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Welcome to the Pearson Supplier Onboarding Process!
This document is designed to help you through the
onboarding process by joining the Coupa Supplier Portal.
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Coupa Guidance for New Suppliers

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

<do_not_reply@supplier.coupahost.com>

Second, you can decide if you want to:

@ Join the Coupa Supplier Portal (preferred) which supports a fully
electronic workflow with Pearson and gives you the ability to see
your invoice statuses and purchase orders at anytime.

Q@ Providethe required supplier information without registering on
the CSP.

Third, click on the link below the Pearson signature that corresponds
with your choice to join the CSP.

By referencing the following simple guidance, completing your Pearson
onboarding process through the CSP should be quick and easy.
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COUPA: SUPPLIER GUIDANCE FOR NEW SUPPLIERS

Since you chose the link to complete the supplier onboarding form by
joining the Coupa Supplier Portal, follow the steps below to create
your account and password.

Welcome to the Coupa Supplier Portal

Please validate the information below and create the password for your account.

* Flrsl Name Mary
*Last Name Halder
*Company Mary Halder
*Email christina.amato+123Epeanson com

* Pagsword e

* Password Confirmation  sssssess

B | accepl the Privacy Policy and the Terms of Usa.

\/ I'm not a robot g
) \ ’
Q Enter and 9 Check off the 9 Check off the 0 Finally, click
confirm your box to accept box to indicate Submit.
password. the Privacy thatyou are
Policy and not a robot.

Terms of Use.



Upon joining and logging into the Coupa Supplier Portal, follow the

Welcome to the Coupa Supplier Portal (CSP). steps below to complete your Profile for Pearson.

* Navigating the CSPis quite easy. Fields marked in red and with a red asterisk (*) are mandatory and
* Feel free to click Take Tour to see some key feature highlights or Close. requested fields are also indicated D
as needed. ( PLEASE NOTE
- ~N e o Scroll to the bottom
f,2coupa supplier portal of the form and click
Home  Profile  Orders  Service/Time Sheets  ASM SIAVIEE! CIIUITISIEE
save your progress.
J
Welcome to the New Coupa Supplier
P rt I Supgplier information Coupa Test (1L LLE
orta ABOUT YOU/YOUR COMPANY
A5 part Of PEArson's SNANNG FUOCBEs, Wi NCLIng you 10 B Out e IEcRe NG 10 MgISIIr YO A8 @ SUppie. Dnos onbanssd i & Suppier your Fad
. . R Furchass Oider and sevd 1 i plu. Thas Purchase Oeder musl De alleched o8 ek Ngog g i = ; s
Transact more easily with your existing customers and N I B . PLEASE NOTE )
increase your visibility with potential customers. ' e
: e o NS e If the Profile field
Take the tour to see what is new! R e vras sy [ C3P.50 Guuturce.fo New_Suppiens reads Public Profile,
Erroes in o musriesion wil lkely caues 3 rajoction from cur Sugpler Mansgemars fog please be sure to
change it to Pearson.
* Lagal Enifty Mame  Coupa Test B, LLE
\. J
Pargni Compeny Noms J
€ Legal Entity Name: Your given name or that of your operating
(& company. It should be pre-populated by your Pearson Contact.
Parent Company Name: Only needed if you are a member of a
- ) L larger organization.
In addition to the CSP, Coupa is also Text Notification enabled.
Purchasing Category: Select one that best describes the majority
- N of the work you will be doing with Pearson. It should be pre-populated
. . by your Pearson Contact.
New Feature: Text Message Notifications 7y
@) Goods/Services Provided: Briefly Explain the range of goods or
, o . services provided by your company. It should be pre-populated by
Get notified faster about things like New POs and Invoice Payments or Status your Pearson Contact.
changes
@ Number of Employees: How many other people work for you or
Dismiss Enable SMS Text Notifications your company?
\ — J (@ Year of Incorporation/Registration: Complete as registered or

enter “not registered”
COUPA: SUPPLIER GUIDANCE FOR NEW SUPPLIERS



€@ Country of Incorporation / Registration: Indicate in text field box
or enter “not registered” as needed.

