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I Melia’s CSP invitation

1. You will receive an invitation email from Melia to join Coupa Supplier
Portal

MELIAo&s Melia Hotels International - Sandbox Registration
Instructions - Action Required

£r:coupa

Hello Supplier Test 1,

We handle all our business spend electronically in order to prevent lost documents and make sure you are paid on time. Within the next
48 hours, click the button below to register your account. If you are not the right person at your company, send this request to the
appropriate person by using the forward link.

Note: not registering in a timely manner may impact your ability to do business with us. Let us know if you are unable to register for any
reason.

Click Join Coupa
button to jOiIl CSP Melia Hotels International - Sandbox
and create an account
Click Forward This tnvitation to forward the invitation to

Forward this invitation the right person if youre not the right person to

create/maintain your company’s CSP account

i A HOTELS Leisure at heart,
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I Melia’s CSP invitation

2. Once the invite is accepted, you will be redirected to Coupa and the
system will ask you to create a business account

You can forward the invitation to the right person if you are not the

Join the Coupa Supplier Portal right person to create/maintain your company’s CSP account.

Complete the information below and create the password for your account. Click here for help.

Forward Your Invitation

* First Name | Test

*Last Name | Supplier Not the right person to register now? Want to ask a coworker to join quickly? Send a copy of your

invitation to a colleague's email below (must have the same email domain).

*Company | Test_Supplier
* Department g Forward Email | Email @gmail.com
*Role | Accounting Manager w m
* Email @gmail.com

* Password asasasssraran

Use at least & characters and include a number and a letter.

Enter email address and click on
submit to forward the invitation

* Password Confirmation | sessssssseses

| accept the Privacy Policy and the Terms of Use.

=3 Fill in the required information
and click on submit to create a
CSP account

. ‘N HOTELS Leisure at heart,
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I CSP overview

1. The Coupa Supplier Portal (CSP) is the way for you to manage Melid’s
transactions on the Coupa Platform

gacoupa supplier portal

Register Log In
New to Coupa? Create your account or click here for help. Welcome back! Login or click here for help.
First Name * Email Address | Email Address :
Enter your email
Last Name * Password | Password
address and password
Company n Order 1(0) 10g n to
* Email Forgot Your Password? CSP

If you have trouble logging into Coupa, you
can contact Coupa support via this box

® Chatwith Coupa Support

£.3coupa

. ‘N HOTELS Leisure at heart,
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I CSP overview

2. In the Coupa Supplier Portal Home page, you will find information
related to:

To set your account

SERGIO ~ || NOTIFICATIONS @

zzcoupa supplier portal

To View

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing Add-ons Setup

Notifications

Here is the
main menu

Q New: Exclusive discounts for your business to thank you for being a part of the Coupa Community. b4
Announcements
Action needed: Complete your profile to get paid faster and get discovered Leam More An NoUNCements viewal (o from your
Profile Progress Last Updated customers
- 17% Complete () less than a minute ago One-Click Savi ngs View Al
. &, start saving today!
PI’O'[:I |€ SU mmd ry Explore deals for your company, exclusive to the
Coupa Community.
Profil 101 To Merge Account
ro1ie @% .
: : L M A if your company
information erge Accounts
1 1 1 has more than one
R ) ) _ ) If your company has maore than one CSP account. we
-EgSI ENTTy Regst_e.-.re-_l Use Connected Customer try to list it below. Consider merging them to reduce Coupa account
Ve view confusion for existing and potential customers.
Not seeing the account you want to merge with? Click
) Banking Info () Diversity " Accelerate ) Bribery Policy here.

i A HOTELS Leisure at heart,
v1.0_English M E L I INTERNATIONAL | business in mind



I CSP overview

3. You can update either your public profile or Melia’s specific profile by
accessing your profile

v1.0_English

s.:coupa supplier portal TEST~ | NOTIFICATIONS @ | HELP -

Home @ Profile = Orders  Service/Time Sheets A Coupa allows you to maintain Sourcing  Add-ons  Setup
your public and Melid’s specific
profile

Your Profile Information Requests

Overview Download Profile as PDF

Test_Supplier

Proflle Setup Profile preview Copy profile URL

Learning Center

Add more customers Profile Level
Create a discoverable
profile
Earn your next badge by adding info about your company Who we are Set up
What we do Set up
Feedback
Why you should hire us Set up

Tell us what you think Update Profile

M E LI A eetianona
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I CSP overview

4. You can invite a new user to manage your account on the tab Setup

zecoupa supplier portal

Home Profile Orders Service/Time Sheets

2
ustomer Setup Connection Requests

Admin users

Users
Users

Merge Requests R

Legal Entity Setup Status: Active

Fiscal Representatives Edit

Remit-To

Terms of Use

Payment Preferences w
Static Discounting

SFTP Accounts

cXML Errors

SFTP Errors

v1.0_English

ASN

123testing@gmail.com

TEST~ | NOTIFICATIONS @

Invoices  Catalogs  Business Performance  Sourcing  Add-ons | Setup

3

Permissions Customer Access

ASNs Melia Hotels International - Sandbox
Admin

Business Performance

Catalogs
Invoices

Order Changes
Orders

To invite a new user, the system will require
complete name and e-mail address. Type in the
data of the new account, review and select all the
permissions and customer profiles to be granted
to the new user

