Step by Step Coupa Guide for Vail Resorts New Suppliers

1. You will receive a supplier Information Request form via
email from Coupa. You must click Join and Respond to be
guided to Coupa which is a free online supplier
management portal to complete the Supplier Information
Request Form via your Coupa Supplier Portal (CSP). You
cannot be onboarded as a supplier until you complete the
Supplier Information Request form via your CSP.

2. Your Business Name, Email, First Name and Last Name will
be auto-filled, but these fields can be changed if you would
like. Your Business Name should be the Payable Name for
future payments from Vail Resorts. You will be asked to
create a password and provide the Country/Region of your
business and Tax Registration ID. You will click I accept the
Privacy Policy and the Terms of Use, then click Create an
Account.

o USA supplier will input United States and provide
the SSN or EIN based on your W-9 information.

e Canada suppliers will input Canada and provide the
international Tax ID (VAT) based on your W-8
information.

Please note: If you already have registered with Coupa as
another customer, you can click Log In and connect through
your current Coupa account.
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Profile Information Request nse «

Coupa Supplier Portal <do_not_reply@supplier-test coupahest.com> ZOSPM (Iminutesgel @
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Profile Information Request

Hello Supplier,
Vail Resorts has chosen Coupa as their supplier management platform.

Vail Resorts would like you fo provide information about your company through the Coupa
Supplier Portal. This is a free cloud-based portal for suppliers to see POs, invoices, update
information, and more. There is one admin for the first sign-up of Coupa. If you are getling
this email, you are listed as the admin with Vail Resorts Coupa profile. Admins are
responsible for completing company information updates and managing other users. If you
are not the comect person, please email VailProcurement@vailresorts.com with your
company name and what email address should be used so we can update this information.
How to onboard/update information in Coupa: 1. Either log in or create a login for Coupa
under the email address that has received this messagea. If this is not the correct email,
please email us at VailProcurement@vailresorts.com so we can update this or you will not be
able to see the form2. Click Profile3. Click Information Requests4. Complete formS. Submit
form for approval6. Vail Resorts will review to confirm information matches and all required
documents are attached.7. Once approved, you will get an email notificationa. If not
approved, you will get an email notification from Goupa letting you know what is missing on
the form Thank you!Vail Resorts Supplier Management Link to our supplier processes such
as ordering, invoicing, and infarmation updates. Vail Resorts Supplier RequirementsCSP
Supplier Login: https:/supplier.coupahost.co

Within the next 48 hours, please respond below to provide this information. Welcome!

John Flicker
Vail Resorts

# Join and Respond

e
5xcoupa
Business Spend Management
“ Reply  Replyall ) ( ~ Forward | (@
£.xcoupa supplier portal

Create an Account

Vail Resorts is using Coupa to transact electronically and
communicete with you. We'll walk you through a quick
and easy setup of your account with Vail Resorts so
'you'ra ready to do business together.

*Business Name

SUPPLIER NAME
*Ermell

“First Name *Last Name
SUPPLIER FIRST NAME SUPPLIER LAST NAME

ord

+ Country/Region * Tax ID

United States ~ | 123456789

01 do not have a Tax ID

i accept the and the

Create an Account

Alraady have an account?LOG IN

Forward this to somecne

Vail Resorts Coupa Supplier Onboarding
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£,zcoupa supplier portal a secure

3. You will see the Email Verification screen and receive an

email from Coupa with a one-time verification code that
. el AR e s
must be entered in the boxes. Once you enter the

OTP sent successfully via emall

verification code, click next. Email verification

‘We sent a one time verification code to
nicolesuppliersmith+4321@gmail.com

DIGINt receive the Verificotiaon Coce?  Roquest @ New Code

¢« B 0o E B ® 1of2 >
Your Coupa Verification Code b« e @
Coupa Supplier Portal <o _not_realy@supplier-1est coupah st coms ZHPM (i minteage) B @

o nicolesuopliersmith-4321

The email you receive from Coupa will look like this screenshot:

$:coupa
Your Coupa Verification Code

Below is the secure verification code you requested. Enter the 6-digit code in Coupa to verify
it's you

