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Introduction to Source to Pay

WHAT IS SOURCETOPAY?

Blue Origin has selected Coupa as the technology platform to streamline the procure-to-pay processes and electronic Purchase Order and
Invoicing transmission.

Coupais aleading e-Procurement platform, connecting buyers with their suppliers
Coupa will help automate newly-improved processes for both Blue Origin and suppliers

The Coupa Supplier Portal (CSP)allows suppliers to become more efficient by automating activities, including invoice creation, as much as
possible to fit into their capabilities(i.e. PO flip, orders routing, partial invoicing)

The Coupa Supplier Portal (CSP)will be utilized by Blue Origin, LLC to create/send purchase orders, as well as receive invoices

The Coupa Supplier Portal (CSP)is free - there is no cost for suppliers

Workflow . Purchase Orders ,’ ‘
gcoupa ’&“

2-Way or 3-Way Invoices

Match
Suppliers
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Introduction to Source to Pay

HOW WILL YOU BENEFIT?

By working with Blue QOrigin electronically, you will experience an increase in
order-taking efficiency and invoice creation, a reduction in mistakes and
delays when fulfilling orders, and an increased overall user experience.

U Efficient purchase order receiving and
acknowledgement

U Efficientinvoice processing Reduces

Supplier
Costs

Better Cash
U Direct PO-backed invoice creation Flow

U Automated accurate routing of invoices

QU Instant visibility into purchase order and invoice status

Accurate &
Efficient

U Reduced manual paper transaction processing and
email trails
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Coupa Supplier Portal

CONNECTING TO THE COUPA SUPPLIER PORTAL

It is imperative that all suppliers connect to the Coupa Supplier Portal platform to transact with Blue Origin successfully. Each of the below steps

must happen before a supplier can properly interact with Blue Origin:

BLU E U R I G I N Internal - Blue Origin Proprietary Information - Blue Origin and Trusted Partners, Subject to Export Control

Update
Contact
Details

Notify the Blue
Origin
Procurement

team of key
contact(s)
Ensure Blue
Originhas an up-
to-date primary
contact,
purchase order
email address, &
banking details

Accept
[nvitation

__ to CSP

Invitation will
come via email
from“Coupa
Supplier Portal”
Invitation will be
sent to the
supplier's
primary contact

*Note*- Be sure to
check junk and/or

spam folders

Update
Account

Add and manage
users

Update profile
information
Enable e-
invoicing

Merge the Blue
Origin account
to your existing
profile(if you are
already a
registered
Coupa Supplier)

Transact
with Blue
QOrigin

Receive
purchase orders
Acknowledge
purchase orders
View purchase
order details
Createand
submitinvoices
Interact with
Blue users
Monitor
purchase orders
&invoices
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CSP Registration Invitation Tasks

SUPPLIERS JOIN AND RESPOND

Supplier Primary Contact receives email request for information: The email will be sent from Coupa Supplier Port.

Coupa Supplier Port. Blue Origin, LLC Profile Information Request - Action Required - Elue Origin, LLC Profile Information Request - Action Required Powered by Coupa Softwa...

Suppliers will be prompted to Join and Respond

After Selecting the Join and Respond action button from their email, the
suppliers will be directed to the CSP Registration page:

join the Coupa Supplier Portal

Complate th infarmation below &d craste the passwond far your account Click here for help
*First Nama  Supplier
“LastName  Contact

*Company Company Hete

* Department | Operations -
"Rele | E-Commarce Manager -
oEmall  blissapprtes O oo
“Passward | seeses -

Blue Origin, LLC Profile Information Request - Action Required 1mar =

Coupa Supplier Portal <dc_ ol reply@supslier-test coupahost.ooms
o blugsupplieriesti0g =

BLUE ORIGIN Biue Origin, LLC Profile Information Request - Action Required

od Ly £3c0Upa

Helig Supplier,

Blue Crign, LLC needs you lo provide information about your compaay electronically in order o prevent lost documents and meke sune
o ane gid on time. Thisy imaaag orrmation wilh Coupe, el chosen pistform Tor Spend Margenent Within e nexd
hours, please responc Delow 10 provide s nforration

Modec Mol providing this information in @ timely mannss may Impact your abillty 10 do busness and get pad. Let os know IT vouw are
UNAREE t0 4o'S0 for 30y reason

