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Your screen in Coupa may differ slightly from this training, but the steps to
complete the activity will be the same.

Purpose

This Quick Reference Card (QRC) explains the process for delegating the Supplier
External Form and any due diligence questionnaire (DDQ) within CSP. Please see the
following quick reference guides, which contain a comprehensive view on supplier
onboarding and information management.

e How to Onboard as a New Supplier for Suppliers
e How to Navigate and Use the Coupa Supplier Portal (CSP)

How to Delegate the Supplier External Form

When the Supplier receives the External Form to be completed for the first time, it will be

sent to the supplier primary contact. To allow another user to complete the External Form,

you will need to add a new user to your company’s CSP profile. Please see How to Add a
New User in CSP for Suppliers training for more details.

Once added, a new contact will be able to access the External Form from the CSP
homepage under Information Requests.

zscoupa supplier porta

Home  Profile ~ Orders  Service/Time Sheets  ASN Invoices  Catalogs

Coupa Verified

Company Profile ¢ Complete your profile to get discovered by Co

Environmental, Social,
Governance & Diversity

KPMG LLP

Risk & Compliance
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https://kimberlyclark.sharepoint.com/:w:/r/sites/i797/Learning%20Document%20Library/STP_QRC_How%20to%20Add%20a%20New%20User%20in%20CSP%20for%20Suppliers_Coupa_Global_EN.docx?d=w83024ebd3cd14932904240eab1fa4b53&csf=1&web=1&e=CDJbs0
https://kimberlyclark.sharepoint.com/:w:/r/sites/i797/Learning%20Document%20Library/STP_QRC_How%20to%20Add%20a%20New%20User%20in%20CSP%20for%20Suppliers_Coupa_Global_EN.docx?d=w83024ebd3cd14932904240eab1fa4b53&csf=1&web=1&e=CDJbs0

How to Delegate Tasks in CSP for Suppliers

How to Delegate a DDQ

1. Open the due diligence questionnaire (DDQ).

Action ftems

Evaluations: Approvals. Action Plans:
ste . 0 Not Stariea
0Due Tris Week 0 Acton Requred 01n Process
Evaluations: All
Name Pertodicity Start Date Context status Due Date
L) [}
Conflict Minerals Assessment One Time 3142023 CRA Test Supplier 5.2 Not Started 3242023
Anti-Comuption Assessment (External) One Time 5162023 CRA Test Supplier 5.2 5262023
Cybersecurtty Assessment One Time 511612023 (CRA Test Supplier 5.2 52612023
Supplier Self Risk Assessment One Time 51612023 CRA Test Supplier 5.2 512612023
Confict Minerals Assessment One Time 5162023 CRATest Supplier 5 2 5262023

Magnified view:

Due Date Action Status  Action

B ®
3242023
52612023 @ View
52612023 A © View
5262023 A
52612023 A @ View

2. At the bottom of the assessment screen, click the Delegate button.

Bankruptcy / Insolvency Details *

Enter detailed explanation
310 Have there been any judgments, hens, disgorgement orders, asset forfeiture orders, or olher requirements issued against tha company mandating that it No v o]
turn over / transfer assets to any creditor, liigant, claimant, government entity, or other person or entity making a claim against the company within the past
3 yoars?
320 Have there been any fraud, bribery, cormuption, or professional misconduct allegations against the company, or any of its direclors, officers, managers. No v (o]

owners, or controlling persons, within the last 5 years?

PP s .- . fusmiiantion arbilration, of olher dispules that could affect its ability to provide the product / service it will be No v [ ]
s/ frportaltest.hiperos.com/Programs/Evaluation#collapse_Legal_Kim...

Magnified image:

Top

Delegate

Recalc
Save

Cancel

3. Click Confirm within the pop-up.
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Confirm Action

This action will take you away from the evaluation. Any unsaved
changes will be lost. Do you want to continue?

=

4. Add a delegate.
Select Delegate User within the Delegate to User/Group section.

b. If you are adding a current contact, search for and select a user within the
search bar.

c. If you are adding a user who is not a current contact, select the + button and
continue to Steps 5-6.

Evaluation Delegation

Risk-Financial and Legal Assessment - Internal [Lane Inc] - Onetime - Period Start 01 Mar 23

Basic Information

Current Scorer Lane, Enic ( Internal )

Delegate to User/Group

Delegate |m User
? =%

"y Group

5. Enter the delegate’s details within the required fields.

6. Click Create User.

Emazil Addresz * o

jsmithiacmesupplier.com

*

First Mame
John
Last Mame *

Smith

Cancel Create User

7. Enter an Explanation for submitting the delegation in the comments field (*required).

8. Click the Delegate button when complete.

Copyright © 2023 Kimberly-Clark Worldwide, Inc. all rights reserved Page 4 of 5




How to Delegate Tasks in CSP for Suppliers € Kimberly-Clark

Evaluation Delegation Back | Delegate

Risk-Financial and Legal Assessment - Internal [Lane Inc] - Onetime - Period Start 01 Mar 23 ~—

Basic Information
Current Scorer Lane, Eric (Internal )

Delegate to User/Group

Delegate g User

; . Lt

) Group

Comments

* Please enter why vou are submitting this delegation

9. The delegate will receive an email notification that they have received a delegated
DDQ to complete.

Powered By {;}COUPH

@ Kimberly-Clark

Cybersecurity Assessment has been assigned to you for CRA
Test Supplier 5.a

Dear Jane,

The Cybersecurity Assessment has been reassigned to you by Doe, John 5a. Please
complete it by the dale indicated below. You can access this by clicking on this R.Portal.

Please click on the link below to access our chat bot should you have any questions about the
supplier onboarding process. If a service ticket is entered, please include the name of your

company and the assessment you are trying to complete.

We appreciate your attention to this important requirement

Click on the Chatbot link to access the chat bot

Click on this link to the QRC for training materials to help you complete this task
Please complete by 27 May 2023

Thank you

Kimberly-Clark Third Party Risk Management Team

Assess - Diselaimer
n and any files or attachments transmitted with it may contain information that s confidential. privikeged. and exemgt from

you are hereby notified that any use, dissemination, or copying of this communication s stricty prohibited. f you have received this communication in
error, please notfy us here so that we may tske the approprite action

Business Spend Management

Note: If you are repeatedly delegating tasks to another user at your organization,

Eb you may want to invite them to join CSP_under your organization, instead. For
information on how to add users to your organization’s CSP profile, please see the
How to Add Users in CSP training guide.
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