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1. Introduction to CLM




1. Introduction to CLM

Coupa CLM (Contract Lifecycle Management)
manages the entire contract lifecycle, from
creation to collaboration, negotiation, electronic
signature, storage and operationalisation of
contracts

It includes the operational and repository side of
the contract (sometimes called Coupa Core or
Coupa Enterprise) as well as the collaboration,
authorisation and signature side (sometimes called
Coupa Contract Collaboration, or CCC)

Does your contracting process look like this?
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1. Introduction to CLM

ATR sends
you a

contract for
review

You review the
contract and

propose
changes

ATR analyses
the changes
and proposes
a new version

You accept the
new version

ATR sends you
a final version
of the contract

Signing the
contract




2. Collaborating in the creation of a contract



2. Collaborating in the creation of a contract

GIE ATR vous invite a negocier le contrat / GIE ATR invites you to negotiate the contract MSA -
RI74/8544 o iosion »

'&, Marie Garate (R1) via Coupa Comtract Lifecyclo Management <20 ocr iyl e

The ATR buyer in charge of your
contract will draft an agreement

on Coupa and will send you an e-
mail notification inviting you to SN
negotiate and collaborate on the s

contract.

ATIK

TEST

Cher Fournisseur,

Dans le cadre de la mise en place de Coupa, Ia plate-forme en ligne choisie par ATR pour 1a
Digitaktsation des interactions avec ses fournisseurs, les contrats sont désormals négockés au travers
gde cet outll

1. From the invitation received
from ATR click on “Open mmmnequemetesmnaparleGlEATRamooenecomratenoqetau
Contract” ’tO Open the Contract Afin de cémarrer ka négoGiation, merci 0e Chquer sur e en qui 3pparait én bas de page

Un manuel utissateur est 3 votre disposition via un sen EURL pour vous akder 3 naviguer et interage
pariners!

avec loudl et votre point focal ATR | hittps /iy 34-3rcraft convsuppliens-
. . SI ce n'est 08)a fan vous Serez amenés a Créer un compie sur le portai fournisseur COUPA qui vous
2. Click on the “Edit document” permeta de Soumeffe v donnces. O SUVTE I IOcESsLS O Négociaton e vakdation e de Chaer
button -> then C"Ck on Le portail fournisseurs 6¢ Coupa est entidrement gratull, son instatation est rapide. Pour en savoir

“Download for Edit” to edit it.

Open the downloaded file. | Download for Edit |

‘\ Download Read Only ‘

Click below to view and edit this contract:

Fields 70
o
Messages
You can access the contract any time with this link: )
Full History

https://atr-test-ccc.coupahost. corm/contracts/bscon/invites/186d69b954301ebeTaech97e372c9a93




2. Collaborating in the creation of a contract

Fla  Home Insert Draw Design  Layout  References  Malings  Review  View  Deweloper  Halp O Commants m
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7 Mot et Unteitricted = Corfidertal = Foghly Cantafential = Rettriched
COMNTRAT CADRE

DE PRESTATION RELATIF A IT Services

3. Make any necessary changes P
to the Word document and
leave comments directly in
Word if you need to.

Entre

AVIONS DE TRANSPORT REGIONAL, GIE

Caution! The document is in
Track Changes mode so that the
buyer can review your changes.

Nouveau test guide utilisateur CLM — ajout de phrase en tant que

(la « Date d’Entrée en Vigueur ») :
fournisseur.

ENTRE :

AVIONS DE TRANSPORT REGIONAL GIE, un "Groupement d'intérét Economigue” dont le sigge social est 1, allée Pierre
MNadot 31712 Blagnac Cedex, France, immatriculé au Registre du Commerce et des Sociétés de Toulouse sous le numéro
n"323 932 236,

Toute modification

Représenté par JEREMIE GARCIA agissant en sa gualité de PROCUREMENT,

[ci-aprés désigné « ATR »),

AR A LRI SRS - e EPRRLAT o s Ao Sfh o o I8 ooa —Zalld oL BACEEOAT E R S0 GCTIENEE R AT ST T

age3of13 3791 words [§} (g Display Settings [, Focus -t 9%



2. Collaborating in the creation of a contract

L) Locked by You Cancel Lock

Download

4. Save the document

and return to Coupa.

