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TRAINING INTRODUCTION W YAZAKI
TRAINING OBJECTIVES

The purpose of Coupa Supplier Portal Training is to train Yazaki Buyers and the Vendor Management team based on requests received by
suppliers regarding the use of Coupa Supplier Portal.

> The Coupa Supplier Portal is a free tool for suppliers to easily do business with customers who use Coupa. The CSP makes
managing/updating supplier profiles, making transactions easy for both Suppliers and Customers.

> Coupa Supplier Portal is a one stop solution to help suppliers manage their profiles, invoices, purchase orders and catalog items.

> LANGUAGE PREFERENCE: you can set up a different language in Coupa system:
[ EEEE——

Dansk Tiéng Viét
Deutsch Tirkce
English magyar
Espafiol suomi
Francais Eeitina
ltaliano EAAvKa
Mederlands Pycoruii )0 12 mare in your inbox

1 Announcement

> Participants should feel free to ask questions about the functionality to confirm their understanding.
> This training will cover the following:
- How Suppliers respond to Request for Information’s from Yazaki Buyers using Coupa Supplier Portal.
- How Suppliers initiate updates directly from Coupa Supplier Portal.
- How Suppliers acknowledge purchase Orders from Yazaki.
- How Suppliers submit invoices.

- How Suppliers can add additional users to Coupa Supplier Portal Account.



W YAZAKI

How Suppliers Respond to RFI’s

COUPA P2P



SOLUTION OVERVIEW W YAZAKI
PROCESS OVERVIEW

As part of supplier creation/modification process, Yazaki buyers will send Request for Information’s to suppliers. The
main purpose of this activity is for Yazaki to collect additional/updated information about the suppliers i.e., Primary
Address details, Remit-To details, Bank details:

Suppliers will be receiving an email from Yazaki asking them to update their profiles in Coupa.
Suppliers need to log in to Coupa Supplier Portal and update the required information.
The updated information will go through approvals by Yazaki.

After getting approved, respective information will be updated in Coupa.

A

Suppliers will receive their first invitation to join Coupa Supplier Portal alongside their first Purchase Order Yazaki

submits to the supplier.



SOLUTION OVERVIEW W YAZAKI
NEW SUPPLIER CREATION — SUPPLIER’S PERSPECTIVE

Supplier receives Request for Information (RFl)

1. Suppliers receives an email to join Coupa Supplier Portal (CSP) and fill up the additional Information required by Yazaki. Existing CSP
users can directly login and fill up the details. In case, the supplier is new to CSP, a new account should be created.

Create an Account

: is usi 1.2 Supplier fills up the
Yazaki Coupa System Profile Information Request - Action Required o = & B Yazaki Coupa System is using Coupa to transact pphe P
Coupssule ot o et i electronically and communicate with you. Well walk you necessary details,
; i ’ through a quick and easy setup of your account with h )
P — Yazaki Coupa System so you're ready to do business dacce pt the privacy
owered by £y
together. policy, terms and
~ YAZAKI .y .
* Business Name COI"IdItIOI’]S and f'na”y
Yazaki Coupa System Profile Information Request - Action Required Demo Supplier 0304 .
click on Create an
Hello Supplier, ess name (or legal personal name if an ind
Yazaki Coupa System wants you to respond by updating your company profile on Coupa, their * Email ACCO u nt b utton tO
chosen platform for Spend Management. This information is required so they can transact .
with you electronically. suppliercontact03@gmail.com Create a hew accou nt N
Coupa's Supplier Portal is completely free, setup is fast, and it helps you better transact and
communicate electronically. Find out more using the links below. * First Name * Last Name Cou pa Su pplier PO rtal
You can respond and send your information to your customer without joining, but joining 5 :
F 3 i upplier Contact
allows you to more easily update your company info if it ever changes, as well as do things
with Yazaki Coupa System (and your other buying organizations that use Coupa) like view
purchase orders, create invoices, manage POs and invoices, get real-time SMS alerts, and * password * Confirm Password
much more.
& &
Use the buttons te either respond or decline, or forward this request to another person at your
company. Use at least 8 characters and include a number and a lettel
Welcome!

[J1accept the Privacy Policy and the Terms of Use

Join and Respond

Create an Account
A

1.1 Supp“er CIiCkS JOin and Already Nave an account? LoG IN

Forward this to someone

A

Respond




SOLUTION OVERVIEW W YAZAKI
NEW SUPPLIER CREATION - SUPPLIER’S PERSPECTIVE

Coupa Supplier Portal Home page

2. Supplier successfully logs in to CSP.

g,zcoupa supplier portal SUPPLIER ~ | NOTIFICATIONS @ | HELP -

Home Profile Orders Service/Time Sheets ~ ASN Invoices  Catalogs Business Performance  Sourcing  Add-ons  Setup

0 New: Exclusive discounts for your business to thank you for being a part of the Coupa Community b 4

Action needed: Complete your profile to get paid faster and get discovered | eam More Aﬂ nouncements viewan 1)

Profile Progress Last Updated

+ Formatos (Yazaki Coupa System)
L 6% Complete (©) 13 minutes ago Improve Your Profile

Manual de Narancia: Manual de Narancia

Profile Summary

One-Click Savings viewan

0 Start saving today!
3 & Explore deals for your company, exclusive to the
Coupa Community.
0 1 1

Legal Entity Registered User Connected Customer
Add \

Merge Accounts

If your company has multiple CSP accounts, merge
them to reduce confusion for your customers. Learn
S Banking Info & Diversity & Accelerate S Bribery Palicy more

Request Merge

Demo Supplier 0304

Latest Customers

Website (&
Industry 3§
About ¥
Established

Yazaki Coupa System

Top Commodities F




SOLUTION OVERVIEW

NEW SUPPLIER CREATION — SUPPLIER’S PERSPECTIVE

Supplier Notification

3. From home page, Supplier navigates to Notifications and selects the information update request.

g,xcoupa supplier portal

Home Profile Orders Service/Time Sheets ASN

Invoices  Catalogs Business Performance Sourcing  Add-ons  Setup

SUPPLIER » NOTIFICATIONS @ | HELP-

| G New: Exclusive discounts for your business to thank you for being a part of the Coupa Community

Last Updated
@ 13 minutes ago

Profile Progress

L] 6% Complete

Profile Summary

& b &

0 1

Legal Entity Registered User
Add View

& Banking Info & Diversity & Accelerate & Bribery Policy

Demo Supplier 0304

Action needed: Complete your profile to get paid faster and get discovered Leamn More