665033

If you didn't request this code please contact us at supplier@coupa com

Z,3coupa

Business Spend Managsment

{ & Rreply | { % Replyall | ~ Foward | (@)

4. You will be required to input the Country/Region. Select Coupa Supplier Portal Onboarding

United States or Canada. The address will be auto- S mm————
populated from the Vail Resorts Employee whom e

requested your services with Vail Resorts. You can update Primary Address ©

this address if you would like. Once complete, click next. it s TR ApbrEss

= City * State * Postal Code

ary New Yark - 12345

United States

Inveice From Code (3) Preferred Language

English (LS}

Vail Resorts Coupa Supplier Onboarding



5. You will click “Do not accept Virtual Card payments from Coupa Supplier Portal Onboarding

Fill out required info for your Business Prafile befere proceeding to Coupa Supplier Partal

this customer” and then click next. © Primary Adtress

Account Details Payment Information

Virtual Card ©

Please enter the follewing infarmatic eceive Virtual Card payments.

* Payment Method Name (1) " Email Address

@ Do not accept Virtual Card payments from this customer

Coupa Supplier Partal Onboarding

occcaing ta Caupa Supplicr o,

6. You will click “Do not accept Bank Transfer payments
from this customer” and then click next. There will be
another area on the form where you will input your
banking details.

(o suppartea )

=) My company expects toreceive wgentivie
B,

beonen cose
Emsit Address )

Sunparting Documents 3y

Coupa Supplier Portal Onboarding

Fill out roguires info for your Business Profile before proceeding to Coupa Supalier Portal

Account Details Payment Informatian

7. You will click the bottom of the box and say “Do not
accept Check payments from this customer.” Then click e

next. You do not need to input any address information in
this section.

fo)

Country/Region

Urited States -

° Street 1

Streer2

+ Streat 3

*City

*State

*Zip Code

Remit-To Code (33

Vail Resorts Coupa Supplier Onboarding




8. You must continue under the Registered Free option.

Subscriptions

Most Popular

Registered © Coupa Verified  Coupa Advanced

Easily do business with sustemers whe Amplty vour trusted brand seross ‘Optimize your cazh flaw and increase
s Coupa

Free $549 / year $4,800/ year

Registared user includas: Everything in ‘Registered" plus: Everything in ‘Registere plus:
+ Businoss Prafile * Verified Badge = Automated invoice reminders

- Orders + Priority Search Rank and reporting

+ Ednvoices = Aseamless integration with your
« Cataloas account system

« Payments

+ Saurting Fents

o fse s

£xcoupa supplier portal SUPFLIER FIRSTNAME ~ | NOTIFIGATIONS € | HELP

A Iovoices  Orders Setup  ServiceShests  ASN  Sourdng  Forecasts  Catalogs  Commurity  More..

Business Profila  Legal Entities  Information Requests  Performance Evaluation  Subscriptions

9. You will then be asked to enable Multi Factor
Authentication. Click the blue “enable Multi Factor Vail Resorts o [y

Authentication”.

In Order to access "Vail Resorts’ data you must grabie Liult Factor Authantication for addod securty

e

10. This screen will popup. You will click the white x on the Muli FaciorAutroiicaton via App
top right — see screenshot below. @ Scan this QR code using your mobile device.

= Open your preferred authentication app on your mobile device.
Leam more

« For most apps, select "Add” or "+ to scan the QR code o copy
and peste the secuny key.

T3ZUASCMN2XNY7VLTETVS
DGELK77MM65

Ciick to copy Security Key

e Enter the 6-digit verification code from your
device.

Vail Resorts Coupa Supplier Onboarding




11. Click Settings on the left sidebar, then click enable.

12. Click back to Security & Multi Factor Authentication on

the left side bar. (There may be another QR popup. You

will click the white x on the top right as you did in step
#10). You will click the “Via Text Message” option.

13. The below screen will popup. Input your cellphone
number or a number where you can receive SMS Text
Messages. Then you will click “I’'m not a robot” then
you will click “Send Code”.