( )
* Country of

incorporation /

Registration
* In what country §re | Linited States ~
these services to
dolivered?

* Prederred Currency LUSD

Underutiiised Business
Ownership Indicator Crecs
(Minority Ownership) %

Inco Terms -

Organtzation Type -

DUNS Numbaer (1]

r
\.

© PLEASE NOTE
0 In what country are these services to be delivered?:

PLEASE UPDATE. This field should be correctly pre-populated

by your Pearson Contact. Ifitis not, be sure to change the
deliverable country to United States, Canada, or United Kingdom,
etc. as applicable.

€@ Underutilised Business Ownership Indicator (Minority
Ownership): If your business does not qualify, please do not check.

Preferred Currency: Your preferred currency will be used to issue
the PO to you and should match the currency used on your invoices.

Inco Terms: Three letter Inco Term code for the supplier's commercial
terms. If your business does not use Inco Terms, please leave blank.

(6 Organization Type: Select the correct organization type from the
pull-down list.

DUNS Number: If your business does not have a DUNS number
please leave blank. If you are DUNS registered, you may enter the
9 digits in this text field.

COUPA: SUPPLIER GUIDANCE FOR NEW SUPPLIERS

The Primary Contact Information may have been partially
completed by your Pearson requestor. Be sure to validate the
name(s), email address, and provide either a mobile or work
phone number in case we have any questions regarding your

supplier record.

Ve

Primary Contac)

YOUR CONTACT INFORMATION AND PRIMARY BUSINESS ADDRESS

Ui MARDATORY i provice Firsl Mase, Lt Na=e, Emall orf Telaphorm Mumise Fakes b o s el amult in G s bong reurmed 16 pou for e comecl infoenalion

Fiiwl Na=w

Lia! Namw

Email

Mssds 'rats A -

FLTacta

Fex LB Carada w

~

\ J
4 N\
Emall
Mobile Phone  Other T
' oD
Work Phone | LUS/Canada L]
\§ J

US/Canada is the default phone format, but can be changed to
Other. Select Other to enter your country code, area/city code,

local, and extension as needed.



Your Primary Address must be completed and include:

* Street Address
* Postal Code

* City

* Country

If these fields aren’t populated, the form will be rejected.

(" "mmne erwure Sewnt dcrean, Postel Coe, Dt and Dourry e newcied s Farss e i Bekin, Feiars £ 3000 0 nei r S b berg mimed 4 gou b e come
rAormmter.
Pricmty Addrasn
Lecufion Cade
Ardtrmma Hasw
Ll

Biresl Adeiress 731 Code St

Hirmai Addems 2

© PO Method: indicate how you 4
would like to receive POs from
Pearson: EMAIL, cXML, EDI, or

PLEASE NOTE

Buy Online. 0 Most suppliers
choose EMAIL for
@ PO Change Method: both PO Method
indicate how you would like to and PO Change
receive amended POs from Method.

Pearson: EMAIL, cXML, EDI,

or Buy Online.

(] HOW WOULD YOU LIKE YOUR PURCHASE ORDERS [(PO) TO BE 5ENT TO YOU?

"POMsthod -l

* PO Change Mathod  E-mad

w»

Pasasl Code

¥rang

¢ Pl L

( Counlry | e Sutes ) -

ZEcoupa
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<‘ PO Emasi| ;)

* Voiar Py
Consact tmma
* Your Paymam
Crrvidect Errmil
* Waur Payment
Contact P Hurmiee
7

© PLEASE NOTE
o If you entered: EMAIL in the PO Method or PO Change Method

boxes above, this field must be populated with the appropriate
PO email address.

\.

@ Your Payment Contact Name: can be your name, or can be the
name of a person within your organization responsible for receiving
payment advices.

@ Your Payment Contact Email: Payment advices are sent out via
email so an email address is required.

Your Payment Contact Phone Number: If there are questions
regarding your information and payment, we may need to speak
with someone via telephone.



Click the Add button to establish your remit to address and to enter
banking details.