Announcements viewai 1)

- " A pra—

W YAZAKI

3.1 Supplier selects the

information update request.

z,zcoupa supplierportal

Home Profile Orders

My Notifications

View | All ~

O

O

Service/Time Sheets ASN Invoices Catalogs

Message

Formatos (Yazaki Coupa System)
" o - L "

Business Performance

SUPPLIER » || NOTIFICATIONS @ | HELP -

Sourcing  Add-ons Setup

Motification Preferences

Recejived
04f0123 04:21 PM

Update your profile for Yazaki Coupa System

04/03/23 04:20 PM

Delete

Mark as Read




SOLUTION OVERVIEW W YAZAKI
NEW SUPPLIER CREATION — SUPPLIER’S PERSPECTIVE

Supplier Information Request

4. Supplier fills up the Information Request Form. Supplier starts by filling up Supplier Name, Display Name and Region.

Yazaki Coupa System Profile. | \zzaii Goupa System

« We have aute-filled some infermation from your Public Profile

4.1 Supplier fills up Supplier Name and Display Name.

Please note, Supplier Name is a unique name, the supplier is identified by,

throughout many areas in Coupa.
And Display Name is the complete Legal Name, which will be printed in
Purchase Orders sent by Yazaki.

Supplier Information Demo Supplier 0304

* Supplier Name | Demo Slipplier 0304

Contacts

" Display Name




SOLUTION OVERVIEW W YAZAKI
NEW SUPPLIER CREATION — SUPPLIER’S PERSPECTIVE

Supplier Information Request

5. Supplier reviews the Primary Contact information, provided by the Buyer. Additionally, suppliers will be able create separate contacts
for Finance, Supplier quality, Commercial and Supplier EDI using Add Contact button.

*Primary Contact

Kindly add your Supplier Finance Contact Person, Supplier Commercial Contact Person, Supplier Quality Contact Person, and Supplier Contact Purpose || procurement % (i ]
EDI/E-commerce Contact Person by clicking the "Add Contact” button below.

-Contacts
*First Name | Supplier

Add Contact Last Name | Contact

* Supplier Contact Person * Email address | suppliercontact03@amail cc 0

For the country selection for the phone numbers below, kindly select "Other".

Contact Purpose | gejact Some Options [ ] Q
* Country Kindly fill out the required telephone prefixes Country/Region, Area/City, Local and Extension (optional). Example:
Salutation hd
o - Country/Region: 33
irst Name | Suppl Area/City: 12
*LastName | Contact Local 345

* Email address | suppliercontact03@gmail cor ) Extension (optional): 6789

P

For the country selection for the phone numbers below, kindly select "Other” Work Phone | Other A4
33 12 333

Kindly fill out the required telephone prefixes Country/Region, ArealCity, Local and Extension (optional). Example
Country/Region: 33
ArealCity: 12
Local: 345 Mobile Phone | US/Canada w
Extension (optional): 6789

*Work Phone | US/Canada +

Please Note: Suppliers can create
only one primary contact, for

Mobile Phone | US/Canada w

sss additional contacts they should use
Depariment Ema Add Contact option.




SOLUTION OVERVIEW

NEW SUPPLIER CREATION — SUPPLIER’S PERSPECTIVE

Supplier Information Request

6. Supplier fills up the Primary Address Details, Purchase Order Email,
Purchase Order Method and DUNS Number. All the fields marked
with red asterisk (*) are mandatory for the suppliers to fill up.

Key Fields to Note:

* Address Purpose: Select a category (or multiple categories) to indicate
what this address will be used for.

Country/Region, State Region: Defines the Country and State for the
primary address.

Address Name : Defines a Name for the supplier’s address.

Street Address/ Street Address 2: Defines street address details for
supplier’s address.

City, Postal Code, Location Code: Defines city, postal code and location
code for supplier’s address.

Purchase Order Email: Suppliers will be receiving Purchase Orders in this
email.

Purchase Order Method: Purchase Order Method will define, how
suppliers will be receiving Purchase Orders from YEMEA.

DUNS Number: Fill up DUNS Number accordingly.

* Primary Address

Address Purpose
* Region
Country/Region

State Region

Address Name

* Street Address
Street Address 2
* City

* Postal Code

Location Code

* Purchase Order Email

* Purchase Order
Method

DUNS Number

W YAZAKI

Select Some Options

United Kingdom

London - LND

Flour House
Unit 3, Mary Street Industria
Oxford

SW1A 2AA

Prompt ~

10



SOLUTION OVERVIEW W YAZAKI
NEW SUPPLIER CREATION — SUPPLIER’S PERSPECTIVE

Supplier Information Request

7. Supplier clicks on Add Remit-To button to create/add remit-to address. Supplier can either choose from existing Remit-To addresses

or create a new one. ‘
-Remit-To Addresses

Add one or more Remit-To Addr@sses by either filling out a new Compliant Invoicing Form or choosing an Existing Remit-To Address.

Choose Remit-To Address X

Choose a Remit-to Location below - Recommended

Add Remit-To

Kindly open the Bank Document guide below as reference on wha

Bank Document Guide Bank_Documents_guide.pdf

Please Note :

* Clicking on Create New Remit-To Address
button, will redirect Supplier to fill up remit-to * Attachments Add Fil
details, which is necessary for Invoicing.

Instead, Suppliers should click on Cancel from
Choose Remit-To Address page, to create
create/fill up Bank Details which is crucial for

* Bank Form It's a few more fields, but provides compliance, verification, and re-usability. Otherwise, click
‘Cancel’ to add info to your customer's form manually.

Choose existing or create new Remit-To Address:

Supplier Onboarding process.

It is recommended, for the suppliers to click on
Cancel and proceed with filling up the Bank
Data details from this step.

Suppliers will be able to fill up the Remit-To
details later while creating Invoices for Yazaki.
7.1 Click on Cancel to get redirected © Create New Remit-To Address

to Remit-To Bank Data Information
section. | el I

11

v




SOLUTION OVERVIEW

W YAZAKI

NEW SUPPLIER CREATION — SUPPLIER’S PERSPECTIVE

Supplier Information Request

8. Supplier fills up the YEMEA Remit-To Bank Data details. All the fields marked with red asterisk (*) are mandatory for the suppliers to

fill up.

Please Note:

* Based on the Bank Country selected,
additional banking information like Swift
Code, Bank Account Number., Bank Key,

IBAN Number, RIB will be required to be
filled up by the Supplier.

Supplier can download Bank Reference
Guide Document if they face any issue
while providing the Bank Data.

