2

* City “ State “ Postal Code

Invoice From Code (1) Preferred Language

English (US) -

Ship From Address

Please enter the physical address that your goods are shipped from? This can be a warehouse address.

@ Same as Invoice From Address

Cancel m

Flynn Group
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Set Up ACH or Credit Card Payment Method (Returning Coupa User)

1.) If you would update check address continue to page 8
2.) Click the word Business Profile then click on Payment Methods

G—D Invoices Orders Business Profile Service Sheets Items ASI

Business Profile Profile Submissions Legal Entities Payment Methods Inforr

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

Payment Methods

MAdd Payment Method -

Bank Transfer

~ Payment Method Mam
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
iii. Click Save and Next
5.) Click the check box for Flynn Group

NO Ok WN

Customer = Payment for flynn

Flynin Group - John Ellis

Flynn Group - EMAIL TEST

a.
6.) Click Save on the bottom right and click close.
7.) Continue to page 9

Flynn Group
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Edit an Existing Payment Method — ACH/Credit Card
1.) Click the word Business Profile then click on Payment Methods

m Invoices Orders Business Profile Service Sheets Items ASI

Business Profile Profile Submissions Legal Entities Payment Methods Inforr

2.) For ACH/Credit Card changes, find the payment method and click on the
pencil icon to the right, edit the necessary information as needed and hit

save.
i Bank Transfer  ACH METHCD FLYMN \United usD JOHM ELLIS Flynn Group - John EBs,  (“ acpiye ) - Shj
States Flynn Group - EMAIL S -
TEST

a. If no payment methods are available, skip to page 7

Edit an Existing Payment Method — Check
1. Click the word Business Profile then click on Legal Entities

G] Invoices Orders Business Profile Service Sheets Items ASN Sourcing

Business Profile Profile Submissions Legal Entities Payment Methods Information Requests

3.) Click on the blue text of the legal entity you wish to update the address of
a. If there are no legal entities, please skip to page 6
4.) Click on the pencil icon to the right of the existing address

< Legal Entities

Legal Entity Name

test

nvoice From Ship From Tax Registrations Vi
5200 caktres blvd suite 250, Manage None

cleveland, Ohio, 44111, United

States

5.) Edit the address as needed and hit save.
6.) Continue to page 9
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Completing the Onboarding Form: Contact Information
1.)Click the button Business Profile and then click on Information Request

(™) Invoices Order Business Profile Sservice Sheets Items ASMN Sourcing

Business Profile Profile Submissions Legal Entities Payment Methods Information Requests

2.)Click on the drop down next select Customer and click on the option Flynn
Group -, then under Form Responses click on the blue text labeled Supplier
Information to open the form

Flynn Group Select Customer | Flynn Group -
Forms

Fill out and submit the New or Draft forms. You can update your information on forms at any time.

View [l ~ l Advanced l Search ‘DI

Status Created Date Submitted At

IF‘,nppli(—:r Information - External V7 New 05/04/2026 None

3.)Under Legal name, enter the Legal name of the business.

-Primary Contact 4.)Under Business Name, enter the dba
of the business if needed
5.) Under Primary Contact enter:

Contact Purpose

St ° a. First Name of the person who
— will be Flynn’s Point of Contact
1 E_:mp;m for your business
b. Last Name of the person who
¢ Last Name will be Flynn’s Point of Contact
2 e for your business
c. Email of the person who will be
= et ackdrens Flynn’s Point of Contact for your
3 testemail@email.com 0 business
d. Phone number of the person
B who will be Flynn’s Point of
4 e o] mor Contact for your business
e. PO Email of the person who will
Work Phone be Flynn’s Point of Contact for
UsiCanaga your business
Note, if you have no PO email,
enter the email of the person
5 IPO:I;mIm o who will be Flynn’s Point of

Contact for your business
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+Primary Address

6.) Under

Address Purpose

Select Some Oplions 0

State Region
2 Ohio - OH X

State |50 Code

US-0H

Address Name

* Street Address

4 65200 OAKTREE ELVD SUITE 250

Street Address 2

Street Address 3

Street Address 4

*City
6 INDEPENDENCE
* Postal Code

7 44131

Location Code

Primary Address enter:

a. Under County/Region Select the
County “United States” from the
drop-down list

b. State Region — Select the state
in which your business is
located

i. If your computer populates
your address, state WILL
NOT autofill

c. Address Name: If payment need
to be address or made to the
attention to please enter it here

d. Street Address of business

e. Street Address 2: If there is a PO
BOX or alternative address
please enter it here

f. City of business

g. Zip code of business

Note, if your zip code starts
with zero please include the
leading zero when entering it

Flynn Group
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Completing the Onboarding Form: Payment Information
1.) Click Add Remit-To, your payment information may be populated already

:Remit-To Addresses

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

a. If yes, click on the box to the left, till it shows as a blue checkbox and
hit Add Selected, continue to step 2

How would you like to be paid?