€ ] )
Payment Information
For suppliers who have transacted with Pearsan belors, pleasa only add in remit to informasion whore you requine a change 1o the diy

required, ploase make sune that you Rag in the “Any AddSonal Banking information’ that you ane updating your details a8 opposed 10|

For suppliars who ane new 10 Pearson. pesase provide all required and reéenvan indoemmation.

-Remit-To Address Lines

more Rema-To Addresses by afther filing out a new Complant Invoicing Famm or choosing an Existing Aemil-To Addross,
<$

Any Additional
Benking Information

b Bargg 1 you idreeschy Snname with Poarscn snd arm monoty spdnsng bane sformation o

Choose Remit-To Address »

Create Mew meaice Compliard Remil-lo or Choose Exsting

Creals now Compliard Ramil-Ta Addnoss

A pop-up window displays.
Click Create New.
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@ Enter Legal Entity Name and Country.
Both fields are required.

|
a 2
Where's your business located?
B com; A This = the officiad rame ol your
* Courtry e bresingas ihal i regitened with
the local governmanl and the
country whees It is locaied
-
g J
' - : )
Miscellaneous Information
* Lagal Entity Mame  Sypobar Expedencos
* Country  Ursid Kongdom — Conducing businass in cartain
countries nequines your imwoics
@mmy l_ ) to contain specific information
Board af Direciofe i ] abaut your comaany
Bave & Continue
g

@ Enter Type of Company.
@ Click Save & Continue.




Enter the registered address of your legal entity. This is the same
location where you receive government documents.

Tell your customers about your organization

What address do you invaice from?

G )

Addreas Line 3

= )

Simin

== )

Cousiry  Uinited Kingtom

i acidrees lor Remit-To ﬂ'
e Ship From adireds L ]

/

PLEASE NOTE

Check off these two boxes if your Invoice
From address is the same as your Remit-To
address and/or your Ship From address.

\. J
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If you are supplying goods/services in the USA, select the Country
and enter your TAX D (e.g. SS#, EIN).

If you are supplying goods/services outside of the USA, and
are VAT Registered, select the Country and enter your VAT ID.

-
What is your Tax ID? @

Country United States >

Tax Id

| would like to wse this as & local tax number

Country w
Vat Id

Add additional Tax ID

Miscellaneous

Invoice From Code o

Preferred Language English (US)

g
-
PLEASE NOTE
If you are not VAT Registered, do not select a country and leave
VAT ID blank.
. J




Required Fields:

* Bank Name
* Beneficiary (Account) Name
¢ Account Number

ﬁ:'l\ Irda and Asalgn Cusinenars =

Banking Information @

Bark Hame  Licws
Beneficlary Mame  Now Test Suppiior 200

Accound Nusmbee 12345GTHE

(Fln-ullﬂg Mumbar (ABA} )

~
1
g

A

('BMHFI' Cods ABCA\ZIEFG

Aszsign Customers

Wha do you wanl 1o see this?
Al

@ Pearson

One of these three fields:

* Routing Number
* Sort Code
* SWIFT Code

MUST BE POPULATED
for the bank to be found.
The relevant fields
depend on the Bank
Country for the account.

R e

PLEASE NOTE

\.

Be sure to assign Pearson to your profile.
Click Save & Continue.

COUPA: SUPPLIER GUIDANCE FOR NEW SUPPLIERS

Review your Remit-To information as you have just entered it.

Click Next.
( Where do you want to receive payment? )
8
S wherg Lo send paymaend lor Tew invoicas, Oick Add Rema-To lo ASd Pemiti-To
Earing Infarsation Srstun
Lismno—beda binisod IR, e Masage
WCIR GRL R
Wirsiions] Mg
: )
Review your Shipping information.
Click Done.
(1 ] )
Where do you ship goods from?
4]
For many counirss inchuding dTomanl shipging delads on U rrvoscs i rdgaired | they are dilfarenl b whons Ackd Ship From
wour logal entity i rogistnned
Ticss Status
T-¥i Codar Streel Acthm Maragr
wezh th
Liniad Kingdom
l (i)
S
Click Add Now to complete your Remit-To set up as needed.
(. N\
Setup Complete
4

Do you want o Add Femi-To Addreas 1o Be customer profla now?