*YEMEA Remit To - Bank Data

Active |Active w
* Bank Branch
* Bank Name

Sort Code o
* Beneficiary Name
Bank Routing Number o

The routing number is a code that will be used to identify where the bank account was opened

* Bank Country ~

i j s reference on what we will consider to be acceptable bank documents.
Bank Document Guide
Bank_Documents_guide.pdf

12




SOLUTION OVERVIEW W YAZAKI
NEW SUPPLIER CREATION — SUPPLIER’S PERSPECTIVE

Supplier Information Request

9. Supplier should attach the valid Bank Form and required documents in case Supplier uses Third Party Factoring agent for receiving
payment. All the fields marked with red asterisk (*) are mandatory for the suppliers to fill up.

*Bank Form
Please Note: * Attachments Add File
*  Forsuppliers based on France, Demo_Attachment.docx
SIRET Number will be required to
proceed with onboarding.
Kindly attach the Bank Certificate if there is no third party. Must be dated not more than 3 months. As an alternative to the bank certificate, supplier can provide bank details on letter with company
sta ate and signature der than 3 months

In case Third party (Payer different from requested supplier) Factoring, kindly attach the following documents to the attachment field below.
« A letter confirmation from supplier approving that the payment should be executed to a factoring agent, it should be dated, signed and
stamped presented on supplier headed paper.

* A letter confirmation from factoring agent approving the valid bank details.

= An invoice including the bank details and a subrogation of factoring, it should be dated, stamped and signed, presented on supplier
headed paper.

Documents in case of | Choose File | No file chosen

third party factoring

Kindly attach the documents mentioned above

SIRET Number

or suppliers in France

13



SOLUTION OVERVIEW W YAZAKI
NEW SUPPLIER CREATION — SUPPLIER’S PERSPECTIVE

Supplier Information Request

10. Next, Supplier fills up Tax Registration details. Click | .Tax Registrations
on Add Tax Registration button and fill up mandatory
details like country, VAT ID, Tax Registration numbers.
All the fields marked with red asterisk (*) are

Use this section to add all your applicable tax registrations.

Add Tax Registration

Tax Field 1
mandatory for the suppliers to fill up.
Tax Field 2
*Tax Registration SAP_VAT
Gountry | United Kingdom - The Payment Terms, Default Commodity, Supplier Inco Terms, Company Code and Purchasing Organization are for internal use only.
VAT ID Payment Terms 0007 - 30 Days Net v
Local O ult Commodity IT- Hardware others
lier Inco Terms Free Carrier

Tax Field 1 bany Code and YEP_All Plants
Tax Field 2 Purchasing
Organization

SAP_VAT [s

Supplier Owner YEMEA Buyer
The Payment Terms, Default Commaodity, Supplier Inco Terms, Company Code and Purchasing Organization are for internal use only.

Buyer

Payment Terms 0007 - 30 Days Net -
Default Commodity IT- Hardware others Supplier yazakidummytest+4444392¢
Supplier Inco Terms Free Carrier r/Buyer's email

address
Company Code and YEP_AIl Plants —

Purchasing
Organization

Supplier Owner YEMEA Buyer

Supplier yazakidummytest+4444392¢
Owner/Buyer's email
address

14



SOLUTION OVERVIEW W YAZAKI
NEW SUPPLIER CREATION — SUPPLIER’S PERSPECTIVE

Supplier Information Request

11. Suppliers click on Submit for Approval button. Post successful submission, suppliers will see a green banner at the top stating that
the information has been submitted.

Please Note : Once the form is submitted, it will go
through Yazaki approvals and supplier will receive an
email notification, once the form is approved.

Decline Save Submit for Approval

Your information has been submitted )4

Pending Approval o

Supplier Information Demo Supplier 0304

* Supplier Name Demo Supplier 0304

*Display Name Demo Supplier 0304

15



Demo

W YAZAKI

Let’s watch this functionality in Practice!

Now let’'s see a demonstration of

how the functionality will work
when you start using Coupa.

» Let's see how suppliers respond to RFI’s.

* What questions do you have on how this
works from a training and daily work
perspective?

 Link to Demo

16


https://www.yazaki-europe.com/fileadmin/user_upload/Supplier/Coupa_Supplier_Portal_Guide_Demo.mp4

W YAZAKI

How Suppliers initiate updates from
CSP

COUPA P2P



SOLUTION OVERVIEW W YAZAKI
SUPPLIER UPDATE

YEMEA Supplier Update initiated by Supplier

1. Suppliers will also be able to initiate changes directly from Coupa Supplier Portal. Supplier should go to Profile > Information Request
from Homepage and click on Update Info button.

£,:zcoupa supplier portal SUPPLIER~  NOTIFICATIONS @ = HELP -~

Ho ne Profile Ordi rs Service/Time Sheets ~ ASN Invoices Catalogs Business Performance Sourcing  Add-ons Setup

Yazaki Coupa System Profile | yazaki Goupa System -

Applied [i]

Supplier Information Demo supplier 0404

* Supplier Name Demo supplier 0404

*Bank Form
*Type of Request Change in Bank Details (Changes by suppliers only)

Primary Contact

* Attachments

Demo_Attachment.docx

Contact Purpose | ooy rement [ ]

f there is no third party. Must be dated not more than 3 months. As an altemative to the bank cerlificate, supplier can provide bank details on letter with company *First Name Supplier

older than 3 months

*LastName Contact

* Do you need to
request for a change

*Email address suppliercontact)4@gmail cor o
ils?
for tax details? For the country selection for the phone numbers below, kindly select "Other”

. " . .
Default Commodlty D+D Engmeerlng Kindly fill out the required telephone prefixes Country/Region, Area/City, Local and Extension (optional). Example:
To determine Category Buyer approval only.
Country/Region: 33

H ArealCity: 12
YEMEAB
Supplier Owner uyer s
Buyer Extension (optional): 6789
=Work Phone  Othe ~
Supplier yazakidummytest+44443928! 33 12 398
Owner/Buyer's email Country/RegionArea/City Local Extension (optiona

address

Update Info

18



SOLUTION OVERVIEW
SUPPLIER UPDATE

YEMEA Supplier Update initiated by Supplier

W YAZAKI

2. Supplier should select the type of change being initiated from Type of Request list. Supplier can update the Primary Contact details

from Primary Contact section.