First Name
Last Name
" Email
Permissions @ Customers
al Al
Admin Melia Hotels International - Sandbox
Orders
(> Restricted Access to Orders
@Al
Invoices
Catalogs
Profiles
ASNs

Service/Time Sheets

(O Restricted Access to Service/Time Sheets
@Al

Payments

Order Changes

Pay Me Now

Business Performance
Sourcing

4

I Send Invitation I

Cancel

M E L I HOTELS Leisure at heart,
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I CSP overview

5. You can also deactivate an existing user on the same tab

zecoupa supplier portal

Home Profile Orders

2
ustomer Setup Connection Requests

Admin users

Users
Users

Merge Requests R

Legal Entity Setup Status: Active

Edit user access for Test supplier

* Email 123testing@gmail.com

Customers

Fiscal Representatives

Remit-To

Terms of Use

Payment Preferences w
Static Discounting

SFTP Accounts

cXML Errors

SFTP Errors

v1.0_English

To edit existing user, click
on edit button

Service/Time Sheets
Sourcing

User button

To deactivate user, click on Deactivate

@Al

Payments

Order Changes

Pay Me Now

Business Performance
Sourcing

Cancel

All

Melia Hotels International - Sandbox

TEST~ | NOTIFICATIONS @ @ HELP~
1
Service/Time Sheets  ASN Invoices  Catalogs  Business Performance  Sourcing  Add-ons | Setup
User info
*First Name | Test
m *LastName |Supplier
Permissions Customer Access Permissions @
ASNs Melia Hotels International - Sandbox Al
123testing@agmail.com Admin Admin
Business Performance Orders
Catalogﬁ (" Restricted Access to Orders
— All
TNVoIces ©
Order Changes Invoices
Catalogs
Liies Profiles
Pay Me Now ASNs
Payments Service/Time Sheets
Profiles ¢ Restricted Access to Service/Time Sheets

Deactivate User

ME LI A eetianona
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I CSP overview

6. If you already activated a CSP account for another client, you will be
able to merge all client accounts under the same CSP account

0S~  NOTIFICATIONS @ | HELP -
1

zscoupa supplier portal

Business Performance

Home  Profile  Orders  Service/Time Sheets ASN  Invoices  Catalogs Sourcing  Add-ons = Setup

Admin Merge Requests

Initiate Merge Request

P 3 You can manually request the merge by the Admin tab in
: coupa@coupamail edu Request Merge the menu. Also, Coupa will identify automatically when you

Legal Entity Setup . . 0 c
accept the invitation if your company has an account and

Fiscal Representatives Open merge requests will dlsplay it
Remit-To All clearl No open merge requests.
Terms of Use

Coupa Accelerate

retereness Merge Accounts
o
SFTP Accounts You can also merge the account from the
L Errore If your company has more than one CSP account, we homepage of their CSP
try to list it below. Consider merging them to reduce
T confusion for existing and potential customers

Not seeing the account you want to merge with? Click
here

Leisure at heart,
business in mind 11
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I CSP overview

7. You can set your account settings and notifications preferences in CSP

zcoupa supplier portal AAA~ | NOTIFIEATIONS @  HELP -
Account Settings
Home  Profile  Orders  Service/Time Sheets ASN  Invoices  Catalogs Add-ons Setup Notification Preferences
Log Out
Action needed: Complete your profile to get paid faster and get discovered Learn More Aﬂ[ TOUT T T View All (0)

Profile Progress Last Updated
- 11% Complete @ 28 days ago Improve Your Profile Hover the curser over your
WISIEEWEol0 - ..ount, the menu will

Profile Summary If your company has

try to list it below. Consider merging them to reduce
confusion for existing and potential customers.

%% L ‘:& Mot seeing the account you want to merge with? Click

here.
0 1 3

Legal Entity Registered User Connected Customers

Wiew

| atest Customers

i A HOTELS Leisure at heart,
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I CSP overview

7. You can set your account setting and notification preferences in CSP

secoupa supplier portal TEST~ | NOTIFICATIONS @ | HELP -

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing Add-ons Setup

My Account settings

Settings User Details In Account Settings, you
Notification Preferences can change user details
and account password

Security & Two-Factor
Authentication *First Name | Test

* Last Name | Supplier

* Email | sergipastellsm+123testing@gmail.com

Department | Sales ~
Role | Sales Manager ~ . :
Please note that in CSP, there’s no setting about
length of time user need to change their

password.
Change Password

. ‘N HOTELS Leisure at heart,
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I CSP overview

7. You can set your account setting and notification preferences in CSP

z.scoupa supplier portal SUPPLIER v | NOTIFICATIONS @ | HELP v

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing Add-or
In Notification Preferences, you can
set if you want to receive the

My Account Notification Pref ol .
Yy otification Preferences notification or not and which method

You will start receiving notifications when your customers enable them.
Settings

Notification Preferences Announcements

Security & Two-Factor
Authentication

New Customer Announcement Online O Email O sms

Business Performance

Business Performance Role Granted Online O Email [0 sMms

Check Online box if you want to receive
notification in CSP. Check Email box if you

Catalogs : P .
want to receive notification in your email
A new comment is received Online Email O SMS
A catalog is approved O Online O Email O sMms
A catalog is rejected O Online O Email O sms

i A HOTELS Leisure at heart,
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I CSP overview

7. You can set your account setting and notification preferences in CSP

zcoupa supplier portal TEST~ | NOTIFICATIONS @ | HELP-

Home  Profile Orders  Service/Time Sheets ~ ASN Invoices  Catalogs Business Performance  Sourcing  Add-ons  Setup

My Account Security & Two-Factor Authentication

Maobile Phone Verification

Mobile Phone : Not verified

+1201-555-5555 . .
Security & Two-Factor T —— You can verify mobile and

S set two-factor authentication

Validate

Settings

Notification Preferences

Two-Factor Authentication

8MS : Disabled

Verify your mobile phone to receive verification codes by text message

Two Factor Authenticator App : Disabled

. ‘N HOTELS Leisure at heart,
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I CSP overview

8. You can see your notifications on the right top corner

The number in red circle indicate number of unread notification.

