Supplier Profile Information Request Guide

Aboutthis Guide:

This guide provides an overview of the process to complete the
Profile Information Request from Waste Management 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 Waste Management.

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

W Waste Management Profile Information Request - Action Required

Powered by fzC0Uupa
Dear Valued Supplier,
wwaste Management has initiated the process to add or update your company as a supplier. Your next step is to complete

wour registration on the Coupa Supplier Portal (CSP). C3SP is a free tool for suppliers to easily do business with Waste
Management. To expedite your onboarding process, please respond within 48 hours using one of the following options:

New Suppliers

= Preferred! JOIN AND RESPOND (link below): Create a CSF account and submit your information directly from
wour account. Once registered, yvou are automatically connected to VWaste Management With an account, you

wrill be able to view purchase 5, submit invoices and see the ent status of your inwvoices all j
information al

Ready fo Onboard ?
Gret started with the Supplier Request for Information guide:
hitps: v comécontentidantwr 3 n s/ For-information. pdf

Mot the Righf Person?
Forward this request to the appropriate person by using the “Fonward” link in the upper right corner of this email.

Questions?
WVisit suppliers wm com to leam more about Coupa supplier registration, electronic invoicing, and working with Waste
Management.

WWe look forward to working with you!

Waste Management

Join and Respond Respond Without Joining

FIRST, you will receive an email invitation requesting information from the Coupa Supplier Portal (CSP) like the one displayed above.

SECOND, based on yourresponse decision, click on the corresponding email link below the Waste Management signature:

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

Existing Suppliers:
3) 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.




Step 2 - Create Your CoupaAccount

After selecting Join and Respond, a new
window will open for youto create your CSP
account.

1. The Email field will be the email
address which received the Request for
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
Policy and Terms of Use

4. Click Get Started

NOTE: If the invitation should be forwarded to
another contact, then select the Forward this
to someone option and follow those
instructions

$r:coupa

Create your business account

Waste Management Test is using Coupa to transact electronically and communicate with you, We'l walk you through 2
quick and easy setup of your account with YWaste Management Test 0 you're ready to do business together

Email  ouremail address here

Password | ssseees

Password Confirmation | sssssses

| accept the Privacy Policy and the Terms of Use

[ Get Started 1

Having an issue with signup?

Farsard this to someone

Step 3 - Provide Information for Your Profile

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

The information entered by the
initial Waste Management
requester is provided.

This information should be updated
to your company’s address where
orders should be sent.

NOTE: This address should be a
store location or physical address.

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

Click Next.

Powered By {:} Col.lpa

Basics Payment Profile

Tell us about your business @

* Company Name | ML Test Supplier 1

Your officisl registered company name
Website
* Country/Region ~
= Address Line 1 | 123 ML Test Supplier
Address Line 2
*City | Test Supplier
State | tx
* Postal Code | 77002

Also use this address as [/ Invoice-from location

Must match your official registered company So8ress

Pay to location (Remit-
0 To)

*Address Line 1 |

Address Line 2
*City
State
* Postal Code
& Ship from location
Advanced invoicing [ ‘We support integration for invoicing (CXML

or SFTP) and plan to use it with Waste
Management Test




Step 4 — Discounts (skip this section)

A

Wi et SppCOUPA
< @
Basics Payment Profile
Would you like to offer discounts to get paid faster? @
Skip this section and click Next. i Payment Discount Preferences
NOTE: Waste Management does Your default payment term Automatically replace with this discount

not use payment discounts offered
through Coupa.

For payment discounts, contact
your local WM contact.

Back

Net30

Net45

Hets0

Net73

Net90

Net 120

v v v v Vv w

(you can change this later)

Nong

Hone

Mone

Mone

Nong

Hone

Step 5— Open Supplier Information Form

Powered Gy i:}coupa

Basics

After you provide the basic
information, click Take Me There to
go to Waste Management’s
Supplier form.

You are one step away from doing business with Waste Management

Waste Management requires some additional information

Payment Profile

I Take Me There |




Step 6 - Company Information

Complete or update the
following fields, carefully
following the form
instructions:

e Company Name (DBA)

e Legal Entity Name

IMPORTANT

Ensure supporting
documentation files are
uploaded where
required. Coupa will not
allow incomplete forms to
be submitted for approval.