Supplier Information Demo supplier 0404

* Supplier Name

* Type of Request

Primary Contact

Contact Purpose

First Name
Last Name

Email address

Work Phone

Mobile Phone

Demo supplier 0404

Change in Address

Change in Bank Details (Changes by suppliers only)

Change in Currency

Change in Incoterms i

Procurement % 0

Supplier
Contact
suppliercontact04@gmail.cc o

For the country selection for the phone numbers below, kindly select "Other”.
Kindly fill out the required telephone prefixes Country/Region, Area/City, Local and Extension (optional). Example:

Country/Region: 33
Areal/City- 12

Local: 345

Extension (optional). 6789

Other ~
33 12 398

US/Canada v

19



SOLUTION OVERVIEW W YAZAKI
SUPPLIER UPDATE

YEMEA Supplier Update initiated by Supplier

3. Suppliers should select Yes / No based on the changes required in following questions.

*Do you need to v
request for a change in
legal name?

*Do you need to ™

request for a change in
primary address?

*Do you need to A
request for a change in
bank details?

*Do you need to A
request for a change
for tax details?

Default Commeodity D+D Engineering

Supplier Owner YEMEA Buyer

Supplier yazakidummytest+4444392¢

Owner/Buyer's email
address

Decline Save Submit for Approval

20



SOLUTION OVERVIEW W YAZAKI
SUPPLIER UPDATE

YEMEA Supplier Update initiated by Supplier

4. If suppliers choose to update the Bank Data Information, they have to create a
new Remit-To bank data information and deactivate the existing one.

*YEMEA Existing Remit To - Bank Data

Active | Inactive « |

Bank Branch 1 Centenary Square

Bank Name HSBC Bank

Suppliers will not be able to update existing Remit-To bank data.

Sort Code o

_ Beneficiary Name Demo Supplier 0404
Choose Remit-To Address b 4

Choose a Remit-to Location below - Recommended Bank Routing Number (i )
it's a few more fields, but provides compliance, verification, and re-usability. Otherwise, click
* \_[,IE [\\_1 E-i\ R':‘ T T"_‘ B 38 nlk Da‘a 'Cancel’ to add info to your customer’s form manually.
4 / = L I ™ L
i o Bank Country b
Choose existing or create new Remit-To Address:
Active | Active ~
*Bank Branch Bank Key None

Bank Account Number
* Bank Name
IBAN Number *======sssssmagpn

Qo e

Sort Code
0 SWIFT Code (BIC)

RIB None

* Beneficiary Name

4.1 Deactivate the

. | e Create New Remit-To Address |
Bank Routing Number 0

existing Remit=To
4.2 Click on Add cancel Bank Data

* Bank Country v Remit-To and then

click Cancel from
Choose Remit-To
Address page.

4.3 Fill out the new Remit-To

bank Data

21



SOLUTION OVERVIEW W YAZAKI
SUPPLIER UPDATE

YEMEA Supplier Update Form (External)

5. After updating the required details, supplier clicks on Submit for Approval button. Once the form is submitted, a confirmation message
will be displayed at the top of the page, and the updated information will be sent to Yazaki for approvals.

Decline Submit for Approval

Your information has been submitted »

Pending Approval o

22
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How Suppliers Acknowledge
Purchase Orders

COUPA P2P



SOLUTION OVERVIEW W YAZAKI
ACKNOWLEDGING PURCHASE ORDERS

Navigating to Orders Dashboard

1. Suppliers will log into the Coupa Supplier Portal for acknowledging purchase orders.

.:coupa supplier portal MARY v NOTIFICATIONS @  HELP -

Home  Profile  Orders  Service/Time Sheets ASN  Invoices  Catalogs  Business Performance  Sourcing

F Y

Suppliers will click into the
Orders button on their

Add-ons  Setup

home screen of CSP to
navigate to the Orders
Dashboard

0 New: Exclusive discounts for your business to thank you for being a part of the Coupa Community. b4

Action needed: Complete your profile to get paid faster and get discovered Learn More An nouncements viewan 1)

Profile Progress Last Updated

# Formatos (Yazaki Coupa System)
™ 6% Complete @ 3 days ago Improve Your Profile

Manual de Narancia: Manual de Narancia

Profile Summary One-Click Savings viewai

0 Start saving today!
3 & Explore deals for your company, exclusive to
the Coupa Community.

‘ ‘ Merge Accounts
Legal Entity Registered User Connected Customer
Add View
Ve If your company has multiple CSP accounts,
merge them to reduce confusion for yg¢ .
@ Chat with Coupa Support
© Banking Info  © Diversity © Accelerate © Bribery Policy customers. Learn more

24



SOLUTION OVERVIEW W YAZAKI
ACKNOWLEDGING PURCHASE ORDERS

Opening Purchase Order Details

2. To Acknowledge the PO, suppliers need to open the PO details first.

Purchase Orders

Instructions From Customer

2. SU ppllers CI|Ck on PO {Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page}
Number link from Purchase Click the “= Action to Accept the Purchase Order and Create an Invoice using its data
Orders page to open the PO
. Exportto v View [ v B Search o)
details.
PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Assigned To Actions
7000002447 p4/02/23 Issued None 3 Each of test item No 2250000 %E
EUR
7000002446 03/31/23 Issued None 3 Each of test item No 22,500.00 %s
EUR
7000002445 03/31/23 Issued None 3 Each of test item No 22 500.00 Eg
EUR
7000002442 03/31/23 Issued 03/31/23 5 Each of test dispute No 22,500.00 és
EUR
7000002441 03/31/23 Issued 03/31/23 5 Each of test dispute No 22,500.00 55
EUR
7000002438 03/30/23 Issued None 5 Each of test dispute No 22,500.00 Es
EUR
7000002437 03/30/23 Issued None 5 Each of test dispute No 22 50000 %E
EUR
7000002432 03/30/123 Issued None 3 Each of Laptop No 4.500.00 %s
EUR
7000002394 03/21/23 Issued None 5 Each of Test Capital No 500.00 55
Equipment_nob01 EUR
7000002381 03.1'%23 Issued None 0012 No 500.00 §E
EUR

[



SOLUTION OVERVIEW W YAZAKI
ACKNOWLEDGING PURCHASE ORDERS

Acknowledging PO

3. Suppliers enable the Acknowledged checkbox under General Info to acknowledge the PO.

Select Customer Yazaki Coupa System M
Purchase Order #7000002447
O General Info 9 Shipping
Status Issued - Sent via Email Ship-To Address 2-3 Beechwood House Commercia
04102/23 Basildon
Order Date 04/02/ <515 6EF
Revision Date 04/02/23 United Kingdom

Location Code: GBY0

Requester Neslie Borgonia Attn: Neslie Borgonia

Email neslie borgonia@accenture.com

Terms None
Payment Term None ) .
> Shipment Tracking Q #ea
Attachments None
Acknowledged % No shipment tracking
Assigned to
Lines
1 Type Item Qty Unit Price Total Invoiced
-4 test item 3 Each 7,500.00 22,500.00 0.00

*Need By Part Number Manufacturer Name Manufacturer Part Number Purchasing Group

04/15/23 None None None guillaume_morantin@yazaki-europe.com / +33 1 3012 7851

Perpage 15 | 45 | 90

26



SOLUTION OVERVIEW

W YAZAKI

ACKNOWLEDGING PURCHASE ORDERS

Acknowledging PO

4. Once suppliers enable Acknowledged checkbox, a green banner will be displayed at the top of the Purchase Orders details page as

a confirmation of PO acknowledgement.

