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What is Coupa Supplier Portal (CSP)?

Coupa Supplier Portal (CSP) is a cloud based platform for buyers and suppliers to collaborate.

Suppliers can use it to view and acknowledge their purchase orders (POs), create and submit invoices
and even manage their catalogues with specific buyers, if desired.

The portal also allows suppliers to check the status of all their transactions and payments, without
having to contact an AP department.
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What does this mean for you as a supplier?

Working with Viasat now means working together via the Coupa Supplier Portal.

Viasat wants to work with our suppliers to improve the way we do business with each other. Through Coupa, an industry-leading
procure-to-pay system, we are able to optimize how we work with you from purchase to payment and everything in between.

Via your Coupa Supplier Portal, you will:

> Electronically receive Purchase Orders (POs) from Viasat

> Be able to acknowledge receipt of POs & communicate with Viasat through ‘comments’
> Create electronic invoices by ‘flipping’ the electronic PO

> View the status of your orders, invoices and payment online, in real time.

For any Coupa purchase orders you receive from Viasat, you will need to submit an invoice electronically. The good
news is, it is very quick and easy to invoice us electronically.

You can do so via Coupa Supplier Portal (CSP) or you can invoice directly from the emailed PO you receive.

> More about submitting invoices via CSP

> More about submitting invoices from your emailed PO

Vlasat,‘”‘
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https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_FAQ
https://success.coupa.com/Suppliers/For_Customers/Toolkit/Document_Exchange/Supplier_Actionable_Notifications

Quick Start Guide
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How do | get started?

Vlasat,M

Registration
You will be sent an invitation to register on the Coupa Supplier Portal (CSP). Registration takes 5-10 minutes.

Set up your Account

Once you are registered you are ready to start working with Viasat. You may choose to do additional setups such as
inviting additional users or updating your company profile.

Receiving POs

You will receive electronic POs from Viasat in your CSP

Sending Invoices
You will invoice Viasat electronically from your CSP or by ‘flipping’ your electronic PO into an invoice

Track the status of your Orders and Invoices
In CSP, you can track the status or your orders, invoices and payment, without having to contact Viasat.

Viasat Proprietary



Registration and Setup
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Registering with Coupa Supplier Portal

> If your company already has a Coupa Supplier Portal account: please send us your account information
and we will link your account.

> If your company does not already have a Coupa Supplier Portal account: send us an email at
CoupaQuestions@viasat.com and we will send you an invitation. Registration takes 5-10 minutes.

— Click “Join Coupa” or “Forward This” to pass along the registration link to another individual

— Once registered, you can manage your CSP account and add additional users at no cost

\hasat""\

Viasat, Inc.-TEST Registration Instructions - Action Required

) Zzcoupa

Powe
Hello Valued Supplier,

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
atyour company, send this request to the appropriate person by using the forward link.

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

Viasat, Inc.

Forward this invitation

Overview Learn more about the Need Help? Answers to Coupa Info Learn more about
Coupa Supplier Portal common questions and issues how companies use Coupa
Zcoupa

Business Spend Management

Vlasat,,‘"A
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mailto:CoupaQuestions@viasat.com

Registration & Setup

Join the Coupa Supplier Portal

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

*First Name | Gendry
* Last Name | Baratheon
*Company | Gendry's Smith Shop
*Email gendrysmithshop@gmail.com

= Password | seesseess

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

[ | accept the Privacy Policy and the Terms of Use.

Forward your invitation

Not the right person to register now? Want to ask a coworker to join quickly? Send a copy of your
invitation to colleague's email below (must have same email domain).

Forward email | Email {@gmail.com

Vlasat,,‘""

After you confirm your email address, you will need to provide basic
company information:

1.
2.

Enter the first and last name of the owner of the CSP account.

Enter the legal name of your company — this will appear in the
invoices sent to Viasat or other customers.

Confirm the email address provided is correct.
Enter and confirm your password.

Tick the checkbox to accept Coupa Terms of Use and Privacy
Policy (Click on Privacy Policy and Terms of Use to access the
details).

If applicable, tick the checkbox to confirm you are not a robot.
Depending on your internet browser, this may or may not be an
option.

Click the Submit button to create your account.

Viasat Proprietary 9



Registration & Setup

Once you create your account, you will be directed to the CSP homepage. Coupa offers an online tour.
We recommend the tour to become familiar with the CSP.

