Supplier Profile Information Request Guide

About this Guide:

This guide provides an overview of the process to complete the Profile Information Request
from WM as initiated through the email received from Coupa. You will be able to add your
company as a supplier or review and update your supplier information. The Coupa Supplier
Portal (CSP) is a free, online portal that allows Suppliers to transact electronically with WM.
By joining Coupa, you will be able to submit your supplier profile updates, receive POs,
submit invoices against POs, and see payment status — all in one place. Join today and
enjoy the benefits of a no-cost CSP account!

Step 1 - Choose How to Respond

FIRST, you will receive an email invitation requesting information from the Coupa Supplier
Portal (CSP) like the one displayed below.

SECOND, based on your response decision, click on the corresponding link.

Existing Supslisrs

e e kderward e wardng itk yeul

Witz Managsment.

£:coupa

New Suppliers

e Preferred! JOIN AND RESPOND: Create a CSP account and submit your information
directly from your account. Once registered, you are automatically connected to Waste
Management. With an account, you will be able to view purchase orders, submit
invoices and see the payment status of your invoices all in one place. Also, you can
update your business information and banking details at any time.

e RESPOND WITHOUT JOINING: Provide your information without creating an account.
You will receive purchase orders by email and use the link in the email to create
electronic invoices. This option does not offer the ability to make changes to your
account or view payment status of your invoices without first contacting WM.

Existing Suppliers

e UPDATE PROFILE (displays only if you have already created a profile): Once you have
logged in, update your business profile starting from Step 6 — Company Information in
this guide.
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Step 2 — Create Your Coupa Account

Create an Account

Coupa asks you to provide some basic R T TR o WP
- . through a quick and easy setup of your account with
information about your company for your Wosta Moragmnant s Yoy 1 o b

public profile. After selecting Join and e
Respond, a new window will open for you
to create your CSP account.

* First Name * Last Name

merald

* Password * Confirm Password

1. The Email field will be the email T :
address which received the request for
information and cannot be changed. | |

2. Create your password and confirm by W —

entering the same password again.

3. Check the box to accept the Privacy
PO“Cy and Terms of Use. NOTE: If the invitation should be forwarded to another contact, then

. . select the ‘Forward this to someone’ option and follow those
4. Click Create an Account. You will e ctions ' ’

receive a one-time verification code to
the email address provided, enter the
code when prompted to continue.

Step 3 — Provide Information for Your

PrOfile r—
Coupa asks you to provide some basic Your Contact nfo
information about your company for your
public profile.
Country/Region of Primary Address
After creating your account, the Your

Contact Info screen will appear. Complete
the profile information. This information
should be updated to your company’s
Business Website, if applicable, and the
Country/Region of the primary address.

Click Next.

Note: During the registration process, do
not click the Skip for Now link as this will
delay processing of your request.
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Step 4 — Make Sure You Get Paid

In the Primary section, the information
entered by the initial WM requestor will be
prepopulated. Review the Address,
Country/Region, and Tax ID fields. If any
information is incorrect, update it
accordingly.

Ensure that the address reflects your
company’s location where orders should be
sent. Note: The address must be a
business location or physical address, not
a P.O. Box.

Next, expand the Invoice-From section
and enter the address details, Tax ID, and
select the Preferred Invoicing Language.

Important: If the “Pay-To (Remit-To)” and
“Ship-From,” boxes are selected, the
address has been automatically copied
from the “Invoice-From” address. If you
need to use a different address, uncheck
the box and enter the address manually.

Note: If the invitation should be forwarded
to another contact, then select the ‘Invite
user’ option and follow those instructions.

Click Next.