Select Customer Yazaki Coupa System -

Purchase Order #7000002447

Order acknowledged X

Please Note: Apart from CSP, suppliers
can also acknowledge PO’s directly from

PO email received in supplier’s registered
email.

> General Info 9 Shipping
Status Issued - Sent via Email Ship-To Address 2-3 Beechwood House Commercia
04102123 Basildon
/ /
Order Date 04/02 SS15 6EF
Revision Date 04/02/23 United Kingdom

Location Code: GBS0

Requester Neslie Borgonia Attn: Neslie Borgonia

Email neslie borgonia@accenture.com
Terms None

Payment Term None ‘ .
[ > Shipment Tracking © 1

Attachments None

No shipment tracking.
Acknowledged o shipment tracking

Assigned to

27
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How Suppliers submit Invoices

COUPA P2P



SOLUTION OVERVIEW W YAZAKI
SUPPLIER INVOICE SUBMISSION METHODS

Suppliers will have multiple options to submit invoices for issued purchase orders. The ways are:

1. Coupa Supplier Portal: Suppliers can login to their respective Coupa Supplier Portal Account and flip the available
purchase orders to create/submit invoices.

2. cXML: Suppliers who handle larger volumes of invoices, can also use be configured to cXML for submitting invoices.

3. Email: Suppliers can also create/submit invoices directly from PO email received in supplier registered email. To
submit invoices via email, supplier do not have to login to their respective CSP accounts.

Please Note : YEMEA Suppliers will be majorly using Coupa Supplier Portal and Email method to submit Invoices.

29



SOLUTION OVERVIEW
SUPPLIER INVOICE SUBMISSION METHODS

Submitting Invoices through CSP

W YAZAKI

1. For suppliers to send their invoices to Yazaki, supplier will navigate to their purchase orders dashboard by clicking their Orders

Module.

1.1 Suppliers click into the Orders

Module in CSP.

z.coupa supplier portal

Home Profile Orders

Service/Time Sheets ASN

Catalogs Business Performance

0 New: Exclusive discounts for your business to thank you for being a part of the Coupa Community.

Recommended: Complete your profile to get paid faster and get discovered Learn More

Profile Progress

Profile Summary

T
ey

4
Legal Entities

g Info & Diversity

Last Updated
(O 8 days ago

b &

1

Registered User

View
VIEW

© Accelerate & Bribery Policy

Anna
| Yi Profil

One
& ste
Explort
Coupa
3" M erg
5 If your
Connected Customers them &

more
Lates
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SOLUTION OVERVIEW

SUPPLIER INVOICE SUBMISSION METHODS

Submitting Invoices through CSP

W YAZAKI

2. In the Purchase Order Dashboard, Suppliers will be able to view all the invoices they have per client company (Ex. Yazaki) they have
filtered for. By clicking the Create Invoice Icon (Yellow Coin Icon) the PO Flip can be initiated by the supplier.

Purchase Orders

Instructions From Customer

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

Click the

Exportto ~

PO Number Order Date Status Acknowledged At ltems

| 7000002447 04/02/23
7000002446 03/31/23
7000002445 03/31/23

7000002442 03/31/23

2.1 Suppliers click the Yellow Coin 0002441 03/31/23
Icon (Initiate Invoice) to create the

. . 10002438 03/30/23
invoice from the Purchase order

selected.

Issued 04/06/23

Issued None

Issued None

Issued 03/31/23

Issued 03/31/23

Issued None

3 Each of test item

3 Each of test item

3 Each of test item

5 Each of test dispute

5 Each of test dispute

5 Each of test dispute

Unanswered Comments

No

No

No

No

No

No

Action to Accept the Purchase Order and Create an Invoice using its data

vew I )

Total Assigned To Actions

22 500.00

Accept PO #7000002447 and Create Invoic

EUR

22,500.00
EUR

22,500.00
EUR

22,500.00
EUR

22,500.00
EUR

—
=
=

[
L]

[
(]

(e
(]

[0
(]

31



SOLUTION OVERVIEW W YAZAKI
SUPPLIER INVOICE SUBMISSION METHODS

Submitting Invoices through CSP

3. Suppliers will choose a Legal Entity, Remit-To, and Ship From Address for the invoicing process.

Choose Invoicing Details X

* Legal Entity | Select . 0 Add New
3.1 Suppliers will select the Legal Entity and Remit-to Address, and - )
Ship From Address appropriate for the invoice they will be submitting Remit-To N
to Yazaki. * Ship From Address  Select v

Please Note: Suppliers will have to click Add New to enter a Legal

Entity if they have not established their legal entity first within Coupa
Supplier Portal.

Click on Add New button to set up Legal Entity.

Cancel
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SOLUTION OVERVIEW W YAZAKI
SUPPLIER INVOICE SUBMISSION METHODS

Submitting Invoices through CSP

4. Supplier fills up Legal Entity Name, Country/Region and clicks on Continue. All the fields marked with red asterisk (*) are mandatory
for the suppliers to fill up.

Where's your business located?

Setting up your business details in Coupa will help you meet your customer's invoicing and payment
requirements. For best results with current and future customers, complete as much information as
possible.

* Legal Entity Name
This is the official name of your

Country/Region v business that is registered with
the local government and the
country/region where it is

located.

e
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SOLUTION OVERVIEW W YAZAKI
SUPPLIER INVOICE SUBMISSION METHODS

Submitting Invoices through CSP

5. Supplier fills up miscellaneous information and clicks on Save & Continue. All the fields marked with red asterisk (*) are mandatory for
the suppliers to fill up.

Miscellaneous Information

Setting up your business details in Coupa will help you meet your customer's invoicing and payment
requirements. For best results with current and future customers, complete as much information as
possible.

