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Propaosito

Esta guia esta destinada a ser utilizada por nuevos proveedores que trabajaran con AECOM, asi como
por posibles proveedores que puedan ofrecer bienes o servicios a AECOM.

 Cuando AECOM necesita validar a nuevos proveedores potenciales, debemos asegurarnos de que
cumplan con las expectativas de AECOM, y para ello utilizamos Coupa Risk Assess (CRA) como
parte de nuestro proceso de evaluacion de riesgos.

» Los proveedores potenciales recibiran varios correos electronicos de Coupa invitandolos a crear una
cuenta en Coupa Risk Assess, lo que les permitira completar un cuestionario.

» Este cuestionario incluye varias preguntas sobre su organizacion. Esta guia explica los pasos
necesarios para crear una cuenta en Coupa Risk Assess, asi como para completar y enviar el
Cuestionario de Riesgo Inherente (IRQ).
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Configuracion de una cuenta en Coupa Risk Assess

1. Un Project Manager o delegado de AECOM iniciara el proceso de configuraciéon en Coupa.

Usted recibira:

Un primer correo electrénico con su nombre de
usuario y un enlace para acceder a Coupa
Risk Assess, junto con un correo de contacto
en caso de que necesite ayuda para obtener
acceso.

Powered By ﬁcoupa

Un segundo correo electronico con
su codigo de autenticacion de Coupa
Risk Assess.

A=COM

A Coupa Risk Assess account has been created for you s
Powered By #,=COUPA

Dear

pcreated for you

ACouna B A o 3 gunt bac b
our Usemame is:

Please use the link below and the authentication code provided in a separate email with the

A=COM

Your Coupa Risk Assess authentication code

https-//rportaltest hiperos com/External/_si73142xS=9GZffOVaKJJxrFWIY2EN0o4%2FH%
2FDGTs/mdE9hstcbosIHGCsO8HZ0Tbh2WKDSheqpolU%2F %

2B5Y0nvzBhAo]EY20sGCBfeMDDq8nzv38cgl boYtFy7WIAAGIVY 7E TPINwynaruHbvX%
2B7dUdDxxWh14p5gTk9i4DOrVTKRihIgXX %2F6Vxmulql76a0yZU2VDPVb%
2BKlgolWz3aSTpsk%3D

Dear

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

[Your authentication code is -aa-anr-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 1o your Coupa Risk Assess account

2.Haga clic en el enlace del primer correo y, cuando se le
solicite, ingrese el cédigo de autenticacién del segundo
correo (Consejo: copie el codigo de autenticacion y
péguelo en el cuadro “Enter Code” (Introducir Codigo),
COmo se muestra a continuacion).

P

Zscoupa

Enter Your Authentication Code

Enter Code:

Entry IS case sensitive

Request a new code

3. Responda la pregunta de seguridad y seleccione
“Continue” (Continuar).

4. Cree una contrasefia y confirmela.

Esto completa la configuracion de la cuenta.

Nota: Los enlaces enviados por Coupa expiraran en 24 horas, por lo que le
recomendamos completar los pasos anteriores con prontitud o hacer clic en el
enlace indicado para “Request a new Code” (Solicitar un nuevo c6digo).
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Iniciar sesion en Coupa Risk Assess (Cambiar el idioma si es necesario)

Usando su nombre de usuario y la contrasefia que acaba de crear, podra iniciar sesion en Coupa Risk Assess.

£rcoupa

Norwegian =

Welcome to Coupa Risk Assess, your solution for third-party management. 2 .En |a SeCCién Polish

General Setting! Portuguese (Brazil)

- Security Settings I
P Culture, seleccione Updateyourgenra account f prugusse Porugl
Slgn In \ GOUPA BUS'NESS m Con!aCl ‘nlo,n]atinn Romanian
SPEND MANAGEMENT el idioma de su Group Membership Usemaiic 20
Serbian
" PR | It's time for organizations across all industries LEQ.L.'D.Q ..... p refe ren C|a y h ag a Sysiem Setings Company Name | Serbian (Cyrillic, Serbia)
Forgot username? to manage and control all of their business L aarm mocs al Corpa UnNamly Out of Office Settings Serbian (Latin, Serbia)
— i i X u VeI 1 “ Company Timezone | §inhala
! :np::d .t dOP\BS.lCO:::::::UI t.O e C I I C e n Sav e Document Locker S;nvak
2 L ” i
Forgot password? Spend Management (BSM) applications ever Ch an g es (G uard ar roncll S!ove‘nlLan
m created, with the most open cloud-based
hitecture, and an lleled ease of use m | ) N R Spanish (Spain) e
\ ) for administrators, employees, and suppliers. Ca b OS ) - | Swedish 4
Title IThal
Turkish
Email * Ukrainian (Ukraine)

