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PMI COUPA

One of the main questions asked by suppliers is “When will | get paid?”

What follows is a long exchange between you and PMI

Which invoice are you talking about?

When did you send it?

How did you send it?

| haven't received it!

| found it but there is information missing on it, so | can’t pay it!

Not just frustrating but also expensive for both parties!!

With Coupa these conversations will be a thing of the past.

%

X

coupa



PMI COUPA %&

In a nutshell, Coupa:

Enables Suppliers to create legally compliant electronic invoices in their country of origin.

= Coupa reviews and implements an invoice under all applicable laws, going far beyond just
tax related requirements.

Uses best effort to deliver high quality data, taking structured data directly from the source
instead of utilizing other sources (e.g. paper scanning).

» Guaranteed delivery of invoices.

Better visibility and increased straight-through processing.

Fewer exceptions, fewer calls/email exchanges, certainly to be paid on time.
Easier audits, better transparence.

Coupa invoice channels are clearly defined so everyone knows their duties.




PMI COUPA %;,}coupa

You are the most important part of PMI e-invoicing enablement!

Your participation is key of PMI e-invoicing enablement success
o You will get support with requirements deriving from electronic processing if needed
o Coupa lifts suppliers globally to new levels of legal and commercial compliance

= Coupa can enable you by:
o Pushing legally required data fields per country (Tax and Commercial Laws)

o Applying population rules to ensure presence of data (Line descriptions, VAT IDs and
other PMI mandatory fields)

Applying validation rules to check accuracy of data where possible
Allowing you to immediately correct invoice data in case of errors
Using state of the art digital signatures according to locally applicable laws

Coupa saves all legal and compliant electronic invoices on the Coupa Supplier Portal,
where suppliers can access and download them

O O O O




TRANSMISSION METHODS

Purchase Order

ﬁ

Paper

&

PMI prints and delivers

the paper PO to the
supplier

2

Supplier receives
paper PO

= Email
& @ |

PMI approves PR Purchase Order

S[x]

and PO is created is transmitted

Coupa Supplier
Portal (CSP)

2

Supplier receives PO
in email inbox

Coupa sends the PO
to the CSP

2

Supplier logs to CSP to

see PO (email
notification sent to
supplier)

S
oXML

cXML

b

Supplier receives
PO in ERP

______



TRANSMISSION METHODS ﬁCOUpa
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COUPA SUPPLIER PORTAL OVERVIEW %“}Qoupa

» The Coupa Supplier Portal (CSP) is a FREE tool for suppliers to easily do business with PMI
and other customers who use Coupa.

» Access through any web browser (i.e. Internet Explorer, Chrome, Safari).

= Main Benefits: Allows suppliers to manage customers and transactions in a more efficient
and easy way, reducing mistakes and delays.

" In the CSP, you as a supplier, will be able to:

Receive and review Purchase Orders

Send Invoices and Credit Notes

Create and Manage catalog items

Manage your Company Business Profile

Work collaboratively on the platform

Y = Suppliers must provide only one e-mail address for the creation of the CSP account.

= To reqgister, suppliers will receive an invitation e-mail from PMI.




COUPA SUPPLIER PORTAL OVERVIEW ﬁcgupa

CSP Benefits

PROCESS AS-IS:

= PO received via e-mail in PDF format
= |nvoices sent via e-mail in PDF format or as paper
invoice

Pros:

Cons:

Process known and mastered

Complexity to track documents and changes
Not all documents can be found in the same
place

Changes in documents are not recorded in the
document itself

PROCESS TO-BE:
= PO received in the Coupa Supplier Portal and in the e-
mail
= Invoices sent via the Coupa Supplier Portal

Pros:

= All documents, POs and Invoices, are in the same
place

= Easy to track documents and status

= Once the invoice is paid, payment date is
available under Payment section of the Invoice

= Changes to orders or invoices are recorded in
CSP and notifications sent via email

= Orders are received in CSP and by email

= Generation of a Legally Compliant e-Invoice

= Manual input of Invoice information
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REGISTRATION AND SET-UP Zacoupa
00

Invitation e-mail

In order to register and connect your
company to PMI via the CSP, you will
Coup.a Supplier Portal <do_not_reply@supplier-test.coupahost.com= recelve an e-mall from PMI |nV|t|ng you to
do mnie - . .

register and join the CSP

Philip Morris International Registration Instructions - Action Required odebrane x

o’ | pae wors envmoxan. Philip Morris International Registration Instructions - Action
Required This e-mail includes the legal consent that
Powered by £3COUPa you accept when accepting the invitation