TEST v T NOTIFICATIONS @) v You can hover your mouse to see the pending notifications
An information update request is received o % e o
Update your profile for Melia Hotels International - ) y Notifications Notification Preferences
Sandbox view [0 .
Profile update reminder is received -
Complete Your Profile to Get Paid Faster and Get Message Received
D iSCG'-.-‘ered O A company information update was recently sent to your customer. 06/23/21 07:44 AM
S u p p. | lar | ﬂf(}rmau on | S U p.d ated O The Supplier Information you submitted was approved by Melia Hotels International - Sandbox. 06/23/21 07-44 AM
A CDmpany |ﬂf0rm atIOﬂ Upd ate was recsa I'I’Ir Sent 'tCl FOUI’ O Update your profile for Melia Hotels International - Sandbox 06/21/21 03.35 PM
O A company information update was recently sent to your customer. 06/21/21 02:29 PM
See All Notifications . . . . . , ,
O The Supplier Information you submitted was approved by Melia Hotels International - Sandbox. 06/21/21 02:12 PM
O A company information update was recently sent to your customer. 06/21/21 02:08 PM
a Second reminder from Melia Hotels International - Sandbox: Your information request is still pending. 06/21/21 07:02 AM
To view all notifications, click
O Complete Your Profile to Get Paid Faster and Get Discovered 06/19/21 12:00 AM
here
Delete Mark as Read

i A HOTELS Leisure at heart,
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IH@anage Melié’s specific profile in CSP

1. You will receive an email invitation to join Coupa and update your
profile. You must create a CSP account to update your profile

MELI ,Z\ oL . Melia Hotels International - Sandbox Profile Information
Request - Action Required

Powered by ZzCoupa

Hello Test_Supplier,

Melia Hotels International needs you to provide information about your company electronically in order to prevent lost documents and
make sure you are paid on time. They manage this information with Coupa, their chosen platform for Spend Management. Within the
next 48 hours, please respond below to provide this information.

Note: Not providing this information in a timely manner may impact your ability to do business and get paid. Let us know if you are
unable to do so for any reason.

Welcome!

Click on Join and Respond. It
Melia Hotels International will link to creating CSP account

page and then updating profile
Join and Respond |

page in CSP

. ‘N HOTELS Leisure at heart,
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IH@anage Melié’s specific profile in CSP

2. Once the invite is accepted, you will be redirected to Coupa and the
system will ask to create a business account

Join the Coupa Supplier Portal

Complete the information below and create the password for your account. Click here for help.

* First Name | Test
*Last Name | Supplier

*Company | Test_Supplier

* Department -
*Role | Accounting Manager ~
* Email @gmail.com

* Password asasasssraran

Use at least & characters and include a number and a letter.
* Password Confirmation | sessssssseses

| accept the Privacy Policy and the Terms of Use.

v1.0_English

Fill in the required information
and click in submit to create a
CSP account

You can forward the invitation to the right person if you are not
the right person to create/maintain your company’s CSP account.

Forward Your Invitation

Mot the right person to register now? Want to ask a coworker to join quickly? Send a copy of your
invitation to a colleague's email below (must have the same email domain).

Forward Email = Email @gmail.com

Enter email address and click

in submit to forward the
invitation

M E L I A HOTELS Leisure at heart,
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IH@anage Melié’s specific profile in CSP

3. Once all the information is provided, your account is created and linked
to Melia. In the CSP Home page, you will find information related to:

To set your account
SERGIO ~ [ NOTIFICATIONS

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing Add-ons Setup

zzcoupa supplier portal

To View

Notification

Here is the
main tab

Q New: Exclusive discounts for your business to thank you for being a part of the Coupa Community. b4

Action needed: Complete your profile to get paid faster and get discovered Leamn Maore Announcements viewal ) Announcements
from your clients
Profile Progress Last Updated
- 17% Complete () less than a minute ago Une-Click Savi ngs View Al
. &, start saving today!
PI’O'FI |€ SU mmd ry Explore deals for your company, exclusive to the
Coupa communty To Merge Account
Profile @% : )
: : £3 &3 M A if your company
information erge Accounts
1 1 1 has more than one
e . ; ) _ . If your company has more than one CSP account. we
‘EgSI =Nty Regst_e.-.re-_l Jee Connected Customer try to list it below. Consider merging them to reduce Coupa account
e viEw confusion for existing and potential customers.
Not seeing the account you want to merge with? Click
) Banking Info =) Diversity " Accelerate ) Bribery Policy here.

