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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.

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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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.

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.

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

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

Step 1: Click “Join and Respond”. After clicking “Join and Respond”, you will be directed to a
webpage that looks like this:

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
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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.

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

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

Step 2: Click into whichever PO you would like to invoice. Double check that it is the correct
purchase order.

7

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


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

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

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

Step 4: Next, scroll down and fill out the following form. If needed, click on “Add Line” to
add additional items/services.
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Step 5: Enter any tax, handling, shipping, or other expenses. When done, click on
“Submit” and then click on “Send Invoice”.
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Check Payment Status

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

Step 3: Select “Payment Information”.
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Add a New User

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.

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