1. Click on “Join Coupa” button in the

This is an automatic notification from Philip Morris International inviting you to join the Coupa Supplier Portal, where you will find

information about Purchase Orders and Invoice Payment status. Registration link is valid for the next 48 hours, click the button below to e—mai I to be d i reCted to the Cou pa

register your account. If you are not the right person at your company, send this request to the appropriate perzon by using the forward

Supplier Portal registration page
Eefore PMI and Supplier start using the Platform, you as a Supplier, have to submit to FMI the data related to the goods andfor services

and their prices (‘Data”). With your submitting the Data to us, you agree to the following: 1. You permit Buyers to use the Data and to 2 . If you a re not the rlg ht person to

disclose them fo Coupa and potentially service providers necessary for the operation of the Platform; and 2. You grant Buyers and

Coupa a worldwide, royalty-free license (and sub-license to Coupa) to use in all forms the Data such as accessing, displaying, storing, reg Iste r, you Ca n fo rwa rd the I nVItatlon

distributing and downloading them. We acknowledge the intellectual property rights related to those Data will stay with you and that we

will protect the confidentiality of your data to the extent necessary and reasenable. We thank you in advance for your acceptance of to yo u r COWO rke r' by cl icki n g o n

these terms which we deem to be accepted once you submit Data to us or you start using the Platform.* Electronic inveicing availability

e . o . ) 6 . . . . 3y
is limited, therefore, please refer to information in the Purchase Order, once received. In case of question please reach out to your Forwa rd th Is I nVItatl on b utton .

usual PMI Business contact.

Katarzyna Czamecka 3
Fhilip Morris International u

Sender of invitation:
do_not_reply@supplier.coupahost.com




Choose your language! i}coupa
XY

1. On every page of Coupa Supplier
Portal, by scrolling it down to the
bottom, you may find the language

. button.
Cansk (Danmark]

2. Hover your mouse over the button

and choose your language from drop
Deutsch {Deutschiand) down list.

Dreutsch (Bedgien)

Dreutsch (Luxembung)

Dreutsch (Schweiz)

Deutsch {Ostemeich)

English {Ausiralia)

English (Canada]




REGISTRATION AND SET-UP
000

Setting up the account

Zacoupa

Create an Account

Grow your Business on Coupa with a Free Account

* Business Name l

Your legal business name (or legal personal name if an individual)

* Email

* First Name * Last Name

* Password * Confirm Password
] o

Use at least 8 characters and include a number and a letter

* Country/Region * Tax Registration

o

[J1do not have a Tax ID

‘: ’ D1 accept the Privacy Policy and the Terms of Use

9 Create an Account I

Already have an account? LOG IN

Once you have confirmed your e-mail address in
the previous step, you will be asked to provide
basic company information:

1. Populate Business Name field with a legal
name of your Company for invoicing — this
name will appear in the invoices you send to
PMI or other customers

Set the e-mail address

3. Enter the First and Last name of the owner
of the CSP account. More users may be
added to the same Company account later

4. As your company joins the Coupa platform,
a responsible person needs to accept
Coupa’s Terms of Use. Tick the Checkbox
to accept Coupa’s Terms of Use and Privacy
Policy. Click on Privacy Policy and Terms

® of Use to access the details

5. Click the Create an Account to finish




REGISTRATION AND SET-UP
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The Web Portal

Zescoupa

NOTIFICATIONS HELP ~

m| S5
Add-ons MS  Traini g Webinars

Welcome fo Coupa Supplier Porial

+" Create Invoices & Get Status Updates + Update Profile & Payment Info

+ View & Respond to Purchase Orders + Create Time Sheets & ASNs Against Orders

+" Host & Manage Catalogs +" Get Real-Time SMS & Email Nofifications

garcoupa supplier portal

Once your account is created, you will
reach the CSP homepage.

Coupa offers an online Help tour. We
recommend you take the tour to get
familiar with the CSP features.

1. Hover Help section and click Help
Tour option to proceed with a tour of
the CSP.




REGISTRATION AND SET-UP Zacoupa
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The Web Portal

Mice& ﬁ]rderﬁ ?E-IJEI-HEEE Profile Pﬂewice Shaats ?“_E'I'TIH ?ASN %ﬂurcirlg ?FL‘IFEL‘HEE ﬁuLulugs %elup IMure...

