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 email link below the
WM signature.
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New Suppliers:

1. (Preferred) To join the Coupa Supplier Portal and create an account, click Join and
Respond
2. To provide the required supplier information without registering on the CSP, click
Respond Without Joining.
Existing Suppliers:

1. If you have a CSP account, click Update Profile to respond to the information request.
Once you have logged in, update your form starting from Step 6 — Company
Information in this guide.
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Step 2 — Create Your Coupa Account

Coupa asks you to provide some basic information about your company for your public profile.

After selecting Join and Respond, a hew

window will open for you to create your CSP E—
account_ Create an Account
1. The Email field will be the email address elocronicay and commuicate wih you Well vk you
. . through a quick and easy setup of your account with
WhICh recelved the Request for Wcstga Mu?\ugemantsc:’dou'reprec;ytodc business

together.

information and cannot be changed.

2. Create your password and confirm by
entering the same password again.

3. Check the box to accept the Privacy o g [me— .
Policy and Terms of Use.

4. Click Create an Account.

NOTE: If the invitation should be forwarded to

another contact, then select the Forward this to
someone option and follow those instructions

Step 3 — Provide Information for Your Profile

After creating your account, the “Tell us about your a

business screen” will appear. Complete the profile wen
information. This information should be updated to
your company’s address where orders should be sent. Tell us about your business

£zcoupa

NOTE: This address should be a business location or e
physical address.

IMPORTANT: If your Remit-To address is different
from your ordering address, uncheck the Pay to
location (Remit-To) box to open and complete the
Remit-To address fields.

Click Next.

) 1 don't have Tax ID Number
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Step 4 — Discounts (skip this section)

P.3

Skip this section and click Next.

. VL a0 2 o2 COUPA
NOTE: WM does not use payment discounts " .
offered through Coupa. For payment discounts, i
contact your local WM representative. Would you like to offer discounts to get paid faster? @

T Payment Discount Preferences

Yot eraH e et te ) Automatically replace with this discount

Net 30
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Net75

Net 90
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Step 5 — Open Supplier Information Form

After you provide the basic information, click, -
Take Me There, to go to WM'’s supplier form. Wi %coupa

You are one step away from doing business with Waste Management

Waste Management requires some additional information

Take Me There
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Step 6 - Company Information

Complete or update the following fields, carefully following the form instructions:
e Company Name (DBA)
e Legal Entity Name

lome | Profile | Orders  ServeefmeShees  ASN  Imokes  Cologs  Paymerss  Dusiness Performance  Sourong  Add ors

IMPORTANT: Ensure supporting documentation
files are uploaded where required. Coupa will not

allow incomplete forms to be submitted for I
approval.

Step 7 - Ordering Address (Primary Address)

Complete or update the Ordering Address Ordering Acress lormatio
information to reflect the primary company

address.

The following fields should be left blank — do not
populate:

e Address Name

e Location Code
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Step 8 - Remittance Currency & Payment Method

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

Payment Currency (select one)

e USD

e CAD

¢ None (blank) indicates that
both CAD and USD are
accepted

NOTE: Payment Currency should be

Remittance Currency & Payment Method

I Payment Currency

- I

*Requested Payment
Method
—_—

specified if requesting ACH / EFT payments.

Requested Payment Method (select one)

e ACH (WM preferred method)
e Virtual Card by Email

e Credit Card by Phone

o Paper Check

Step 9 - Remittance Form Instructions & Current Remit-To Information

Remittance Address &

ACH Information

Instructions are displayed at the top.
Carefully follow all instructions.

Existing Suppliers:
Current Remit-To information is
displayed below the instructions. This

information cannot be edited.
Continue to Step 10 to make
changes to your Remit-To address
or ACH information.

New Suppliers:

You will not see this display

section. Go to Step 10.
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Step 10 - Remit-To Address

For New Suppliers:
Complete Step 10 beginning with the REMIT-TO ADDRESS instructions below:

Remit-To Address

For Existing Suppliers:

If no changes are required Ifyou ate an existing supplier, below i your current Remit To information. This information CANNOT BE EDITED. Please inactivate

the current Remit To section and # the "ADD REMIT TO" butten ¢ HANGE your Remit To infaimation

to your Remit-To address or
ACH information, go to Step treet AddIess | PO Box 933004

1_3. treet Address 2
If changes are required to Gty ptlanta
the current Remit-To address ciste Region  on

or ACH information, you must
first inactivate the existing
Remit-To information prior to
submitting new information.
To inactivate an existing [ reme o st |

Remit-To address:

1. Scroll to the end of the Remit-To Addresses form
2. Under the Remit-To Status, select Inactive
3. You can now complete changes as follows:

To add a new Remit-To address,

continue Step 10.