Welcomel

Jonah Guedea
Blus Origin, LLC

* Bansword Confirmation e Overvicw Need Help? Coupa Info
Leam maore about the ANSWErS 10 LOMmen Lezarn more aboul fow
) gt e Prvacy P and the Terms gf Lise Coupa Supplier Bortal questions and ssuss companes use Coups
g,xcoupa
BI_U E U R I G I N Internal - Blue Origin Proprietary Information - Blue Origin and Trusted Partners, Subject to Export Control 07-MAR-2023



CSP Registration Invitation Tasks

SUPPLIERS JOIN AND RESPOND

- Once a Supplier registers and has Joined the Coupa Supplier Portal, they will be automatically navigated to the Supplier Information
Request Formin the CSP. Suppliers can also access the form request by hovering over the Notifications tab in the top right-hand
corner of the page. The purpose of this form s to verify the information that Blue Origin has on file, as well as, provide our suppliers
an opportunity to make necessary changes to information

£yacoupa supplier portal SUPMPLER - NOTIFICATIONS @) ==Lr~

Home | Profle  Orders:  SeewcefTime Sheets ASN lovores Catalg Add-ons Admin An infarmiation update raguest is recelvad & I
Lpetale: o) et o Dl Orgin, LLG
. . . . Your Pubfc Profile Yo Cistos 25

- Following completion of the SIM Request Form, the supplier will

select Submit for Approval a the bottom of the form Bl Origin, LLC T P =
- The Supplier will receive confirmation that their response is in R

Pending Approval status once their response is submitted to Blue

Qrigin for review and approval: i S sk °

Biue Indirect Supplier Update Form
£3coupa supplier portal SUEPLIER~  NOTIFICATIONS @ HELP Y ) ) » N = ) ) e
Hrowide new of pdsted infarmaton resEsten by Bie Orgin o be an sctive supplier Sesponses will e sibjact to HIus revew and
appeoval besars benn apphied to your Slue suppber record. Nose that & change fo your Legal Nems. Primary Address o f 0 mey
renuire you to be cnboarded as @ new sappier per Quality snd (RS rapertma requraments. Met 80 standard Payment Tenms apgly unless
approved cifsnwise. A% transactors will be processed in UST:

Home Profila Orders Service/Time Sheets ASN Invosces Catalogs Add-ons Admin

Your Pablic Profie Your Custormer Frofiles
Pleass rged fisid hinds R add@one drechion. Reguired fisids ars irdicated wilh an asiensk ()

e = R d Chal
Blue Origin, LLC Profiie | Blus Onn LLC - st sw‘;ﬂ::

Viour nforrmnatsn has been submimed

Pending Appreval [
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Coupa Supplier Portal

ONE PLATFORM WITH TWO INTERACTION METHODS

As a supplier, you have two ways that you can electronically interact with Blue Origin:

1. Supplier Actionable Notification (E-Mail) 2. Coupa Supplier Portal

New PO inbox = Purchase Order #10204854

Status Fssuad - Sentvia Emel ¢ Shipping

L . Oredor Dase 07774770
Blue Origin, LLC <do_not_reply@blueorigin-test.coupahost.com> rilar Date 07774 Ship-To Address 21255 7th Avenue 5.

fome ~ Revision Date 0744770 50322442
i Heguester Hemuester 12 2 A
BLUE ORIGIN Blue Origin, LLC Purchase Order #10204854 Licalion G B 100
Emall BlueUATH2@amall.com Attn: Requestar (2
by £;zC0Upa Fayment Tarm Mora Terms hoag

PO Hold - Nanst

Hi Supplier, WORK PERFORMED Mane
UNDER THIS ORDER
‘You have received a new purchase order #10204854 from Blue Origin, LLC Company. SUB.IECT 10 THE
TERMS AND:
CONDITIONS OF THE
FOLLOWING
Submitted By Requester 02 AGREEMENTS:

" Hane

On Behalf Of Requester 02 P'ay Vendor Number Fons

Supplier Testeo, Inc. PO Acceptance o .
Suppes e s o O -
Total 172.00
Atschiments o
ltems 1238Aa-3200 4 Each @43.00 172.00 usp
Acknowledged [
Asaigned 1o
lLines

| View Order
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Coupa Supplier Portal & SAN (Email)