The Coupa Supplier Portal is a user-friendly web solution. All commands can be found under the main menu at the top right corner of the screen

1. Click the Home button to access the Home page of the CSP
Click the Invoices button to access the Invoices section and see all Invoices created and sent (Credit Notes included)
Click the Orders button to access to Order section and see all POs received

Click the Business Profile button to access business profile, legal entities, and payment methods

2
3
4
5. Service Sheets is out of scope for PMI suppliers.
6 Items is out of scope for PMI suppliers

7 ASN is out of scope for PMI suppliers

8 Sourcing is out of scope for PMI supplier

9 Forecasts is out of scope for PMI supplier

10. Catalogs is out of scope for PMI supplier

11.  Click the Setup to access Admin features (eg. Users invitations, Additional CaaS information, etc.). Available only for users with Admin rights.

12.  Click More to check the Business Performance for summary of orders and invoices that may need attention, your year-to-date order and invoice
trends, and your lead time to shipping goods.




REGISTRATION AND SET-UP Zacoupa

00
Add Your Legal Entity

1. Go to Business Profile tab, Legal
ascoupa supplierportal Entities Subtab and click on Create
imvoices  Orders (NIRRT Service Sheets  lhems A
2. Complete legal entity name and
Legal Entities country of your company: this is the
i official name of your business that is
- registered with your local government
9 N and the country where it is located.
Create Legal Entity . 3. Once you have completed the Legal
" Country/Region Entity Name and Country/Region, a
. - . Dy new section will pop up.
O




REGISTRATION AND SET-UP Zacoupa

00
Add Your Legal Entity

Once you have filled Legal Entity Name

Create Legal Entity x and Country/Region, Tax Registration
will pop up:
vendor Switzerland .
ax Registrations 1. Select your tax country and provide
* Country/Region vATID ] respective VAT ID.
— X . 2. In case VAT ID is not available,
check the box and Local Tax ID will
?ma”&” ] pop up, in which you can provide a
local tax number or local registration
Q@ Add Tax Registration number for tax purposes.

3. Click to include multiple TAX ID’s.




REGISTRATION AND SET-UP Zacoupa

00
Add Your Legal Entity

The system will direct you to complete
or'w:'““dw“w S ) your company'’s invoicing information,
o o which is required to proceed with the
. ® CSP functionality.
' 1. Provide your company’s invoicing
K' """"" e e y address. Ensure to complete all
efsmp o N\ mandatory address lines
Please enter the physical address that your goods are shipped from? This can be a warehouse address. B 2. Tick or Untick the checkboxes as
©  Same s cice From Address required: Uncheck if the shipping
_ address and remit-to address is
i —. “ different than invoicing one or your
\ﬂ s s from Adress ) ( company has more than one shipping
— from location.




REGISTRATION AND SET-UP
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Add Your Legal Entity

Zacoupa

£,3coupa supplier portal

ﬁ Irvoices Orders Service Sheats Items

Business Profile Profile Submissions Legal Entities Payment Methods

Legal Entities

Create

Legal Entity, e Invoice From Address Tax ID Linked F
/ '

Remit-To Address

ase anter the address where you receive in-persan payments.

Manage

() Same as Invoice From Address ]

Remit-To Addresses

These are the addresses you would like customers to associate with your invoice:

Address Status

Add Remit-To

Edit Remit-To Address

What is your Remit-To Address?

What is your Remit-To Integration Code? @

Which customer do you want to s

[ © PMisfiste '

2. Untick the “Same as Invoice From Address”

3. Once in the “Manage” interface, click the

4. Then proceed to share the Remit-To

For invoicing, you will need Remit-To address to
be shared to your customer (in this case PMI)

1. To do so, once you have created the legal
entity in the previous step, hover over your
legal entity name and click the edit button
(the pencil symbol next to your legal entity
name)

and the “Manage” button will appear. Click
the button

action button on the right side of the active
Remit-To Address

Address to PMI affiliate and submit the
changes




REGISTRATION AND SET-UP Zacoupa

000
Add Payment Method

Before invoicing, you can also add
Payment Methods (optional since you
have created Legal entity and added the
Remit-To Address). This can be done by

£coupa supplier portal TEST. | NoTIRCATIONS @) el going to Business Profile Tab, Payment
ﬁ Irvaices Orders Service Sheets Items ASN Saurcing Forecasts Catalogs Satup Mare... M eth Od S S u bta b y a n d Ch Oose Ad d
Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation Paym e nt M eth Od S .
Payment Methods
q 1. Click Add Payment Method button to
Add Payment Method ~ W Q
create new Payment Method related to
Payment Method Payment Method Name Country Currency Linked Legal Entity Shared With Customers Payment Method Statusg 2 tions Ieg a I e ntiti eS .
i PMI affiiate (hctive) ./ co @ [ .
- 2. These Buttons are to edit, share,

manage, and activate/deactivate
existing Payment Method.