. ‘N HOTELS Leisure at heart,
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Manage Melid’s specific profile in CSP

4. You can update either your public profile or Melia’s specific profile by
accessing your profile

v1.0_English

£,zcoupa supplier portal

Home Profile Ordarce Comiimm T

SERGIO v | NOTIFICATIONS @

HELP v

You can access their profile

@) New: Exclusive discounts for your business to thank you for being a part of the Coupa Community.

selecting both buttons

Action needed: Complete your profile to get paid faster and get discovered Leam More

Profile Progress Last Updated

- 17% Complete (©) less than a minute ago

Profile Summary

OUNCemMents viewan @

One-Click Savings viewa

@ Start saving today!
Explore deals for your company, exclusive to the

@

1

Legal Entity

< Banking Info  Diversity " Accelerate

Omni Consumer Products

5 §

1
Registered User
View

= Bribery Policy

Coupa Community.

‘a& Merge Accounts
1

Connected Customer

If your company has more than one CSP account. we
try to list it below. Consider merging them to reduce
confusion for existing and potential customers.

Not seeing the account you want to merge with? Click
here.

Latest Customers

Website (&)
Industry &

About {i
Established ~(

Top Commodities $F
Currencies &
Public Profile &

Profile

Accenture Sandbox

MELIA

HOTELS
INTERNATIONAL

Leisure at heart,
business in mind
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Illwanage Melié’s specific profile in CSP

4. You can update either your public profile or Melia’s specific profile by
accessing your profile

pa supplier portal TEST~ | NOTIFICATIONS @  HELP -

Home Profile Orders Service/Time Sheets ~ ASN Invoices Catalogs Business Performance Sourcing

Add-ons Setup

Information Requests

| Overview

Your Public Profile

Download Profile as PDF

Test_Supplier

Profile Setup Profile preview Copy profile URL

{';}CO N3 supplier portal TEST~  NOTIFICATIONS @  HELP -~
1

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing

Melid’s Specific Profile

Add-ons Setup
2

Your Profi nformation Requests

If you are connected to more
than one client, you can
choose from the profile
dropdown

Melia Hotels Inte[‘national - Sandbox i Profile = Melia Hotels International - Sandbox

. ‘N HOTELS Leisure at heart,
v1.0_English MELIA INTERNATIONAL | businessinmind 22



IH@anage Melié’s specific profile in CSP

5. Respond Melia’s information request by accessing Melia’s specific profile
and completing the form

supplier porta

£.3
Home Profile Orders

“four Profile

“e/Time Sheets ASN Invoices

A 2

Melia Hotels International - Sandbox

Supplier Information Proveedor Prueba SP

* Indique los cambios o
actualizaciones
concretas que ha
realizado en el
formulario ! Indicate
the specific changes or
updates made in the
form.

Terminos y
condiciones de Melid /
Melia Terms &
Conditions

* Términos y
condiciones de Melia -

Firmados | Melia Terms
& Conditions - Signed

v1.0_English

TERMINOS Y CONDICIONES DE MELIA

PRUEBA MOTIFICATIONS ) | HELF

Business Performance Sourcing Add-ons Setup

i Profile | Melia Hotels Intemational - Sandbaoz

e

/ MELIA TERMS & CONDITIONS

mhi_cadigo_etico_a5_proveedores. juli..

Choose File | Mo file chosen

Melia’s Specific Profile

There are 5 sections:

Melid’s Terms & Conditions

Primary Contact details
General information
Fiscal information
Certificates

You need to complete the form
and fill all the required fields

()

M E L I A HOTELS Leisure at heart,
INTERNATIONAL | business in mind
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IH@anage Melié’s specific profile in CSP

5. Respond Melia’s information request by accessing Melia’s specific profile

and completing the form

Melia Hotels International - Sandbox

Perfil | Melia Hotels International - Sandbox

Informacién Del Proveedor Prueba SP
Proveedor

* Indique los cambios o
actualizaciones
concretas que ha
realizado en el

formulario / Indicate s
the specific changes or
updates made in the
form.

Si es la primera vez

que completa el formulario, indique “Nuevo formulario” / If if's the first fime you complete the form, indicate “Mew form

le

TERMINOS Y CONDICIONES DE MELIA / MELIA TERMS & CONDITIONS

Términos y
condiciones de Melia /
Melia Terms &
Conditions

*Términos y | Choose File |No file chosen

condiciones de Melia -
Firmados / Melia Terms
& Conditions - Signed

mhi_codigo_efico_a5_proveedores_jul18. ..

v1.0_English

Melia’s Specific Profile

If it’s the first time you complete the
form, indicate “New form”.

You must download Melia’s Terms &
Conditions document and upload it
signed. This is a required field ( ).

Leisure at heart,
business in mind
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IH@anage Melié’s specific profile in CSP

5. Respond Melia’s information request by accessing Melia’s specific profile
and completing the form

DATOS DEL USUARIO PRINCIPAL / PRIMARY CONTACT DETAILS

* DATOS DEL USUARIOQ PRINCIPAL / PRIMARY CONTACT DETAILS

Melia’s Specific Profile

*Nombre / Name | Prueba
* Apellidos / Surname | Proveedor SP
*Email | sergipastellsm+12345Test@c o

*Teléfono / Phone | EE. UU./Canada

630-555-1212

Complete the Primary contact details

* Direccion Principal / Primary Adress

Pais/Region | Espafia o
Nombre de direccion
Domicilio
Domicilio 2
Ciudad
Estado o region
Cédigo postal
Corgo doubicacitn And the Primary address details
Apartado postal