TRANSACTIONS IN COUPA VIA EMAIL

- With the help of Coupa, suppliers will be able to
quickly receive and acknowledge PQOs via email

directly from your email inbox when you receive a
purchase order (PO)notification email

- Asthe supplier, you will have the ability to act 4 @ n

- The notification email will include action buttons
you will be able to act on, including:

o Acknowledge the PO
o Addacomment tothe PO
o Createaninvoice from the PO(PO Flip)

- Thereisnoneedfor suppliers to signinto another cou a
website or portal

- Suppliers who are already registered on the Coupa
Supplier Portal can also take advantage of these
supplier actionable notifications via email

BLU E U R I G I N Internal - Blue Origin Proprietary Information - Blue Origin and Trusted Partners, Subject to Export Control 07-MAR-2023 12



Coupa Supplier Portal & SAN (Email)

EMAIL AND THE COUPA SUPPLIER PORTAL ARE LINKED

- You will be notified of your Purchase Order form Blue Origin via email AND the Coupa Supplier Portal

- Suppliers will receive an email notification and a Coupa Supplier notification for every Purchase Order that is sent from Blue Origin

- Suppliers can click on View Order in the email notification to review the order in the Coupa Supplier Portal

Mew PO kas =

Biue Origin, LLC <ca_rat_alyigiabicceigtast caipsanat coms
inme =

BLUE ORIGIN Elus Origin, LLC Purchass Order #10204854

HI Suppter;

U Nae FEconEd & New purchase order #10204864 rom Blue Gngin, LLC Sompany

Submitics By Rocuesierily
O Behalf OF Requesier02
Supgitar Teston, Inc.
Tetal 172.00
Ferrs 123842-3200 4Each @ 43.00 17200 =

Purchase Order #10204854

Status fssuad - Sentvia Emal Smpplng

oTazn
Ordet {late: 0771 Ship-To Address 21255 T6th Avenue 5.

Revision Date 074470 Kent, VA Ba032-2442
; Uniitnd Stalas
Heguester Hemuester 12 L aGaBin Code B 1102
Emall BlusUATI02@amall com Ain. Requastar 02
Payment Term Mona Terms hioae

PO Hold  MNons

WOHK PERFORMED  Mane
UNDER THIS ORDER
SUBJECT 1O THE
TERMS AND:
CONDITIONS OF THE
FOLLOWING
AGHREEMENT S:

Pay Vendor Number Fane
PO Acceptance )

Supplen ericais scoepbance of PO for kdfilosnt
Angchments b

Ackniowledged [

Asaigned 1o

= Lines

BI_U E n R I G I N Internal - Blue Origin Proprietary Information - Blue Origin and Trusted Partners, Subject to Export Control 07-MAR-2023
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Coupa Supplier Portal & SAN (Email)

PURCHASE ORDER TRANSACTIONS & ACTIVITY - EMAIL

- Purchase Orders will be emailed to the PO email that is configured in Blue Origin's Coupa environment

- These emailed POs will show as Coupa Notification in your email inbox

More Detail

New PO inbox =
PO ID 10204854 Department None
Blue Origin, LLC <do_not_reply@blueorigin-test.coupahost.com> Status 1ssted - Serit via Email Last Opened None
tome v
Order Date 07/14/20 Acknowledged At None
BI-“E ﬂRlGIN Blue:Onigin, 11.G'Pdrehase Ordar#10204854 Revision Date 07/14/20 Payment Term None
wered by Z3C0Upa Req # 212389 Shipping Method None
Hi Supplier. " —
| SupplEr Supplier Shipping
‘You have received a new purchase order #10204854 from Blue Origin, LLC Company.
Testco, Inc. 1425 Upgrade street 21255 76th Avenue S.
Submitted By Requester 02 1425 Upgrade street? Kent, WA 98032-2442
On Behalf Of Requester 02 San Mateo, CA 11111 United States
Supplier Testco, Inc. United States bluesuppliertest@gmail.com Location Code; Blue 10-02
Total 172.00 Attn: Requester 02
Items 1238Aa-3200 4 Each @ 43.00 172.00 vso Lines
4 EA 1238Aa-3200 for 172.00
Supplier Testco, Inc. + Delivery Date 07/28/20 + Commodity Administrative Supplies - Account 01-101F703-101F703.7002.7000.
‘ View Order 0000-Administrative Supplies-71-10-01-00-000
Total 172.00 USD

*Note*POs will be issued to a unique PO email address confirmed by the suppliers OR to the primary contact email address on file is a separate PO email has not yet been identified.

