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Supplier Information Management (SIM)
Update Form-Supplier User Guide
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YOU ARE NOW IN THE DRIVING SEAT
BENEFITS OF A DIGITAL SIM FORM

Digital platform enabling Suppliers to Self-Serve
Increase efficiency by reducing manual handling
Quicker and instant delivery of request
Navigated forms to increase accuracy
Guaranteed delivery to those responsible

Less waiting period to activate change request
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LEAR & COUPA PRODUCT OVERVIEW

Coupa is a market leading cloud based software
o used by many organizations for electronic
Purchase Orders & Invoice transactions

Increased efficiency and collaboration with
Lear Locations and Supply base

ZEcoupa

E-Procurement
Digital Platform

Coupa Supplier Portal is free of charge &
registration is required for all suppliers for easy
access to Purchase Orders & direct E-Invoicing

Once registered you will be ready to benefit from a
highly automated & intuitive system with instant
business spend/payment transparency

LEAR LEAR PROPRIETARY AND CONFIDENTIAL The information contained herein is the exclusive property of Lear Corporation.
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NOTE!
If you received more than one form to fill in, make sure you will
clear Browse History between each form activity!

WHAT YOU WILL SEE FIRST!

To be able to fill in the form you need to receive SIM Form Invitation/Request from Lear.
Depends on your CSP connection status with Lear Company you can find 3 options to use the form:

Not Coupa Registered
OLear

New CSP Supplier SIM Invitation

Subject: SIM Invitation to Complete Supplier Information in Our Coupa Supplier Portal
ITHIS ISNOTASPAM |
Dear Supplier

We are in the process of updating and maintaining accurate supplier information in our
system to ensure compliance and smooth collaboration

You are invited to complete your company Business Profile. This will allow us to keep your
details up to date and meet regulatory and operational requirements

Check our guide to use the best option to provide your data

SIM Form_Coup:

a Supplier Portal pptx

If you have any questions or need assistance, please contact us at PSO-NPF
VendorData@lear com

or join our daily Team session at 09:30 AM

Hypercare Session for Business Information Update | Meeting-Join | Microsoft Teams
Thank you for your cooperation and continued partnership
Best regards,
Lear Coupa Team
Join and Respond Respond Without Joining

If you are not yet registered, you
will find two options in invitation to
get to the form. Join and Respond
what means, you will automatically
create your Coupa Supplier Portal
account or Respond Without
Joining and you will be taken to
SAN form to provide requested
information (SAN=Single Action
Notification).

See slides 5-7 for more details

Already Coupa Registered

O LEAR

Update your profile for Lear Corporation TEST

Subject: SIM Invitation to Complete Supplier Information in Our Coupa Supplier Portal
ITHIS IS NOTASPAM |

Dear Supplier,

We are in the process of updating and maintaining accurate supplier information in our

system to ensure compliance and smooth collaboration

You are invited to complete your company Business Profile. This will allow us to keep
your details up to date and meet regulatory and operational requirements

Check our guide to use the best option to provide your data
SIM Form_Coupa Supplier Portal pptx

If you have any questions or need assistance, please contact us at PSO-NPP-
VendorData@lear com

or join our daily Team session at 09:30 AM
Hypercare Session for Business Information Update | Meeting-Join | Microsoft Teams

Thank you for your cooperation and continued partnership

Best regards,
Lear Coupa Team

If you are already registered
on Coupa Supplier Portal,
Log In with your standard
CSP Login & Password to go
directly to the form.

See slide 8 for more details

IMPORTANT : Once you will receive and open the link you need to fill in the details and submit. In case link will expire (48 hours after receiving contact Lear
Buyer who send request and request to resent

LEAR.
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SUPPLIER DATA UPDATE FORM
JOIN AND RESPOND - ACCOUNT CREATION

You chose Join and Respond

Create an account

Welcore on Goupa Supplie Porta To start account creation:
We use Coupa to manage purchase orders, invoices, ° Create and Confi rm paSSWO rd
Svaul etk e e S Yo Somcat + add Country and Tax