Supplier Information

* Company Name
(DBA)

*Legal Entity Name

Mat a valid vendor - Placehalder

ABOUT THIS FORM

The form below is required as part of Waste Management's supplier onboarding and rraintenance process

FOR ALL SUPPLIERS - Flease refer to the Supplier Request for Information (RFI) Guide on wenw suppliers.wm.com at the bottom of the
FAC & Guides section for help completing this form. Please note that erors in submission will cause the form to be rejected.

FOR EXISTING SUPPLIERS - You will be provided with the information we have as part of your supplier record. Please REPLACE any
information below with updated information

FOR MEW SUPPLIERS - Please complete the required fields below to complete your supplier profile. To complete the form, you will need
to attach a signed ¥-9, a current Certificate of Insurance, and a voided check or letterhead with your banking information if requesting

ACH/EFT payments

Company Information

Cornpany DBA Marme
Does Business As (DBA)

Company Legal Mame

Mame that is used on your Federal Tax Return. For a Saole Proprietor business, the name of the owner is reguired

Step 7 - Ordering Address (Primary Address)

Complete or update the
Ordering Address
information to reflect the
primary company address.

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

e Address Name

e Location Code

e PO Box

e PO Box Postal Code

Ordering Address (Primary Address)

This will be used as your address for placing orders. This information is required to complete your supplier profile

*IMPORTANT* - Do not fill out the fields "Address Mame", "Location Code", "PO Box" and "PO Box Postal Code" as these are not valid
fields

*Primary Address

Country'Region

United States ~

"
I Address Name DO NOT USE

Street Address | 123 Order Strast

Street Address 2

City | City

State Region

Postal Code

Texas - TX ~

123456

Location Code | DO NOT USE
PO Box

PO Box Postal Code

DO NOT USE |

DO NOT USE |

=P0O Email

POEMAIL@EMAIL COM [ ]




Step 8 - Remittance Currency & Payment Method

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

Remittance Currency & Payment Method

I Payment Currency

v T
L

Leave blank if both USD and CAD are accepted

*Requested Payment
Method

Fleaze zelect the correct payment method. Please note ACH/EFT iz Waste Management's preferred method

Payment Currency (select one)

e USD
e CAD

¢ None (blank) indicates that both CAD and

USD are accepted

NOTE: Payment Currency should be specified

if requesting ACH / EFT payments

Requested Payment Method (select one)

¢ ACH (Waste Management 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.

*

Remit-To Address

Street Address 2

Remittance Address & ACH Information - Please read all instructions below

FIMPORTANT - Please Read™

FOR ALL SUPPLIERS - Please refer to the Supplier Request for Information (RFI) Guide on www: suppliers.wm.com in the FAQ & Guides
section for help completing this section

If ACH/EFT was selected as the payment method, please indicate that ACH/EFT was selected as Yes to open the banking information
flelds. You must attach documentation of your bank account information including a voided check, account information on bank letterhead,
ar a PDF document on company letterhead that provides banking details

FOR EXISTING SUPPLIERS - Your existing Remit To address will be displayed below and cannot be edited
- If there are CHANGES to your Remit To address OR you need ta change or add ACH information, please note that the existing Remit To
information cannot be edited. You will need to INAGTIVATE the existing Remit To information and then click the "ADD REMIT TO" butten to
ADD a new remit to section andfor ACH information

- For any changes related to your Remit To information, Waste Management will contact you to YERIFY the changes

- IfNO changes are required, please skip this section

FOR MEW SUPPLIERS - Please Click the "ADD REMIT TO" button below to provide your Remit To address and / or provide your ACH
information.

“IMPORTANT® - FLEASE SUBMIT ONMLY ONE ACTIVE REMIT TO SECTION.