My Account Security & Multi Factor Authentication

Settings Multi Factor Authentication

Notification Preferences
For Both Account Access (Login) and Payment Changes
Security & Multi Factor

Authentication
W Via Authenticator App

Use an Authenticator App available from your mobile phone app store.
Default

Via Text Message

O Use a code sent via text message to your phone number.
Default

facoupa

My Account Security & Multi Factor Authentication

Settings Multi Factor Authentication

Nofification Preferences
For Both Account Access (Login) and Payment Changes
Security & Multi Factor

Authentication
e —— Via Authenticator App

Use an Authenticator App available from your mobile phone app store.
Default

Via Text Message

(@ Use a code sent via text message to your phone number.
Default

Muli Factor Authentication via SMS

@ A cote wil be sent to your phone as an SMS Text Phone Number
Message (SMS rates may apply)

@  Confirm Recapicha

I'm not a robot. ol
(eCAPTCHA

Send Code

e Enter the 6-digit verification code sent 1o your phone :

Cancel

Vail Resorts Coupa Supplier Onboarding



You will know the code has been sent successfully to your
phone number if you see the green pop up below. If you do
not see the green pop up below, click the settings on the
left side, click enable, then click Security & Multi Factor
Authentication on the left sidebar, click via text message,
and input your phone number again.

After you receive the 6-digit verification code via your
cellphone, you will enter it in the open field on step 3.

You will see this pop up after multi-factor authentication is
complete. Take a screenshot of this image or download it and
save for future reference.

14. You will click the top homepage bar where the Coupa
Supplier Portal Icon exists. See screenshot below:

Multi Factor Authentication via SMS

o Acode will be sent to your phone as an SMS Text Phone Number
Message (SMS rates may apply) .

0 Confirm Recapicha

D I'm not a robot

Your verification code has been sent to: +1203-770-4735

o Enter the 6-digit verification code sent to your phone. e

Save Your Backup Codes

These codes were generated on March 27, 2025
Emergency Recovery codes are the only way to restore
‘access if you lose access (o your authenticaling device or
app.
You can use sach recovery code only once.
Keep these somewhere safe but accessible.

MTZmoA 6pCvhg

SZ0g1A 15MIxQ

a202XQ 10QSCQ

My Account Security & Multi Factor Authentication

e Multi Factor Authentication

Notification Preferences
For Both Account Access (Login) and Payment Changes
Security & Multi Factor

Authentication
TS| Via Authenticator App
Use an Authenticator App available froam your mobile phone app store.
Default
Via Text Message

° Use a code sent via text message to your phone number.
@ Default
+12037704735 Change Phone Number

Show y Codes Recovery Codes

Vail Resorts Coupa Supplier Onboarding



15. You will click Notifications on the top right next to your
Supplier Name. Then you will click the form in your
Notifications under Message.

£;z0oupa supplier porta SUPPLIER (IRSTAME -~ JOTINCATIONS @) HELP
@) ioices  Ouders  BusinessProfle  Sewp  SevicaShests  ASN  Sourcing  Forecasts cm.:.ﬁ(gmm Vore,

Verify Your Account And Get Noticed

Coupa Verified builds trust and gets you in front of more

customers looking for products like yours. £zcoupa supplier portal SUPPLIER FIRST NAVE | MOTINICATIONS @) HELP

A  woices  Orders  BusinessProfle  Setup  ServiceShests  ASN  Sourcing  Forscasts  Catalogs  Community  More.

su SUPPLIER NAME -

My Notifications Notfcation Prefersnces
view -
Recent Activity sew - @ Announcements q Wossane Roceived
" o Form (Copy3 of final final 2. Supplier Information Request Form) from Vail Resorts requires your attention. 0N27/25 0724 PM

Del Mark as Resd

Multi Factor Join Requests Merge Linked
Security Suggestions Customers

10f 1 Us O users 0 Duplicstes 1 Cennection £xcoupa supplier portal SUPFLIER FIRST NAME NOTHGATIONS @) | HELP

P Grders Seiup Servce S

Business Profile. Legal Frtities  Information Requests  Per

Vail Resorts

7 We B aute flled Some Informanon fom yaur PUDic Profie

View All Respenses

16. Many fields will be auto populated, but you can update o ik L s ot
any necessary fields. Your Supplier Business Name will A
auto populate.