* Legal Entity Name Good Supplier Europe
* Country/Region . Conducting business in certain
countries/regions requires your
* Type of Company | Auto Motive| ‘o o : !
invoice to contain specific
Board of Directors o information about your
company.
Cancel Save & Continue
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SOLUTION OVERVIEW W YAZAKI

SUPPLIER INVOICE SUBMISSION METHODS
Submitting Invoices through CSP

Tell your customers about your organization

6. Supplier fills up Invoicing Address, VAT ID and other necessary information. .
Supplier clicks on Save & Continue button to proceed. All the fields marked
with red asterisk (*) are mandatory for the suppliers to fill up.

- REQUIRED FOR
INVOICING
=Gy
el
* Fosisl Code
Country/Reglon  Untad Kingdo o
g Ve thic addmece for Rami -..-:0
g W thic for $hip From :ccr.-st-»
i FBgRC D
T
imenioe From Code [ ]
Frefermad Language | Engich (UK] « b
e T
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SOLUTION OVERVIEW W YAZAKI
SUPPLIER INVOICE SUBMISSION METHODS

Submitting Invoices through CSP

7. Suppliers can review the Payment address related necessary information and click on Save & Continue.

Where do you want to receive payment?

* Payment Type | Address v

What is your Remit-To Address?

Address Line 1 01 Heathrow Road
Address Line 2
City London
State
Postal Code TH4W 6KJ

Country/Region United Kingdom
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SOLUTION OVERVIEW W YAZAKI
SUPPLIER INVOICE SUBMISSION METHODS

Submitting Invoices through CSP

8. Suppliers can review the Payment address related necessary information and click on Next.

Where do you want to receive payment?

Remit-To locations let your customers know where to send payment for their invoices. Click Add Remit-To to Add Remit-To
add more locations, otherwise click Next.

Remit-To Account Remit-To Address Status

Address 01 Heathrow Road Active Manage
London
TH4AW 6K

United Kingdom

Deactivate Legal Entity Cancel m
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SOLUTION OVERVIEW W YAZAKI
SUPPLIER INVOICE SUBMISSION METHODS

Submitting Invoices through CSP

9. Suppliers review the Ship From Address and click on Done. Suppliers can also add a new Ship From Address by clicking on Add Ship
From button.

Where do you ship goods from?

For many countries/regions including different shipping details on the invoice is required if they are different to Add Ship From
where your legal entity is registered.

Title Status

01 Heathrow Road Active Manage
London

TH4W 6KJ

United Kingdom

Deactivate Legal Entity Done
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SOLUTION OVERVIEW W YAZAKI
SUPPLIER INVOICE SUBMISSION METHODS

Submitting Invoices through CSP

10. Click on Add Now button from the Setup page. Next, suppliers
should choose the Invoicing Details (should be auto populated, based
on information provided earlier), and Save it.

Setup Complete

Do you want to Add Remit-To Address to the invoice now?

To get paid - Most customers require that you send them this payment info in in addition to
providing it on the invoice. 0
o Click an the Profile Tab to see if your customer has a form that collects payment information.
p-qyou'll have to send it to them through another channel.

Choose Invoicing Details

* Legal Entity | Good Supplier Europe v @) Add New

Invoice From 01 Heathrow Road Add Later Add Now
London
TH4W 6KJ
United Kingdom

* Remit-To | 01 Heathrow Road, London, Tk 0 Add New

* Ship From Address | 01 Heathrow Road, London, Tk » 0 Add New

4
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SOLUTION OVERVIEW

SUPPLIER INVOICE SUBMISSION METHODS

Submitting Invoices through CSP

11. Suppliers will complete the General Info section and review the From section of the invoice.

5. Suppliers will update the General Info for the Invoice
Key Fields to Note:

* Invoice # : Manually entered number from the invoice. Coupa
will check the invoice # for validation and duplication
checking.

* Invoice Date: Date the invoice was created

Please Note:

* Allrequired fields for invoice creation will have a red asterisk
to indicate the field is mandatory. Before submitting an
invoice for review and receipt creation, Coupa will ensure all
mandatory fields have been completed.

Suppliers will not be able to change the currency the invoice
will be charged in.

Suppliers need to attach the PDF copy of the original invoice
under attachments section in order to get the invoice
approved by Yazaki.

Create Invoice crezte

o: General Info

) From

W YAZAKI

Select Customer Yazaki Coupa System -

*Invoice #
*Invoice Date | 04/06/23 [
Payment Term
Date of Supply |04/06/23  [iF
*Currency EUR w

Delivery Number

Status Draft

Image Scan | Choose File |No file chosen

Supplier Note

Attachments @) Add File | URL | Text

Cash Accounting
Scheme

Margin Scheme

*Exchange Rate o

* Supplier 0010_Good Suppliers Europe

* Supplier VATID GB987654322 «

* Invoice From Address Good Supplier Europe,o

01 Heathrow Road
London

TH4W 6KJ

United Kingdom

Auto Motive

* Remit-To Address Good Supplier Europe,o

01 Heathrow Road
London

TH4W 6KJ

United Kingdom

* Ship From Address Good Supplier Europe,D

(@) TO

01 Heathrow Road
London

TH4W BKJ

United Kingdom

Customer Yazaki Coupa System

* Bill To Address Yazaki Europe Limited

Beechwood House, 2-3 Commercial
Way

Christy Close

Basildon
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SOLUTION OVERVIEW W YAZAKI
SUPPLIER INVOICE SUBMISSION METHODS

Submitting Invoices through CSP

12. Suppliers will review the lines and pricing information for the items detailed in the purchase order associated to the invoice
created.

Lines
Type Description Qty uom Price Q
g test item 3.000 Each ~ 7,500.00 22’50000

12. Suppliers will review the price details and input

for the Iine items in the pUFChaSE Order- PO Line Service/Time Sheet Line Contract Credit Line
7000002447-1 ‘O Clear None None 'O

w

Key Fields to Note:
UOM : Unit of measure Supplier Part Number

Price: Price of the items in the PO and Invoice
Billing

Bllling Chart of Accounts defaulted from PO GB90-K-7160000-307010000-1010040100

indicates, how the invoice should be charged

by Yazaki. Taxes

Taxes: Select appropriate VAT Rate, and VAT VAT Rate VAT Amount Tax Reference
Amount should be auto calculated. v 0.00

Please Note: As the invoices are being created

flipping Purchase Orders, many of the information Taxes
will be auto populated based on information
available in Purchase Order.