BLU E U R I G I N Internal - Blue Origin Proprietary Information - Blue Origin and Trusted Partners, Subject to Export Control 07-MAR-2023 14



Coupa Supplier Portal & SAN (Email)

ACKNOWLEDGE A PURCHASE ORDER - EMAIL

- Inthe PO notification email, click on Acknowledge PO to notify Blue Origin that you have received the Purchase Order

- The Coupa Supplier Portal will open in a new tab providing a message that confirms the Purchase Order has been acknowledged

Blue Origin, LLC Purchase Order #10204854  inbox =

Blue Origin, LLC <do_not_reply@blueorigin-test. coupahost.com=
tome ~

BLUE ORIGIN Blue Origin, LLC Purchase Order #10204854

Create Invoice ‘
View PO

Login

Acknowledge PO

Add Comment

d by £zC0Up

Purchase Order #10204854

Order acknowledged b4

Status Issued - Sent via Email

< Shipping

BLUE ORIGIN

Order Date
Revision Date
Requester
Email
Payment Term
PO Hold

WORK PERFORMED
UNDER THIS ORDER
SUBJECT TO THE
TERMS AND
CONDITIONS OF THE
FOLLOWING
AGREEMENTS:

Pay Vendor Number

PO Acceptance

Attachments

07114120
07114120
Requester 02

BlueUAT002@gmail com

None
None

Nene

None

Supplier indicates accepiance of PO for fulfilment

None

Acknowledged

Ship-To Address 21255 76th Avenue S
Kent, WA 98032-2442
United States
Location Code: Blue 10-02
Attn: Requester 02

Terms None

Internal - Blue Origin Proprietary Information - Blue Origin and Trusted Partners, Subject to Export Control
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Coupa Supplier Portal & SAN (Email)

ACKNOWLEDGE A PURCHASE ORDER - CSP

Regardless of whether you use SAN via email, the Purchase Orders will be captured and available in the CSP

1. Click on the Purchase Order Number to view the PO details

2. At the Header of the Purchase Order, select the Acknowledged checkbox to acknowledge the Purchase Order & notify Blue Origin that the

Purchase Order has been received

3. You are able to print the PO by scrolling to the PO footer and selecting Print View.

zcoupa supplier portal 2

Home  Profile | Orders  SenvicedTimeSheess  ASN bwoices  Camlogs Add-ons

Undarlines  Retome  drerihanges (irder Una-Changes  Shipmants

Satacr

Furchase Orders

Chek the =g Action o Accepl the Puichase Onder and Creats ar

PO Rnbar Ot Mt St Acknowledgad AT senn Unarswarig

I 10202554 DTAL20 hsued JTH4ED 4 Each of 1238703200 He

Purchase Order #10204854

Order acknowledged .4

Status lsaued - Serd vig Emed ! Shipoing
Shipping

Nl Ship-lo Address 21255 /6 Ay
Revielen Date. (71420 Kt
Urited States
Lncatian Gode Tihie 1002
ftne Ramunster 02

Requastsr Ramuestar 12
Friall sl AT Gamat cam

Payment Term M Tarms Nona

PO Hold Mo

WORK PERFORMED Mone
UNDEH THIS ORDER
SUBJECT 1O THE
TEHMS AND
CONULTIONS OF THE
FOLLOWING
AGREEMENT 5:

Pay Vandor Number Nora

PO Accoptance [

Suppierinazaies acceptancn 0P ke Siiment
Attochenents funs

Acknowlegged B

Qty Unit Price Total Invoiced
4 Each 4300 172.00 000

mber  Manufacturer Name  Manufacturer Part Number  Item Revision Drawing / Specification
None None None None

Total 172.00 usD

BLUE ORIGIN

Create Invoice

Save =i Print View

Internal - Blue Origin Proprietary Information - Blue Origin and Trusted Partners, Subject to Export Control
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Coupa Supplier Portal & SAN (Email)

INVOICE CREATION - EMAIL

- Suppliers are able to create invoices, or flip a PO into an Invoice, directly from the Purchase Order notification received via email
- Locate the PO you wish to flip to an invoice in your email inbox