Welcome to Coupa Supplier Portal

+/ Create Invoices & Get Status Updates

+ Update Profile & Payment Info
v View & Respond to Purchase Orders

" Create Time Sheets & ASNs Against Orders
+/ Host & Manage Catalogs

" Get Real-Time SMS & Email Notifications

gxcoupa supplier portal

Vlasatf'"\
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Improving Your Coupa Profile (optional)

Gendry's Smith Shop

# About
¥ Industry
Eh Website
(. Established
2 Employees
About
Public Profile

https:fisupplier-test. coupahost. com/suppliers/public/31043

Vlasat,,‘""

At the portal’s home screen, you can edit your profile
information and manage your company profiles:

1. This section displays your company’s general information.

2. Click on Improve Your Profile to add additional company
information.

3. The About section will show a message about your company
that you must include in step 2.

4. Click the link to see your Public Profile (public profile is what

other Coupa customers can see about your company on the
CSP).

Viasat Proprietary 11



Coupa Profiles (continued)

Profile | Public Profile ~

Gendry's Smith Shop

# About
% Industry
5 Website
~{_ Established
2 Employees

Edit Background

Edit Profile

About

Primary Contact

Address 210 Flea Bottom
Kings Landing

Primary Contact Gendry Baratheon
gendrysmithshop@gmail.com

Work Phone
Mobile Phone

Fax Number

Coupa allows companies to maintain multiple profiles in
the Profile section.

1. Click on the drop-down menu to navigate through your
company’s active profiles, such as client-specific or public.
Choose the one you want to edit.

2. The CSP will display the information for the selected profile

Click on the Edit Background to change your background
colors.

4. Click on the Edit Profile to add additional company information
(next page).

5. At the bottom, your Primary Contact information is displayed.

Viasat Proprietary 12



Navigating your Account
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Navigating your Account

The CSP is a user-friendly web solution. All
commands can be found under the main menu at
the top of the screen:

1. Click the Profile button to access profile settings.

2. Click the Orders button to access the orders
section and see all POs received.

3. Click the Invoices button to access the invoices
section and see all invoices created and sent.

4. Click the Catalogs button to access the catalog
section and manage customer catalogs.

5. Click the Admin button to manage your CSP
account and add CSP users

Vlasat,,‘"A

Home Profile Orders Service/Time Sheets

Gendry's Smith Shop

Catalogs  Add-ons  Admin

# About
¥ Industry
5 Website
=, Established
2L Employees
About
Public Profile

https://supplier-test coupahost com/suppliers/public/31043
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Administrating your Account
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Admin Page

On the Admin page you can manage users & their respective permissions, merge requests, and
the remit-to addresses for your customers; you can set up legal entities and fiscal
representatives and more.

More about the Admin Page

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

Admin users

lizars Users Permissions Customer Access
Merge Requests Jane Doe ASNs Customer 1
jane.doe@supplier.com Admin
Legal Entity Setup Catalogs
Edit Invoices
Fiscal Representatives Order Changes
Remit-To Lt
Payments
Terms of Use Profiles
Senice/Time Sheets
Coupa Accelerate
Preferences
SFTP Accounts

cXML Errors

Vlasat,,‘"A
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https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Administer_the_CSP/01_Admin_Page

Managing your Orders and Invoices
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Managing Orders and Invoices

Fro m CS P . {}wupa Supplier port al SUPPLIERNAME ~ | MOTIFICATIONS @ | HELP v

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

1. Click on the Orders tab on the main menu

Orders Order Lines Order Changes Order Line Changes

2. Click on the PO number to view additional N e .

d etai IS Configure PO Delivery
_ _ Purchase Orders
3. Click on the gold coins to create an

invoice

Click the == Action to Invoice from a Purchase Order

4. CIICk On the red COInS to Create a Credlt PO Number Order Date ~ Status Acknowledged At  ltems Unanswered Comments Total Actions

3050 05/3117 Issued Mone 200 Each of Purple Spiral Notebook Mo 100.00 USD = gﬁ &
memo g

3049 05/3117 Issued Mone 1 Box of Blue Pens Nao 90.00 USD =2 &

2818 07/3119 Issued 08/19/19 Print Services No 200.00 USD =§E B

More about managing POs in CSP

Vlasatd\ Viasat Proprietary 18


https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Work_with_the_CSP/View_and_Manage_POs

M an ag I n g O rd e rS a.n d I nVO I Ces ViseagW! Viasat Inc. Purchase Order #CPN503

Login

Powered by ,3CoUpa

From Email (Supplier Actionable Notifications (SAN)):