All Methods Bank Transfers Checks Credit Cards Add Payment Method -~

Flynn Group supports Credit Cards, Bank Transfers, Checks Payments.

@ 123 MAIN ST, CLEVELAND, OH 44131, United States, United States (12-3456788) ¥y Customer Supported

D @ CHECK PAYMENT METHOD, 8200 OAKTREE BLVD SUITE 250, INDEFENDENCE, OH 44131 ¥ Customer Supported

W
States (12-2456738)

. Cancel Add Selected
|

b. If no-t, please go back and follow steps for Establish Legal Entity and
Add a new Payment Method

2.) Under the Remit-to Address now that a remit address has been entered,
click on the drop down located under payment type:
a. For payment via ACH
i. Click on the drop down under Payment Type

ii. Select from the two available terms options.

iii. Under Remit To Contact Email enter a good remit email
address.

iv. Under Remit To Phone Number, enter a good phone number in
the format +1 (XXX)XXX-XXXX.

v. Under Account Type, enter either Checking or Savings

vi. Check the box, labeled “Does the vendor accept these
conditions?”

Flynn Group Page 11 0of 18
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b. For payment via virtual card,

i. Click on the drop down under Payment Type, select the option
Net 20 via AP Card (ePay)

ii. Under Remit To Contact Email enter a good remit email
address.

iii. Under Remit To Phone Number, enter a good phone number in
the format +1 (XXX)XXX-XXXX.

iv. Under Account Type, enter either Checking or Savings.

v. Check the box, labeled “Will the vendor have the ability to
accept MasterCard Payments?”

vi. Check the box, labeled “Does the vendor accept these
conditions?”

Active ~

* Payment Type

Met 20 via AP Card (ePay)

1 :
- ™ your bus i m T
* Remit To Cont
2 °
* Re To Phone Numitk
* Ao 1t Typ
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c. For payment via check

Click on the drop down under Payment Type, select the option
Other

. Under Other Payment Method and Term, type in Check at

preferred terms.

iii. Under Remit To Contact Email enter a good remit email

address.

Under Remit To Phone Number, enter a good phone number in
the format +1 (XXX)XXX-XXXX.

Under Account Type, enter either Checking or Savings.

Other

Flynn Group
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Completing the Onboarding Form: Indemnification

1.) Review the Indemnification section
a.) Click the box located under Does the vendor accept these
conditions?
b.) Enter your name and position in the text box below Name and title of
individual accepting conditions on behalf of vendor

* Does the vendor accept these conditions?

* Mame and title of individual accepting conditions on behalf of vendor

2

Flynn Group Page 14 0of 18
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Completing the Onboarding Form: Certificate of Insurance
1.) After filling out the Remit-To Address, you will need to add a Certificate of

Insurance if applicable.
a. If you do not have Certificate of Insurance
1. Select No drop the drop down
2. Click the check box labeled “Does the supplier accept
this condition?”

* Add Certificate of Insurance

No ,‘,‘

2 * Does the supplier accept this condition?

b. If you do have a Certificate of Insurance select Yes and fill out the
required information.
Please have Certificate Holder listed as:
Flynn Restaurant Group
Attn: Risk
6200 Oak Tree Blvd Suite 250
Independence, OH 44131

Effective Date

* Add Certificate of

* Expiration Date
Insurance

* Attachments Add

Description

Note that if you do not have a certificate of insurance you may not be approved as
a supplier for Flynn. Please coordinate directly with Flynn for this matter.
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Completing the Onboarding Form: Tax Information

1.) The next fields you need to complete are the Tax Information/Registration
fields.

2.) Under Tax Information, choose the type of organization that you have by
clicking on the drop down below “Organization Type” (i.e., corporation,
individual, partnership, etc).

Tax Information

* Organization Type

| <
Corporation

Foreign Corporation

Individual

Foreign Individual

Partnership

Foreign Parinership

3.) Tax Registration
c. Click Add Tax Registration
d. Select United States from the drop down located to the right of
County
e. Enter your tax ID or Social Security number with dashes, is the text
box located to the right of Number

+Tax Registrations
Use this section to add all you
1 | Add Tax Registration |

*Tax Registration
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4.) Tax Certificate
a. Select your tax type (W8 or W9)
b. Click on the blue word File
c. Click the blue word Browse to find your copy of your W8 or W9 to
upload into Coupa

+Tax Certificate

* Type

1 .

* Attachments

3

Browse X
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Submitting the Onboarding Form
1.) Once all information is completed, scroll to the bottom and click Submit for
approval.

Once the Flynn team approves your account you will be able to transact
with Flynn. Ensure that all information is filled out in full and correctly to
avoid delays and refusals. Note that although some Information is optional,
Flynn strongly recommends you fill out all of the fields for a better user
experience.
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