- Click on the Create Invoice action button on the Purchase Order

Blue Origin, LLC Purchase Order #10204854 inbox x

Blue Origin, LLC <do_not_reply@blueorigin-test.coupahost.com>
tome =

BLUE ORIGIN Blue Origin, LLC Purchase Order #10204854

y £zcoupa

Create Invoice Acknowledge PO Add Comment

View PO

Login

Blue Origin, LLC
B I_U E 0 R I G I N PURCHASE ORDER

BLU E U R I G I N Internal - Blue Origin Proprietary Information - Blue Origin and Trusted Partners, Subject to Export Control 07-MAR-2023 17



Coupa Supplier Portal & SAN (Email)

INVOICE CREATION - EMAIL

- The page will refresh to display the create invoice screen

- If you have more than one Remit-To address, the Choose Remit-To Address popup will display

*Note*If there is only one Remit-To address for your company, Coupa will default to that Remit-To address

- If the correct Remit-To is not displaying, click on the Create New Remit-To button

Choose Remit-To Address

Amazon com Q Choose
AMAZON2

1234, South Avenue
Washington, 90423
United States
United States

Most Recently Used

*Note* If you do create a new Remit-To address, the invoice
will be placed in On Hold status and will need to be reviewed
i and approved by the Blue Origin Accounts Payable Team

123, Central Avenue
Washington, 90423
United States
United States

To use a Remit To from your account, please login ta
supplier coupahost com to create your Invelce.

Cancel Create New Remit-To

B I_U E U R I G I N Internal - Blue Origin Proprietary Information - Blue Origin and Trusted Partners, Subject to Export Control 07-MAR-2023 18



Coupa Supplier Portal & SAN (Email)

INVOICE CREATION - EMAIL

BLUE ORIGIN

In the invoice creation window, complete all necessary
information (all required fields are indicated with an asterisk)

Use your own invoice numbering convention for the Invoice # field

éttach your organization’s invoice file in the attachment / image
oX

Verify auto populated invoice information at the header and line
level'and adjust as necessary

Details from the PO are automatically populated to the invoice

draft. Select Red X to remove PO lines not ready for invmcing.
Invoice voucher in Coupa should match your invoice attached.

If applicable, add any shipping, handling, and tax information

- Youcanaddapplicable tax in the proper section by one of the
following methods:

1. Select a tax code from the Tax Code dropdown and click
Calculate

2. Manually enter a tax percentage
3. Manually enter a tax amount (S)

- Click Calculate to update the invoice total after all additional
charges are added

Enter any necessary comments Blue Origin, then click Add
Comment

Lines

Type Description Gty UoM
o Servicas - Facility Main: 200 Ban
PO Line Contract

10204852-1 <

Billing

01-101F703-101F703 7002 T000.0000-Facility Maintenance-71-40-00-96-00

€ Hudd Tag

Internal - Blue Origin Proprietary Information - Blue Origin and Trusted Partners, Subject to Export Control

"lLine Level Taxation
Price = [x]
2 84.00
~ AZ00
Supplier Part Number
Totals & Taxes
Linas Nal Total 5400
Zhipping
Handling
Misc
12 v 0.000 % 0.000
Total Tax oo
MNed Total 84.00
Total 84.00
Delete Cancel Save as Draft Calculate
07-MAR-2023 19




Coupa Supplier Portal & SAN (Email)

INVOICE CREATION - EMAIL

- Onceall the information on the invoice is completed, click on Submit

- Onceyou click on Submit, a note will appear to confirm you are ready to send the invoice to Blue Origin. Please keep in mind that invoices
cannot be changed via email once it has been submitted.

- You have an option to Continue Editing if there is additional information needed
- Click on Send Invoice to send the completed invoice to Blue Origin

- If the Invoice Number exceeds 15 characters, you will receive a notification message from Blue Origin that warns the user about submitting an
invoice with an invoice number exceeding 15 characters. *Note*We understand your invoice number is tied to your ERP system -thisnote s
targeted for userscreatinginternal invoices

Are You Ready to Send?

You're about to send an inveoice to Blue Origin, LLC for a total amount of 172.00. Once sent, you'll
have to contact your customer directly to make changes to the invoice.

