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Certa

Certa is HashiCorp’s centralized system for security/privacy reviews and supplier onboarding.
When a HashiCorp employee wishes to onboard a new supplier they will start the process in
Certa.

Logging into Certa
To log in, you would have received an email invitation to Certa that looks like the below.

({) HashiCorp

Dear Elvis,

It’s our pleasure to welcome you to Certa - HashiCorp’s vendor onboarding portal.
We are in the process of evaluating you as a vendor. As part of this process we will need to gather some information from you which may include:

® General Company Information
® Tax and Banking Information
® Security and Privacy - related information (if applicable)

Please use the following link to navigate to the portal:

Enter your email on the portal to generate a secure one-time password that will be sent to your inbox. This code will last for 5 hours. Use the code to login to your
account.

HashiCorp Team

By clicking the link embedded within the email and then entering your email address in the
portal, a One Time Password (OTP) will be generated and sent to your inbox. Using the OTP
will open the Certa screen. At this point you will be able to invite additional colleagues (e.g.,
Accounting or Security Teams) to assist in providing necessary information. A similar
onboarding email will be sent to their emails.
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please click on the name in the table below.




Supplier Business Overview

Next you will be prompted to fill out the Supplier Business overview page. Some of these
answers will already be populated based on the information previously entered by the
HashiCorp employee who initiated the process. You will have the ability to verify this
information or override those answers.
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United States

Street Adcress - Street Addross 2

20824 Pamela Way
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Tax Information

Based on the country selected on the Supplier Business Overview page Certa will ask for
your company's tax information. For example, all suppliers working with the HashiCorp US
entity will be asked to provide a W8 or W9 form.

For all U.S.-based suppliers, Certa will validate that the EIN provided matches the registered
company name via an integration with the IRS. If there is a mismatch, this step will
automatically be unsubmitted. You will receive an email notification asking to review and
verify the information.
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Banking Information

This step will vary based on the region the supplier is located in. Certa will verify the
information is in the correct format (E.g., checking for a routing number of 9 digits for
U.S.-based suppliers). If Certa attempts to validate the information and fails, the step will
automatically be unsubmitted. You will receive an email notification asking to review and

verify the information.
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Privacy/Security Questionnaires

If the services you provide to HashiCorp involves (1) storing, processing or hosting Hashicorp
or its' customers' data, or (2) integrations with our products / services, you will be asked to
provide responses to additional questions around Privacy and Security.

Certification

The last step in the Certa onboarding process is the Certification page. On this page the
supplier will certify that all information submitted is true and accurate. Once this page is
submitted the information previously filled out will route for review to the appropriate
internal teams. Any questions on the Certa process can be directed to grc@hashicorp.com.
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Coupa

Coupa is HashiCorp’s purchase order and payment system. We request all of our suppliers to
create an account to receive purchase orders, submit invoices and to check payment status.

Creating an Account

Click here
forvideo
tutorial

To begin, you should have gotten an email that looks like this:

rHj HashiCorp HashiCorp, Ine. Profile Information Request - Action Reguired

scoupa

el Suppir,
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Step 1: Click “Join and Respond”. After clicking “Join and Respond”, you will be directed to a

webpage that looks like this:

Create your business account

HazhiCGomp, Inc. |5 using Gaupa to transac? elecirorically ard communicate with you. Wall wa k you through a quick and aasy
setup of your account with HashiCorp. Inc. so you'ra ready 12 do busincss together,

Emall | hashicorpsupp

Passviord

Password Confirmation

(O 1 accepr the Privacy Policy and the Terms of Use

Step 2: Create and confirm a password for your Coupa account.
Step 3: Click on “I accept the Privacy Policy and the Terms of Use” and then click “Get


https://www.datocms-assets.com/2885/1686940967-how-to-enroll.mp4

Started”

Step 4: You will be directed to a screen asking for basic company information. Please fill out
and double check for accuracy. After double-checking, click “next” in the bottom right
corner.

Tell us about your business @
* Company Name | HashiCarp Test

Website | hashicorp.com
* Country/Ragion | United States -
*Address Lina1 | 101 2nd 5t 700
Address Line 2
*City | San Franclsen
State | CA
* Postal Code | 34103

Also use this address as Involea-fram laeation

Pay to location (Remit-To)
Ship from location
Advanced invoicing [ We supporl integration for invoicing (cKML

or SFTP) and plan to use it with HashiCorp,
Inc.