Compare Versions

5. Click on “Upload” and “Upload my
changes” and then upload the newly
modified contract.

Fields

! After loading the contract, the pop-up DOCUMENT UPLOAD
window remains displayed for a few
seconds. Do not click twice on “Upload
my changes”.




2. Collaborating in the creation of a contract

ATR can also send you documents attached Parties
to the contract.
ATIR
6. Scroll down the sections on the right, and GIE ATR
click on each annex to download it.

7. Go through the annexes and if necessary CLM Supplier
make changes and comments as you did for
the main contract. Invite Colleague

8. If you have made changes to an annex

document, return to the Contract Options

section and then Attach File and load the ATTACHMENTS
Word document.

Caution! Do not delete the old version of the L Annexe 2.doo x

annex in Coupa.

s+ Contract Opticns -

Attach File

Cancel Contract

Export Data to C5V



2. Collaborating in the creation of a contract

If the contract is also to be reviewed by a colleague from
another department, you should invite them to collaborate on
the contract.

» Click on button and after entering the

name and email address of the recipient, click on the “Ask
to” button and then “Review”.

» Type the message for your colleague and make sure you
share this guide with them too. Click on “Ask to review”.

If you don't need to invite a colleague, don't do these actions,
but instead go to the next slide.

INVITE o

Message to Invitee

Parties
AT GIE ATR
CLM Supplier
Invite Colleague
Parties
ATIR

Antocine Grevet (Legal)

demoemail@demo.com

GIE ATR

Ask to =

Review




2. Collaborating in the creation of a contract

Parties
sl GIE ATR
If the contract is to be reviewed by a third
party (a company you have hired for legal THALES
advice, etc.) Invite Colleague
Click on “Invite Other Party” and then fill -
in the contact details. S S
Invite Other Party prne Last Name
Type the message for your correspondent
and make sure you share this guide with inala costinas omueres 043z 410Gl com
them too. Click on “Send”.
—
If you do not need to invite a third party,
do not do these actions and go to the next
slide the next slide.

Message to Invitee

Test

This message will also be visible to all members of this contract.

[0 Save as template




2. Collaborating in the creation of a contract

9. Once the contract is ready, click on A :
the “Send to Counterparty” button. Locked by CLM Supplier

10. Please close the contract window Edit Document v
once you have finished reviewing it. As

Coupa does not allow simultaneous
editing, you are in danger of preventing Send to Counterparty
other collaborators from working on the

contract.

Compare Versions



3. Second round of collaboration
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3. Second round of collaboration

1. From the new invitation to
evaluate, click on “Open
contract” to open the contract.

2. Click on the “Edit document”
button -> Then click on
Download for Edit to modify it.
Open the downloaded file.

3. Make the necessary changes

4. Save the document and
return to Coupa

Click below to view and edit this contract:

MSA - RIT4/8544

You can access the contract any time with this link:

Open Contract

https-/atr-test-coc. coupahost. com/contracts/bscOndinvites/186d69b994301e8e7aech97e372c9a93

Edit Document A

‘ Download for Edit ‘

‘. Download Read Only ‘

Fields 70

Messages

Full History

Ce Contrat Cadre de Prestati

(la « Date d’Entrée en Vigueur ») : Nouvelle phrase ajouté par le fournisseur.

signé le 27 September 2022




3. Second round of collaboration

O Locked by CLM Supplier

. p » &-Lacked by You Cancel Lock
5. Click on “Upload” and Edit Document -
Upload Download

upload the recently
modified contract Send to Counterparty

6. Review the annexes as

well, as shown on slide 10 Compare Versions

Compare Versions

7. Click on the “Send to
Counterparty” button. Fields

Messages

Full History



4. Final version and signature of the contract
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4. Final version and signature of the contract

Ul LU ILALL UIE 1ULdl PUITIL UL TGS U IS GUEIU AL,
Cher fournissedur,

You may be involved in several rounds of

negOtiationS’ but the buyer will prOVide Veuillez noter que cette version du contrat est la derniére. Elle sera soumise pour approbation interne

you with a read—only copy of the finalised avant de vous étre renvoyée pour signature.

contract once it is complete. Veuillez ne plus apporter de modifications au contrat. Si vous avez besoin d'informations

supplémentaires, veuillez nous contacter par le biais de I'option Messagerie.

