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Introducing Coupa
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WhatIs Goupa

CNA has selected Coupa as the technology platform to streamline the procure-to-pay processes and enable electronic
transactions.

+ Coupa is a leading E-Procurement platform, connecting buyers with their suppliers
« “Coupa is an internet based solution capable of accommodating a variety of different systems” (plug and play)

» The Coupa Supplier Portal (CSP) will be utilized by CNA to request indirect materials and services, create and
communicate purchase orders, and to receive invoices from suppliers

+ The Coupa Supplier Portal (CSP) is free, there is no cost for suppliers
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HOW WII'YOU beneit?

By working with CNA electronically, you
will increase your order-taking efficiency,

reduce mistakes and delays fulfilling Reduced
orders, and maintain a better presence Manual
with CNA. Handling

- Efficient Invoice Processing (PO Flip)

» Instant visibility into Purchase Order Better Cash REdlltEES
and Invoice Status Flow Sgp[sl::er
o
» Reduced Manual Paper Transaction

Processing

Accurate &
Efficient
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Connecting to the
Coupa Supplier Portal
(CSP)
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bonnection to GNA via Goupa

It is imperative that all suppliers connect to the Coupa platform to transact with CNA successfully. Each of the below steps

must happen before a supplier can properly interact with CNA:

Update
Contact
Details

+ Notify Supplier
Enablement team
of key contacts

* Primary contact,
PO email, invoice
email, banking
details

CNA

Accept
Invitation
from CSP

* Will come from
“Coupa for
Suppliers”

» Will be delivered to
the primary contact

* May land in junk
mail

+ Must be a unique
email address not
yet on file

Update

Account

» Add users
* Update profile
» Merge accounts

Transact with
CNA

* Receive POs

* |[nvoice

+ View payment
details



(oupa supplier Portal (CoP) Introduction

The below introduction letter comes from Coupa for Suppliers.

Action Required from Continental Casualty Company - Click Below to Join Coupa

Hello CHA Test Supplier
manage POs and imvodces, gel real-ime SMS alerts, and much more
Welcome!

Reena Mallavaram
Conbnental Casualty Com pary

Fcoupa

Contnental Casualty Company wants fo conned with you on Coupa. Once negistered you can do things with Connental Casualty Company (and your other buying ceganizatons Tal use Coupa) bke view purchase cidesrs, creals invoices,

Coupa's Suppher Portal 5 complelly frée and helps you befed Fansad and commumicale eleckoncally Fand oul more usang he links below, and use he bubons 1o eiher regesier of forwanrd Tis invilabon 1o another person al your compasy
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Jne system, Iwo Interaction Methods

As a supplier, you have two ways that you can electronically interact with CNA.

Via Email Flip...

Note: CNA

CNA is listed as Continental Casualty Company Purchase Order #0000000221
Continental
Casualty Via the CSP
Create Acknowledpe Add _ — - :
Com pa ny Invoice ‘ PO Comment §coupa supplierportal MATEST+  NOTICATICHS i SELP-
i n th e Cu Stomer | ist Hore  Profie Onders | SerwiosTime Shees AN rwoices  Camalegs  Addons
of the Coupa =
S u p pl ier PO rta | . St Cuslnie Continantal Casza by Company
‘ n Corfigurs PO Defvery
Continental Casualty Company Purchase Order #C000000221
PURCHASE ORDER e
CNA Test Supplier "m“' o
Attn: CNA Test Suppler e S Claehey
ms;ﬂmg@ﬂm Emasl shaguncheudhy| iy cor
PO NUHBER Pﬂ'.'“!rl Tom Momg
COD0O00EH S -
DATE Address
061219 P
PAYMENT TERMS i
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Update Profile
Settings
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Upaate Proflle Settings

» Available once you click the emailed link and sign-up for the CSP.

* Click Profile from the Menu Bar.

CNA

gacoupa supplier portal

Home Profile  Orders

CNA Test Supplier

Service/Time Sheets

CNATEST | NOTIFICATIONS @  HELP

Add-ons  Admin

Merge Accounts

A About

X Industry

) Website
; Established
2 Employees

If your company has more than one CSP
account, we try to list it below. Gonsider
merging them to reduce confusion for
existing and potential customers.

Not seeing the acoount you want to merge
with? Click here.
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Update Proflle Settings

To start, complete
your Public Profile:

» Click Profile from the Menu
Bar.

» Click Edit Profile.

» Enter your company
information into the
applicable fields.

* Required fields are marked
with an asterisk.

» Click Save when finished.

Note: When enabled for a given
customer, a user can access all POs
and create invoices for that customer.

CNA

To add new Remit To addresses:

Add Remit To

+  (Click the Admin from the Menu Bar and

Address then the E-Invoicing Setup tab at the left.

Allow additional users access to
your supplier account to perform
Add Users all tasks.

+  Click the Admin from the Menu Bar and then the
User tab at the left and click Invite User.

+ Enter the employee’s email address in the text box
provided and click Send Invitation.

*  You can restrict access to specific customers by
checking/unchecking the box under the customer
name in the user table.

*  You can delete a user by clicking the Delete icon.

« Click Add Legal Entity button to get started.
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Thank You

Please direct any questions to: suppliers@cna.com
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Legal Disclaimer

One or more of the CNA companies provide the products and/or services described. The information is intended
to present a general overview for illustrative purposes only. It is not intended to constitute a binding contract.
Please remember that only the relevant insurance policy can provide the actual terms, coverages, amounts,
conditions and exclusions for an insured. All products and services may not be available in all states and may be
subject to change without notice. “CNA" is a registered trademark of CNA Financial Corporation. Certain CNA
Financial Corporation subsidiaries use the "CNA" service mark in connection with insurance underwriting and
claims activities. Copyright © 2021 CNA. All rights reserved.
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