Make Sure You Get Paid

Confirm location addresses

Primary v

* Country/Region

* Address Line 1

123 Main St [+]
* City State * Postal Code
Houston TX 77002

* Country/Region * Tax ID

United Siates ~ | | 555444222

[ 1 do not have a Tax 1D Q Additional Tax Registration

Copy To Invoice-From

Invoice-From |E|

* Address Line 1

123 Capital [+
* City State * Postal Code

Houston Texas 77002
Tax Country/Region Tax IDE

United States ~ 555444222

© Additional Tax ID

* Preferred Invoicing Language Advanced Invoicing

english (US) v | AddressID

r integration with Wast
anagement for invoicing (cXML or SFTF

| Use Address As o Pay-To (Remit-To) Ship-From |

Pay-To (Remit-To) @ &
Ship-From @ >
Invite user@
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Step 5 — Complete Additional
Information

When this page appears, click Take Me
There to complete the required additional
information to do business with WM.

When the Coupa Supplier Portal opens,
navigate to the Form Responses section
and click the “External New Supplier Form
(SBS)” link to continue.

Important: Ensure supporting
documentation files are uploaded where
required. Coupa will not allow incomplete
forms to be submitted for approval.

Waste Management requires some
additional information

This information must be provided belore you con do busingss with Waste Management .

Take Me There

Zrcoupa supplier portal TAS TEST SUPPLIER 1TH - | NOTIFICATION:

+We have suto-filled some information from your Public Prafile

Form Responses

Fom sutws  Cratod Dot Submitd AL
“IF‘ 2 e Suppes Infoerlion Foem (385) N 012425
Parpas 15 1 45 1

Waste Management - SBS Test Supplier 1 TH INc Preflle | st Managoment - 585 Tost Supplisr 1TH

Step 6 — Company Information

In the Company Information section,
review the Preferred Language and
Company Name fields. If any information
Is incorrect, update accordingly.

In the Main Address & Service Contacts
section, review the Primary Address and
enter the required Dispatch, Supplier
Accounts Receivable, and
Emergency/Escalation contact
information.

Note: When providing
Emergency/Escalation contact
information, make sure it is different from
the details entered in the Primary fields.

Waste Management - SBS Test Supplier 1 TH INc

+ We have auto-filled some information from your Public Profile.

iew All Responses
External New Supplier Information Form (SBS)

GP Project

Supplier Information

SBS Test Supplier 1 TH INc

Company Information

* Preferred language / langue préférée

O Frangais
English
Need help completing this request?
https/iwww.wm. com/content/dam/wm/assetsfinside-

Where can

the suppliers go for help?

Need some details??

* Company Name

3BS Test Supplier 1 TH

Doing Business As Name (DBA)
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Step 7 — Requested Payment Method &
Payment Currency

This section contains information about
receiving payments from WM. lItis
important to follow the instructions on the
form carefully to prevent payment delays.

Payment Method (select one)
e ACH/EFT (Bank)

e Virtual Credit Card

e Check

Note: If you select “Check” as your
payment method, your request may be
rejected or delayed in processing.

Remit-To Addresses

Click “Add Remit-To”. When the popup
box appears, select the preferred address
and click Add Selected to return to the
previous screen.

Requested Payment Method & Payment Currency

Important! Piease select Virtual Credit Card or AGH/EFT. If check is selected your request may be rejected or result ina elay in processing your request.

*Requested Payment Method

VIRIUAL CREDI CARD (VIR
TUAL CARD) *

Virtual Credit Card or ACH/EFT are WM's preferred payment methods.

-Remit-To Addresses

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

Add Remit-To

How would you like to be paid?

All Methods = Bank Transfers ~ Checks  Credit Cards

@ Add Payment Method

Waste Management prefers Credit Cards, Bank Transfers, Checks Payments.

\ Q 800 Capitol Street, Houston, TX 77002, United States, United States (555444222) ¥ Customer Preferred

Cancel I Add Selected I

Step 8 — Remittance Information

At WM, we are committed to sustainability
and are transitioning away from paper
checks.

If ACH / EFT was NOT selected as the
payment method, select “No” for the
question “Was ACH / EFT selected as the
payment method above?”.