*  You will receive on your
R e-mail verification code.
- «  Provide and click next to

we're ready to do business together. Reg|strat|on number be moved to Coupa
:le\gix:;:‘\\Ll;z\ru;:;\,;:::suans please contact your ° Accept Pl'lvacy POlle and

p— portal
Terms of Use

Lear Coupa Admin Team

our Coupa Varlfication Code

‘orward this to someone saterbutet

* Business Nome £0oupa

Na_test inv V2_01020202

728472

* Email
* First Name * Last Name
New contact
* Password * Confirm Password
. . e
Email Verification

* Country/Region * Tax Registration | |
(01 do not have a TaxID oo
[t accept the privacy Policy and Terms of Use

Creats an account

Q Recommendation: to avoid receiving Coupa notifications to SPAM, add do_not_reply@lear.coupahost.com e-mail address to your whitelist
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SUPPLIER DATA UPDATE FORM
COUPA SUPPLIER ACCOUNT CREATION

T e P o Provide your company data like full address
. e ¢ Choose payment method (Bank Transfer is Lear Standard)

*  Complete Bank Data in details
«  Save and Next
»  See slides 9-13 to learn how to fill in the form

ennsytvaria . 19383

Remember registration on Coupa Supplier Portal is for free! It's up to you if you
. would like to use additional paid options.

English (US)

¥

o] ling for L test (Coupa Supplier Portal)
1l oot encuiced info for your B it before procreding to Coupa Sipplier Port:

Onboarding for lear-test (Coupa Supplier Portal)

(] -]
oot Ovtais Py et

Account Detaits Payment Methods Bank Transfer

Erat Addvess *

0 not accesi Virtual Card payments from Lear Corporation TEST

NOTE!

More information you will provide in
your Business Profile, more data
will be pr-filled in the form.

LEAR LEAR PROPRIETARY AND CONFIDENTIAL The information contained herein is the exclusive property of Lear Corporation.
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SUPPLIER DATA UPDATE FORM
RESPOND WITHOUT JOINING - SAN

You chose
*  You will receive OTP (One Time L

Verify Your Access for EasyFormResponse#756915 Password) for Coupa verification

Your access to this page has expired. Please click on the button below. You will ° When prOVIded SyStem WI" take

receive an email with the one-time password (OTP), using which you can access you d"-ectly to the form

this page. . )
+  See slides 9-13 to learn how to fill

in the form

Welcome to the COUPA SIM Supplier Update Request Form

M form, do not hesitste to cantact PSO@learcom

Verify Your Access for EasyFormResponse#756915

Enter the one-time password sent to lgtessesesssssssassasses, @gmeesess, 3

Entar One-Time Password

071702

Plasse chack the box belot 1o proceed

+/ tmnota robot

* Do you want to update supplier’s bank account?

'_EAR LEAR PROPRIETARY AND CONFIDENTIAL The information contained herein is the exclusive property of Lear Corporation.
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SUPPLIER DATA UPDATE FORM
COUPA SUPPLIER PORTAL REGISTERED

You are already registered? Log into Coupa Supplier Portal and go to the form through notification section or Business Profile/Request Information Tab

O Lear

Update your profile for Lear Corporation TEST

Subject: SIM Invitation to Complete Supplier Information in Qur Coupa Supplier Portal
I THIS IS NOTASPAM |

Dear Supplier,

We are in the process of updating and maintaining accurate supplier information in our

system to ensure compliance and smooth collaboration

You are inviled to complete your company Business Profile. This will allow us to keep
your details up to date and meet regulatory and operational requirements.

Check our guide to use the best option to provide your data
SIM Form_Coupa Supplier Portal pptx

If you have any questions or need assistance, please contact us at PSO-NPP-
VendorData@lear com

or join our daily Team session at 09:30 AM
Hypercare Session for Business Information Update | Meeting-Join | Microsoft Teams

Thank you for your cooperation and continued partnership.
Best regards
Lear Coupa Team

Option 1

Go to Notifications -> Click on Message “Form Coupa Supplier Update Request

gscoupa supplier portal

Q@) iroices  Oers  BusinessProfile  Service Sheets

Items.