1. Open the email notification from your company
email inbox e.g. the email you provided Viasat Viasat Inc.

PURCHASE ORDER

2. Click on the acknowledge PO button, Add Gendry's Smith Shop e e

Kings Landing, PAYMENT TERMS Net 45

Comment button, or Login button to log in to SHIPPIG TERWS  FCA T Fary Bilng

gendrysmithshop@gmail. com
CONTRACT

C O u p a CONTACT Gilly Craster

X_Gilly@viasat.com

. . o Ship To Bill To
3 - C I I C k O n th e C re ate I n VO I Ce b u tto n to fl I p th e ;/t‘)ails(?tE“jl'Zchno\ogy Circle ;{;aSSSatElln&amino Real test
emailed PO into an invoice s S

Line Description Qty Unit Price Total

1 Custom sword design 500.00 500.00
Need By: 07/19/19

Taxable: No
500.00 usD

M O re abo ut S u D D I I e r ACtI O n ab | e N Otifl Catl O n S SHIPPING INSTRUCTIONS IF “THIRD PARTY BILLING' OR ‘COLLECT’ SHIPPING TERM IS NOTED ABOVE:

« FOR DOMESTIC/INTERNATIONAL SHIPMENTS UNDER 150 LBS use UFPS ACCOUNT 07502 and applicable service level to
meet delivery date. Do not use Next Day AM/Priority unless authorized by Viasat.

« FOR DOMESTIC SHIPMENTS OVER 150 LBS use UPS SCS FREIGHT ACCOUNT 705546174 using most economical service
level to meet delivery date.

+ FOR INTERNATIONAL SHIPMENTS OVER 150 LES AND NOT GOING OCEAN LCL/FCL use UPS SCS FREIGHT ACCOUNT
705346174 using most economical service level o meet delivery date

» ALL OCEAN LCL/FCL SHIPMENTS contact Globall ogistics@viasat com for routing instructions

Vlasatm Viasat Proprietary
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https://success.coupa.com/Suppliers/For_Customers/Toolkit/Document_Exchange/Supplier_Actionable_Notifications_(SAN)

Additional Resources
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Helpful Resources

To help you get up and running, we've put together several helpful resources that address some frequently
asked questions.

> FAQs about CSP

> Helpful Tutorial Videos — Short tutorial videos to help get you started

> How to Create an Invoice — Video showing how to create an invoice

> Coupa Success Portal — Coupa's searchable repository for topic-specific training videos, documentation and more

Note: Please contact Coupa directly for login issues or technical issues submitting an invoice:

— Email: supplier@coupa.com or use the Supplier Support Chat window

Log in to your CSP account here: http://supplier.coupahost.com

Vlasat,,‘"A
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https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/CSP_FAQ
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Get_Started_with_the_CSP/03_CSP_Videos
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Get_Started_with_the_CSP/04_CSP_Videos#Invoices
https://success.coupa.com/Suppliers/For_Suppliers
mailto:supplier@coupa.com
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Get_Started_with_the_CSP/Navigate_and_Get_Help
http://supplier.coupahost.com/

Helpful Resources (continued)

> Manaqging your CSP account

> How to Add & Manage CSP Users

> Setting up your Legal Entity

> Setting up your Remit-to Information

> Merge CSP accounts — Does your company have more than one CSP account? If yes, follow these
Instructions to merge accounts to avoid lost POs and confusion.

> Webinar: Coupa for Viasat Suppliers — Recorded Viasat-hosted webinar on Coupa, including a demo of
CSP

Vlasatd\ Viasat Proprietary
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https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Administer_the_CSP/01_Admin_Page
https://urldefense.proofpoint.com/v2/url?u=https-3A__success.coupa.com_Suppliers_For-5FSuppliers_Coupa-5FSupplier-5FPortal_Administer-5Fthe-5FCSP_02-5FManage-5FUsers&d=DwMDaQ&c=jcv3orpCsv7C4ly8-ubDoUfrxF5xIGWmptxGWP5vi5w&r=t2QkthkZE-1uJ1RzOCTczT0X7JTeA20obcXmHy_iq8c&m=1YGlPaHRxcCgNyKbHwlZnGwOgiDH5Qff_ZMNeccouyU&s=MjpbsI315_0obfHR0rMa3SxS8MtGunXbnVT1jwSxI1Y&e=
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Administer_the_CSP/04_Set_up_Legal_Entities
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Administer_the_CSP/06_View_Remit-to_Information
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Administer_the_CSP/03_Manage_Merge_Requests
https://p.widencdn.net/asfvk2/Webinar-Coupa-for-Viasat-Suppliers-July-2019

Viasat Supplier Portals
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R —————
Viasat™' Supplier Portals

Coupa will be used for all indirect products and services. This is in addition to Oracle iSupplier, the
existing portal for direct materials.

