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Introduction to Coupa
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What is Coupa?

Coupa is a usdriendly eProcurement and supplier collaboration clebdsed software. As our partner, you

stand to benefit by gaining access taexo-costsupplier portal that provides enhanced visibility, better control,
fewer mistakes and faster payments via an intuitive user interface.

The Coupa Supplier Portal enables you to:
View and acknowledge Purchase Orders/Change Orders

Submit invoices and monitor payment status
Create catalogs
Participate in sourcing events

Manage your contact/remittance information




How will you benefit?

By working with Cabot electronically, you will increase your otdking efficiency, invoice creation, reduce
mistakes and delays fulfilling orders and maintain a better presence with Cabot users.

Benefits include, but are not limited to:
Efficient Purchase Order receiving and acknowledgement

Efficient invoice processing
Direct PGbacked invoice creation
Automated accurate routing of invoices to proper branches

Instant visibility to Purchase Order, Timesheet, Invoice, Payment Information and catalog processing status
as well as Cabot user contact details

Reduced or even eliminated manual paper transaction processing

Strong reporting capabilities




SAN vs CSP
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Supplier Actionable Notifications

Supplier Actionable Notifications (SAN) will allow you to create an invoice, acknowledge, or comment on a PO direcB&oraila To have
SAN enabled, your default PO method must be set to email and Cabot must enable SAN on your supplier record.

When creating an invoice from SAN, you will be brought to a landing page that looks similar to the landing page in tise@bepRortal,
however the access is very limited and will not carry any invoice or PO history and not allow for any reporting.

Purchase Order #6 inbox x

jo_not_reply@cabotcorp-test.coupahost.com>

to CabotSupplier+1 «

i;;‘lCOUpa Purchase Order #6

Acknowledge PO Add Shipment Tracking Add Comment

View PO

Login

{O’:écoupa PURCHASE ORDER

PO NUMBER
6
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Connecting to Cabot via Coupa

It is vital that all suppliers connect to the Coupa platform to transact with Cabot successfully.

Below is the initial @mail invite (from Cabot) to set up your Coupa Supplier Portal account to transact with Cabot on Cowgjlasgrt from)

After Cabot sends you an invitation to join the Coupa Supplier Portal (CSP), check the email address inbox which desanitd\and click on the link to confirn
their request to interact with you as a supplier on Coupa.
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Invoices to Cabot.

If the invite was sent to the incorrect person at your company, inform your Cabot contact or contact Csiggplagr.communication@cabotcorp.com

LJI

Registration Instructions - Action Required mbox x

Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.coms
to CabotSupplier =

f;}COl,lpa Registration Instructions - Action Required

Hello Test Supplier,

We handle all our business spend electronically in order to prevent lost documents and make sure you are paid on time. Within the next
48 hours, click the button below to register your account. If you are not the right person at your company, send this request to the
appropriate person by using the forward link.

Note: not registering in a timely manner may impact your ability fo do business with us. Let us know if you are unable to register for any
reason.

Jill Larson

Join Coupa Forward this invitation

& NOTE: Ensure Cabot has the correct email contact for your company

{ dzL.



Connecting to Cabot via Coupa

Fill out your information on the Coupa Supplier Portal to create a new account

Review and accept the Privacy Policy and Terms of Use
/| fA01 W{doYAGQ

At this step, you will also have the option to forward the invitation to another employee at your
company

Join the Coupa Supplier Portal

Validate the information below and create the password for your account. Click here for help

*First Name | Test
" Last Name | Supplier
*Company | Test Supplier - 5.1
= Email

*Password

*Password Confirmation

| accept the Privacy Policy and the Terms of Use.

Forward your invitation

Not the right person to register now? Want to ask a coworker to join quickly? Send a copy of your
invitation to colleague\'s email below (must have same email domain)

Forward email | Email




Enabling Hnvoicing

You will need to add Legal Entity information as well as Réoniddresses to enablel&voicing
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fxcoupa supplier portal

Home Profile Orders

Add-ons = Setup

Service/Time Sheets ASN

Invoices

Catalogs

CABOT~  NOTIFICATIONS @) HELP ~

Business Performance Sourcing

Admin Customer Setup

Users

Merge Requests

I Legal Entity Setup I

Fiscal
Representatives

Remit-To
Terms of Use

Payment
Preferences w

Static
.