If ACH/EFT was the preferred method,
select “Yes”, to open the banking
information fields. Follow the form
instructions to provide your banking details
in the appropriate fields.

NOTE: Documentation of your banking
details is required to continue the process.
Acceptable documents include a voided
check, a bank letter, or a document on
company letterhead, as specified in the
form instructions.

*Remittance Information

Payment Information

As part of WM's commitment to the environment, our preferred methods of payment are viriual credit card or ACH/EFT. Please select "Yes” if you chose
ACHEFT a5 your prefemed payment method. If you chose Virtual Credit Card as your preferred method, please sefect no

*Was ACH/EFT selected as the payment method above?

O Yes
QO Ne
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Step 9 — Legal Entity Information

In this section, verify or update the Legal
Entity Name and complete the appropriate
fields — Organization Type, Legal Entity
Country, and Business Tax

Classification.

For US suppliers, enter the Federal Tax
ID. For Canadian companies, enter the
GST/HST Registration number.

Select and attach the Federal Tax Form
(W8 or W9) for US suppliers only.

Note: A current signed Federal Tax Form
that matches the legal entity information is
required for US suppliers only.

Legal Entity Information

* Legal Entity Name

SBS Test Supplier 1 TH INc

Name that is used on your Federal lax Return. For a Sole Pr

oprie

* Organization Type

Corporation

* Legal Entity Country
@® US Company

O Canadian Company
O Other

* Business/Tax Classification

C Corp

“This selection should match your W3 form

*Federal Tax ID

555444222

*Federal Tax Form

*Type

wo v

* Attachments

Add File

gtor business, the name of the owner is required
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Step 10 — Certificate of Insurance

WM requires all suppliers to provide proof
of insurance that meets the minimum
requirements.

Enter the policy Effective Date and
Expiration Date.

Attach a copy of the Certificate of
Insurance and enter in the Description
field the insurance limit.

Certificate of Insurance

*Insurance

Effective Date

013125 )

* Expiration Date

013026 i)

* Attachments

Add File

Step 11 — Diversity Information

If your company is a certified diverse
supplier, please provide your certification
details. WM may use this information to
contact you about opportunities to support
your program. We are committed to
fostering diverse suppliers and accept the
following certifications:

Small Business Enterprise
Veteran-Owned

LGBT

Women Business Enterprise
Minority Business Enterprise

If any of these certifications apply to you,
please add the categories that apply to
your business and attach the relevant
certification document for verification.

Diversity Information

WM i commitied to supporting diverse supplers. Please see our supplier diversily information on ers pag
It your company is a certifed derse supplier, please pravide your certication detaits below and attach your certication document for verfication

the suppilers page on v wm.com for the certfications we accept

* Is your company a diverse supplier?

O Yes

Supplier Diversity

1 you are a small or diverse business, add the categories that apply to you.
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Step 12 — Certification

Certification

Completing the required fields o S 1 ) S
serves as your signature certifying
that all the information provided on
this form is complete, true, and
accurate. o
Skip the WM USE ONLY section.
This is for internal use only.
Ihartsel@wm.com
Click Submit for Approval to
submit the form to WM for
processing.
WM Use Only

SF20

Note: If the form is incomplete or missing
documentation, errors will be highlighted
with a red warning icon (4). Carefully scroll SIS
through the form to locate and correct any
issues. Once all errors are resolved, click
Submit for Approval.

Next Steps
What can you do next:

e Visit our Supplier page at www.suppliers.wm.com to view our:
o Supplier Code of Conduct
o Terms and Conditions
o Additional Coupa guidance related to ordering and invoicing
e After you receive notification of WM approval of your information, you can begin submitting invoices

What will we do next:

e The information you provided will be routed to the appropriate department for proper approvals
e Once approved, we will update the information in our system
e You will be notified via email when this update has been completed

NOTE: This process may take up to fourteen business days.
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