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Scop

Acest ghid va fi folosit de noii furnizori care vor lucra cu AECOM si de potentialii furnizori care ar putea furniza
bunuri sau servicii catre AECOM.

* Atunci cand AECOM trebuie sa valideze noi furnizori potentiali, trebuie sa ne asiguram ca indeplinesc
asteptarile AECOM si, pentru a face acest lucru, folosim Coupa Risk Assess (CRA) pentru a efectua o
parte a procesului nostru de evaluare a riscurilor.

* Potentialii furnizori noi vor primi mai multe e-mailuri de la Coupa, care i invita sa-si creeze un contin
Coupa Risk Assess, care le permite apoi sa completeze un chestionar.

* Acest chestionar adreseaza mai multe intrebari despre organizatia dumneavoastra. Acest ghid explica

pasii necesari pentru a crea un contin Coupa Risk Assess, completand si trimitdnd un Chestionar de risc
inerent (IRQ) .
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Crearea unui cont in Coupa Risk Assess

1. Un manager de proiect sau un delegat al acestuia de la AECOM va initia procesul de configurare in Coupa.

Vei primi:

Un e-mail care arata numele dvs. de utilizator si un
link pentru a accesa Coupa Risk Assess, impreuna
cu un e-mail de contact in cazul in care aveti nevoie
de asistenta pentru a obtine acces.

Powered By {;}coupa

Un al doilea e-mail cu un cod de
autentificare Coupa Risk Assess.

Powered By g;}cou pa
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A Coupa Risk Assess account has been created for you

Dear

A Coupa Risk Assess account has been created for you
C Your Username is: !
uthentication code provided in a separate email with ]

subject "Your Coupa Risk Assess authentication code" to login fo Coupa Risk Assess.

A=COM

Your Coupa Risk Assess authentication code

hitps-//rportaltest hiperos.com/External/_si7314?xS=9GZi0VgKJJxrFWIY2EN04%2FHY
2FDGTs/mdEShstcbosIHGCs08HZo0Tbh2WKDShegpoU%2F %
2B5Y0nvzBhAojEY20sGCBfeMDDg8nzv38cgl boYiFyTWIAAGVYZE TPINwynaruHbvX %
2B7dUdDxxWh14p5gTk9i4DOrVTKRIh9gXX%2F6Vxmu0ql76a0yZU2VDPVb%
2BKlgolWz3aS7psk%3D

Dear

Enclosed is the authentication code needed to login to the Coupa Risk Assess system

[(0ur authentication code is: m]

Alink to login was sent to you in a separate email. Please refer to that email for instructions
on using your authentication code to login fo your Coupa Risk Assess account

2. Faceti clic pe linkul din primul e-mail si cand vi se solicita
introduceti codul de autentificare din al doilea e-mail (Sfat:
copiati codul de autentificare si inserati-lin caseta
Introduceti codul, asa cum se arata mai jos).

Zscoupa

Enter Your Authentication Code

Enter Code: Continue
Ertry g o ancitiva

Request a new code

3. Raspundeti laintrebarea de securitate si selectati
Continuare.
4. Creati o parola si confirmati-va parola.

Aceasta finalizeaza configurarea contului.
Nota: Linkurile trimise de la Coupa vor expirain 24 de
ore, asa cava rugam sa parcurgeti prompt pasii de
mai sus sau ,,Solicitati un nou cod” facand clic pe

linkul de mai sus. E)\ aecom.com



Logging in to Coupa Risk Assess (Changing language if required)

Folosind numele de utilizator si parola pe care tocmai le-ati creat, va veti putea conecta la Coupa Risk Assess.

Zcoupa

[Sign In

|

Forgot username?

\_

Forgot password?

J

Now Usrs: Piaae ratriave your Usar Aama ans Smporary passwerd rom yaur email SConunt or contact your erpanzation's Coupa Risk Asseas Ssministratar for frhar instructions.

Welcome to Coupa Risk Assess, your solution for third-party management.

SPEND MANAGEMENT

coupa__

Learn more at Coupa University

It's time for organizations across all industries
to manage and control all of their business
spend. To do this, Coupa set out to build the
most comprehensive suite of Business

Spend Manag t (BSM) applications ever
created, with the most open cloud-based
and an ease of use

for administrators, employees, and suppliers.

Unauthorized sccass s pronibited

zEcoupa

Business Spend Management

2.Sub Cultura,
selectati limba
aleasa sifaceti
clic pe Salvati
modificarile.