VAT Rate VAT Amount Tax Reference

5.0% ~ 1,125.00
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SOLUTION OVERVIEW
SUPPLIER INVOICE SUBMISSION METHODS

Submitting Invoices through CSP

bntract Totals & Taxes

13. Lines Net Total, Shipping costs, Handling and Misc Cost will be calculated

based on the inputted details the supplier provides when submitting their Lines Net Total
Lines VAT Totals

invoice.
* Please ensure to click on Calculate button to get the Invoice total.
* Once completed, click on Submit to send the invoice to Yazaki for approval. Shipping

Please Note: After this step, the invoice goes for approvals by Yazaki. The invoice Handling
approval process will ensure invoices go through 3-Way Match, Buyer Tolerance

Reviews, Requestor Tolerance Reviews, AP Tolerance Reviews, and Tax Team review

prior to payment processing. Misc

In addition to the Total of the Invoice Shown, the following options will be available

for the Invoice: Total VAT
Delete — Deletes the invoice T
Calculate- Automatic calculation of the total based on related amounts in the
. . Gross Total
invoice.
Cancel - Cancels the inputted information and reverts the invoice to the past save.
Save as Draft — Saves the information inputted but does not submit the invoice for —— —

approval
Submit — Submits the invoice to undergo approval with Yazaki

W YAZAKI

22 ,500.00
1,125.00

1,125.00 GBP 1,125.00 EUR

22,500.00 GBP 22,500.00 EUR

23,625.00 GBP 23,625.00 EUR

Save as Draft | Calculate | m

42



SOLUTION OVERVIEW W YAZAKI
SUPPLIER INVOICE SUBMISSION METHODS

Submitting Invoices through CSP

14. Additionally, if suppliers have made any mistake while submitting the invoice, they should add a comment under Comments section.

This will notify the Yazaki Requestor, and accordingly Yazaki can reject and dispute the invoice.
Disputing the Invoice will trigger the rejected invoice to be sent back to supplier, following that suppliers will be able to edit the invoice,

correct the faulty information and resubmit it for approval.

Comments Mute Comments

Enter Comment

Please Dispute the Invoice.

Add File | URL

Add Comment

Please Note: If suppliers encounter any issue while submitting the invoice which blocks them from submitting the invoice, they should
navigate to Orders tab, locate the respective Purchase Order and add a comment in the similar way, which will notify the Yazaki

requestor to take the required action.
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SOLUTION OVERVIEW W YAZAKI
SUPPLIER INVOICE SUBMISSION METHODS

Submitting invoices through Email

1. Once the Purchase Order is sent manually (if PO transmission method is Prompt) or via email from Coupa, the supplier will receive an
email for the respective purchase order. The following options will be included in the email :

* Manage Order: Will redirect the supplier to Yazaki Coupa System Purchase Order #7000002700 s
view PO details page without logging into CSP, B Yozok Coupa System oo v ephyect devccpaet o

supplier will be able to acknowledge the PO
or create invoice from the same page.

- YAZAKI
[ oo i ]

° create |nVOiCE: W|” redireCt the SUpplier to Yazaki Coupa System Purchase Order #7000002700
Invoice Creation page without logging in to Order Summary
CSP. oo o0

* Acknowledge PO: Will acknowledge the PO. e

Contact Pratik Manna

rstik manna@aceentrs com

* Add Shipment Tracking: Supplier will be able

to add shipment tracking information using

this option.

* Accelerate Payment: will accelerate the
payment. (Will not be available for Yazaki )

* Add Comment: Supplier will be able to add a
comment to the purchase order.
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SOLUTION OVERVIEW W YAZAKI
SUPPLIER INVOICE SUBMISSION METHODS

Submitting invoices through email

~ YAZAKI N
2. Along with the options for supplier actions (mentioned in previous slide),
an overview of the respective purchase order will be available for the ) = e
suppliers, in the same email with an attachment of Purchase Order Details cEsmeertesen s T e
in HTML format. é:;:;;:;":.”f,” Ceiisr o
Please Note: For any of the Supplier Actions options available in the email, s
suppliers do not need to login to their CSP account. However, if Suppliers
already have a CSP account, they can also use the Log in Now button to
perform the invoicing actions on the purchase order from CSP.

Manage your orders and more with Coupa
Romi Desciplon & Specal  Guaniy equred GO et Prios Prow UnR_ et Aot

Insight Opportunity Collaboration
‘ Log In Now | ——
Learn more about Coupa
b r
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SOLUTION OVERVIEW

SUPPLIER INVOICE SUBMISSION METHODS

Submitting invoices through email

W YAZAKI

3. After Suppliers click Manage Order from the email, the purchase order details page is opened. Suppliers will be able to review the
PO, acknowledge it and click Create Invoice once they are ready to invoice on that PO.

Suppliers will also have additional options :
e Save option will save the purchase order after necessary edits are made by
the supplier like adding Shipment Tracking Information.

Print View will display the Supplier Print version of the purchase order.

W YAZAKI
| pomceson samece |

Yazaki Coupa System Purchase Order #7000002700

Order Summary

Date 04/07/23
PO Total 500.00 EUR
Shipping Terms  Standard
Payment Terms 0007 - 30 Days Net

Contact Pratik Manna
pratik. manna@accenture.com

N YAZAKI - X
[ oo Sign Out
Purchase Order #7000002700
General Info Shipping
Status |ssued - Sent via Ema: Ship-To Address  2-3 Beechwood House Commercia
Order Date 0407722 Basildon
erbste e S5158EF
Revision Date 04/07/23 United Kingdom
o Location Code: GEAO
Requester Pratik Manna Atir: Pratik Manna
Email pratik.manna@accenture.com
Terms Standard
Payment Term 0007 - 30 Days Met . -
h ™ Ch man = ad
Shipment Tracking  na
Attachments Mone
Acknowledged [ Mo shipment tracking.
Assigned to
Lines
1 Type Item Qty Unit Price Total Invaicad
! test e 1 Each 500.00 500.00 0.00
*Need By Part Number Manufacturer Name Manufacturer Part Number Purchasing Group
42022 Mone Mone Mone guillzume.moranting@yazaki-eurcpe.com / “+33 1 3012 7351
Per pags 0
Total eur 500.00
Create Invoice Save =i Print View
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SOLUTION OVERVIEW
SUPPLIER INVOICE SUBMISSION METHODS

Submitting invoices through email

4. Suppliers can also click on Create Invoice option to get redirected
to Invoice Creation Page in CSP.

Suppliers will be asked to choose the appropriate Invoice From
Address (if they have multiple). Suppliers can also create a new
Remit-To details using Create New Remit-To button.