Codigo postal de
apartado postal

mpletar obligaloriamente calle, codigo postal, ciud

. ‘N HOTELS Leisure at heart,
v1.0_English M E L I A INTERNATIONAL | businessinmind 25



IH@anage Melié’s specific profile in CSP

5. Respond Melia’s information request by accessing Melia’s specific profile

and completing the form

ASPECTOS GENERALES / GENERAL INFORMATION

*Nombre del | Proveedor Prueba SP
proveedor [ Supplier
Name

Codigo Fiscal Nacional
I/ National Fiscal Code
(Tax ID)

Cadigo Fiscal
Internacional /
International Fiscal
Code (Tax ID)

Actividad Principal / Ninguno
Main Activity

= Ambito / Area v

* Mail para pedidos / O
PO Mail

“ Segurc Responsabilidad Civil / Public Liability Insurance

Zi no tiene codigo fiscal internacional, infroduzca aqui el nacional / If your company does not have an international tax

o

please enter the nafional tax code here

Melia’s Specific Profile

Complete the General information details

Fecha de entrada en
vigor
*Fecha de caducidad

* Archivos adjuntos Agregar Archivo

Descripcion

v1.0_English

Complete the Public Liability Insurance

details

MELIA

HOTELS
INTERNATIONAL

Leisure at heart,
business in mind
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- Manage Melid’s specific profile in CSP

5. Respond Melia’s information request by accessing Melia’s specific profile
and completing the form

* Certificado corriente | Choose File | No file chosen

de pagos Seguridad
Social f Up-to-date

Social Security Melié_’s SpeCiﬁC PI'Oﬁle

Payments Certificate

* Certificado corriente | Choose File | No file chosen

de pagos Hacienda /
Up-to-date Tax
Payments Certificate

[Certificado corriente de | Choose File | Mo file chosen

pagos Agencia
Tributaria Canaria / Up-
to-date Tax Payments
Certificate (Canary
Islands)

Codigo Etico de Melia /

Melid Code of Ethics mhi_codigo_elico_a5_proveedores_jul18... Complete the fields and upload the
*Aceptacion Codigo O Si/ Yes different ﬁleS requested, if applicable

Etico de Melia / Melid ( g
Code of Ethics
Acceptance

Descargue nuestro codigo élico e indique si lo acepta / Download our code of ethics and indicate whether you accept it

Cédigo Etico de Melia - [ Choose File | No file chosen

Firmado / Melia Code
of Ethics - Signed

Adjunte nuestro codige éfico firmado / Upload a signed version of our Code of Ethics

Declaracion de
Conformidad [ mhi_codigo_elico_a5_proveedores_jul18...

CUnfDrmity Statement En caso de no aceptar nuestro codigo &tico, descargue este documento y adjuntelo firmado, por faver / In case your company does not accept our code of ethics, please, download this

* Aceptacion ) Si/Yes
Declaracion de O No
Conformidad [

Conformity Statement

ndique =i la acepta |a declaracion de conformidad / Indicate whether you accept the conformity statement

i A HOTELS Leisure at heart,
v1.0_English M E L I INTERNATIONAL | business in mind
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Manage Melid’s specific profile in CSP

5. Respond Melia’s information request by accessing Melia’s specific profile
and completing the form

Declaracion de | Choose File | No file chosen

Conformidad - Firmada

I Conformity Statement Melié’s SpeCifiC PI‘Oﬁle
- Signed

Clausula de _ ) ) _
Sostenibilidad | mhi_codigo_etico_a5_proveedores_jul18...

Sustainability Clause

* Aceptacion Clausula O Si/Yes
de Sostenibilidad / O No
Sustainability Clause
Acceptance

Descargue nuesira clausula de sostenibilidad indigue si la acepta / Download our sustainability clause and indicate whether you accept it

Clausula de No file chosen Complete the fleldS and upload the

Sostenibilidad firmada . . . .
I Sustainability Clause different files requested, if applicable

signed

Descargue nuesira clausula de sostenibilidad y adjintela firmada, por favor f Please, download our sustainability clause and upload a signed version

Adopcion de medidas

excepcionales /

Adoption of Descargue el documento y adjintelo firmado, por favor / Please, download the document and upload a signed version
exceptional measures

Adopcion de medidas | Choose File | No file chosen

excepcionales -
Firmado / Adoption of
exceptional measures -
Signed

mhi_codigo_etico_a5_proveedores_jul18...

. ‘N HOTELS Leisure at heart,
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IH@anage Melié’s specific profile in CSP

5. Respond Melia’s information request by accessing Melia’s specific profile
and completing the form

Certificado Centro Espedial de Empleo / Spedial Employment Center Certificate

Fesha de creadacn & Melié&’s Specific Profile
Fecha de caducidad :

Archivos adjuntos  Agregar Archivo

Complete Special Employment Center
- Certificate if applicable

Huella Hidrica de | Choose File | Nao file chosen

empresa alcance 1#2 [
Enterprise water
footprint scope 142

Huella de Carbono de No file chosen .
empresa sicance 1421 Complete the fields and upload the

Enterprise carbon
footprint scope 1+2 o = o o
o different files requested, if applicable
* i Dispone de () Si/Yes
objetivos de reduccion 0 Mo
de emisiones o huella
hidrica? / Do you have
reduction goals for
water footprint or
carbon footprint?

Fill all the required fields ( )

* ;:Estan validados por (O Sifves
SETi? | Are they (O No
validated by SETi?