General Settings

I

- General Setting
Security Settings
Update your general account s
Contact Information
Group Membership
User profile updated!
System Settings

Username
Out of Office Settings

Document Locker Company Name

Italian

Japanese
Korean

Latvian
Lithuanian

Malay (Malaysia)
Norwegian
Polish

Portuguese (Brazil)

Company Ti P (Portugal)
Russian
Prefix | Serbian
Serbian (Cyrillic, Serbia)
Name* | Serbian (Latin, Serbia)
Sinhala
Title | sjovak
Slovenian
Email Spanish
Spanish (Spain)
Culture  English
Results Per Page " 10 Max. 100

1. Daca doriti sa schimbati limba in Formularul Coupa de Evaluare alriscului, accesati Profil, in dreapta sus:

A=COM
#

s P

Profile

SD

Action ltems  Personal

Evaluations:

Approvals:

Workspaces: R Portal»

Action Plans:

= wbcker [

Last Login: 2/24/2025 12:22 AN

Terms of Use

Sign Out

Save changes

E;‘ aecom.com

Cancel




Opening the Risk Questionnaire (1 of 2)

Folosind numele de utilizator si parola pe care tocmai le-ati creat, va veti putea conecta la Coupa Risk Assess.

1. Odata accesat, selectati “Evaluari ” pentru a vedea toate Chestionarele de Risc in asteptare de completare.

Elemente de actiune Widgeturi

Aprobari: Planuri de actiune:

Evaluari:

0 Intarziats Afizare 0 Neinceputa Afisare

0 intarziata Alfisare

1 Scadenta s3ptdmana aceasta Afisare 0 Necesita actiune Afisare 0 in derulare Afigare

0 Scadenta ulterior Afisare 0in agleptare Afizare 0in agteptarea aprobarii Afisare
Afigare totala Afizare evaludni inchise Afigare totald Afisare aprobar inchise Afisare lotala Afisare planuri de acliune inchise

Evaluari: Scadentd saptamana aceasta

Nume Frecventa Data de incepere Context Data scadenta Actiune

@

International IRQ One Time 17.03.2025 OFFICE TECHNOLOGY SRL Neinceputa 27.03.2025 4
Vizualizare

"R n [ 1—1din 1 elemente
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Opening the Risk Questionnaire (2 of 2)

2. Veti putea vedea Chestionarul de Risc care asteapta completare. Daca se intarzie completarea Formularului de Risc,il veti putea accesa
ulterior in categoria “Scadent Saptamana Aceasta” sau “Intarziat”

3. Selectati iconita Creion" sub “Actiune” pentru a deschide formularul de risc.

Elemente de actiune Widgeturi

Aprobari: Planuri de actiune:

Evaluari:

0 intarziats Afisare 0 Intarziata Afisare 0 Neincepuia Afisare
1 Scadenta saptdmana aceasta Afisare 0 Necesita actiune Afisare 0 in derulare Afisare
0 Scadenta ulterior Afisare 0in agleptare Afisare 0in asleptarea aprobarii Afisare
Afisare lofald Afizare evaludri inchise Afigare totald Afisare aproban inchise Afisare lofala Afisare planuri de acliune inchise
Evaluari: Scadenta saptamana aceasta
A

Frecventa Data de incepere Context Data scadenta Actiune

® ® 2 e ® ® N

£
Vizualizare

[CI] n L] 1—1 din 1 elemente

e\ aecom.com

International IRQ One Time 17.03.2025 OFFICE TECHNOLOGY SRL Neinceputa 27.03.2025



Completing and submitting the Risk Questionnaire

3. Completati toate sectiunile inainte de a completa Declaratia si de a trimite chestionarul.

Evaluation

rtermational IRQ [France-E2E-Test-21-Ju] - Onetime - Period Start 22 Jul 25

© TPRM_AECOM

@ Service | Product Selector

— Nota: Unele intrebari sunt ,,situationale” si pot varia, in

100 Selacton of Sarvies Types. When sading your core Servics Types, please selact s maximum of 3 Sarvice Typas(s) that your fm provides. To sdd multiple options salect the Senvics Typs from the lafband eclumn and use the 3> 15 50d your salected values

functie de evaluarea bunurilor sau serviciilor pe care

“ Aecom le va achizitiona de la un furnizor . De exemplu,
- | daca furnizati servicii la nivel de santier, ca si
subcontractor, veti primi un chestionar amanuntit in
comparatie cu un furnizor de papetarie si birotica.
4. Dupa ce ati completat toate sectiunile si ati Authorization Required
trimis chestionarul, selectati Accept. ) cortify thet all information that| have provided s vall

Nota: Daca vreo sectiune obligatorie nu a fost

completata, va aparea un avertisment si nu veti

putea trimite chestionarul pana cand nu au fost

fécute toate co I’eCtiile Evaluation is incomplete!

« Components require a response on line(s): 13.12

6‘ aecom.com



Ce se intampla in continuare

Dupa trimiterea raspunsurilor, AECOM va evalua rdspunsurile dumneavoastra. In functie de rezultatul acestei evaluéri,
AECOM poate solicita informatii suplimentare de la organizatia dvs., pe care le veti putea face prin link-ul trimis de
AECOM.