If you are an existing supplier, below is your current Remit To information. This information CANNOT BE EDITED. Flease inactivate the
current Remit To section and click the "ADD REMIT TO" buttan to CHANGE your Remit Ta information

Street Address Do not use

City Houston

State Region T

Must be in 2 character format (e, TH, G4, ON)

Postal Code 77002

Must ke 5 valid postal cade

Country/Region United States -




Step 10 - Remit-To Address

For New Suppliers:

Complete Step 10 beginning withthe REMIT-TO ADDRESSES instructions below

For Existing Suppliers:

If no changes are required to your Remit-To address or ACH information, go to Step 13
If changes are required to the current Remit-To address or ACH information, you must first inactivate the
existing Remit-To information prior to submitting new information

To inactivate an existing Remit-To address:

1. Scrolltothe end of the Remit-To Addresses

form
Under the Remit-To Status, select Inactive

You can now complete changes as follows:

To add anew Remit-To address,
continue on Step 10

To change your current ACH information,
go to Step 12

Remit-To Address

I wou are an existing supplier below isyour current Remit To information. This information CANNOT BE ECITED. Please inastivate
the curmant Remit Te section and click the "ADD REMIT TO' button to CHANGE your Remit To infarmation.
Street Address | pg Box 933004

Strest Address 2

City  atlanta

State Region g

wecUmEntation of Y.,
... letter authorization from yeur cotu, -

Remit To Status  active o

| Flease selectinactive ifiha remit to information is ne lenger va

—un. Bocaptable docu.. ek,
uuuuuuu g ACH and banking information.

lid 1

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.

Remit-To Addresses

Add Remit-To

ddressi by either filling out a new Cormpliant Invoicing Form ar choosing an Existing Remit-To Address.

After clicking Add Remit-To, anew 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 Choose. You can
then skip to Step 12.

To create a new Remit-To address, click
Create New and continue to Step 11.

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

Choose Remit-To Address »
Create new Compliant Remit-To Address
| @ create New ]I
Do not use °. Choose
Houston, Texas 77002
United States
United States
Cancel
]




Step 11 — Create New Remit-To Address

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

Provide your Legal Entity Name.

Select the Country/Region for your
Remit-To address.

Click Continue.

Where's your business located?

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

possible.

*Legal Entity Name

Country/Region ~

This is the official name of your
business that is registered with

the local government and the

country/region where it is

located.

—

Select the customers that should see the
Remit-To address.

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

Provide your company’s address details under
What address do you invoicefrom?

Provide your Legal Entity Country/Region
and Tax ID.

Skip the Miscellaneous fields.

Click Save & Continue.

Tell your customers about your organization

Which customers do you want to see this?

AN

¥ Waste Management

What address do you invoice from?

* Address Line 1 | PO Box 123

Address Line 2

*Postal Code | 12345

Country/Region United States

=ity | City

State | Texas-TX

4 Use this address for Remit-To (i}

{4 Use this for Ship From address 0

What is your Tax ID? @

Country/Region | United States ~

Miscellaneous

Tax D [ 123456789 X

[ | don't have Tax ID Number

Add additional Tax ID

Invoice From Code [ ]

Preferred Language | English (US) ~

Cancel

REQUIRED FOR INVOICING

Enter the registered address of
your legal entity. This is the
same location where you
receive government
documents. @

v
Save & Continue |




Step 11 — Create New Remit-To Address (Cont’d)

Select Address for Payment Type.

NOTE: In this Remit-To section, the only
Payment Type accepted by Waste
Managementis Address.

Click Save & Continue.

Where do you want to receive payment?

*payment Type = Address ~

What is your Remit-To Address?

Address Line 1 PO Box 123
Address Line 2
City City
State TX

Postal Code 12345
v

Cancel Save & Continue

Counfry/Region United States

Confirmthe address information is correct.

Where do you want to receive payment?

a
C | | C k N eX t ) ;R:r,i:‘-; : I;i::::i :Is(.-’t ﬂy]ls:;i i:s:;;(e;ﬁl:ow where to send payment for their invoices. Click Add Remit-To to Add Remit-To
Remit-To Account Remit-To Address Status
Address PO Box 123 Aclive Manage
City
T
12345
United States
OPTIONAL Where do you ship goods from?
If goods are shipped from adifferent o
|0 Catl on 3 a S h | p F rom ad d ress can b e For many countries/regions including different shipping details on the invoice is required if they are different to Add Ship From
. . . where your legal entity is registered.
added to the legal entity by clicking o e
Add Ship From. . s
PO Box 123 Active Manage
City
™
12345
. United States
Click Done.
Setup Complete

Click Add Now to add the Remit-To
address to the form.