* Tipo de transportes [ Combustibles fasiles | Fossil fuels

que utilizan | Type of [] Biocombustibles / Biofuels
vehicles utilized O Eléctrico/ Electric

[ Gas Matural / Matural gas

' [ Otros [ Cther A HOTELS Leisure at heart,
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IH@anage Melié’s specific profile in CSP

5. Respond Melia’s information request by accessing Melia’s specific profile
and completing the form

NFORMACION FISCAL / FISCAL INFORMATION

* Moneda preferida /
Preferred Currency

Clave de retencian /
Tax Code

* | Solo aplica a Espana
- Only Spain, otherwise
indicate No) - ;Esta
acogidola al Régimen
especial del criterio de
caja a efectos de IVAT

Only Spain) Modelo
036/03T7

Accounting Account

Payment terms

Cuenta Contable I M

EUR W

D 01 D1 Alguileres 10%

D2 02 D2 Honorarios por servicios 10%
Do 03 03 Otras rentas 10%

D 04 D4 Otras rentas (remta presunta) 2%

01 SilYes

) Mo

{Solo aplica a Espania - | Choose File | Mo file chosen

Condiciones de pago /! Ninguno

v1.0_English

Melia’s Specific Profile

Complete the Fiscal information

MELIA

HOTELS
INTERNATIONAL
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IH@anage Melié’s specific profile in CSP

5. Respond Melia’s information request by accessing Melia’s specific profile

and completing the form

v1.0_English

CERTIFICADOS / CERTIFICATES

S0 14001

Fecha de entrada en
vigor

mE| |EE

Fecha de caducidad
Archivos adjuntos Agregar Archivo

Descripcion

Melia’s Specific Profile

Complete the fields and upload

ISO certification files if
applicable

MELIA

HOTELS
INTERNATIONAL
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IH@anage Melié’s specific profile in CSP

5. Respond Melia’s information request by accessing Melia’s specific profile
and completing the form

v1.0_English

OHSAS 12001 /150
45004

150 27004
150 26001

Certificados Oekotec |
Oekotec Certificate

Certificado GRS [
Global Recycled
Standard Certificate

Certificado GOTS |
Global Crganic Textil
Standard Certificate

Certificado Ecoembes |
Ecoembes Certificate

Certificaciones Leed /
Leed Certificate

Otras certificaciones
de las que disponga /
Any other certificate

Choose File | Mo file chosen

Choose Fille | Mo file chosan

Choose File | Mo file chosen

Choose File | Mo file chosen

Choose File | Mo file chosan

GC

h

0D

se File | Mo file chosan

Choose File | Mo file chosen

Choose File | Mo file chosen

Choose File | Mo file chosen

Melia’s Specific Profile

Upload ISO and other
certification files if applicable

M E L I A HOTELS Leisure at heart,
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IH@anage Melié’s specific profile in CSP

6. Last step before completing the form is to add a Remit-To location and
provide banking information

-Remit-To Addresses

dd one or more Remit-To Addresses. by either filling out a new Compliant Invoicing Form or choosing an Existing Remit-To Address.
Add Remit-To

Add a Remit-To
address

v1.0_English

Choose Remit-To Address

Choose a Remit-to Location below - Recommended

Itz & few maore fields, but provides compiiance, verification, and re-usabilify: Ofhenwize, oiick
‘Cancel to add info fo your cusforner's form manusiy:

Choose exist ngor create new Remit-To Addresg
| o Chioose

a &3 Creste New Remit-To Address

Melia’s Specific Profile

A series of pop-up windows request you to
provide the Remit-To address details. The
accuracy of these details will ensure the
payment of your company invoices to the
correct bank account.

You can choose an existing one
defined or create a new one

M E L I A HOTELS Leisure at heart,
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IH@anage Melié’s specific profile in CSP

6. Last step before completing the form is to add a Remit-To location and
provide banking information

Melia’s Specific Profile

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 — the official name of

the company
Country — where the company is located

* Legal Entity Mame

This is the official name of your

Countiry/Region e business that is regisiered with

the local government and the

countryiregion where it is

located.

i A HOTELS Leisure at heart,
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IH@anage Melié’s specific profile in CSP

6. Last step before completing the form is to add a Remit-To location and

provide banking information

Miscellaneous Information

Setting up your business details in Coupa will help you meet your customer's invoicing and payment
requirements. For best results with cumrent and future customers, complete as much information as
passible.

* Legal Entity Name | Test Supglier

Country/Region - Conducting business in certain
couniries/regions requires your

* Board of Directors

invoice fo contain specific
* Legal type of company information abowt your
company.

* Registered seat
* Chairman of the Board

* Court of registration

* Commercial Register &
Humber

Remark if company in
liquidation

v1.0_English

Melia’s Specific Profile

Note: Depending on the country of

registration of the legal entity, the system
will request you to provide some company

information before you are able to

continue

MELIA

HOTELS
INTERNATIONAL
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IH@anage Melié’s specific profile in CSP

6. Last step before completing the form is to add a Remit-To location and
provide banking information

v1.0_English

Tell your customers about your organization

Which customers do you want to see this?

Al

e Melia Hotels International - Sandbox
\

What address do you invoice from?