Admin Legal Entity Setup

Legal Entity

Booking Hold Test
Invoice From

987 Broadway
Dallas

>

87564

United States

Test Supplier

Add Legal Entity

Remit-To Accounty

Address

Remit-To
Address

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

Country/Region

This is the official name of your
business that is registered with
the local government and the

country/region where it is

Wl



Enabling HEnvoicingc Adding Remiio Address

[ £t A01 W{ SidzLQ
[ £t A0]1 YRR wSYAID
Complete the invoice address details

Enter any bank information or payment details if they have not already been provided to Cabot
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scoupa supplier portal

Home Profile  Orders

Add-ons  Setup

Service/Time Sheets ~ ASN

CABOT

NOTIFICATIONS HELP

Invoices  Catalogs  Business Performance  Sourcing

Admin remit-To

Users
Merge Requests
Legal Entity Setup

Fiscal

Representatives

Terms of Use

Payment

Preferences v

Customer Setup

Remit-To Account

None

None

None

Remit-To Address

test
2144
United States

Payment Type Legal Entity
Address Test Supplier
Address Test Supplier

Address Test Supplier

Add Remit-To

Customers Actions

-

& NOTE: Ensure Cabot has your current retitaddress on file to avoid processing delays in Coupa

Add a new Remit-To account

What is your Remit-To Address?

* Address Line 1
Address Line 2
*City
State | S¢
* Postal Code
*Country/Region United Stales -

Code




Adding Users

If desired, you can allow additional users to access your supplier
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,:coupa supplier portal

CABOT~  NOTIFICATIONS @) HELP ~

Home

Profile

Add-ons

Admin

Admin users

Users

Merge Requests

Setup

Customer Setup

Orders

Users

Cabot §
CabotS|

Service/Time Sheets ASN

Invoices

Catalogs

Business Performance

Sourcing

Invite User
First Name
* Email
Customer Access
Permissions @ Customers Cabot Corporation

All
Admin
Orders

(O Restricted Access to Orders
@Al

Invoices
Catalogs
Profiles
ASNs

All

| Cabot Corporation




Editing Users

If desired, you can edit existing users
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Review and edit User Info

Enable or disable permissions under Permissions section
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Admin users m

Users Permissions Customer Access
Cabot supplier ASNs Cabot Corporation
Merge Requests . o _
= CabotSupplier@gmail.com Admin
i Status: Active Business Performance
Legal Entity Setup
Catalogs
. Edit Invoices
Fiscal
Order Changes
Representatives Orders

Pay Me Now

T




Employee Terminations
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Admin vsers i sor |
Users Permissions Customer Access

Cabot supplier ASNs Cabot Corporation

Merge Requests CabotSupplier@gmail.com Admin
. . Status: Active Business Performance
Legal Entity Setup Catalogs
Fiscal Edit Invoices
Order Changes
Rep ntat 5 Orders
_ _ Pay Me Now

Cancel Deactivate User m
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CSP Supplier Activities
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Receiving/Viewing a Purchase Order

Regardless of the PO delivery preference (email, cXML, etc.), you will have access to all open POs within the CSP

- Select Orders from the top menu bar

- When the page refreshes, select the applicable PO number from the list of Purchase Orders. You can also use the Search
bar to locate the PO

- Click PO Number hyperlink to view the complete PO details

i‘;‘scoupa Supp[ier portal CABQOT v NOTIFICATIONS @) HELP -

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

Add-ons  Setup

Orders Order Lines Returns Order Changes Order Line Changes Shipments

Select Customer Cabot Corporation v

Configure PO Delivery

Purchase Orders

Instructions From Customer erpaE T30

{Example text - this is set on your Company Information setup page and will be displayed
Total 200.00 usp

Click the == Action to Invoice f]

Srmime o e

PO Number Order Date Status Acknowledged At ltems

|CPOOOOOOOTZ 04/21/21 Issued None 5 Each of HP Business § o Comments v
Load - Notebook carrying

| Enter comment

CPO00000071 04/21/21 Issued None 50 Each of HP Business

Add Comment




Acknowledging a Purchase Order

hy GKS ALISOAFAO th RSGOGFAfTA LI 3ISE

Cabot will receive this acknowledgement in their Coupa system

Wi O1 Y 24

Purchase Order #CPO00000072

Status Issued - Sent via Email
Order Date 04/21/21
Revision Date 04/21/21
Requester Varsha Pachisia
Email varshapachisia@kpmg.com
Payment Term N60