*P.S. Supplier does not need to create payment method to be able to
create invoice. Remit-To Address that was created prior will suffice e




REGISTRATION AND SET-UP Zascoupa
00

Notifications

Notifications settings can be set and
TEST NOTIFICATIONS Eﬂ] HELF maintained for each CSP account

1. Click the Noatifications button to see
the latest notifications for you

A Invoices usiness Profile  Serviee Sheats  ltems  ASN  Sourcing  Forecasts  Catalogs  Setup
Tasks & Notficatons ? N @) Coupa provides Notifications on the
N Portal (in this list), to be sent via email or

SMS

B Qm | | Il 2. Click the Notification Preferences to
see and configure your Notification
hcations when your h:nmmw . S e t tin g S_

S - 3. You will be redirected to the
- Notification Preferences

£acoupa supplier portal

Announcemen
New Customer Annunce = o
Business Performance
ssssssssssssssssssssssss ted Email o
Cartalogs
ew comment iz received Email o
g i sparoved Email o
cted Emai




REGISTRATION AND SET-UP
000

Your Profile

Zacoupa

£,3coupa supplier portal

Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation

..............

Company Size Ownership Type

Areas Served No coverage in areas

Global

To maintain your company profile, you
can edit the information by going to
Business Profile tab, Business Profile
subtab.

Then click the pencil icon as shown in
the image.




REGISTRATION AND SET-UP

Your Profile

Zacoupa

Year Established

uuuuu

Company Size

,,,,,,,,,,,,,,,,,

,,,,,,,,,,,,,,,,,

J\

Tax Registration

Tax Registration

Once you click the edit button, you can
edit the company profile

1. Profile Preview will show you how
your company profile will be seen in
public

2. Background Edit Button to edit the
image you want to show in your
company profile

3. Company Info can be filled to show
the information you want to display

4. Tax ID can be filled here, although it
will not be shown in the company
profile

5. Save button for when you have
completed the information

(continue to the next page)




REGISTRATION AND SET-UP
000

Your Profile

Zascoupa

iversity Classification and Certification
Small Business Enterprise Z Tl
(®) Add Diversity

Commodities

ppppppp

Product and Services Categories @

Areas Served @

@® Global (O Regional

Global
Qa\mragc in areas

e Contacts
Al

Actions

1. Information such as Diversity,
Commodities, Product Services
Categories, and Areas Served can
be edited here

2. Contacts can be seen here,

however if you are to add or edit, you
will be redirected to the Users page
The Primary Contact will be shown in
the Business Profile

(continue to the next page)




REGISTRATION AND SET-UP

Your Profile

Zacoupa

dddddd

Add A

dddddd

PPPPPP

Country/Region

. Addresses for your business can be

added here. The Primary Address
will be shown in the Business Profile

. Once all the information have been

completed as needed, you can go
back to the top of the page and click
Save




REGISTRATION AND SET-UP
000

Your Profile

Zacoupa

<7 Share Profile

o

1 Py Profile URL
Download as POF

Manage Data Privacy

2. The Business Profile will be shown

1. To see your Business Profile shown
to the public, you can click the button

alongside the information you have
provided beforehand

Please be notified that any information you added

here will not be synced towards PMI internal

system. Should there be any changes that needs to
be reflected to PMI internal system as well, please
kindly contact PMI Business User to communicate

the change




REGISTRATION AND SET-UP
000

Additional Information

Zacoupa

g,3coupa supplier portal

NOTIFICATIONS @) | HELR

0 Irmvaices Orders Businese Profile Sarvice Shaate lterns ASN Saurcing Forecasts Catalogs Setup More...
Recent Activity view ~ @ Announcements
| tiate |
Mo activity found for PMI affiliate.
Multi Fact Pending lain M Link:
= Tty Task: Requests =1 Custome rs
Ly B9 Tack: 0us 0 Duplicates 1

For any other information aside the ones
requested or mentioned above, it will not
be synced or transferred to our internal
PMI System (for example Company
Name, Address, Bank details, Payment
Terms, etc.)