YOU WI” receive a new notlflcatlon and Click below to view and edit this contract:

you can click on “Open Contract” but the

new page will only have one option, MSA . RI74/8544
“Download Read Only”.

You can download and read the contract, You can access the contract any time with this link:

but if you need to tell your buyer https://atr-test-ccc. coupahost.com/contracts/bscOn/invites/186d69b994301e8e7aech97e372c9a93
anything about the contract, please use

the Messages.

- Download Read Only

Compare Versions

Messages

Full History



4. Final version and signature of the contract

Once all changes to the
contract are accepted, ATR
will send you a notification
to sign the contract
through DocuSign.

[External] Le contrat MihaTest 'MihaTest’ nécessite une action de votre part
€ Reply | %3 Reply Al

DocuSign Demo System <dse_demo@docusign.net=
To @ Aluas, Mihaela

@ If there are problems with how this message is displayed, click here to view it in a web browser,
Click here to download pictures, To help protect your privacy, Qutlook prevented automatic download of some pictures in this message,

This message is from an EXTERNAL SENDER - be CAUTIOUS, particularly with links and attachments.

—» Forward

Thu 12/22/20

o

|z| Right-click or tap
e T

mihaela costinas sent you a document to review and sign.

REVIEW DOCUMENT

mihaela costinas
mihaela.costinas@accenture.com

»



5. Locked contract
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5. Locked contract.

Be aware that after you have sent your

proposals to modify the contract the
client will take time to analyse
everything.

O) Locked by GIE ATR

This is why you will see the hourglass
icon in orange, but also note that the

draft will be locked.

| Commented [PPA1]: Test guide utilisateur GLM - ajout de Finish Review
commentaire

You will not be able to make any | e R e s oaelout de ]

changes until the new version is sent by

ATR.
=

Reviews in

progress

Nf~mbiarima DA im Al




6. Errors in uploading the contract
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6. Errors in uploading the contract

It may happen that after uploading the file you get the message “Upload successful, but we found
1 error in your fields” - if this is the case please:

Summary Agreement tems Preferences

Upload successful, but we found 2 errors in your fields. Please fix them in the Fields menu before proceeding. X




6. Errors in uploading the contract

. ; . 3 Different instances X
If you encounter this problem View Approval Chain of the field 'Confract
you can correct it in the E Supplier Display Name'
following way: have inconsistent
Reviews in values: Fournisseur
. L ' progress Demo 4, Fournisseur
1. CIICk on FleldS on the Demo 5, Fournisseur

Demo 4, Fournisseur
Demo 4, Fournisseur
Demo 4, Fournisseur

right-hand side of the page. Negotiation Rounds

2. You will see the error (or
errors) in red.

Compare Versions Demo 4

Fields 70

Explanation: For this training, Different instances X
we have changed the name of of the field 'Contract
the 'Demo Provider 4' to 'Demo Messages Effective Date’ have
Provider 5'. We have also Efrtsaﬁtesrl;v;';;;
changed a date pre-filled by Attach Executive Summary Februag 6th, 2023

ATR.



6. Errors in uploading the contract

3. Find the file you just uploaded and edit it again to
restore the original values.

FOURNISSEUR DEMO 5, SAS de droit FRANCE, dont le si¢ FOURNISSEUR DEMO 4, SAS de droit FRANCE, dont |
BUILDING PARIS SUPPLIER PRIMARY ADDRESS ST BUILDING PARIS SUPPLIER PRIMARY ADDRESS
Commerce et des Sociétés sous le n"CONTRACT SUPPLIE Commerce et des Sociétés sous le n"CONTRACT SUPP

) est signé le February 8th, 2023 (la ») est signé le February 6th, 2023 (la



6. Errors in uploading the contract

4. Upload again. You will no longer see the error

message.

summary Agreement tems

« Prix »

“Retard Excusable”

« Taxe »

Preferences

SPELIIYUED PIUPIEDS d SUMN IUETILLE PRYSIYuUE, Prysivivgiyue, Beneuyue, psyuinyue,
économique, culturelle ou sociale ;

désigne le prix du Livrable, tel qu’annexé au Contrat Cadre et/ou aux Conditions
Spécifiques, selon le contexte, et comprenant des grilles tarifaires et les modalités de
réalisation du Livrable, y compris tous frais et services ;

a le sens défini a I'Article 16.1 "Retard Excusable" ;

désigne les impots, retenues a la source, cotisations, taxes, droits d'enregistrement,
droits et/ou taxes de toute nature, y compris notamment la taxe sur la valeur ajoutée
(TVA), la taxe sur les biens et les services (GST), droits de douane ainsi que les
pénalités, amendes ou intéréts y afférents, qui sont imposés, retenus ou percus par
toute autorité fiscale ou nationale ou par tout autre organisme gouvernemental, en
relation avec |'objet du Contrat.