\ )




( N

PAYMENT INFORMATION
Eloty g TR paiorn 1) G I il 1 T I S B g b e selg Cutals e avaady hen o meiind: 1 changes o e, o My e P sk i)
ot ey Adiieunraal TR IAREPREGE Tl T B0 AT (0 AT B OO(VINS] 5 TARSIAG Sam RelL

-Remit-To Address Lines
A Crvg v =zew Flaewt B0 A Ly o T "B g ool o St Pyl oy For o i gy an Exsidog Peead T ddidoems.
Agd

‘ o ’
ADD NEW PAYMENT ADDRESS

PAYMENT ADDRESS INFORMATIOMN
Finakd L Bul Al wloes

Review the Remit-To Address Information you
had entered in the previous pop-up windows.

PLEASE NOTE

Review the Bank Details you have entered.

Ifincorrect click the red cross.
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Please complete as many relevant fields as possible to ensure

accurate and timely payments.

IBAN Number: a number
consisting of an alphabetical
country code, followed by two
digits, and then up to thirty five
characters for the bank account
number. It should be entered
without spaces.

Sort Code: a six-digit number,
usually formatted as three pairs
of numbers, for example 12 34 56.
Itidentifies both the bank and the
branch where the account is held.

Bank Routing Number:

a nine-digit code that's based on
the U.S. Bank location where your
account was opened.

SWIFT Code: an international bank
code that identifies particular banks
worldwide. It's also known as a
Bank Identifier Code (BIC).

BSB Number: This is a six-digit
number that identifies banks and
branches across Australia.

COUPA: SUPPLIER GUIDANCE FOR NEW SUPPLIERS

Ve
BANK DETAILS

.

Tres

* Bank Nama

T

7
* Bank Account Name

.

IBAN Number

Bank Routing Number

" Bank Aocount
\ Humber ™.
é Sort Cods

SWIFT Code (BIC)

B58 Numbar

Bank City

Bank State or Reglon

Bank Postal Code

("Banb. Country

Review the Bank Details
you have entered in

the previous pop-up
windows. Both Bank
Account Name and
Bank Account Number
are required fields.

One of these three fields:
* Routing Number

* IBAN
e Sort Code

MUST BE POPULATED
for the bank to be found
in addition to Account
Number and SWIFT
Code. The relevant fields
depend on the Bank
Country for the account.

Enter Bank Name and
Bank Country as they
are also required fields.

The Bank Name and
Bank Country will
generate the bank
address for Pearson.



Intermediary Bank Details: These fields are only completed Tax Information: Please fill out as many Tax fields as possible

if a secondary bank is needed for transactions. If you do not use particularly if your organization will do business with Pearson in
Intermediary Bank Details, please leave blank. the UK and/or US and/or Canada.
If your organization is VAT/PST registered, provide your VAT/PST
i A ) details for your country of incorporation AND a relevant VAT/PST ID
bt & mi.?mmmuimm imisremediany Banks used. I Yol 0 ol usa Insemoiany banks, plasss lave biaek for countries in which you will deliver goods and services to Pearson
Intarmediary SWIFT o now or in the future. See additional hints below.
Code (BIC)
InMermediary IBAN i ] - N
Humber TAX INFORMATION
Tho Sk e rai o s gy B e o UK, 4o 4 US GOODS/SERVICES:

Intermidiary Bank W s - ¥l g e f
{ Name ) Cosonitun )_' Federal Tax ID: this would be

your EIN and you will attach

the corresponding form(s). If no
EIN is available it is mandatory to
provide your SS# in the standard
format in the Additional Tax IDs

4 2\
UPDATING Saermrmers or organisations already working with Pearson) iy gl o i sk o LA ket - i it L field. Eg 123-45-6789. Additional
w Peimary Tea 10 information is required if you are

providing goods/services outside
[ e — ) Addeitona T i - the Us.

Faters o Fosms

As a new supplier, your remit to status will be Active.