NOTIFICATIONS @)  HELF

ASN  Sourcing  Forecasts  Catalogs  Setup  More

My Notifications

stion TEST . NA_TEST ABCD_SS5955 requies yoos

Nosiication Praleceaces

Option 2:

Go to Business Profile ->Information Requests -> Choose Lear Customer -> Click on Form Name

£;acoupa supplier portal

A  inwices  Orders (EIETECEEIIIE)  Service Sheets
—n

Items

ASN  Sourcing  Forecasts  Catalogs  Setup  More,

NEW NOTIFICATIONS HELP

Form Responses

Form

|< oUPA

1 - Suppiier Update Request Extemal Form 25

Perpage: 15

Business Profile  Profile Submissions  Legal Entities  Payment Methods

Lear Corporation TEST - NA_TEST ABCD_555555

T -1 ]

Information Aequests  Performance Evaluation  Subseriptions

Select Customer | Loar Corporation TEST - NA_TESTABCD_55... =

Status Created Date Submitted At
New 11825 A

\ 4
-'Qs- Recommendation: to avoid receiving Coupa notifications to SPAM, add do_not_reply@lear.coupahost.com e-mail address to your whitelist

LEAR.
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SUPPLIER DATA UPDATE FORM

HOW TO FILL IN THE FORM_SUPPLIER’S NAME UPDATE

When you are in the form. Start from answering questions about information you want
to change Yes/No. Based on your answers only required fields will pop up.

Remember you need to provide answer on each question! If you want to change data
in only one section, you need to answer No to rest of the questions.

If you want to:

Change Company Name, choose Yes

* Do you want to update supplier's name?

@ Yes
) No

* New Supplier Name

New Supplier ABC

*Name and/or Address Official Communication

Choose File  Attach .docx

* Provide New Name

of update as "Supplier Name, Address and Bank Update’ y

“ Do yeu want to update supplier's name?

O Yes
No

" Do you want to update supplier's address?

O Yes
O No

" Do you want to update supplier's bank account?

O Yes

O No

ou can further choose 1o uptlats one or mare than ona type by

« Attach Name and/or Address Official Communication

* Submit form for Approval

LEAR PROPRIETARY AND CONFIDENTIAL The information contained herein is the exclusive property of Lear Corporation.
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SUPPLIER DATA UPDATE FORM
HOW TO FILL IN THE FORM_SUPPLIER’S ADDRESS UPDATE

If you want to:

Change Primary or Remit to Address, choose Yes

- Street Address e i e GRS Bl » Choose which address you want to update
B + Add region and State
Strect Address 2 » Provide mandatory fields, like: Street Address, City
Primary and Remit-ta Address -Please choose the Tax Identification Document you wish to provide
Postal Code
———— Stk Addrise 3 2 + Attach Name and/or Address Official Communication
; p ° and TAX ID document
= s * Submit form for Approval
United States ~
State Region * City
State ISO Code
USAL * Postal Code
25896
Select the Tax Identification Document, either W8
. . or W9. If you don’t have it yet, use provided links
Location Code to download the forms, fill in and attach.
LEAR LEAR PROPRIETARY AND CONFIDENTIAL The information contained herein is the exclusive property of Lear Corporation. 10
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SUPPLIER DATA UPDATE FORM
HOW TO FILL IN THE FORM_BANK ACCOUNT UPDATE

If you want to:

Change Bank Account Information, choose Yes

* Bank Routing . . . .
=S * Provide New Banking Information like:
‘ 951357456 | (i ]
) Bank Type: Bank Account or IBAN
‘Remit-To Addresses ik -
. 2 Bank Name and full Address
soelmsoraton * Bank Account Number i
*New Banking Information Bank ROUtlng
‘ 951357456789654 ‘ (i ]
; s Bank Account Number
Pt Beneficiary Name
SWIFT Code (BIC) -Tax Registrations
‘ ‘ se s secton 0,500 8 your appicaie tax regsiations Account Currency
i ]
i “Is your Beneficiary Bank associated with
* Bank Name o . . . . .
il ki an Intermediary Bank?” If the answer is yes,
New Bank * Beneficiary Name
Country the user provide the Intermediary Bank Name
‘ Karolina Test ‘ —
"R At : ' and Intermediary SWIFT Code
New Street 23 .
- Tax 10 » Confirm Bank Data accuracy
Beneficiary Email asrssess
e ‘ ‘ o * Add Tax Registration Number
Mongomery *  Submit form for Approval
* Bank Country/Region * Account Currency
United States ‘ usoD ~ ‘
LEAR LEAR PROPRIETARY AND CONFIDENTIAL The information contained herein is the exclusive property of Lear Corporation. 1"
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SUPPLIER DATA UPDATE FORM
BANK ACCOUNT UPDATE WHEN SUPPLIER IS REGISTERED

If you are already registered and you want to change Bank Information through Coupa Form, you need to provide update in Business Profile first.