To change your current ACH information,

go to Step 12.

REMIT-TO ADDRESSES

Your Remit-To Address and ACH / EFT information are in the Remit-To section. If ACH / EFT is
selected as the payment method, click the Add Remit-To button to add a Remit-To section for
the remitting address and / or banking details.

After clicking Add Remit-To, a new Choose
Remit-To Address box will open. To select an
available Remit-To address created previously as
part of your initial Coupa Supplier Portal setup, click

Create new Compliant Remit-To Address

&> Create New

Choose. You can then skip to Step 12. 50 not use pp—
Houston, Texas 77002
i . United States
To create a new Remit-To address, click Create United States

New and continue to Step 11.

NOTE: To see this “Choose Remit-To Address" box,
you may need to scroll down.

Cancel
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Step 11 — Create New Remit-To Address

Where's your business located?

In Coupa, a new Remit-To address must
initially be associated with a legal entity.

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

Provide your Legal Entity Name. possible
Select the Country/Region for your Remit-To
a'dd ress " “LegalEnty Name This is the official name of your

i ) Counfry/Region ~ business that is registered with
CIICk CO ntl n U e . the local government and the

country/region where it is
Select the customers that should see the focated
Remit-To address. —
Cancel Continue
1

To avoid having to manually type information from your Coupa profile, ensure you select the
Waste Management checkbox.

. , . Tell your customers about your organization
Provide your company’s address details yourcu ut your organizati

under What address do you invoice from?
Provide your Legal Entity _ A
COUI’Itry/RegIOH and Tax ID Which customers do you want to see this?

A AN

Skip the Miscellaneous fields.

What address do you invoice from?

Click Save & Continue.

Address Line 2 REQUIRED FOR INVCICING

Enter the registered address of

- f.ll}' City
) your begal entity. Thi
' r State | Texas -TX .
same location where you
* Postal Code 12345 recelve govemment

documents. @
Country/Region United States

&7, Use this address for Remit.To ]

i Use this for Ship From address 0

What is your Tax ID? @

Country/Region  Unfled States -
Tax I} | 123456780 b 4

[ | ot heave Tax ID Mumbsr

Add additional Tax ID

Miscellaneous

Invaice From Code 0

Prefemed Language | English (US) ~ v

Cancel Save & Continue
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Step 11 — Create New Remit-To Address
(Cont'd)

Where do you want to receive payment?

a
Select Address for Payment Type. Ol Al Feenit T 10 2 mare looations, ethemtse cl Nesr
NOTE: In this Remit-To section, the only
Payment Type accepted by Waste Management o Heneas

is Address.

Click Save & Continue.

United States

Confirm the address information is correct and click Next.

OPTIONAL If goods are shipped from a different
location, a Ship From address can be added to the
legal entity by clicking Add Ship From.

Click Done.

Where do you ship goods from?

For many countries/regions including different shipping details on the invoice is
required if they are different to where your legal entity is registered

Add Ship From

Title Status
123 Maple Drive Active Manage
Houston
™
Uniled Stales

-

Click Add Now to add the Remit-To address to the form. The Remit-To address is now added

to the form. Click Done.

Setup Complete

Congratulations!

This legal ertity can now be used on new invoizes

» Click on the Profile Tab to see if your customer has a form that

= Otherwise, you'll have to send it to them through another

To get paid - Most customers require that you send them this
payrment info In in addition to providing it on the invoice. L]

collects payment information

channel

P ST e

SUPPLIER PROFILE INFORMATION REQUEST GUIDE

MARCH 2023

Page 8 of 12



Supplier Profile Information Request Guide

Step 12 — Provide ACH / EFT Information

If ACH / EFT was NOT selected as the payment
method previously, select No to the question if ACH /
EFT was selected as the payment method. IF ACH /
EFT was s elected as the payment 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. This documentation should be a voided
check, bank letter, or document on company
letterhead as noted on the form instructions.

Step 13 - Legal Entity Information

[

Select your Legal Entity type and complete the appropriate fields, including any required support

documentation.