Continue Editing ' Send Invoice '

BLU E U R I G I N Internal - Blue Origin Proprietary Information - Blue Origin and Trusted Partners, Subject to Export Control 07-MAR-2023 20



Coupa Supplier Portal & SAN (Email)

INVOICE CREATION - CSP

- Suppliers have the option to flip a Purchase Order to an Invoice directly in the Coupa Supplier Portal
- Navigate to the Orders tab from the CSP Homepage
- Search for the PO number, you would like to flip to an invoice, in the search bar

- Under the Actions column of the specific PO row, selectthe “= icon to create aninvoice

Z,2coupa supplier portal SUPPLIER v | NOTIFICATIONS @ @ HELP -

Home  Profile | Orders | Service/Time Sheets  ASN Invoices ~ Catalogs  Add-ons  Admin

Orders Order Lines  Returns  Order Changes  Order Line Changes Shipments

Select Customer Blue Origin, LLC ~

Configure PO Delivery

Purchase Orders

Click the == Action to Accept the Purchase Order and Create an Invoice using its data

PO Number Order Date Status Acknowledged At [tems Unanswered Comments Total Assigned To Actions
I 10204854 07/14/20 lssued 07/14/20 4 Each of 1238Aa-3200 No 172.00 Ea

BLU E n R I G I N Internal - Blue Origin Proprietary Information - Blue Origin and Trusted Partners, Subject to Export Control 07-MAR-2023 21



Coupa Supplier Portal & SAN (Email)

INVOICE CREATION - CSP

- The page will refresh to display the create invoice screen

- If you have more than one Remit-To address, the Choose Remit-To Address popup will display

*Note*If there is only one Remit-To address for your company, Coupa will default to that Remit-To address

- If the correct Remit-To is not displaying, click on the Create New Remit-To button

Choose Remit-To Address

Amazon com Q Choose
AMAZON2

1234, South Avenue
Washington, 90423
United States
United States

Most Recently Used

*Note* If you do create a new Remit-To address, the invoice
will be placed in On Hold status and will need to be reviewed
i and approved by the Blue Origin Accounts Payable Team

123, Central Avenue
Washington, 90423
United States
United States

To use a Remit To from your account, please login ta
supplier coupahost com to create your Invelce.

Cancel Create New Remit-To

B I_U E U R I G I N Internal - Blue Origin Proprietary Information - Blue Origin and Trusted Partners, Subject to Export Control 07-MAR-2023 22



Coupa Supplier Portal & SAN (Email)

INVOICE CREATION - CSP

- Intheinvoice creation window, complete all necessary information (all required fields are

indicated with an asterisk)

- Useyour own invoice numbering convention for the Invoice # field
- Attach your organization's invoice file.
- Verify auto populated invoice information at the header and line level and adjust as necessary

- Details from the PO are automatically populated to the invoice draft. Select Red X to remove PO
lines not ready for invoicing. Invoice voucher in Coupa should match your invoice attached.

For a Goods Purchase Order (OTY Based)

o Enterthe Quantity in the Quantity field (this will be

auto-populated for a PO-backed invoice)

o Enterapriceinthe Pricefield (this will be auto-
populated for a PO-backed invoice)

Purchase Order #10204854

Shipping

S

For a Services Purchase Order (AMT Based)

oy o
4 Cack -

BuppEar Far Nimes:

CAAEFTEE 1 HETEE T002. 7003 B000 Adminizn sive Supplies-71-10-01-00-000

populated for a PO-backed invoice)

o Enterapriceinthe Pricefield (this will be auto-

BLUE ORIGIN

Internal - Blue Origin Proprietary Information - Blue Origin and Trusted Partners, Subject to Export Control
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Coupa Supplier Portal & SAN (Email)

INVOICE CREATION - CSP "
ofals & Taxes
Lines Net Total 84.00
- If applicable, add any shipping, handling and tax Shipping
information
- You can add applicable taxin the proper section Hardlidg
by one of the following methods:
o Selectatax code from the Tax Code S
dropdown and click Calculate
o Manually enter a tax percentage
o Manually enter a taxamount(S) e 1 55le e
- Click Calculate to update the invoice total after
all additional charges are added
L Total Tax 0.00
- Enterany necessary comments for Blue Origin and
click Add Comment e 1o S
Total 84.00
Delete Cancel Save as Draft Calculate m

BLU E U R I G I N Internal - Blue Origin Proprietary Information - Blue Origin and Trusted Partners, Subject to Export Control 07-MAR-2023 24



Coupa Supplier Portal & SAN (Email)

INVOICE CREATION - CSP

- Onceall the information on the invoice is completed, click on Submit

- Onceyou click on Submit, a note will appear to confirm you are ready to send the invoice to Blue Origin. Please keep in mind that invoices
cannot be changed via email or CSP once it has been submitted.

