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1 Process of Onboarding and Recertification

As a DKV/ERGO supplier, there are two ways to fill out your supplier self-assessment. One is by
creating a Coupa Supplier Account or the other is to access the form directly on the website. Cre-
ating the account in the Coupa Supplier Portal (CSP) is strongly recommended, as this al-
lows you to adapt the information submitted at any time and not requires you to enter your infor-
mation again in case of necessary changes.

To do so, please select “Join and Respond” in our Email.

Example E-mail -
Ergo Coupa.pdf

Overview of both options:

Coupa Supplier Portal
(Join and Respond)

Without Account
(Respond without Join-

ing)

Fully capture supplier

functionality

. . Yes Yes
information
Attach documents and

i Yes Yes
certificates
Sav_lng and editing Yes No
again
Changing data already
entered and submitted Yes No
Communicate within the
form via "Comment” Yes Restricted
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2 Example for Onboarding

2.1 Create your Account

After Clicking Join and Respond, you will see this screen.

If you are not the correct person, you can forward this to someone else in your company.
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As a supplier you need to enter your bank account details to be paid in due time. Therefore, a
two-factor authentication is required to setting up the payment.

There are 2 possibilities, either you use a authenticator app or via SMS Message:

In this case we use the authentication via SMS Message:
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Then enter the code you received in the SMS:

After you enter the verification code, you will receive recovery codes. Those codes are needed to
recover your account. You have the possibility to print them, download them (cvs file) or copy
them and paste them into a document to store in a save place.

Emergency Recovery Codes

Emergency Recovery codes are the only way to restore access
if you lose access to your authenticating device or app.

You can use each recovery code only once.
Save your recovery codes somewhere safe but accessible.

After clicking next you need to update your contact information
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You can invite another user via this button:
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Test-System ERGO Group AG -

Procurement / Beschaffung requires
some additional information

Tris information must be provided batora you con do busingss with Test-Systam FROGO
Group AG - Procumement | Beschalfung.

Click ‘Take Me There’ and enter the Supplier
Onboarding
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2.2 Setup your business profile, legal entity and payment method
Go to business profile, legal entities

Click Create
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You will see this screen:

Click continue and set up your payment methods
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Click add payment method

Click next and complete all mandatory fields (marked with *)

ATTENTION: although Confirm Account Number, IBAN and Confirm IBAN is not marked with *,
please complete as well, as this blocks the procedure.
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Click save and continue.

Click next
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And click Done
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Click add now and your payment method name is added to your payment methods:

2.3 The onboarding process via the information request

At the top of your page you see this:

Go to Profile and select the tab Information Requests:

In this SIM Form, some information entered during the set up of your account, will be auto-filled.
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Welcome to the ERGO Groun subnnblier reaistration nrocess

Remark: via the link ,ERGO Business partner website“ you go to our supplier page, where you can
find more information and all relevant documents (some of them need to be signed and uploaded).

2.3.1 Company Information
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2.3.2 Contact Information
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2.3.3 Company details

3. Company details

3.1 Tax information

Please provide the EU VAT ID or your
local tax ID (In Belgium it’s the same)
= Please use 12 characters and no
dots (BE0123456789)

Commercial register number

Kunstlersozialkasse is only relevant for
German suppliers

Please let us know if withholding tax is
KSK Supplier required for your company.

If your company is exempted form
withholding tax, please provide start
and end date, the exemption certificate
and write down the certificate number
in the description box.
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3.2.2 Credit report

Choose File
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3.4 Banking information [t is mandatory to provide at least

one set of banking information.

It is mandatory to enter a bank information for your company! Please click on the "Remit to” button and enter your bank details. Please note that there are no spaces
in either the IBAN or the SWIFT code

If you change your bank details, please also click on the "Remit to” button and enter your new bank details. Delete the old bank details by clicking on the red cross

Only one bank account can exist per currency! . o .
To do so, please click on “Add Remit-

Please enclose proof of ownership (blank invoice or bank confirmation) To”.

If all data are already entered during
the setup, then all information should
Dacalh Ta Addancna- be preﬁlled

If you did not, please setup first (see
previous chapter

Please click IBAN

Most of the information will already be
completed by the information you
completed during the setup.

Please also add proof of ownership

Proof of Ownership Please make sure that the "proof of
ownership" of the bank details is
uploaded as well. This can be a bank
confirmation, a blank invoice or a copy
of the bank statement etc. or any other
document proving the bank account
belongs to your company.

Choose File No file chosen

Procurement DKV/ERGO 23/32

dkvprdfiler0 \DKV_DEPTS\CP\2 Procurement\Coupa\Supplier Management\DK'V-ERGO Belgium Supplier Onboarding Example v2025 - draft 2.docx



2.3.4 Quality ensurance and compliance

4. Quality ensurance and Compliance

2.3.4.1 Code of Conduct

We need you at least to accept our Supplier Code of Conduct and sign our NDA.
| you do not accept the Supplier Code of Conduct, then you need to sign the ACA and confirm that
you are compliant with the principles of the UN Global Compact.

2.3.4.1.1 You choose Acceptance of the CR Clause

Confirmation of the amt ruption agreement & compliance with the principles of the UN Global Compact
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2.3.4.1.2 You do not accept the CR Clause
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2.3.4.2 Non-Disclosure Agreement (NDA)
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2.3.4.3 Certicates
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2.3.5 Other information

5. Other information
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If you saved the form in between, you can access it again via the button Information Requests
under the button Profile.

Do not forget to push the button ,submit for approval“ once completely done.

Remark:

If you would like to adapt your data after you have already submitted for approval, you have to
complete the form again and submit for approval. Following fields will be cleared and you will
have to complete them again:

Add accounting contact (1. Company information)

Withholding tax (3.1 Tax Information)

It products/it services (5. Other Information)

Turnover (3.2.1 turnover in Euro)

Number of employees (3.2.3 Number of employees)

banking information + proof + remit to (3.4 Banking information)

compliance (NDA, Supplier Code of Conduct) (4.1 Compliance)

@™o o
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