* Address Line 1
Address Line 2
= City

State

* Postal Code

REQUIRED FOR INVOICING

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

documents 0

o Country/Region Spain
Use this address for Remit-To o

Use this for Ship From addresso

Melia’s Specific Profile

Select whether all or which customers can see the
legal entity and be used on the compliant invoice

Registered address of your legal entity. It might
differ from the physical address

Checkbox selected by default. Deselect it if your
Remit-To or Ship-from addresses are different

from your legal entity, or you have more than one
location

MELIA

HOTELS
INTERNATIONAL
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IH@anage Melié’s specific profile in CSP

6. Last step before completing the form is to add a Remit-To location and
provide banking information

v1.0_English

eat is your Tax ID? @

Country/Region | Spain ~

*WAT ID

O I don't have a VAT/GST Mumber

Add addifional Tax ID

Miscellaneous

Invoice From Code o

Preferred Language | Spanish (Spain) »

Once completed click on Save & Continue

Melia’s Specific Profile

Complete Tax ID information:

+ Country
* VAT ID (including the prefix to the number)

* Local Tax ID if you are not registered for VAT or
GST in some countries

Used for c¢XML invoicing purposes (will be
explained in cXML future training, not needed for the
time being)

M E L I A HOTELS Leisure at heart,
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IH@anage Melié’s specific profile in CSP

6. Last step before completing the form is to add a Remit-To location and

provide banking information

v1.0_English

Remit-To Addresses

Add one or more Remit-To Address:

Add Remit-To

es by either filling out a new Compliant Invoicing Form or choosing an Existin,

e%s’n t-To Address
Pais | Bank Country -

Region

IEAN | IEAN Number

Titular Cuenta /
Beneficiary Name

Clave Banco | Bank
Code

Cuenta Bancaria | Bank
Account Number

CC - Codigo Cuenta
Cliente / CC - Client
Account Number

Nombre del Banco /
Bank Name

Direccion del banco /
Bank Address

Ciudad del banco /
Bank City

Codigo postal del
banco [ Bank Postal
Code

SWIFT | BIC | SWIFT
Code (BIC)

Certificado de | Choose File | Mo file chosen

titularidad bancaria /
Bank account holder

certificate

Melia’s Specific Profile

Your responsibility is necessary to
provide Melia with a complete, coherent
and accurate bank details, in order to
avoid form rejection due to missing
data and the subsequent onboarding
process delay.

Complete Bank Information requested

After filling up the fields, click on Submit
for Approval to submit the information to
Melia

M E L I A HOTELS Leisure at heart,
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Illwanage Melié’s specific profile in CSP

7. Your information is sent to Melia and Melia’s approval is needed

If you don’t see the green-highlighted message as below, it means the form wasn’t

submitted, due to a mistake or lack of required information, and it remains stored as
draft, but it’s not sent.

Melia’s Specific Profile

Melia Hotels International - Sandbox Profile | Melia Hotels International - Sandbox v

Your information has been submitted p 4

Pending Approval (5]

When the information is submitted for
approval, the status is “Pending Approval”.
When the form is approved, the status
changes from “Pending Approval” to

. . “Applied”
Melia Hotels International - Sandbox Profile

\

Applied

. ‘N HOTELS Leisure at heart,
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Manage Melid’s specific profile in CSP

7. Your information is sent to Melia and Melia’s approval is needed

Melia’s Specific Profile

waL|A“,W_“ Profile Info submitted to Melia Hotels International -
Sandbox was Approved

Powered by £,:Ccoupa

Hi Test,

The company profile information that you submitted to your customer, Melia Hotels International - Sandbox was recently approved.
This usually means that the information was correct and they will activate your new information so you can start transacting soon (or M E L I A ol PrOfile |nf0 Smeitted to Me”a HOtels |nternati0na| -
continue transacting with the new information). S db N t A d

andbox was Not Approve

No further action is required but you can click below to view additional details

Powered by £,3CoUpa

View Profile Info Hi

The company profile information that you submitted to your customer, Melia Hotels International - Sandbox was not accepted

This usually means that some information was not correct and they cannot activate your new information as is

You can click below to view additional details or update your info.

You’'ll receive notification via email ‘ 4 :

when information is approved or
rejected

Leisure at heart,
business in mind 40
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IH@anage Melié’s specific profile in CSP

NOTE: In case Melia wants to update supplier information, will request a
supplier update form

Melia’s Specific Profile
MELIAISES. ... Update your profile for Melia Hotels International -
Sandbox

Powered by Z,¢Coupa

Hello Test_Supplier,

Melia Hotels International - Sandbox wants you to respond by updating your company profile on Coupa. This information is required
so they can transact with you electronically.

Use the "Update Profile” button to respond or decline.

Sergi Pastells _ This will link to update Melid’s
Melia Hotels International - Sandbox specific profile o CSP

Update Profile

i A HOTELS Leisure at heart,
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IH@anage Melié’s specific profile in CSP

NOTE: In case Melia wants to update supplier information, will request a
supplier update form

{;}coupa su pp“er port al TEST » NOTIFICATIONS 6 HELP ~
) o e .
Melia’s Specific Profile
Home Profile =~ Orders  Service/Time Sheets  ASN Invoices  Catalogs Business Performance  Sourcing  Add-ons  Setup

Your Profile Information Requests

Melia Hotels International - Sandbox Profile | Melia Hotels International - Sandbox v

Codigo postal del
banco / Bank Postal
Code

T e fliy ° If fields are grayed out, this means form has
been submitted previously. Scroll down the

* Certificado de prusba_contrato.xdsx
titularidad bancaria /
Bank account holder

form and click on Update Info at the bottom
H S O {1 page

Update Info

. ‘N HOTELS Leisure at heart,
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CSP
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IV Manage your public profile in CSP

1. You can update either your public profile or Melia’s specific profile by
access your profile

HELP v

£,zcoupa supplier portal SERGIO v | NOTIFICATIONS (@

Home Profile racis .