To do it use below option:

Go to Business Profile ->. Payment Method-> Change required data and Save

NOTIFICATIONS @)  HELF

Byc_BB6TTT81 +4 more

gecoupa supplier porta Edit Payment Method X
A Invoices Orders Business Profile Service Sheets Items, ASN Sourcing Setup More. Tost KMZ 8292025 -
Business Profile  Profile Submissions  Legal Entities ment M Information Requests  More.
[REE——
Bank Transfer
Payment Methods
Add Payment Method - v Q Ba
Bk
Cou State Blank Account Currency
Payment Method Name ~ Country ~ Currency  Linked Legal Entity  Shared With Customers  Payment Method Status  Actions. UnitsdEtes: # | [alubern s 2
druga legal Loar Corporation TEST - Active o Name
247_ARTYPLAN, t KMZ 8292025 New Bank
SL._00001858
Uniled  USD TestKMZ 8202025 Loar Corporalion TEST- | Active PA=To4 0] 61234578901234590 §1234578901234590
Statos NA_KaraNol R
Ltd_80008S, Lear
Corporation TEST -
NA_Cos Musi

* After update go to the form _ -
« Click on “Add Remit to” to add Bank Data information "Remit-To Addresses -
+ Select earlier created Legal Entity/Remit to and Bank et Remile Adsses by e

Data will be prefilled for you Add Remit-To = ~

Check data accuracy and go further

LEAR.
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SUPPLIER DATA UPDATE FORM
HOW TO FILL IN THE FORM

*Supplier T&x/VAT Registration * Add missing data like Bank Type, Address, City
» Confirm Bank Data is Accurate
« Attach Bank Document/Certificate

*New Banking Information

* Bank Type Country

United States ~ .
*  Submit for Approval
* Bank Name Tax ID
oew Bark
954318554
Local
* Attach Bank Document/Certificate
* Bock Countryifbegion Choose File No file chosen

SWIFT Code (BIC)

o Decline Save Submit for Approval
S————————

Form Responses

Beneficiary Emal
view U v l Advanced I Search L
o

Form Status Created Date Submitted At
P ICOUPA SIM - Supplier Update Request External Form 2.5 Pending Approval 08/30/25 09/30/25
<1 havasy canfiem thet il the afacementionsd bank detal ' If all data are provided properly form will be send to Coupa Lear and you will see status pending approval.
= When form will be approved it means process is finished and your data was updated in our system
LEAR LEAR PROPRIETARY AND CONFIDENTIAL The information contained herein is the exclusive property of Lear Corporation.
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GRANTING ACCESS TO COUPA SUPPLIER PORTAL

One of the key benefits of registering on the Coupa Supplier Portal is that a single company account can be accessed by multiple
users. If your company already has an active administrator on the Coupa Supplier Portal, please contact your Admin and request an invitation
to join the portal.

Below are the instructions for Administrators on how to invite additional users:

Log into CSP-> Setup->User->Invite User

gcoupa supplier port S| N If you don’t know is there already CSP Account connected to
A ovoces  Orders  BusinessProfle  ServiceShests  Rems  ASN  Sowding  Forecasts  Catalogs Lear with active Admin, contact:
Connection Requests
Admin use We will check it for you!
2 | ]
Uses Narme Emad Status Permissions Customer Access Purpose Actions

New " 20254551 aove:  ASMs Lear Coepoeation Accounting
Contact Admin TEST - Test KMZ Diversity

Provide user’s email and send invitation:

Invite User
User Information Phone Number

Aina Code

vese @ Eatermion

Pur

Permissions 0 Customers.

@ B

Once accepted by user, both Admin and other user/s have the same access to portal account, also to Lear SIM Form.
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Thank You!