The Remit-To address is now added to the
form.

Do you want to Add Remit-To Address to the customer profile now?

Add Later Add Now




Step 11 — Create New Remit-To Address (Cont’d)

Remit-To Addresses

Once the Setup box closes, return to the : — — —

. . . Add one or more Remil-To Addresses by either filling out a new Compliant Invoicing Form or choosing an Existing Remit-To Address.
previous Remit-To Addresses section and —
provide the Remittance Notification Email
Address*.

Remit-To Address

Street Address PO Box 123

Street Address 2

*Remittance notification emails are not yet
available, but this information will be used in the I
fUture' . Must b 2 character f t (i.e. TX. CA, ON)

city City

Postal Code 12345

Must be & velid postal code

Country/Region _Uniled States ~

il.com

e-mail address

REMINDER FOR EXISTING SUPPLIERS:
Waste Management only accepts one Remit-To address.

If there is a previous Remit-To address on the form, the status for that existing Remit-To
address must be changed to inactive prior to setting up anew Remit-To address.

To change the status of an existing Remit-To address to inactive, reference the Step 10
introduction.




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 selected 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.

ACH / EFT Information

As pari of WM s i to the , paper check i are As paperless altematives, WM offers
ACH/EFT and virtual card payment options. Please indicate below if your company can accept ACH/EFT payments and provide your

ACH/EFT remiitance information below_If vou prefer virtual card, select No and skip to the Virtual Card Information section
‘Was ACHIEFT selected [@) Yes
as the payment method O No
above?

Bank Account Number [i]

Bank Routing Number o

Bank Country/Region ~

Bank Details

Bank Name

Account Type

Oy indicate "Checking” or "Saving"

Account Currency | USD ~

© digit bank routing number is required for US suppliers. Should not be used by Cansdisn suppiier. Plesse use fhe Canadian Branch end Bank ID fieks below for
your bank routing number

Canadian Bank ID
A 4 digit bank 1D is required for Canadian suppiers. NOTE: I a 3 digit Canadian Bank ID i provided, s leading zero will be sdded as itis required for EFT
payments

‘Canadian Branch ID

5 digit Branch ID is required for Canadisn suppliers

Bank Account
Document

Please attsch documentstion of your bank account information. Acceptsble documents inchuds & voided check, letter or document from your bank, or  signed
letter authorization from your company authorizing AGH and banking information

Active | Active ~

Please select inactive if the remit to informsation is no longer valid

Step 13 - Legal Entity Information

Legal Entity Information

* Legal Entity Country [&] US Company
(& Mon - US Based Company

Legal Entity Information

* Business/Tax ~
Classification

*Legal Entity Country ( US Company

Nan - LS Based Company

This selection should match your W8 form

* Federal Tax ID (i ]

*Federal Tax Form

*Type hd

* Attachments Add File

A current, signed W-9 is required. Required for US suppliers

*GSTHST Registration

QST Registration

Number

Please provide your GST account number. This shaukd be your 8 digit business number followed by RT followed by a 4 digit reference number. Fren sis: Indiquez
vatre num ro denregistrement TS

Number

Please provide your QST account number. This fiekd should elso be used for Taxes des ventes du Quebec. Fran ais: Veuillez foumir vafre num ro denregistrement
de TVQ

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

documentation.




Step 14 — Certificate of Insurance

Certificate of Insurance

Waste Management requires all suppliers to provide proof of i that meets the mini qui . please refer to

Provide the Expiration Date for v supplers o com for Wste s suppler
the insurance.

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

*Insurance

Attach your current Certificate
of Insurance. Effective Date 2

-
* Expiration Date

* Attachments Add File

Description

Step 15— Supplier Sustainability Program

Waste Management supports
Supplier’s effortsto cut waste, Supplier Sustainability Information

use _re C yC I ed m at erl al S ! an d Waste Management has posifioned itself as the leader in environmental services, developing sirategies and implementing acfions to
maximize the use of their 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 5 efforts to cut waste, use
resources tO h e I p us meet our recycled materials, and maximize the use of their resources fo help us meet our sustainability goals.

sustainability goals. rvr——
organization have an O No
H established
If you have an established wstanably
sustainability program, program?

program detsils as well as ways WM can partner with your company to meet sustsinabiiity gosls

please let us know in this

section.