Step 5: Choose your preferences on the following screen and click “next” when done

© @

Baslos Payment

Would you like to offer discounts to get paid faster? @

it Payment Discount Preferences

Your default payment tarm Automatically replace with this discount
o can chinge this late
Netzo B Hone -
Netds P Mo -
Nett) b [one 5
Hetio 4 Hore v
T S .
Net120 Horie -

| Use these preferences for all your custamers
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Submitting PO Backed Invoices

Click here
for video
tutorial

Step 1: Click on the “orders” tab on the navigation bar. It should look like this:

Purchase Orders

Instructions From Customer

{Example text - this is set on your Company Information selup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page)

Click the “= Action to Invoice from a Purchase Order

PO Number Order Date  Status  Acknowledged At ltems Unanswered Comments Total Assigned To Actions
I US-0000064 1211720 lssued  MNone IT purchase He 1,000.00 USD
US-0000055 12/09/20 Issued  None MNon-Services purchase M 1,000.00 USD
US-000D054 12/09/20 Issued  None non-T purchase Mo 1,000.00 USD
US-0000044 12/08/20 Soft None 1 Each of dfdtd Mo 2.000.00 USD

Closed

US-0000040 12/07/20 Issued  Mane Tost No 10,000.00 =)
UsD

US-0000039 12/04/20 lssued  Nane 1 Bag of Sample 1T ilem No 20,000.00 %5
usp
US-00000%1 12/04/20 Closed  None Buy on behalf of No 20,000.00
uso

US-0000027 12/03/20 Issued  None Test Mo 900.00 USD “':3'3

Step 2: Click into whichever PO you would like to invoice. Double check that it is the correct
purchase order.
Purchase Order #US-0000064

Status lssued - Pending Manual ~ Shipping
Order Date  12/11/20

Ship-Ta Address 101 2nc St.
Revision Date 12/11/20 Suile 700
San Francisco, CA 84106
Requester Warnor Schwock Unitod Siates
Emall x-wemer@hashicorp.com Location Code: 1
Ann: Reinhard Schwook
Payment Term Net 60

Te hi
Altachments pone arms Nona

= Shipment Tracking Q na

Acknowledged O

No shipment tracking

Assigned to
Lines
1 Type  hem Price Total Invoiced
== IT purchase 1.,000.00 1.000.00 0.00

Part Number  Manufacturer Name Manufacturer Part Number Start Date  End Date
None Nane None 12/08/20 12/10/20



https://www.datocms-assets.com/2885/1686940970-how-to-submit-invoices.mp4

Step 3: Scroll down and click on “Create Invoice”

Total usp 1,000.00

Create Invoice Save =i Print View

Step 4: Enter the invoice number, invoice date, and currency. Then upload a picture
of the invoice through Image Scan using the “Choose File” button. Then scroll down
and click on “Submit” and then click on “Send Invoice”.

Create Invoice create

General Info ? From
* Invoice # | 12345 © * Supplier Deloitte LLP
“Invoice Date | 1221720 [ *Invoice From Address tesl bank account 2
l. 100 main main street
Payment Term Net 60 san francisco, GA 84111

United States
*Currency | USD w

Status Drafl * Remit-To Address iest bank account 2
100 main main street
Image Scan | Choose File | Screen Shot...0.15.31 PM san Irancisco, CA 84111
United States

Supplier Note
* Ship From Address 1iesl bank account 2
100 main main streat
san francisco, CA 24111

Attachments Add Fila | URL | Text United Slates

2 To

Customer HashiCorp, Inc.




Step 5: Scroll down and review the items being invoiced, the invoice amount, and make
any edits if needed.

Lines U Line Level Taxation

Type Description Price

L)
£el IT purchase 1,000.00 1 ;OOOOO

PO Line Contract Supplier Part Number
US-0000064-1

\v‘

Billing
1-8-6454

Step 6: Enter any tax, handling, shipping, or other expenses. When done, click on
“Submit” and then click on “Send Invoice”.