SURPLIER MAME

Supplier Information

* Supplier Businass Nar

SUPPLIER NAME

O Yes
® No

* Please select your business commodity type

17. Select if your organization operates as a subsidiary. If you s opus o
select yes, you will be required to provide the Parent o cryer
Company name.

nternal Use only

elect all states in which you can do business with Vail Resorts. (VRR select Vail Resorts Retail)

To select maltiple ocstions hoid “CTRL and select al lacations applicsb.

* Are you a certified diverse supplier?

Select -

-Coupa Supplier Portal Contact Information

* First Name

SUPPLIER FIRST NAME

“Last Name

SUPPLIER LAST NAME

18. Your supplier admin information will auto-populate. You
can edit this information if necessary.

* Email address

nicolesuppliersmithe-432 1 @gmail com

* Work Phone

USiCanada  +1 (000) 000-0000

This emall address will receive an emall invite from Coupa to be the master admin for your company's Coupa Supplier Portal (CSP) profile. Once the
mastar admin login is setup any additional users can be addsd by them in CSP.

* PO Email

 company sre automatically sent to. This is often & generic smail inbox such a5 orders @yourcompant.com

VOT RESOTTS Coupa SUppier Unpoaramg



19. Add primary address, this should be auto-populated.

20. Add tax information for your business.

select the country of cperation

Unitedt States

“Taxable Name

*Tax Entity

Select "Outside United States" if you are located Outside the United States

* Federal Tax ID

*Tax Form

“Type

- Attachments

Add

You are required to upload a copy of your company's tax form. This must be signed and dated.
USA-based Suppliers: Blank W-9 Form
Canada-based Suppliers see below options.

Form W-8 BEN

Form W-8BEN-E

Examples below for USA and Canada:

* Pleasa solect the country of operation

Taxable Name

TAXABLF NAME

“Tax Entity

Outsids United States

Select "Outside United States” if you are located Outside the United States.

International Tax 1D

ceaaeengy

~Tax Form

“Type

wa

Attachments

Add il

| CANADA_BUSINE

You are required to upload a copy of your company’s tax form. This must be signed and dated.
USA-based Suppliers: Blank W-9 Form

Canada-based Suppliers see below options.

* Please select the country of operation

United States v

*Taxable Name

TAXABLE NAME

*Tax Entity

S Cop v

Select "Outside United States” if you are located Outside the United States.

*Federal Tax ID

123456789 L]

Tax Form

You are required to upload a copy of your company's tax form. This must be signed and dated
USA-based Suppliers: Blank W-2 Form

Canada-based Suppliers see below options.

Form W-8 BEN

Form W-8BEN-E

Vail Resorts Coupa Supplier Onboarding




21. You will select your preferred currency.

Payment Information

Please note this currency will always be used for this supplier Nty ot ety b 2 (T e oty et e o et o e eyt
profile and must be the currency used for requisitions, uso -
Purchase Orders, and Invoices.

“Do you accept ACH or EFT payments?

ves ‘e
22. You will be asked to provide Remittance Remit-To Addresses

information. Click the Add Remit-To blue text. pon e Rl s e 10 ot Comtan e Fom o sy ing e o Ass
*Please note. The Existing Payment Information section will
remain blank because you are a new supplier and there is no
existing banking information on file. Existing Payment Information

New Suppliers: This section will be blank. You do not need to complete the Existing Payment
section.

Existing Suppliers: If you have already provided payment information to Vail Resorts via the
Coupa Supplier Portal, it will appear immediately below. The New Payment Information will
override the Existing Payment Information

23. A popup “How would you like to be paid?” will popup and
the information you provided earlier will auto populate.

24. You will click the check box with the address, then click
“Add Selected”.

How would you like to be paid?

All Methods Bank Transfers Checks Credit Cards Add Payment Method ~

Vail Resorts prefers Credit Cards, Bank Transfers, Checks Payments.