Legal Entity Information

* Legal Entity Name | Emerald City Test Lc

* Organization Type ~

* Legal Entity Country ) US Company
(O Canadian Company
O Other
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Step 14 — Certificate of Insurance

Provide the Expiration Date for the
insurance.

Attach your current Certificate of
Insurance.

*Insurance

Effective Date

Certificate of Insurance

Waste Management requires all suppliers to provide proof of insurance that meets the minimum requirements, please refer to
ww.suppliers.wm.com for Waste Management's supplier insurance requirements

In the section below provide your policy state and end date, and attach your certificate of insurance

* Expiration Date &=
* Attachments Add File

Description

Step 15 — Supplier Sustainability Program

Waste Management supports
Supplier’s efforts to cut waste, use
recycled materials, and maximize
the use of their resources to help
us meet our sustainability goals.

If you have an established
sustainability program, please let
us know in this section.

Step 16 — Diversity Certification

*WM may use that information to
contact you for ways to support your
program. WM is committed to
supporting diverse Suppliers. We
accept the following certifications:

» Small Business Enterprise

* Veteran-Owned

* LGBT

*» Women Business Enterprise
* Minority Business Enterprise

Supplier Sustainability Information

Waste Management has positioned itself as the leader in environmental services, developing strategies and implementing actions to
reduce our overall impact on the environment. We encourage our suppliers to develop and participate in sustainability programs and
engage their supply chain networks to be aware of our joint impact on the environment. We will support supplier s efforts to cut waste, use
recycled materials, and maximize the use of their resources to help us mest our sustainability goals.

sustainability
program?

*Does your O
organization have an ¢
established

Yes

O No

Do you have a diversity
certification from a
recognized agency?

* Is your company a (O
diverse supplier?

Diversity Information

WM is committed to supporting diverse suppliers. Please see our supplier diversty information at www suppliers wm com for the
certifications we accept. If your company is a cerified diverse supplier, please provide your cartification details below and attach your
certification document for verification

O Yes
Q No

If any of these apply, please provide your certification details, and attach your certification

document for verification.
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Step 17 — Certification of Accuracy and Contact Information

The Primary Contact information
will be used for future information
requests as well as requests to

Contact Information and Certification

. Completing the information below, serves as your signature certifying that all of the provided information in this form is complete, true and
connect on the Coupa Supp“er accurate. This contact information will also be used for any questions related to this request
Portal. *Your Name
Completing the information in this YourTite
section serves as your signature “Your Email Address
certifying that all of the provided Vour Phone Number
information in this form is

complete, true, and accurate.

Step 18 — Completing the Form

Carefully follow form instructions.

IMPORTANT NOTES:
1) Supporting Documents

Required file attachments must be uploaded in

order to submit for approval.

When you are ready to upload your file(s):

1.

2
3.
4.
5

Log in to your Coupa account

Go to Profile from the top navigation ribbon

Go to Your Customer Profiles; the Waste Management form will display
Complete any missing information and attach any missing file(s) on the form
Submit the form for approval following Step 17

2) Correcting Errors

After submitting for approval, scroll to the top of the form to ensure there are no errors that
require correction.

If you have errors in your form, you will be prompted to fix your errors at the top of the

form.

Go through the form carefully and correct any errors highlighted in red font.

When done, submit the form for approval following Step 18.
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Step 19 — Submitting the Form
Skip the WM USE ONLY section — it is for Waste Management use only.

Click Submit for Approval to
submit the form to Waste
Management for ,
i WM Requester Email Icaban1@wm com
prOCQSSl ng . WM Area K00033 /KL0033 - Information Technology

PO Method 4

Type of Goods or Professional Services-Underwriter Fees
Services

—_— PO Change Method 4

Compass No

For New Suppliers:
Selecting Decline will

Content Group

Supplier ID
prevent yOUI‘ Company from Coupa Supplier ID
being a completed supplier -

SF20 No

for Waste Management.

For Existing Suppliers:

Decl

line

Save

WM USE ONLY - Please do not complete any of the information below

Submit for Approval

Selecting Decline will cause your information to not be updated, resulting in payment delays.

All Suppliers: Waste Management will reject any incomplete forms or forms completed

incorrectly, requiring you to complete the Request For Information process again.

Next Steps
What you can 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

o After you receive notification of Waste Management approval of your information, you can

begin submitting invoices
What we will do next:

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

NOTE: This process may take up to two weeks.
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