- You have an option to Continue Editing if there is additional information needed
- Click on Send Invoice to send the completed invoice to Blue Origin

- If the Invoice Number exceeds 15 characters, you will receive a notification message from Blue Origin that warns the user about submitting an
invoice with an invoice number exceeding 15 characters. *Note*We understand your invoice number is tied to your ERP system -thisnote s
targeted for userscreatinginternal invoices

Are You Ready to Send?

You're about to send an inveoice to Blue Origin, LLC for a total amount of 172.00. Once sent, you'll
have to contact your customer directly to make changes to the invoice.

Continue Editing ' Send Invoice '

BLU E U R I G I N Internal - Blue Origin Proprietary Information - Blue Origin and Trusted Partners, Subject to Export Control 07-MAR-2023 25



Coupa Supplier Portal & SAN (Email)

INVOICE CREATION - CSP

- Onceyou submit the invoice, the page will refresh and the status of the invoice will be displayed at the top of the screenin a green ribbon

*Note*If a supplier submits an invoice with a new Remit-To address that does not match what is on record at Blue Origin, the invoice will be put into ‘On Hold

status for Blue Origin Account Payable to review and approve

- Toview the status of any invoice, click on the Invoice tab, search for the invoice and refer to the Status column

- Aftertheinvoice is approved and matched with the PO, the invoice will be paid according to Blue Origin's standard payment terms, or to the

Invoices

Testco, Inc. invoice #INV_TestCO_002 is pending approval X

Create Invoices @

Invoice #
I INV_TestCO_002
Nong
Nona
None
None

Nona

Perpage 15 | 45 | 90

Create Invoice from PO

Exportto - View Rl

Created Date
0714120
07114120
0714120
0714120
0714120
07114420

Status

Pending Approval
Draft

Draft

Draft

Draft

Draft

PO#

10204855
10204854
10204854
10204854
10204854
10204854

Create Credit Note

~ I Search

Total
4.200.00
172.00
172.00
172.00
172.00
172.00

Unanswered Comments
No
No
No
Ne
Ne
No

Actions

O
~“0
Y3
O
“9

i

payment terms contractually agreed upon between Blue Origin and the supplier. Payment details will be reflected in Coupa, as well as, the CSP

BLUE ORIGIN
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Coupa Supplier Portal & SAN (Email)

INVOICE STATUSES - CSP

- Thefollowingis alist of invoice statuses a supplier can view in the Coupa Supplier Portal:

o Draft: Draft/incomplete invoice that has not yet been submitted
o Processing: Invoice that is between supplier submission and the submitted invoice being recorded in Blue Origin's Coupa environment
o Pending Approval: Invoice that is in the process of review prior to final approval and or receipt of deliverable

o OnHold: Remit-To Address does not match what is on record at Blue Origin and must be reviewed and approved by the Blue Origin
Accounts Payable team before invoice processing can resume

o Disputed: Invoice that is currently being disputed by Blue Origin
o Approved: Invoice that is approved and processed for payment as per the payment terms

o Voided: Invoice that is voided after it has been fully approved and processed for payment
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Coupa Supplier Portal Admin Setup

UPDATING ADMIN SETTINGS

Once suppliers receive the email notification to register to the Coupa Supplier Portal, they will have the opportunity to verify and complete
theirinformation

- Navigate to the Admintab in the CSP

SUPPLIER ~ | NOTIFICATIONS @ | HELP

£,xcoupa supplier portal

Home Profile Orders Service/Time Sheets ~ ASN Invoices Catalogs Add-ons Admin

Your Public Profile Your Customer Profiles
Testco, Inc. Contact Information
Address 1425 Upgrade strest
Website {5 1425 Upgrade strest?
123 San Mateo
Industry & A
About # 1m
Established G, United States
Top Commodities & Primary Contact Supplier Contact
Currenicies § bluesuppliertest@gmail com
Work Phone
Mobile Phone
P Fax Number
Description
Edit Profile
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Coupa Supplier Portal Admin Setup