Vietnamese

Vietnamese (Vietnam)
New Urs. PIS31a roIfav yOuf LAa! Am0 S MmOOFary PASIWOrD 1M your &mall SE00UME O COMEICE pOur GRSMZATON'S Couna Rk AZSESS SATINILralor 1or 4Ina” insructions. URJutRonzed Sccess & pronbasd

Culture | English v

e Results Per Page * 10 Max. 100
s,scoupa

Business Spend Management

1. Si desea cambiar el idioma en Coupa Risk Assess: vaya a “ Profile” (Perfil), en la esquina superior derecha.

A=COM o P,

ﬁ SD Profile

o

-
k) cker

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

Sign Out
Actionltems  Personal

Evaluations: Approvals: Action Plans:
4 E; \ aecom.com




Apertura del Cuestionario de Riesgo (1 de 2)
Usando su nombre de usuario y la contrasefia que acaba de crear, podra iniciar sesion en Coupa Risk Assess.

1. Una vez dentro, seleccione “Evaluaciones” para ver cualquier Cuestionario de Riesgo pendiente de completar.

A=COM DEV
o

Areas de trabajo: R Portal ~ Last Login: 04/08/2025 5:58

Elementos de accion Personal

) v =]

Evaluaciones: Aprobaciones: Planes de accion:

1 0 0
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Apertura del Cuestionario de Riesgo (2 de 2)

2. Vera el Cuestionario de Riesgo pendiente de completar. Si la finalizacion del IRQ se retrasa, podra acceder a €l en las secciones

“VYencimiento esta semana” o “Vencimiento mas tarde”.

3. Seleccione el icono de ‘lapiz’ en la columna “Accion” para abrir el Cuestionario de Riesgo

Elementos de accion

Personal

0

1 0

Con retraso Vencimiento esta semana Vencimiento mas tarde
Todos Con retraso Vencimiento esta semana Vencimiento mas tarde Cermrado
Nombre Periodicidad Fecha de inicio
International IRQ One Time 08/01/2025

PerPage 15| 45|90

v/

—

Aprobaciones:

0

Contexto

Iberic Project Partners SL

Estado

No iniciada

Planes de accion:

Fecha de vencimiento

08/11/2025

=

0

Qv

Accion
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Completar y enviar el Cuestionario de Riesgo

3. Complete todas las secciones antes de completar la Declaracion y enviar el cuestionario.

Evaluacion o e G ==
Nota: Algunas preguntas son “condicionales” y pueden variar
- segln la evaluacion de AECOM sobre los bienes o servicios
e i i et o e 6 e e e gue esperamos adquirir de un proveedor. Por ejemplo, si
usted proporciona servicios subcontratados en sitio, espere
J— recibir un cuestionario mas completo que un proveedor que
solo suministra material de oficina.
=

4. Una vez que haya completado todas las seccionesy  Auterizacion obligatoria

enviado el cuestionario, seleccione Aceptar.

Declaro que tods 12 informacion que he proporeionado es valida.
Nota: Si alguna seccion obligatoria no ha sido
completada, aparecera una advertencia y no podra enviar
el cuestionario hasta que se realicen todas las

correcciones. La evaluacion no esta complaia
* Se reguiere una respuests pars los componenies en las ineas: 50857.C
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¢, Qué sucede después?

Después de enviar sus respuestas, AECOM evaluara la informacién proporcionada. Dependiendo del resultado de
esta evaluacion, AECOM podra solicitar informacion adicional a su organizacion, la cual podra proporcionar a través
del enlace que le sera enviado por AECOM.

Si todas las respuestas cumplen con los requisitos de AECOM, su envio sera aprobado y recibira un correo
electronico confirmando que su informacion ha sido enviada exitosamente. En caso de que haya algun problema con
su envio, un miembro del equipo de Gestion de Riesgos de Terceros de AECOM se pondra en contacto con usted
para resolver cualquier inconveniente.

Una vez que todos los detalles bancarios necesarios hayan sido proporcionados y validados por AECOM, podra
comenzar a realizar transacciones con AECOM. Podra gestionar sus transacciones utilizando el Coupa Supplier
Portal (CSP), que incluye seguimiento en tiempo real de 6rdenes de compra, estado de facturas y pagos a través del
CSP. AECOM recopila la informacion bancaria mediante CSP, para lo cual habra recibido un correo electronico
separado solicitandole unirse y responder en CSP.

Mas informacién y detalles sobre como usar Coupa Supplier Portal se pueden encontrar agui.

Para informacion adicional sobre como convertirse en proveedor de AECOM, visite nuestra pagina de cadena de
suministro.

Si necesita ayuda para completar el cuestionario de AECOM, por favor envie un correo a supplier@aecom.com y
alguien se comunicara con usted para brindarle soporte.
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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).
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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:
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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
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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
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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.
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