Daca toate raspunsurile sunt aliniate cu cerintele AECOM, AECOM va aproba trimiterea dvs. si veti primi un e-mail care
confirma ca informatiile dvs. au fost trimise cu succes. Daca exista probleme cu trimiterea dvs., un membru al echipei de
gestionare a riscurilor tertilor din AECOM va contacta pentru a rezolva orice problema.

Odata ce toate detaliile bancare necesare au fost puse la dispozitie si validate de AECOM, veti putea incepe tranzactiile cu
AECOM. Veti putea tranzactiona utilizand Portalul Furnizorilor Coupa (CSP), care include urmarirea in timp real a PO-
urilor, starea facturii si plata prin CSP. AECOM colecteaza informatii bancare utilizand CSP, pentru care veti fi primit un e-
mail separat prin care vi se solicita sa va alaturati si sa raspundeti la CSP.

Mai multe informatii si cum sa utilizati Portalul pentru furnizori Coupa pot fi gasite aici .

Pentru informatii suplimentare despre cum sa deveniti furnizor pentru AECOM, va rugam sa vizitati pagina

Daca aveti nevoie de asistenta pentru a completa chestionarul AECOM, va rugam sa trimiteti un e-mail la
supplier@aecom.com Si cineva va va contacta pentru a va oferi asistenta.

6' aecom.com
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Purpose

This guide is to be used by new suppliers that will be working with AECOM and prospective suppliers who
may be providing good or services to AECOM.

« When AECOM needs to validate potential new suppliers, we must ensure they meet AECOM
expectations and to do this we use Coupa Risk Assess (CRA) to perform part of our risk assessment
process.

» Potential new suppliers will receive several emails from Coupa inviting them to create an account in
Coupa Risk Assess which then allows them to complete a questionnaire.

» This questionnaire asks several questions about your organisation. This guide explains the steps
required to create an account in Coupa Risk Assess, completing and submitting an Inherent Risk
Questionnaire (IRQ).

6' aecom.com



Setting up an account in Coupa Risk Assess

1. A Project Manager or their delegate from AECOM will initiate the set-up process in Coupa.
You will receive:

One email showing your Username and a link 2.Click on the link in the first email and when prompted

to access Coupa Risk Assess along with a enter the Authentication Code from the second email (Tip:
contact email should you need support getting copy the authentication code and paste it in to the Enter
access. Code box as shown below).

Powered By {;}coupa

Zcoupa

A second email with your Coupa Risk
Assess authentication code.
Powered By {;}('.Ol.lpa

A=COM

A Coupa Risk Assess account has been created for you

Enter Your Authentication Code

Enter Code: Continue
Ertry g o ancitiva

Request a new code

Dear

A Coupa Risk Assess account has been created for you
C Your Username is: !
uthentication code provided in a separate email with ]

subject "Your Coupa Risk Assess authentication code" to login fo Coupa Risk Assess.

A=COM

Your Coupa Risk Assess authentication code

hitps-//rportaltest hiperos.com/External/_si7314?xS=9GZf0VgKJJxrFWIY2EN04%2FHY
2FDGTs/mdEShstcbosIHGCs08HZo0Tbh2WKDShegpoU%2F %
2B5Y0nvzBhAojEY20sGCBfeMDDg8nzv38cgl boYiFyTWIAAGVYZE TPINwynaruHbvX %
2B7dUdDxxWh14p5gTk9i4DOrVTKRIh9gXX%2F6Vxmu0ql76a0yZU2VDPVb%
2BKlgolWz3aS7psk%3D

3. Answer the Security Question and select Continue.
4. Create a Password and confirm your Password.

Dear

Enclosed is the authentication code needed to login to the Coupa Risk Assess system

[(0ur authentication code is m]

This completes the account set up.

Alink to login was sent to you in a separate email. Please refer to that email for instructions
on using your authentication code to login fo your Coupa Risk Assess account

Note: Links sent from Coupa will expire in 24
hours so please complete the above steps
promptly or ‘Request a new code’ by clicking the

link above. E)\ aecom.com



Logging in to Coupa Risk Assess (Changing language if required)

Using your Username and the Password you just created you will be able to log in to Coupa Risk Assess

£rcoupa

Norwegian

Welcome to Coupa Risk Assess, your solution for third-party management. 2. U nder CU |tu re, SeleCt

Paolish
General Sett.ng! Portuguese (Brazil)