ADDING USERS £scoupa supplier portal SUPPLIER | NOTIFICATIONS @) HELP -

Hame  Profile  Orders  Servicellime Sheers  ASN Invoices  Capalogs  Addaons | Admin
Admin vsers
= Usars Permieslions Customer Aocess
. . L L. e Supplier Conact AShs Bl Chrigin, LLC
- Supplier admins have the ability to allow additional - sty o )
users to access their Coupa Supplier Portal Account to
assist in performing tasks: Invite User
Temns of Use
o Navigate to the Admintab in the CSP S E—
’ . . . Siatls Discountng Last Hame
o Enter the Employee’s email address(required)in TP Ao -
the Invite User popup window and select Send
Invitation Permissions @ Customers

| Al AN
a ]

o Supplier Admins are able to restrict access to diia
specific customers by checking and unchecking B O
customer name boxes in their user table S gy

Al

Invesics

Catalogs:

Profiles

ASNs

3 ServicaTime Sheats

7y Resiricted Access to Service/Time Sheets
@J\!I
Poyments

Gider Changes
Py M Now

Send Invitation
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Coupa Supplier Portal Admin Setup

EDITING EXISTING USERS

- Supplier admins have the ability to edit and manage
individual user access at any time:

o Navigate to the Admintab in the CSP

o Modify the specific permissions and customer
access by checkingand unchecking respective
boxes in the popup window user table

o Supplier Admins also have the ability to
deactivate any existing users by selecting the
Deactivate User button

o Select Saveto save the changes

BLUE ORIGIN

£3coupa supplier portal

Hame  Profile Orders  Service/lime Sheers

Admin vse

Uisers
o

arpa Redquasts oS
Macga Raquaey -t grail com

Lagal Enlily Satup

Flscal Represantstives

Reenii-To

Temns of Lise

Faymard Preforences
Statle Diseounting

SFTF Accaumts

XML Erors.

suprLier = | NOTIFICATIONS @) HEL? -

Irwoices  Caralogs  Addons | Admin

Permissions Customer Accass
AShs Bilue: Ovrigin, LLC
Admin

Catalngs

Internal - Blue Origin Proprietary Information - Blue Origin and Trusted Partners, Subject to Export Control

Edit user access for supplier Contact
User info

*First Nama | Supplier
" Last Mame | Cantact

*Email | blssuppliestast@gmall com

Permissions @ Customers

Al gt
Admin Mlug Origin, LIT
Orders

£ Restricted Access o Onfers
Al

g Invoices

Camabgs

B Profis

ASHs

Servica/Time Sheets

Ty Resticted Access o ServicerTime Sheets
Al

Payments
3 Ordes Changes
Fay Ma How

el

07-MAR-2023

31







Next Steps for CSP Enablement

NEXT STEPS

Coupa Supplier Portal Registration emails will be sent to the Primary Supplier Contacts

Suppliers will verify information via a Supplier Information Form Request sent from Blue Origin

o ThisInformation Request form will be used to verify the information that Blue Origin has on file and give our suppliers an opportunity to
make necessary changes to information

- Suppliers should review training materials and communications. Complete requested Supplier Information

Align with your Account Receivable team regarding invoicing, if you have not already
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Key Points

- Coupa centralizes Blue Origin’s procure to pay processes, providing our strategic supplier relations several benefits

- Suppliers have expanded online capabilities in a centralized platform where they can: View/Receive/Acknowledge purchase orders, create &
send Invoices and view payment status

o ThisInformation Request form will be used to verify the information that Blue Origin has on file and give our suppliers an opportunity to
make necessary changes to information

- Supplier Expectations:

o Paperless process - all electronic (suppliers have the ability to print PQ’s for their respective records)
o Information updates are centralized and easy to navigate

o Foranynon PO-backed invoices - suppliers should work with Blue Origin to ensure they are populating the correct Requester Name and
Email address

o Invoices will be automatically sent for payment when the purchase order amount equals the invoice received or is within the set invoice
tolerances that Blue Origin has configured within Coupa. This will ensure timely payment based on established payment terms with
each vendor
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