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Invitation email for the supplier onboarding process
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You will be notified by email that Rodenstock would like to add you as a 

supplier or you will be asked to update information such as your company 

name, address, or contact details.

Quick Onboarding without Login, directly by email:

To do this, please click on Respond Without Joining to fill out the 

supplier self-assessment form digitally and complete the supplier 

onboarding process directly by email.

Please also check your spam folder if the invitation is not in 

your inbox!



SUPPLIER ONBOARDING PROCESS LIGHT – WITHOUT LOGIN 
Request a one-time password
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.
You will receive a system message allowing you to request a one-

time password. To do so, please click on the Request one-time 

password button.

If you already have access to the Coupa Supplier Portal you 

can simply log in and request a link between your portal and the 

Rodenstock portal if necessary. If this link already exists, you 

can easily submit any missing data via the Supplier 

Information tab.
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Enter one-time password
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1. After requesting the one-time password, you will be 

taken to the email verification process. An 

automatically generated email with a verification code 

has been sent to the email address you provided.

2. Please enter the Coupa code you received in the 

verification box.
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Please also check your spam folder!



SUPPLIER SELF-ASSESSMENT FORM
Company Information
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1. Please fill in your company details in all required * 

fields.

2. Please note that the UST-ID / VAT-ID varies 

depending on the country of operation. For 

Germany, two letters and nine digits are required, 

e.g., DE123456789 without spaces.
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SUPPLIER SELF-ASSESSMENT FORM
Contact Information
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Your main office is your primary address: 

important: Region – Country/region and 

state/region must both be specified; the ISO code is 

filled in automatically based on this information.

Address line indicates the street name here.

Please also check all other details and complete all 

required fields.
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Financial Information
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In the next step, we ask you to provide us with your payment recipient address. This step 

is essential for supplier setup. Without this information, the self-disclosure process cannot 

be completed.

1. Please note that fields marked with * are required. The onboarding process cannot 

continue if these have not been completed. The additional fields are optional..

1

The fields Account Number, IBAN and SWIFT code 

require a specific number of digits. You can see the 

minimum number of digits required by clicking on the 

blue icon next to the respective text field.
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Compliance
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You may be asked for further certificates and ESG 

information in this section. Information on this can be 

found on the following page.

1. In the Compliance section, you will be asked to carefully read our CoC & 

NDA and accept them electronically.

Please note that fields marked with * are mandatory. The self-disclosure form 

cannot be submitted without confirming these fields. If you have any questions 

about the general compliance requirements, please contact the responsible 

purchaser.
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Compliance - Certificates
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1

1. Furthermore, as part of quality management, you will be asked 

to provide your current ISO certificates in digital form. It is 

necessary to specify the validity of ISO 9001 and 13485.

2. If neither certificate is available because they are not required 

for your products or services, please select no certificate

enclosed. Please note that in this case, you must provide a 

reason for the missing certificates.

Enquiry only for certain commodity groups!

Additional certificates can be requested, but these 

are not required and are provided on a voluntary 

basis.
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SUPPLIER INFORMATION MANAGEMENT (SIM)
Compliance - LkSG Questionnaire

March 26 SUPPLIER ONBOARDING PROCESS LIGHT – WITHOUT LOGIN10

Enquiry only for certain commodity groups!

The final step in the onboarding process is the LkSG 

questionnaire. Once completed, please finalize the 

onboarding process by clicking Submit for Approval

and sending it off.

After submitting the form for approval please wait

until the green notification appears. It indicated, that

the form has been sent back to us and is in status

approval pending.



…

PLEASE FEEL FREE TO CONTACT US!

If you have any questions about the supplier onboarding process, please 

contact your representative from the Corporate Procurement Team.

Additional information about Coupa and the Coupa Supplier Portal can also be found at 

the following links:

• http://www.coupa.com/about-us/

• https://compass.coupa.com/de-de/products/product-documentation/supplier-

resources/for-suppliers
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