Htwns Tan Fiarv

B ieing IiSrraatisn

=W ol ceganiest

s Raa (Zamommmon - |
oom Prmrese ngalernd o tha LK o
Geography T Prissary Taa IO
2 65\
& on Dwimll i e g it 1 P U, flaiin Ui B i ~
o Stason! et e UK GOODS/SERVICES:
\ ) P Primary Tax ID: this would
7 \ Typa | = be your VAT ID. Additional
If delivering goods This text field is provided for you to include mforma‘qqn 5 g uice |f.you
. - L A ) aate Tax Form are providing goods/services
or services to one additional routing information, if you have multiple Tyes | 547 v .
outside the US or UK.
than one Pearson bank accounts. Amactments xat 1
geography (e.g. UK, . . ¥ e A s e e U LAY, e ey gt
US, and CA), provide Z;L; tmaysilsolrécarg here if you were previously an R s o |
details in the text box. & SUPPHer. \. J

Itis mandatory for suppliers banking in

Canada to provide both a BANK NUMBER

and a TRANSIT NUMBER. Please add this into
the ‘Additional Banking Info’ box providing a title
for each: e.g. Bank# 123, Transit# 12345.
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Ve
TAX INFORMATION
Tace Sriche o s chaparnian o 0 oorTpnTy B L regedensd i the LN, LS or CAN
LET H | v 1 CAN. [eass Une i ok 270

Primasy Tux ID

CA GOODS/SERVICES:
a e Primary Tax ID: this would
YT be your VAT and PST IDs.
Tosert Tas ) o Additional information is
Facdersi Tus Farm required if you are providing
== goods/services outside
m—— of Canada.

Stmns Tas Forve
Type. | 387 w

MISEhrants bdd s

Proof of insurance is only required if you will need regular
access to Pearson locations or perform work that involves
arisk to health and safety.

e
nsurance
Effective Dute =
Expiration Oate
Aftachments 24y 5
Descriation
g
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Pearson requires the following questions be answered to confirm
that there is no conflict of interest (e.g. a family member is a Pearson
employee) or if you have any business operations in a country with
which Pearson does not engage.

( )
MANDATORY RISK QUESTION
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Pagenin dapeminy: B vt
e M ou

(= —==3) |

g
Click Decline if you do Click Save to Click Submit for
not wish to proceed with save the Pearson Approval once all data
setting up a Pearson profile details you is in place for Pearson
account via Coupa. have entered. review and approve.
Once submitted, your form status will display Pending Approval.
£ coupa St ipphier porta =T wamcations I v

Home Profie Orgers Senvicn/Time Sheels ASM MTeOiCES Canaings Agmin

Prodls  Faarson -

*
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Pearion New Supplier Onboarding Form
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Once submitted, you have the ability to Withdraw the form and still
make changes before Pearson reviews it.

For mon intermation, ~ A
P M T, of_irswrent_Pofiew 1)
Conflict of istares!

Polisy:

* Do you Pave any Mo
opersticon i e
couniris listed balow
webih will D brridvied
In delivaring D
warvice 1o Pearson?

Agranet, Baians, Bowms. Barrdl, Contrsl Arcan Rogutic, Crmes and Sevasoes g, Cuta. Democrats Reputic of Corgo. Eqvit. Ertre. b, m. bory Cosel
Lt Lityn, Morsseages, Nylrrnae, Mok morea, Meputile of uines, Feputiie of Ouinad-Basi. Pussis, Sotes, Soeale, Sudas, South Soten, Syie, Turisia, LUiesrd,
Waranaa. Yoo, Tmbelres
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Pearson New Supplier Onboarding Form - Email Confirmation

After your form has been received, reviewed, and approved
by Pearson, you will receive an email confirmation similar to the
one below.

Congratulations! You are now ready to transact with Pearson
using Coupa.

The Supplier Informatian you submitied was approved by your Customes, s

PRAMSON <00 _507_ Sy {EDSRR0n Sy OulsInO Lo & 78 PU O mincies 50|

e

The Supplis Information you submitied wW@s approved by your Cusiomer,

v [ OO

i Chrs

Painion epprowed poor mppiel inforngien, This mmens Sw Gusirrrss fas sl B o Ty raed Tom pou of B poind o crais o spels your Sorpry I Bee syseTs

T s vour st (rwlerenoms, (0 P s s T el
T Softves - WELUE AX A BEHVICE - San Mk, G4
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Pearson New Supplier Onboarding Form - Email Rejection
Notification

If Pearson received and reviewed your responses and found issue
with any data, you may receive a rejection notification email similar
to the one below.

