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How to Conduct Business with Moloco

We are excited to work with you. This reference guide will provide you with instructions on:

1. How to onboard as a Moloco supplier
2. How to submit invoices
3. Who to contact if you have questions.

How to onboard as a Moloco supplier

Moloco uses Coupa as our Source to Pay tool. In order to onboard as a Moloco supplier, we
ask that you accept our Coupa Supplier Portal (CSP) invite. This will ensure we have all the
necessary information to manage and pay you.

Coupa Supplier Portal is an integrated online platform shared by businesses and their suppliers.
The supplier portal is used for entering supplier information, submitting documents, displaying
status, and communicating through the Coupa Supplier Portal (CSP).

By joining the Coupa Supplier Portal, you will be able to manage your banking information, view
and acknowledge your Moloco purchase orders, submit invoices, and view your invoice status in
real time.

Participation in the Coupa Supplier Portal program is essential for simplifying and streamlining
how you engage with Moloco and will offer benefits such as a simpler E-invoicing process and
accelerating successful payment of invoices submitted to Moloco.

Benefits of Coupa Supplier Portal
v Use one single tool with fully electronic flow from Ordering to Invoicing

Payment information available in CSP

<\

Receive and review Purchase Orders through CSP

<\

Upload Invoice through CSP & track payments

<\

Work collaboratively on the platform.

If you have any questions regarding this request, please
contact SupplierOnboarding@moloco.com

If you choose to not join Coupa’s Supplier Portal, we require you send the following documents
to SupplierOnboarding@moloco.com to set up your supplier profile in our Coupa System.

1.Business Registration Copy / Number
2.WS8BEN / 8BEN / W9 (Whichever is applicable)

3.Payment Remittance information (Bank Account number, Bank Name & Address, Swift Code
/Routing Number)



mailto:SupplierOnboarding@moloco.com
mailto:SupplierOnboarding@moloco.com
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Step by Step reference guide for Coupa Supplier Portal

Step 1

Suppliers will receive email notification
from Coupa when onboarding is
initiated by Moloco Team.

Step 2

ShRoroco I

Moloco, Inc. Profile Information Reqgquest - Action
Reqguired

Hedlo Supplier,

Ve are delghted to e working with youw. The completion of ywour suppier
onboarding s required for Adodoco, nc to do business with you
In order to complete the supplier onboarding process, please accept our
mvile o e Coupa Supper Porall Coupa’s Supplhas Portal is comphebahy
fress and sabup is f@ast. Joining the paortal el adlow you 1o saa all actiy
wiith Afodoco, inc. includemng updatng oonmpany information and casy
EIOROE LS ST MS S O
You can also send the reguired mformmation to AMolfoco, frc. withow! joining
Coupa’s Supplier Portal. If yow chooss o nod join Coupa's Supplier
Partal, we reqguire you send the following documents to
SuppdienO mibwos rd in o mvolooo. Corme

1. Business Registration Copy / Mambeaer

2. WWEBEM F BBEM J Wa (Whichewver is applicabla)

3. Paymeant Remittance Doocunment

It is critical the supplier onboarding process s completed imely o ensure
WS CEN Srngage with yowr company. If you have any guestions regardemg

this request, please contact SuppdienCinibeoa rd imouas oo Com

Thanks,

Molooco™s Sowurcing and Procuremeaent Teanm

Join and Respond Respond Withowt Joinimng

You are Connected to Moloco, Inc. on Coupa = nbox =
@ Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.coms Wed, Feb 1, 1:48AM ¢ €
@ wome~

Giowoco(®) You are Connected to Moloco, Inc. on Coupa

fucoupa

Hello NewTest_Ritesh_31012023,

Congratulations! Moloco, Inc. has added you as a supplier on the Coupa Supplier Portal. Click below to sign in so you can Configure
your PO fransmission preferences, Create an online catalog, View purchase orders, Create electronic invoices.

Saif Sait
Moloco, Inc.

Click on “Login to Coupa.”‘

£coupa

Business Spend Management

@

§recoupa supplierportal

Login

*Email

* Password

Forgat your password?

i Sz

Step 3

A {emmmmmmmmm——  Click on “Create an Account.”

New to Coupa? CREATE AN ACCOUNT
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Step 4: Update Information

Create an Account
* Supplier Business Name

« Email Address of supplier

Grow your Business on Coupa with a Free Account

* Business Name

contact  r
. FirSt & LaSt Name Of Supplier Your legal business name (or legal personal name if an individual)
Contact * Email
e Create Password
. After Updatlng above _ First Name * Last Name
. . . ',-7_'
information Click on “Create ,
* Password * Confirm Password
an Account “ ® ®
Use at least & characters and include a number and aletter.