Totals & Taxes

Lines Met Total 1,000.00

Shipping

Tax ~ Y 0.000

Tax Reference

Handling

Tax ~ % 0.000

Tax Reference

Misc

Tax ~ % 0.000

Tax Reference

e ~ 0.00 % a.000

Total Tax o.00
Net Total 1,000.00
Total 1,000.00

plete Cancel Save as Draft Calculate m




Submitting Non-PO Backed Invoices

Step 1: Click on the “invoices” tab on the navigation bar.

Step 2: Click on “Create Blank Invoice”.

Step 3: Enter the invoice number, invoice date, payment terms, and currency. Then upload a
picture of the invoice through Image Scan using the “Choose File” button.

Create Invoice create

General Info @ From
*Invaice # | 1234 [ * Supplier Deloitte LLP
*Invoice Date | 12/21/20 * Invoice From Address lest bank account 2
100 main main strect
Payment Term | Net&0 ~ san francisco, CA 94111
Unitad States
*Currency | USD w
* Remit-To Address test bank account 2

Status Draft )
100 main main street

Image Scan ‘ Choose File | No file chosen san francisco, CA 94111
United States
Supplier Note
* Ship From Address test bank account 2
100 main main street
san francisco, CA 94111
Attachments Add File | URL | Text United States

9 To

Customer HashiCorp, Inc.

Requester Email

Requester Name

Step 4: Next, scroll down and fill out the following form. If needed, click on “Add Line” to
add additional items/services.

Lines TJLine Level Taxation

Type Description Qty uom Price

(X]
Qty ~ Things 1.000 Bag - 10,000.00 1 0,0DOOO

PO Line Contract Supplier Part Number

None
~

a Add Line Totals & Taxes




Step 5: Enter any tax, handling, shipping, or other expenses. When done, click on

“Submit” and then click on “Send Invoice”.

plsta

Totals & Taxes

Lines Met Total

Shipping
Tax

Tax Reference

Handling
Tax

Tax Reference

Misc
Tex

Tax Reference

Total Tax

Net Total

Total

Cancal

Save as Draft

1,000.00
0.000
0.000
0.000
0.000
0.00
1,000.00
1,000.00

Calculate
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Check Payment Status

Click here
forvideo
tutorial

Step 1: Click on the “invoices” tab on the navigation bar.
Step 2: Click on the drop-down menu next to “View”.

Instructions From Customer

{Example lext - this is sel on your Company Informalicn selup page and will be displayed for CSP and SAN suppliers on the Invoice list page}

Create Invoices ©

Create Invoice from PO Create Blank Invoice Create Credit Note

View U ~ I Search

Step 3: Select “Payment Information”.

'
Invoices
All
Instructions From Customer Aansaned
Approved
{Example text - this ig‘. sat on your Company Information setup paga and will be displayed for CSP and 8, Credit Notes
Create Invoices @ Disputed
Disputes with a supplier response
Creata Invoice fram PO Creata Blank Invaice cn  Disputes without supplier response
Draft
Overdue invoices
m View v Payment Information I
Pending Approval
Paid PO# Invoice # Status Invoice Date Payment  Frocessing iformation
= : Unpaid invaices
INo Nane 1234 Pending Approval 12/21/20 Net 60 Voided
No Nane None Draft 12/21/20 MNone Create View
No Us-0000084 None Draft 12/21/20 Nel 60 12/21i20
MNo US-0000084 None Draft 12/21/20 Net 60 12/21/20
MNo US-0000064 None Drafl 12/21/20 Nel 60 12121120
No US-00000&4 None Drafl 12/21/20 Net 60 12/21/20
No US-0000064 MNone Draft 12/20/20 Net 60 12/20/20
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https://www.datocms-assets.com/2885/1686940972-how-to-view-invoice-payment-status.mp4

Add a New User

Click here
for video
tutorial

Step 1: Click on the “Setup” tab on the navigation bar.

Step 2: Click on “Users” on the menu on the left-hand side of the screen.
Admin users

Users

Merge Requests

Legal Entity Setup

Fiscal Representatives

Remit-To

Terms of Use

Paymant Praferances w»
Static Discounting

SFTP Accounts

cXML Errors

SFTP Errors

Step 3: Click on “Invite User” on the right side of the screen.
Step 4: Fill out form and click “Send Invitation”

13
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Getting Help

Refer to https://www.hashicorp.com/suppliers for instructions and FAQ's on how to do
business with HashiCorp.

Email procurement@hashicorp.com for any questions to do with Coupa.
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