Attachments None

Acknowledged

Assigned to




Creating a PBacked Invoice
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take you to the invoice creation screen

- Select a rem#to and ship from address
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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
~ l Search l

= viw [
Total Assigned To Actions

PO Number Order Date Status Acknowledged At Items Unanswered Comments

Action to Invoice from a Purchase Order

CPO00000072 04/21/21 Issued None 5 Each of HP Business Slim Top No 600.00 ==
Load - Notebook carrying c... usD i
CPO00000071 04/21/21 Issued None 50 Each of HP Business Slim Top No 6,000.00 %E

Choose Invoicing Details

*Legal Entity = Test Supplier v @ Add New

Invoice From 123 Main St
San Francisco, CA 95159
United States
United States

v @ Add New

| * Ship From Address | 123 Main St, San Francisco, C/ w 0 Add New

Cancel

Q)¢

o
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Creating a P@Backed Invoice

On the invoice creation screen, complete all the necessary information (all required fields are indicated with an asteri
- Use your own invoice numbering convention for the Invoice # field
- 1GGrOK @22dzNJ 2NHIFIYATIFGA2yQa Ay@2A0S FALS
- Details from the PO are automatically populated to the invoice draft
- Verify auto populated invoice information at the header and line level and adjust as necessary

Configure PO Delivi|

Create Invoice creze

General Info From
“Invoice # = Supplier Test Supplier
= Invoice Date  04/21/21 *Invoice From Address Test Supplier

Payment Term N60
“Currency USD ~

Delivery Number * Remit-To Address Tes

Status Draft
Image Scan | Choose File | No file chosen

* Ship From Address Tes
Supplier Note

Attachments @) Add File | URL | Text

> To
Customer Cabot Corporation

“Bill To Address Cab

Buyer Tax ID 42271897 ~

& NOTE: You can add multiple invoice attachments or only partially invoice a PO as needed




Creating a P@Backed Invoice

~
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Lines Line Level Taxation
Type Description Qty UOM Price _ 0
= 8 i HP Business Slim Top Load 5 : B 12000 {)()() . [ )()

Notebook carrying case - 14.1" - for

Elite c1030; EliteBook 83X G7, 845
GT7; EliteBook x360; Pro c640; ZBook
Firefly 14 G7

PO Line Contract Supplier Part Number
CPO00000072-1 Clear
W
Billing
10012023-10012023.4130.000-No-10015852




Creating a P@acked Invoice

If applicable, add any shipping, handling and tax information
A You can add applicable tax in the proper section by one of the following methods:

A Manually enter a tax percentage
A Manually enter a tax amount ($)
AlTETtAO]T W/ IEfOdA GSQ (2 dzLRFGS GKS Ay@2A0S

G201 f
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Totals & Taxes

Lines Net Total 600.00

Shipping

Total Tax 0.00

Net Total 600.00

Total 600.00




Creating a P@Backed Invoice
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Add additional attachments if necessary
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0 Comments

Mute Comments s

Enter Comment

3 Comment notification fo 3 yser by tvping @name (ex_Johnsmith

Attachments Add File | URL

Of A



Creatlnq a PBacked Invoice

Whenyou havecompletedall information on the invoice,clickW{ dzo Y A (i Q

submitted, aninvoicecannotbe edited via CSFEJnIessglisputed by Cabot
- If youwishto gobackto edit, clickW/ 2 Yy ® Ry dz& y 3 Q
- Click¥{ SyyRJ 2cksén8tiike confirmedcompleteinvoiceto Cabot

After you click W{ dzo ¥ popuf vill appearto confirm if you are ready to send the invoice

Once

Total Tax

Net Total

Total

Are You Ready to Send?

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

Continue Editing Send Invoice

0.00

600.00

600.00




Creating a Noi®O Backed Invoice

-/ ftAO0] WLY@2A0SaQ FTNRY UKS (02L) YSydz o0 NJ
- Click%/ NBlnklSy @2 A OS Q
- Fillout invoiceheaderdetails

& NOTE: Correct requester name and email will be mandatory to submit aR@backed invoice