. . P .
NOte' Flelds marked in (ASterISk) are (i accept the Privacy Policy and the Terms of Use
Mandatory Fields. _

Create an Account

Already have an account?LOG IN

Step 5: Please login to Coupa Supplier Portal using the email address & password which was created
inStep 4

£,scoupa supplier portal & secure

- . AR
Login

* Ernvaail

* Patdward

Forgot your possword?

HNow 1o COupa? CREATE AN ACCOUN
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Step 6: Update your company profile by populating the information in the “Profile” page. after
updating the Information, click “Save & Go Next” at the bottom of the page.

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Payments Business Performance Sourcing Add-ons
Setup
Company Profile Company Profile
Environmental, Social
Govemnance & Diversity
-~
Risk & Compliance
Financial Performance
Ratings & References
-
ormation
Manage legal entities
- Company Name Doing Business As @) Is Ultimate Parent
[ ] > ©mo
ey
o file
Address line 2 City
2 Ehin
State e Country Region
Frimarny Contact @
- Lamt Mo -
o b
P e Te s B e PR ite e by
PRy
Vel B rmiser e
- — -
> A ' ract
Conmpany Info
Weremw B ekl b Pyl Ceompany Siee M e S0 E gl oy
Owwnmrshigs Ty s sty PO Delive ey Bl
Sslsct an Opton —
,,,,,, DS
Online Presence P
Website Twitter Linkedin
Facebook Instagram You Tulke

Abocut @

Cancer  Save s Go o e




Step 7: Under “Set Up”, Click on Legal Entity.

Profile

Orders

Service/Time Sheets ASN

Invoices

Catalogs Payments
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Business Performance

Sourcing  Add-ons

Users

Merge Requests
Merge Suggestions
Requests to Join

Legal Entity Setup

Remit-To
Terms of Use
sFTP Accounts
cXML Errors

sFTP File Erors (to
Customers)

Admin  Customer Setup

Fiscal Representatives

Admin Legal Entity Setup

Legal Entity
Saif_Test
Invoice From

38 Park Majestique,
Undri, Pune

pune

411060

India

Remit-To Accounts

Bank Account

Bank Name
Beneficiary
Name
Account
Number
Transit Code
Remit-To
Address

3 custom

ABC Bank
Saif_Test

ICIC0000002
38 Park
Majestique,
Undri, Pune
pune
411060

India

Active

ers

Locations

38 Park Majestique,

Undri, Pune
puna
411060
India

TAX IDs

G9AAAAAGGS9A0ZT

Add Legal Entity

Customers

Moloco, Inc. - Test - Swapnil
260123

Moloco, Inc. -
MNewTest_Ritesh_31012023
Moloco, Inc. - Test - 02.01.2023

——

Step 8: Update Legal Entity Name of your Organization, Country / Region & Invoice Address.

possible.

Where's your business located?

* Legal Entity Name

* Country/Region

Setting up your business details in Coupa will help you meet your customer's invoicing and payment
requirements. For best results with current and future customers, complete as much information as

This s the official name of your
business that is registered with
the local government and the

country/region where it is

lecated
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Step 9: Update Remit to Information (Bank Account Details): This is mandatory information.
This will enable E-Invoicing for future transactions.

VWhere do you want to receive payment?

= Payment Type Bank Account
vwhat are your Bank Account Details? @@

Bank Account
Country/Regicn

Bank Account Currency: | INR -
Beneficiary Name
Bank Name

Account Mumber o
Mumber

wsC

SWIFT/EIC Code

[ My bank does not have a BIC code

Business —

Supporting Documents Choose Fies | MNo fike chosen L J

Step 10: Once the above steps are completed under Legal Entity, Setup will be completed. Click
on “Done” to finish.

Setup Complete

To get paid - MOSt CusStomers require that you send them this payment info in in addition to

Providing It on the invoice.

- Clck on the Profile Tab 1o see If your customer has a form that collects payment information

- Otherwise. you'll have 1o send it 1o them through another channel

e o Sraers o e - =

Moloco Sourcing team will not be able to view information filled by supplier under above steps if
the external form is not submitted. Onboarding process is completed only after the external is
approved by Moloco’s Sourcing team.