If you provide Viasat indirect products and services only:
You will receive all POs via Coupa, and should invoice through Coupa electronic invoicing exclusively

If you provide Viasat direct products:
You will continue to receive POs via Oracle iSupplier, and should invoice as you always have, following
the instructions on the PO.

A small subset of Viasat’'s supply base will provide a combination of direct and indirect products and

services. In that case, kindly follow the instructions on your PO to invoice through the appropriate
channels.

Vlasatw‘ Viasat Proprietary 24



Vlasat“/ Supplier Portals

ORAC L & isupplier Portal

Oracle iSupplier is a central portal for our
suppliers to acknowledge purchase orders,
request changes to purchase orders, and/or
submit Advanced Shipment Notices for all direct
material purchase orders.

EBSTST R LN

Home | Orders | Shipments | Planning | Finance | Product | Assessments | Admin

search [PoNumber (V] | [so]
full List,
Subject Date
requi 24-)ul-2018 17:16:56
22-Jul-2018 14:53:31
Full List
PO Number Order Date
4 22-Jul-2018 16:44:32
4 20-Jul-2018 13:53:48
4 20-Jul-2018 10:02:55
4 20-Jul-2018 09:42:45
4 19-Jul-2018 14:32:45
h, - Shipments At A Glance
Full List |
it Number Packing Slip Shipment Date
1878052001 187B05ZF001 19-)ul-2018 13:53:34

Zyscoupa

Coupa is an electronic purchase order and
invoice management platform for all indirect
products and services. Suppliers can view,
manage & acknowledge purchase orders, create
invoices, and view payment status & details

£,zcoupa supplier portal GENDRY v | NOTIFICATIONS @ = HELP-
Home  Profile & Orders Service/Time Sheets  ASN Invoices ~ Catalogs  Add-ons  Admin
Orders Order Lines

Purchase Orders

Instructions From Customer

SHIPPING INSTRUCTIONS IF ‘THIRD PARTY BILLING' OR ‘COLLECT SHIPPING TERM IS NOTED ON PO: - For DOMESTIC/INTERNATIONAL shipments
UNDER 150 LBS use UPS ACCOUNT 0750X2 and applicable service level to meet delivery date. Do not use Next Day AM/Priority unless authorized by Viasat. «
For DOMESTIC shipments OVER 150 LES use UPS SCS FREIGHT ACCOUNT 705546174 using most economical service level to meet delivery date. » For
INTERNATIONAL shipments OVER 150 LBS AND NOT GOING OCEAN LCL/IFCL use UPS SCS FREIGHT ACCOUNT 705546174 using most econemical
service level to meet delivery date. - ALL OCEAN LCL/FCL SHIPMENTS contact GlobalL ogisti i om for routing i i

Click the == Action to Invoice from a Purchase Order

T r—" c—

PO Number Order Date  Status Acknowledged At Items Unanswered Comments Total Actions
I CPN503 07/01119 Issued None Custom sword design No 500.00 USD E%
CPN502 07/01119 Issued MNone 15 TUBE of Assorted brass tubing No 1,050.00 USD E%
CPN501 07/01/19 Issued MNone 10 Each of 10' Bars of Valyrian Steel No 5,000.00 USD E§E



Purchase Orders from Viasat

Oracle Purchase Order Example

Coupa Purchase Order Example

Rens Page
. w Standard Purchase Order o 1otz
Viasat! e e e
0z-JUL-2019
Supplier Infor rmation Ship To Infor mati ord** Ship Via *Urless noted dfferently 2 line item
WiaSat Inc, SG5 0rg 7S round 1B-UPS COLLECT # W2 430
725 Breddnridge Plaza Freight Terms
Duluth, A 30096 Calle
United States Delivery Terms
*™ Unless noted differenthy at line tem FCA (INCOTERMS 2010) - Sellers Premises
Paymert Terms Tax Permit
T Het30 SRFHEI00-200124
#ypplier Contact Supplier Email Erail Imwoicesto: Mailing Address:
— B 00 | | vesteguaston VS e
Supplier Fhione Adtn: Account Pavable
0 5155 ElCamino Real
Carkbad, CA 92008
ttem [ Part NumberDescrigtion/Re [ Pramise D [ Meed Dte Guartity [ UOM Unit Price | Total Line At [ Teable
1T iaSat Farwt I TZJULZ073 [=RPEE] B0 EACH || [ ] N
|
hdanufacturer: RENBRANDTINC AA0114 Status: Aucthre
Contract Nurmber DPAS Specisty Maals
M MNis