After choosing the appropriate Invoice From Address, click on Choose
to continue.

Choose Invoice From Address

Goods Supplier YEMEA
&7 Fraserburgh Rd
Lidsing

MET7 3Z2W

United Kingdom

LIMITED

Good Supplier Europe
01 Heathrow Road
London

TH4W BK

United Kingdom

Auto Motive

W YAZAKI

To use a Remit To from your account, please login to supplier.coupahost.com

to create your invoi

|

ce.
Cancel Create New Remit-To

4

A
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SOLUTION OVERVIEW W YAZAKI
SUPPLIER INVOICE SUBMISSION METHODS

Submitting invoices through email

5. Suppliers will complete the General Info section and review the From section of the invoice similar to the information and fields
reviewed for Supplier created invoices via CSP.

- YAZAKI
[ ™

Please Refer to Slide 39 to see the detailed steps on
how suppliers will fill up the General Info section of

Create Invoice crea=

General Info From
.
I nVO I Ce * Invoice # * Supplier 0010_Good Suppliers Europe
.
*Invoice Date | 040723 [i * Supplier VAT ID | GB123456789
P nt Term 0007 I From A
Date of Supply | 040
* Currency -
Delivery Numt I
Status Draft * Remit-To Address N
Image Scan Mo file chesen * Ship From Address N
To
y

Be
asildon
5515 6EF
ted K m
afion e: GBON
D
Dér ntreg;
io es
Re
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SOLUTION OVERVIEW W YAZAKI
SUPPLIER INVOICE SUBMISSION METHODS

Submitting invoices through email

6. Suppliers will review the lines and pricing information for the items detailed in the purchase order associated to the invoice created.
Suppliers choose the VAT rate accordingly.

Please refer to Slide 40 to see the detailed steps on how suppliers will be reviewing the Invoice line details.

Lines
Type Description Q UoMm Price
s > = 500.00 ©
=4 test item 1.000 Each v 500.00 - -
PO Line Service/Time Sheet Line Contract Period
7000002700-1
Credit Line Supplier Part Number
Billing

(GB90-K-7160000-307010000-1010040100

Taxes

VAT Rate VAT Amount Tax Reference

v 0.00
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SOLUTION OVERVIEW
SUPPLIER INVOICE SUBMISSION METHODS

Submitting invoices through email

7. Suppliers will add the necessary Shipping, Handlin and Misc. charges. Supplier will
click on Calculate button to get the Total.

Please refer to Slide 41 to see the detailed steps on how suppliers will be adding
Shipping, Handling, Misc. charges to Invoices.

Totals & Taxes

Delete

Lines Net Total
Lines VAT Totals

Shipping

Handling

Misc

Total VAT

Net Total

Gross Total

Cancel

500.00

0.00
0.00 GBP 0.00 EUR
500.00 GBP 500.00 EUR

500.00 GBP  500.00 EUR

Save as Draft Calculate m
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SUPPLIER INVOICE SUBMISSION METHODS

Submitting invoices through email

8. Once the Total is displayed, suppliers can click on Submit to submit the Invoice for Approval.

Once submitted, supplier will get a pop up for the Invoice Confirmation. Suppliers can either Continue Editing or finally submit the
invoice by clicking on Send Invoice button.

Please Note: After this step, the invoice goes for approvals by Yazaki. The invoice approval process will ensure invoices go through 3-
Way Match, Buyer Tolerance Reviews, Requestor Tolerance Reviews, AP Tolerance Reviews, and Tax Team review prior to payment
processing.

~ Are You Ready to Send?

Total VAT 0.00 GBP 0.00 EUR
Coupa is about to create an invoice on your behalf. Please make sure you are not attaching another Net Total 500.00 GBP 500.00 EUR
invoice to this transaction as the Coupa generated PDF is your and your customers legal invoice.

Gross Total 500.00 GBP 500.00 EUR

Continue Editing Send Invoice Delete Cancel Save as Draft Calculate m
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How to add additional users to
Coupa Supplier Portal

COUPA P2P



SOLUTION OVERVIEW
INVITING ADDITIONAL USERS

W YAZAKI

1. From Home page navigate to Setup page. Once Setup page is opened, make sure you select Admin > Users, and click on Invite User
option.

i“"}coupa Supp“er portal MARY ~  NOTIFICATIONS @ HELP -

Home  Profile  Orders  Service/TimeSheets ASN  Invoices Catalogs  Business Performance  Sourcing
F N

Add-on:

Setup

0 New: Exclusive discounts for your business to thank you for being a part of the Coupa Community. p 4

= your profile to get paid faster and get discovered Learn More

Add-ons Announcements viewai )

Setup

Admin  Customer Setup Connection Requests Last Updated

4 Formatos (Yazaki Coupa System)
Improve Your Profile
omplete @ 5 days ago _ Manual de Narancia: Manual de Narancia

Admin users

One-Click Savings viewan

Users Users Permissions Customer Access
. ) 0 Start saving today!
Merge Requests MRy STl ASN_S pezshicnpavien 3 & Explore deals for your company, exclusive to
suppliercontact27@gmail.com Admin the C c )
Legal Entity Setup Status: Active Business Performance & Coupa Community.
Catalogs
Fiecal = e 1 W Merge Accounts
Representatives Order Changes Registered User Connected Customer g
Order Line Confirmation View
Remit-To Orders If vour company has multiole CSP accounts. |

Terms of Use

Payment
Preferences v

Static
Discounting

sFTP Accounts

Pay Me Now
Payments

Profiles
Service/Time Sheets
Sourcing
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SOLUTION OVERVIEW
INVITING ADDITIONAL USERS

2. From Invite User page, fi up the First Name, Last Name and Email of the user

, Yyou are trying to add.

Additionally, supplier will be able to select the permissions needed for the additional
user from Permissions section.

After filling up all the required details, click on Send Invitation button.

Please Note: After this step, the additional user will be a receiving an email from
Coupa Supplier Portal to register/login and user will be added to supplier account.

Permissions @

W YAZAKI

Invite User

First Name

Last Name

* Email

Al Al

Customers

Admin Yazaki Coupa System

Orders
(O Restricted Access to
Orders
.;E:.A”

Invoices

Catalogs

Profiles

ASNs

Service/Time Sheets

(O Restricted Access to
Service/Time Sheets
|:§:nc\”

Payments

Order Changes

Pay Me Now

Business Performance

Sourcing

Order Line Confirmation

Cancel
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