Step 16 — Diversity Certification

WM is committed to supporting

i i Diversity Information
diverse Suppliers. We accept Y
H Fi H . WM is commitied to supporting diverse suppliers. Please see our supplier diversity information at www .suppliers.wm.com for the
th e f O I I OWI n g Ce rtlfl Catl 0 n S . cerlifications we accepl. If your company is a cerlified diverse supplier, please provide your certification details below and attach your

* Is your company a O Yes

e Small Business Enterprise diverse suppier? o - - -
e Veteran-Owned
Small Business Enterprise Certification

e LGBT

. . Effective Date =)
e Women Business Enterprise eromation bote -
e Minority Business Enterprise Attachments Add Fie

Description

If any of these apply, please
provide your certification details

and attach your certification
document for verification.




Step 17 — Certification of Accuracy and Contact Information

The Primary Contact
information will be used for
future information requests as
well as requests to connect on
the Coupa Supplier Portal.

Completing the information in
this section serves as your
signature certifying that all of the
provided information in this form
is complete, true, and
accurate.

Certification and Contact Information

Completing the information below, serves as your signature certifying that all of the provided information in this form is complete, true and
accurate. This contact information will also be used for any questions related to this request

*Primary Contact

* First Name | WM
* Last Name | Supplier
* Email address | email@email.com 0

*Work Phone | US/Canada v | 555-555-5555

S—
B50-555-1212

Step 18 — Completing the Form

Carefully follow form instructions.

Completing the Form - Please read below

*IMPORTANT*

DECLIME - If this request for information is declined, you will not be added as a supplier for Waste Management and you will not receive
orders or submit inveices for payment.

SUBMIT FOR APPROVAL - Waste Management will not receive the form until you click the "SUBMIT FOR APFROVAL" button.
- Once submitted, your form status will display "Pending Approval” at the top.
- Once approved, you will receive a nofification that your information was approved by Waste Management

REJECTING THE FORM - If the form is completed incorrectly, the form will be rejected.

- If you have a Coupa Supplier Portal account, you will able to edit the form and submit it again.

- If you do not have a Coupa Supplier Porial account, please reach out to your local WM contact to request a new form.

- Please refer to the Supplier Request for Information (RF1) Guide on www.suppliers.wm.com in the FAQ & Guides section for help
completing this form correctly.

IMPORTANT NOTES
1) Supporting Documents

Management form will display

any missing file(s) on the form

4. Complete any missing information and attach

2) Correcting Errors

Required file attachments must be uploaded in After submitting for approval, scroll to the top of the

order to submit for approval. form to ensure there are no errors that require
correction.

When you are ready to upload your file(s): If you have errors in your form, you will be

prompted to fix your errors at the top of the

1. Log in to your Coupa account form.
2. Go to Profile from the top navigation ribbon
3. Go to Your Customer Profiles; the Waste Go through the form carefully and correct any

errors highlighted in red font.

When done, submit the form for approval following

5. Submit the form for approval following Step 17 Step 18.




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 formto Waste
Management for processing.

For New Suppliers:

Selecting Decline will preventyour
company frombeing acompleted
supplier for Waste Management.

For Existing Suppliers:

Selecting Decline will cause your
information to notbe updated, resulting
in paymentdelays.

All Suppliers:

Waste Management will rejectany
incomplete forms or forms completed
incorrectly, requiringyouto complete
the Request For Information process
again.

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

WM Use Only - Verification

Effective Date
Expiration Date
Attachments Add File

Description

WM Use Only Type of Paris-Collection & Service Vehicle Parts
Goods or Services

WM Use Only RE mlane@wm.com
WM Use Only RA K00033 / KL0033 - Shared Services
PO Method prompt
PO Change Method prompt
WM Use Only CMPS No
WM Use Only CG None
WM Use Only VDRID 0000209207
WM Use Only RAC 1
WM Use Only CSID 21408

WM Use Only SF2P No

Decline

Submit for Approval

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

e 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



http://www.suppliers.wm.com/