Total Crder value:
Total Open Value:

Unless othervise specified, any infor mation bel owpertsinsto all line items

Buyer's order & made on the edpress condition that the terme and con ditions set forth inthis purchase order, the sttachments thereto, and on the Viasat website at  hitps Mwow,vias at. coméE u ppli er-inform ation
(FRAICIOTE (Revised GA3190)) and Quality Provisions per P RODDS1Z (Revized 515190 apphy and such terms and con ditions shall corstitute the complete agreement betmeen the parties. Any proposal for
additional or differant terms or any attermpt by seller to vary, in amy degree, amy of the terme of this offerin sellers acceptancz is hereby rejectad. Homewer, this purchase order shall not operate a5 a rejedion of
seller's offer unless it cortaing variances in the terme of the deseription, quartity, price, or delvery s chedule of the goods. Hwou do not have access to the websie or desire a paper copy of the terms and
conditions, pleaze contact Viazats purchazing department at 760 762200,

** NOTE: CARLSBAD SHIFMENTS OWLY: Carksbad Receiving location i moving. Effedive honday hay 20th, all shipments scheduled to ship to Carlsbad need to be re-directed fo the follwwing location:
2425 Towwn G arden Road, Carlsbad, CASZ00A(BId EZ). Flease Update vour Wiasat account records accordingly.

SELLER WUST PROMVIDE THE FOLLOMWING INFORMATION FOR EACH SHIPMENT:
Label Outside Of Bo to Include:  Addressed to Wiasat Receiving; Furchase Order #

Padiing Slip And'Or Product label to include:  Purchase Order # ASH # (if applicable); P acking Slip Number; Ship [ ate; Wiasat P/N; Manufacturer PYH (if applicable); Manufacturer Lot Number (if applicable),
Serial # (if applicable), Qty Shipped; Date CodefBxp. D ate (i applicable)

Irfarmation on the Padding Slip or Productzhould be barcoded using Code 30 or Code 122 barcoding standards.

Vlasat,M

VTaEss;t"' Viasat Inc. Purchase Order #CPN503

Acknowledge PO Add Comment

zscoupa

Login
Viasat Inc.
PURCHASE ORDER
Gendry's Smith Shop PO NUMBER CPN503
210 Flea Bottom DATE 07101119
Kings Landing, PAYMENT TERMS Net 45 . N
Atin- Gendry Barathean SHIPPING TERMS FCA (Third Party Billing)
gendrysmithshop@gmail.com CURRENCY usD
CONTRACT
CONTACT Gilly Craster
X_Gilly@viasat.com
Ship To Bill To
Viasat Inc Viasat Inc
2040 E Technology Circle 6155 El Camino Real test
Tempe, AZ 85284 Carlsbad, CA 92009
United States United States
TEMPE 2040 Aftn
Attn: Gilly Craster

Line Description Qty Unit Price Total

1 Custom sword design 500.00 500.00
Need By: 07/19/19

Taxable: No
500.00 usD

SHIPPING INSTRUCTIONS IF ‘THIRD PARTY BILLING' OR ‘COLLECT' SHIPPING TERM IS NOTED ABOVE:

» FOR DOMESTIC/INTERNATIONAL SHIPMENTS UNDER 150 LBS use UPS ACCOUNT 0750X2 and applicable service level to
meet delivery date. Do not use Next Day AM/Priority unless authorized by Viasat.

FOR DOMESTIC SHIPMENTS OVER 150 LBS use UPS SCS FREIGHT ACCOUNT 703546174 using most economical service
level to meet delivery date.

FOR INTERNATIONAL SHIFMENTS OVER 150 LES AND NOT GOING OCEAN LCL/FCL use UPS SCS FREIGHT ACCOUNT
705546174 using most economical service level o meet delivery date.

ALL OCEAN LCL/FCL SHIPMENTS contact Globallogistics@viasal.com for routing instructions




Contact Info
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Who to contact for what

l

Nature of your question Who to contact

Onboarding on to the CSP

Login issues or other technical issues with CSP

General information about Coupa and the CSP
Questions regarding your PO

Regarding your contract

Vlasatw"“

CoupaQuestions@viasat.com

supplier@coupa.com
or
use the Supplier Support Chat window

https://success.coupa.com/Suppliers/For Suppliers

The person making the request

Your Viasat Procurement POC


mailto:CoupaQuestions@viasat.com
mailto:supplier@coupa.com
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Get_Started_with_the_CSP/Navigate_and_Get_Help
https://success.coupa.com/Suppliers/For_Suppliers