JP MORGAN (¢ Customer Preferred |

= STREET ADDRESS, CITY, NY 12345, United States

Account Number Transit Code Wire Routing Number
*¥543210321 123456789 123456789

Cancel Add Selected

Vail Resorts Coupa Supplier Onboarding



-Remit-To Addresses

25. After a few seconds, the New Payment Information e e e oA by 0 et o o i o g e ot
section will appear. You will add your remittance email, [ pearemicTe |
and you will click “Yes” that you accept direct deposit New Payment Information
then your banking will auto-populate below. o

SUPPLIER REMITTANCE EMAIL

New Banking Details

u accept direct deposit bank

“Where is your bank located?

@ United States
7 Outside the US

26. You will add your banking information. All fields with a
red asterisk (*) are required. Below are screenshots for ~Where is your bank located?

O United States

how USD vs CAD banks appear. ® Outside the US

“Where is your bank located?

@ United States “ Bank Country/Region

) Outside the US

* Bank Country/Region
* Account Currency

usD v
* Account Currency
* Bank City
usD v
*Bank City

* Bank State/Province

“ Bank Name

* Bank State/Province

“ Bank Name “Name on Bank Account

* Name on Bank Account

" Bank Account Number

* Bank Account Number * Institution Number

*Bank Routing Number

= Transit Number

Vail Resorts Coupa Supplier Onboarding



27. You must upload a bank verification form.

Acceptable bank verification forms for the US must include full business name, bank account number and routing
number.

Acceptable bank verification forms for Canada businesses must include full business name, bank account number,
transit number and institution number.

Acceptable documents:
1. Void Check

*Bank Form

Choose File  No file chosen

2' Bank Ietter Please provide a backing document for the bank account (i.e. void check, bank letter, or company letterhead). Required information is: Bank name, bank account

name, bank account number, routing number (US), transit and institution number (CAN)
3. Company letterhead

28. Complete the final Terms & Conditions section of the Supplier Information Request form, then
click Submit for Approval.

Terms & Conditions
* Do you currently hold a Master Service Agreement (MSA) or Contract with Vail Resorts?

Yes
A Vail Resorts Retail (VRR} Supplier? _

re you a Vail Resorts Retail (VRR) Supplier ® No

No x ~
* Are you providing services to the US and your company of operation is located outside of the US?

Yes

“ Do you agree to the Terms & Conditions set forth by Vail Resorts? @ No
Select -

Click here to read vail Resorts Terms & Conditions

Vail Resorts Retail (VRR) Suppliers Only

Vail Resorts' standard payment terms are 2% 20, Net 60. If you have any questions regarding the terms and
conditions, please reach out to your primary contact at the Vail Resorts location or within the corporate team
who initiated your registration as a new supplier. If applicable, any specifically negotiated and properly
executed terms in place with Vail Resorts will already be reflected on this form. You agree that any provisions
in your proposal, purchase orders, invoices, statements, acknowledgment forms, or other documents that are
inconsistent with or in conflict with these terms and conditions shall be null and void and have no force or
effect.

If you are not a Vail Resorts Retail (VRR) supplier, you will not see any quesitons on this page and you can submit your form.

-- Submission Response Complete --

* Do you agree to the Supplier Code of Ethics & Business Conduct Pelicy set forth by Vail Resorts?

Select

Click here to read Vail Resorts Supplier Code of Ethics & Business Conduct Policy

Decline Save Submit for Approval

* Does your business agree to the Vail Resorts Order and Invoicing Policy?

Select -

Click here to read Vail Resorts Supplier Order & Invoicing Policy

“ Do you currently have the ability to electronically integrate with EDI?

Select

Select 'No' if you do not have a catalog (i.e. Punch-Out, cXML, EDI) with Vail Resorts.

* Do you have a policy for bribery and corruption?