Should there be any need to perform
any change, please kindly contact PMI
Business Users and communicate your
request. From there the users should be
able to help you
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ADMIN
(XX

Users

Zacoupa

,xcoupa supplier portal

ﬁ Irvoices Orders Business Profile Service Sheets Items ASN Saurcing
Admin Connection Req
Admin users 1
EEEEEEEEE Status
Inactive Inactiveuser@ Deaciivated  ASNs
User gmail.com
Fiscal Representatives
nnnnnnnnnnnnn .
Connect Ciients Active Activeuser@g Active
User mail.com

s:]

Under the Setup tab you will be able to
review and edit users, permissions,
merge requests, the remit-to and CSP
terms of use

1. Click on Setup tab — Admin subtab -
Users section to access list of active
users and invite the new ones

2. Click on Edit under Actions column
to edit selected user’s permissions
and preferences (details in next slide)




ADMIN
(XX

Users

Zascoupa

'E Invite User

User Information Phone Number

“Emal  locl

Pa afiliate

To Invite a new user, the system will
require complete name, surname and
the e-mail address

1. Type in the data of the new account

2. Review and select / deselect all the
permissions and customer profiles to
be granted to the new user.




ADMIN ﬁcoupa
000

Permissions

The permissions defined for each active
Permissions user will imply which tabs appear in his
. main menu, thus granting access to its

Catalogs funCt|Onal|t|eS
Eary Payments . .
Forecast Planner The Admin of the account will have full

Invoices

Mo A access and is the only one who can edit
Order Changes permissions for the different active
Crrder Line users.

Confirmation
Crrders

Payment MMethod
Adrmin

Payrnents

Profiles

Resiricted Worker
bocess

Resiricted Worker
Lzsignment Acoass
Service Shests
Sourcing

Supgplier Dashboard




ADMIN *Coupa
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Merge Requests

If you have already activated a CSP

Admin wierse Requests account for another client, you will be able
to merge these accounts and have all your
N clients in the same place

Usars

\Worker Portal Actess
Merge Reguesis

Merge Suggestons

coupa@coupamail .edu

You can manually request the merge by
[ rmnctaroba ™ the Admin tab in the menu.

- J Also, Coupa will identify automatically
when you accept the invitation if your

Requests to Join

Fizcal Representatives

Additional Czas 1 Merging will join the accounts and give all combined users the ability to invoice and submit payment
. information to linked customers on behalf of your company. Before sending a merge request, confirm that this h t d H II d H | 1
Information L I I l
email zddress belongs to a user who is part of your organization. Once approved, an account merge cannot be CO pany aS an aCCOU n an WI ISp ay It

sFTP Accounts

c¥ML Errors Request Merge

sFTP File Errors (o

Customers)

undone. Learn more sbout merging accounts. 1

Click on Merge Requests to access
your requests or request a new merge

P P—— N\ | | 2. Type the e-mail address of the account
e et MyCOMpany et From Wy Company Cancel to merge, tick I’'m not a robot

Owuth2OpeniD

Cannact Clants e reCAPTCHA
y. 3. Click to send merging request
4. Review all merge requests e




ADMIN %Coupa
00
Merge Request

Coupa can also provide suggestions to
_ merge accounts based on your email
Admin Merge Suggestions domain (@emall Com)

Merge Suggestions are accounts with same confirmed email domain and at least one common credential such as Company Mame,

Address, Tax D, DUNS Number 1. Click on the link to access the Merge
Before sending a merge request confimm that this email belongs to a user who is part of your organization. Suggestions O n Ad m i n

Once approved, an account merge cannot be undone. Leam more about menging accounts. 2 ) TiCk the CheCkbOX E na ble M erge

Enable Merge Suggestions

Reguests to Join Suggestions
Fizcal Representatives Open Merge Suggestions

3. Should there be any accounts
e suggested, it will be shown here

sFTP Accounts

L=ers

Worker Portal Accass

Merge Reguests

Mearge Suggestions

Additional Caas All clear! Mo opan merge suggestions.

c¥ML Errors

sFTP File Errors (to
Customers)

sFTP File Status (from
Customers)

Oduth2/OpeniD

Caonnect Clients




ADMIN
(XX

Compliance as a Service (CaaS) Information Registration

Zascoupa

= Missing prerequisite information required for onboarding for Compliance-as-a-service Invoicing in Poland. Please provide the required information via the 'Additional CaaS
Information’ section on the Setup page

£,+coupa supplier portal TE; NOTIFICATIONS @ | HELP
ﬁ Irvaices Orders Business Profile Service Sheets Items ASN Saurcing Forecasts Catalogs’ Setup ore...