Step 11: Submitting external form: Under the “Profile” Page, click on “Information Requests” to
view the external form.

gcoupa supplier portal SAFv  NOTFICATIONS @) HELP

Home | Profile  Orders Serice/TimeSheets ASN Invoices Catalogs Payments  Business Performance  Sourcing  Add-ons

A

Setup

Your Profile Performance Evaluation
Moloco, Inc. - Test - Swapnil 260123 Profe | o, nc - Tst- Swapni 260123 .

Supplier Information Form - Exteral form for suppliers to complete
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Step 12: Information will be auto populated based on the information filled in Legal Entity setup.
Verify the details &, if needed, update accordingly.

o
~
N
o
Add F ' o«
Region
Country/Region
State R 3 v
State 1SO ¢ 1 ’
Address Name
Street Addres
Street Address 2
Street Addres
Street Address 4

Step 13: Update Tax Registration details & attach supporting document (Business Registration Copy
/ W8BEN / 8BEN (Whichever is applicable). After filling the details, submit the form.

Add Tax Registration
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Step 14: Suppliers will receive a confirmation through email when Moloco’s Sourcing team has
approved the external form. Supplier onboarding process is now complete.

Note: If supplier wants to update / change any information under their profile, they can fill a new
external form & submit it for Moloco Sourcing teams review & approval. (Refer Step 11 to see where
external form is available). Changes will be updated to suppliers’ profile after Moloco’s Sourcing
team approves the external form.

How to Send Invoices

1. Directly into Coupa

£7coupa supplier portal SAIF~  NOTIFICATIONS @ | HELP ~

Home Profle  Orders  Service/TimeSheets ASN  Invoices Catalogs  BusinessPerformance  Sourcing  Add-ons  Setup

Click on Invoices
‘ Invoices  Invoices Lines ~ Payment Receipts
under home page.

Select Customer

Moloca, Inc. v
Invoices
Instructions From Customer
1 B {Example text - this s set on your Company Information setup page and wil be displayed for CSP and SAN suppliers on the Invaice fist page}
.

Crezte Invoices @

CIle on Create — Create Invoice from PO Create Credit Note
Invoices from PO
T T

Invoice#  Created Date Status PO#  Total  Unanswered Comments Dispute Reason Actions

|No Tows.

Perpage 15 | 45 | 90

é,‘,}l:ollpa SUDD”ET’DOH&\ SaF~ | NOTIFICATIONS () | HELP

Home Profile  Orders  Service/Time Sheets ASN | Invoices  Catalogs Payments  BusinessPerformance  Sourdng  Add-ons

-

Setup
nvoices  Invoices Lines  Payment Receipts
Select Customer Moloco, Ine. - Test - Swapni 280123
1.C Create Invoice creze
. . . o GeneralInfo 9 From
Please fill Invoice details c
# Invoice # * Supplier V20570

( Invoice #, Invoice date,

*lnvoice Date | 0872223 m Supplier GSTIN | 00AAAAADDORAGZE v
Currency )’ attach copy of Payment Term Net 60 nvcise From Address SefTest P
Invoice and submit for . — 38 Freetiue, Untr, Fure
Currency pune 411060
approval. Staus Drzt e
Note :“Invoice from address” Image Sean [ Choose File | No file chosen *RemitTo Address 527 Test el
38 Park Majestique, Undri, Pune
and “Remit to Information” will R P
India
be auto populated based on )
. . . Bank Name: ABC Bank
the information filled under Stachments Add Fie | URL | Tex Seneiiary Name: 527 e
Step 8. Bank Account Number: *+575%
IFSC: *=+*+*0002
* Ship From Address  3aif_Test L

38 Park Majestique, Undri, Pune
pune 411080




RQ

]
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2. Suppliers can also choose to send invoices directly to our Accounts Payable team. Invoices

should reference the PO nhumber.

a. US & EMEA suppliers can send invoices to usap@moloco.com
b. APAC suppliers can send invoices to sgap@moloco.com

NEED ADDITIONAL HELP?

>

Y V V

Suppliers who do not join CSP, can send an email to SupplierOnboarding@moloco.com to
update any information under their supplier profile (email address / contact person details
/ Tax or Remit to Information ) or documents.

US & EMEA suppliers can send invoices to usap@moloco.com

APAC suppliers can send invoices to sgap@moloco.com

For any queries or support, please reach out to SupplierOnboarding@moloco.com.



mailto:usap@moloco.com
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