Select

Please note, if you select “Yes” that you currently hold an MSA

. . . . . * Do you currently hold a Master Service Agreement (MSA) or Contract with Vail Resorts?
or Contract with Vail Resorts, you will be required to provide ® Yes

N . N O No
that contract in the file upload area where it says “Choose

H ”
Fl Ie . *Master Service Agreement (MSA) or Contract Attachment

Choose File  No file chosen

Vail Resorts Coupa Supplier Onboarding



*For Vail Resorts Retail (VRR) Suppliers

If you are a Vail Resorts Retail Supplier, which you will know based on your communications with the Vail Resorts
Vendor Relations team, then you will be prompted to complete different questions.

Terms & Conditions

* Are you a Vail Resorts Retail (VRR) Supplier?

Yes X v

Do you agree to the VRR Vendor Agreement?

Select -

Click here to read the Vail Resorts Retail (VRR) Vendor Agreement

*Do you agree to the Supplier Code of Ethics & Business Conduct Policy set forth by Vail Resorts?

Yes X v

Click here to read Vail Resorts Supplier Code of Ethics & Business Conduct Policy

* Do you have a policy for bribery and corruption?

Select w

* Are you providing services to the US and your company of operation is located outside of the US?

O Yes
O No

Vail Resorts Retail (VRR) Suppliers Only
If you are not a Vail Resorts Retail (VRR) supplier, you will not see any quesitons on this page and you can submit your form.

Do you currently have the ability to exchange retail documents through EDI?

*Do you agree to be certified and activated for Vail Resorts EDI requirements within 120 Days?

Select -

Vail Resorts Coupa Supplier Onboarding



*Have you completed the PFAS Docusign?

Select v

Please check with your Vail Resorts buyer representative if this is a requirement for your company.

VRR PFAS Certificate of Compliance

' https://ipowerforms.docusign.net/05d48e09-5119-4e. ..

Complete the PFAS Docusign above to onboard as a Vail Resorts Retail Supplier.

*Can you provide UPC and price stickers on all products?

Select -

*Do you provide perishable disposals?

Select v

Domestic Freight Terms

Select -

International Freight Terms

Select v

-- Submission Response Complete --

By submitting this application, you agree the purchase of all goods or services shall be governed by Vail Resorts, - Terms and Conditions or, if applicable, any
specifically negotiated and properly executed terms in place with Vail Resorts. You agree that any provision in your proposal, purchase orders, invoices, statements,
acknowledgment forms or other documents of any nature that is inconsistent with or in conflict with such terms and conditions, shall be null and void and of no force or
effect. Please direct any questions to your contact at Vail Resorts.

Decline Save Submit for Approval

Vail Resorts Coupa Supplier Onboarding



After Completing the Supplier Information Request Form

After you click submit, your form will say Pending Approval at the top of the page. Your form will take 3 business days to

review.

‘{';?coupa buppﬁer []Ort a SUPPLIER FIRST NAME NOTIFICATIONS @  HELP
X . L

ﬁ Invoices Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts Catalogs Community More...

Business Profile Legal Entities Information Requests Performance Evaluation Subscriptions

Vail Resorts Profile | il Resorts .

View All Responses
Copy3 of final final 2. Supplier Information Request Form
Created 1/2/2025 by ND

Pending Approval [i]

Supplier Information

SUPPLIER NAME

You will receive an email from Coupa after you officially submit your Supplier Information Request form. The email will

look like the email below.

€ B O m B m 1of5 >
Profile Info Recently Updated for Vail Resorts on Coupa inbox e B
do_not_reply@vailresorts-test.coupahost.com 201PM (Tminuteage) v @ 6

to nicolesuppliersmith+4321 «

Powered by ;‘;‘scoupa

e

Profile Info Recently Updated for Vail Resorts on Coupa

Hi SUPPLIER FIRST NAME,

Your company's profile information was recently updated and sent to Vail Resorts on Coupa.
This information is important and can contain pay-to information, tax registration, compliance
ceritification information, and more.

Please help us ensure security by notifying your customer if this change is inaccurate or
unexpected. If the change is expected you can ignore this message.

Thanks!
View Profile Info
~
zcoupa
Business Spend Management
I € Reply | [ < Replyall I I ~ Forward I .'@‘.
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