Security Sett
you r Ch Ose n ecurity Settings Update your general account s Portuguese (Portugal)
’ Slgn |I'l \ Contact Information Romanian
COUPA BUSINESS H )
SPEND MANAGEMENT Iang uage and click Group Membership Usermame | RUSS
Serbian
i .
er name | It's time for organizations across all industries LEQHF)..E! ..... Save Ch an g es. Sysiem Setings Company Name | Serbian (Cyrillic, Serbia)
i Serbian (Latin, Serbia)
Forgo! username? to manage and control all of their business ) i QOut of Office Settings
e Learn more at Coupa Universi .
| spend. To do this, Coupa set out to build the P y Company Timezone  sinhala
| et - ive suite of Busk Document Locker Slovak
Forgot passwiord? Spend Management (BSM) applications ever . lsrouenian
m created, with the most open cloud-based il
hitecture, and an lieled ease of use - L Spanish (Spain)
\ ) for ors, employees, and suppli | Syedich
Title |Tha|
| Turkish
Email * Ukrainian (Ukraine)
Vietnamese
Vietnamese (Vietnam)
Now U20rs. PIO00 FBInave youf LAe! ASTG SNG ImOOrary PATAWOrT MO your EMmall SCOoUM O CONLICT yOur GO 210N s Couns Rk ARLESS SATINIIralos 1or Lrnar iINTructions. UNJuIROAIes 36Cets B Pronbisd. -
Culture | English v
i’ Results Per Page* 10 Max. 100
s,scoupa

Business Spend Management

1. If you wish to change the language in Coupa Risk Assess: Go to Profile, top-right

AZCOM s P
#

Profile

SD

= wbcker [

Workspaces: R Portal»  Last Login: 2/24/2025 12:22 A\ E
Terms of Use

Sign Out
Actionltems  Personal

Evaluations: Approvals: Action Plans:

12 E)\ aecom.com




Opening the Risk Questionnaire (1 of 2)
Using your Username and the Password you just created you will be able to log in to Coupa Risk Assess.

1. Once logged in, select “Evaluations” to see any Risk Questionnaire awaiting completion.

Action ltems

VU v B

Evaluations Approvals Action Plans
1 0 0

6‘ aecom.com



Opening the Risk Questionnaire (2 of 2)

2. You will see the Risk Questionnaire awaiting completion. If completing the IRQ is delayed, you will be able to access it under “Due This

Week” or “Late”

3. Select the ‘Pencil’ icon under “Actions” to open the Risk Questionnaire.

orks|
Action It
0 1 v E
Approvals Action Plans
Late Due Later
0 0
Q
Nam: Periodicity Start Date Context Status Due Date Action Status
International IRQ One Time 0712272025 France-E2E-Test-21-Jul Not Started 08/01/2025

6‘ aecom.com



Completing and submitting the Risk Questionnaire

3. Complete all sections before completing the Declaration and submitting the questionnaire.

Evaluation

rtermational IRQ [France-E2E-Test-21-Ju] - Onetime - Period Start 22 Jul 25

o econ Note: Some questions are ‘conditional’ and may vary based
- o on AECOM'’s assessment of the goods or services we expect

100 Selacton of Sarvies Types. When sading your core Servics Types, please selact s maximum of 3 Sarvice Typas(s) that your fm provides. To sdd multiple options salect the Senvics Typs from the lafband eclumn and use the 3> 15 50d your salected values

to purchase from a supplier. For example, if you provide
a subcontract, site based services, expect to receive a more
S comprehensive questionnaire than a supplier providing office
stationery.

nn

© 0 © 00 0 00 0 0O © 0 O O
m o o MmO g mmIT MmO 5T T
ks £ b

4. Once you have completed all sections and submitted  Authorization Required
the questionnaire, select Accept.

| certify that all information that | have provided is valid
Note: If any mandatory sections have not been completed
a warning will appear and you will not be able to submit
the questionnaire until all corrections have been made

Evaluation is incomplete!
« Components require a response on line(s): 13.12

6‘ aecom.com



What happens next

After submitting your responses, AECOM will evaluate your answers. Depending on the outcome of this evaluation,

AECOM may request additional information from your organisation which you will be able to do by via the link sent to
you by AECOM.

If all responses align with AECOM'’s requirements, AECOM will approve your submission, and you will receive an
email confirming your information has been submitted successfully. If there are any problems with your submission a
member of the Third Party Risk Management team in AECOM will be touch to resolve any issues.

Once all the necessary banking details have been made available, and validated by AECOM, you will be able to start
transacting with AECOM. You will be able to transact using Coupa Supplier Portal (CSP) which includes real time
tracking of PO’s, invoice status and payment via CSP. AECOM collects banking information using CSP, for which you
will have received a separate email requesting you to Join and Respond to CSP.

More information and how to use Coupa Supplier Portal can be found here.

For additional information about becoming a supplier to AECOM please visit Our supply chain page.

If you need assistance completing AECOM'’s questionnaire, please email supplier@aecom.com and someone will
reach out to you to provide support.

6' aecom.com
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