Par souci de clarté, est exclu toute taxe due par une Partie, conformément a la Loi de
la juridiction fiscale ou elle exerce I'activité relative a I'objet du Contrat, imposée sur,

DOCUMENT UPLOAD

& Upload my changes

. O Locked by GIE ATR

Edit Document -

View Approval Chain

X

Reviews in

progress



7. Comparing versions
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7. Comparing versions

Click on the Compare Versions button in the right-hand
panel to open a page where you can select the versions to
be compared. For each version, you can see who checked
a particular version and at what time. If you choose to
compare non-consecutive versions, you will see all
changes made between the two versions.

Edit

Deleted text is displayed in red, additions are displayed in ](—\ New contract for authoring

/

green . Version 4- Nov 12 2019 @ 3:50 Contract manager |~ 19 Version 7 - Nov 12 2019 @ 4:25 PM - Cory Espinoza

Agreement for editing online
This agreement made on june38July 9, 2020 between

! Suppliers can only see versions that have been saved

(1) Buyer Campany; and

after being invited to the review cycle.



y !

8. Messages



Purchasin

8. Messages g function

Negotiation Rounds
f.:mpsrs Versions

Fields

Click on the Messages button to the right of the [ |

Contract: ttach Executive bummal",'
In the window that appears, choose to send a
message to everyone, to members of your
organisation or to specific recipients.
Everyone ﬂ Type to leave a message “

You can send three types of messages:

. o + Message Marie Garate (RI) 42 minutes ago
» Everyone: All parties who can see this contract Cher fournisseur, )

Veuillez noter que cette version du contrat est la derniére. Elle sera soumise pour approbation interne avant de vous étre

at the time of sending the message can see the renvoyeée pour signature.

Veuillez ne plus apporter de modifications au contrat. Si vous avez besoin d'informations supplémentaires, veuillez nous
contacter par le biais de I'option Messagerie.

message.

> Specific persons (+Message) : Only the people

you specify can see the message.



9. Uploading the insurance certificate
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9. Uploading the insurance certificate

ATR will req uire your insurance certificate 3 Furielpuisimliduoiris-e e e

during contract negotiations.

When this certificate expires, ATR will
contact you via a specific form that you
will have to fill in.

So, after a certain period of time, you will

receive an e-mail notification inviting you

to fill in a form.

Click on one of the two buttons:

« Join and Respond (you can log in or
connect to CSP - Coupa Supplier Portal)

« Respond without joining (you do not
need to log in to CSP to answer the form)

Pawered by £, :COUPA

ATIR

GIE ATR Profile Information Request - Action Required

Cher fournisseur,

GIE ATR vous demande de fournir des informations sur votre entreprise au format
électronique pour prévenir la perte de documnents et vous garantir un paiemant dans les
délais. Ces informations sont gérées avec Coupa, la plateforme choisie pour la gestion des
dépenses. Répondez ci-aprés dans les prochaines 48 heures pour fournir ces informations.

Remarque : 'absence de transmission de ces informations dans les délais peut impacter
votre capacité a faire des affaires et a &tre payé. Prévenaz-nous si vous ne pouvez pas
transmettre ces informations pour quelque raison que ce soit.

Bienvenue |

Miha Aluas
GIEATR

Join and Respond Respond Without Joining




9. Uploading the insurance certificate

Fill in the editable fields and then click on
“Submit for approval”.

Informations
Fournisseur

Nom du Fournisseur /
Supplier Name

Reference du Contrat /
Contract Number

Nom du Contrat /
Contract Name

Date debut / Start Date
Date fin / Expiry Date

Piece Jointe /
Attachment

Description

CLM Supplier

CLM Supplier

Aucun(e)

Aucun(e)

Choose File | No file chosen

Refuser

Enregistrer

Soumettre pour approbation