You will also receive a follow up email from our Supplier Management
team with the details of which fields require attention.

Click “View Online” within the email to return to the CSP
onboarding form.

@ Then, select the “Profile” tab.
© Next, select “Pearson” from the dropdown list.

You will now be able to view your form and make the
requested edits.

@ Finally, be sure to click “Submit for approval” so your updates
can be reviewed and approved by Pearson.

4 N
Farwarded mMesaage —-—

From: Pearson <go_nal_rephy@eearkan-decoupahost.oom®

Diatac Fri, Jan §, 2018 a1 1205 PM

Subgect: Tha Suppier Information you submitied was rejected by your Cugiomer.
To: pristobalgrennaiabe TESTONECG2Sgoogiemail.com

The Supplier Information you submitted w@w your Gu@

¢ §reoupa

Hi Supplier,
Undomunately it looks ke Pearson rejecind your suppier inlormason
This maans e cestomer had some sorl of a problem with The infarmation that you submithed and mary requing changes.

View
Onlire




Coupa Supplier Portal - Notifications Coupa Supplier Portal - Purchase orders

After your form has been received and reviewed Pearson, you will As your Pearson contact issues you purchase orders, they will be
also receive messages via Notifications in the CSP for approvals, readily available to you from the Orders tab in the CSP.
rejections, orders, etc.

grcoupa supplierporial HirRY - MoTReons i)

P

w N e \volle | Orders | SenaTimeSheets  ASN  imoloes  Catalogs  Admin
-

Home  Profile Oners ServiceTime Sheetd ASN L "OFIT FEE OIS i approved |
Thm St st vins uie= S8 el sl
Iy Parsae
Erbct Sy PEARSON TEST WAWET - LAY w
My Matifications - o
View | A -
Purchase Orders
Ll Ressvedd Inatrucians Fiesh Cullomes
~ = ) e e Flaara frocmes S e s i F e e deiain ok e om e P04 P97 complant imrsces =t inchude: Tra snns SRWSEE o AP ROTES
Tt Bupspliar Inforraibe you submitisd was mprawd by Pesrson TR -2 F ErvnreACnecl Moke Mmber ol i wrcvesd |8 comachen, invocw Dete, rvoo Arcund, e e Mol aed Do ploe of Soods o Servces Yakd PO anocr Sorac
Rptie, Wiy Srrnd, e i AS0enn |riatn Bew g cieetaton § ETEGAte Bnd Trariin Lagel L A8y B st ninteg 1L PeSun sl owaet S Lageast
vrul ftms an e v Sl WAT st s i el |
A sanmh kit mikdlinion: i ik il CLOLHE DB Pl
Pl Numbesr  Dudes Dlsle  Siwlus  Ackeowiedged 41 Bems Usanywered Comuments Tobal  Acilons
Drints Mark ss Asad (TR OO 1040 DASEE ausd 050148 7 AL of O {hainy [ oo
LED
. Y, T =
DO ED0n00 1637 D548 s Mona Mgptom Bardsk L] nmaoa T
uah o
=
COURDODON 181 8 DST4A8 imeusd Moo 5 EACH of Ecinnal Sonviee Mo 1,000 00

\_ UsD =_/
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Coupa Supplier Portal - Invoices

All invoices created using the CSP are easily tracked from the
Invoices tab from Draft and Pending Approval status through
final Payment Information.
" —
Home  Profie  Orders  Service/Time Shewts  ASM | dmokey  Cataly,  Advmin
e Gt

Saseat Cumnoenm PEAASON TEXT WVE

Invoices

It tiane £ reee Custome©
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o MO 878 DOSrpron of Gooos or Sonese. Y PO
NG PO Mapimtain G e

Urarrwmer wed Commmmets Actiorn
™ /70
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COUPA: SUPPLIER GUIDANCE FOR NEW SUPPLIERS
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