You can access your profile
selecting both buttons

@) New: Exclusive discounts for your business to thank you for being a part of the Coupa Community.

Action needed: Complete your profile to get paid faster and get discovered Leam More BETICements view i@

Profile Progress Last Updated

- 17% Complete (©) less than a minute ago L ol Oﬂe—(:lid-( Sa\/iﬂgs View Al

@ Start saving today!
Explore deals for your company, exclusive to the
Coupa Community

L ‘a& Merge Accounts

Profile Summary

) N If your company has more than one CSP account, we
PES'E‘Ie_‘Pe"‘ Uz Connected Customer try to list it below. Consider merging them to reduce
e confusion for existing and potential customers.
Not seeing the account you want to merge with? Click
< Banking Info  Diversity «" Accelerate = Bribery Policy here.
Omni Consumer Products Latest Customers

Accenture Sandbox

Website
Industry &
About #
Established

Top Commodities §F
Currencies §

Public Profile (& Profile

. ‘N HOTELS Leisure at heart,
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IV Manage your public profile in CSP

2. You can access your public profile and update general information

TEST ~ NOTIFICATIONS @ = HELP ~

e 1 supplierportal Your Public Profile

Home Profile = Orders  Service/Time Sheets  ASN Invoices  Catalogs Business Performance  Sourcing  Add-ons  Setup

2
Information Requests

| Overview Download Profile as PDF

Test_Supplier

Proflle Setup Profile preview Copy profile URL

Learning Center

Add more customers Profile Level
Create a discoverable
profile
Earn your next badge by adding info about your company Who we are Set up
What we do Setup
Feedback

Why you should hire us
Tell us what you think Update Profile

To wupdate general information,
business details, address, primary
contract, financial and legal

@) tunities for Y . . . .
pportunities tor You information, click on Update Profile

Add Info about your products/services to get insights into your potential market opportunity

with Coupa buyers Update Profile

M E L I e HOTELS Leisure at heart,
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IVJA/Ianage your public profile in CSP

2. You can access your public profile and update general information

H TEST + NOTIFICATIONS 6 HELP ~ .
#wcoupa supplier portal Your Public Profile

Home | Profile = Orders  Service/Time Sheets  ASN Invoices  Catalogs  Business Performance  Sourcing  Add-ons  Setup

Your Profile

Information Requests

Overview 1= Complete your profile to get discovered by Coupa buyers that are looking for items in your category.

Profile Setup
Who we are WhO we are ; Edit Section

What we do ’

Why you should hire
us

Learning Center

Add more customers

And click on Edit Section

Create a discoverable
profile

Company Name @) Test_Supplier
Feedback

Tell us what you think
Dolng Business As )

i A HOTELS Leisure at heart,
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IVJA/Ianage your public profile in CSP

2. You can access your public profile and update general information

Who we are

Company Name Doing Business As
Test_Suppler

About

Year Established ‘Company Size

Registered Address

Address line Address line 2

v1.0_English

‘Website

Facebook

Tax 1D

Primary Contact

First Mama

Mobile number

=1 (1Z3) 4567530

Work number

Tastter

Instagram

DUNS

D000 -[HHHD

Last Mame

Supplicr

Phocograph

Your Public Profile

Linkedin
YiouTube

PO Delivery Emal

After completing all the
information, click on Save
changes

'
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IV#Adanage your public profile in CSP

NOTE: You can also add more information about your company to get

discovered by other clients

supplier portal TEST~ | NOTIFICATIONS @  HELP ~

2 Home | Profile  Orders  Service/Time Sheets  ASN Invoices  Catalogs  Business Performance  Sourcing  Add-ons  Setup

Your Profile

Overview Xt Complete your profile to get discovered by Coupa buyers that are looking for items in your category,

Profile Setup
Who we are What we dO Edit Section
What d
arwede Product And Service Categorles

Why you should hire
us

Information Requests

Products And Services
Learning Center

Add more customers
Areas served @@
Create a discoverable

profile

No coverage in areas You can fill up information on the
Feedback None products and services you supply
Tell us what you think by CliCkil’lg Edit Section.

. ‘N HOTELS Leisure at heart,
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IV

Manage your public profile in CSP

NOTE: You can also add more information about your company to get
discovered by other clients

upplier portal

2 Home Profile Orders

Your Profile

Overview

Information Requests

Profile Setup

Who we are

What we do
Why you should hire
us

Learning Center

Add more customers

Create a discoverable
profile

Feedback

Tell us what you think

v1.0_English

Service/Time Sheets ~ ASN Invoices  Catalogs Business Performance  Sourcing  Add-ons  Setup

TEST ~ NOTIFICATIONS @ | HELP -

Your Public Profile

iz Complete your profile to get discovered by Coupa buyers that are looking for items in your category.
Why you should hire us % Edit Section

Diversity Classifications & Certifications @

Not sure which diversity classifications you're eligible for? Check it here
Awards, Distinctions And Projects o

Bribery And cormupion polly @ You can fill up information on

your certifications and awards by
Corporate Soclal Responsibllity Rating @ C].iCking Edit Section.

No

No
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