H

Please fix the errors below ]

Admin
T Legal Enfity ~ TaxorVATIDCountry  TaxorVATID  Status  Additional Information Add Additional Caa$ Information ]
‘Waorker Portal Access active b
Merge Requests
Merge Sugge:
Requests to J
active Authorization Token 20
e
Ca.
. active Authorization Token 20
active Authorization Token 20
eXML Errors
sFTP File Errors (o active =
ustol
S =SS 4 G »
Customers)
Wuth2/OpeniD
onnect Clients

For European countries, when
creating invoice via CSP sometimes
there will be error message
requesting CaaS (Compliance as a
Service) information

To proceed, you can go to Setup tab
and Additional CaaS Information
sub-tab

Click the Add Additional CaaS
Information to add your CaaS
Information




ADMIN *Coupa
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Merge Request

When merging accounts, CSP will send
an e-mail requesting the owner of the
ReqUest Account Merge o’gher(s) account(s) to merge. H_ere you
You are requzsting to merge your Coupa Supplier Portal account with User ?‘:mumo“‘ner ® My Account WIII be able tO req UeSt OwnerShIp Or glve
S.P.A.. Choose who will become the owner of the merged account IE:‘Tthiﬁrfff:f)umr - Ownership Of the neWIy Created account

o st ? — ] 1. Review the user you are requesting
- the merge to
B T e 2. Select the option with which you
R e L s o e want the accounts to be merged:
T v R EE{l}%}??&fiﬂifﬁéﬂ"EL“L‘!LZ‘JEIZZ”?;if:’éifii’iﬁS?ﬁJ”i:ffLJ’:‘?Sié’f&?iﬁ;%"é] Give ownership or request ownership
Cance of the merged accounts
3. Write any additional comments
4. Read and click on the link for
additional info regarding merging
accounts

§ My customers .
2 % Allcombined users

B My payment information
& My public profile

¥ ¥ 9§ All combined customers

) Their payment information
@ Their public profile @& My public profile
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My Account

Zascoupa

S— .
Account Settings

My Account serings

ser Details

Seitings

Maotification Preferences

*First Name
Security & Mulii Factor

Test

Authentication * Last Name | ZURICH

App Connections * Email

Phone Number

Country/Region

Code

companyemail@email.com

Change Password]

=

Change Password

J

Under My Account tab you will be able
to edit your information

1.

Click on your user name and
Account Settings

Edit your first and your last name
Edit your e-mail

Purpose field does not need to be
filled

Fill in your phone number
information

Click to save the edit

To change password you can click
here




MANAGING NOTIFICATIONS %‘;

= Your Company will receive notifications regarding newly created Purchase Orders on
dedicated email addresses (all users linked to the CSP account).

= System will generate two notifications:
» One notification directly in the Coupa Supplier Portal
» Email notification generated by Coupa Supplier Portal

» To adjust your notification preferences, access the notifications menu ( nomricarons @ ) and go
to Notification Preferences ( notification Preferences )
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PURCHASE ORDERS

000
PO Notification

Zacoupa

Zcoupa

PMI affiliate Purchase Order #5701241357

Hi

This is to inform you Purchase Order 5701241357 from PMI affiliate has been issued, and this same

notification has been sent to your fellow team members with access to the Coupa Supplier Portal.

Submitted By  s-SIRIUSRescueQA s-SIRIUSRescueQA

Supplier 0000020592
Total 200.00 uso
Items test

200.00 uso

#zcoupa supplier portal

Your Company will receive an email
which includes the PO details and a link
to review the order in your CSP account

1. Click on the View Order link to be
redirected to the CSP home screen

2. Enter your log-in information to

access your CSP account and
review the PO




PURCHASE ORDERS

000
PO Module

Zescoupa

Purchase Orders are Listed by
Customer

o Choose your customer at the top right

Only shows linked customers. You must be linked to transact, so if not listed,
contact your customer offline to get linked.

e Create invoices from POs

Act or invoice from 2 PO Use the actions in the table or on the PO to manage
orders or send i to your ct (s). Your may or may not be
enabled for these actions. Contact them offline if an expectad action is not
available to you.

To review Purchase Orders raised by
PMI:

1. Go to the Home Page and select
Customer PMI affiliate.

2. Click on the Orders button.




PURCHASE ORDERS Zacoupa

000
PO Module

Once all information is completed, you
will see a list of all POs, their status,
amount, and the option to flip them into
Invoice or Credit Note

1. Click on the PO number to access

€)=z \pssione@)Aations the complete details of the PO

=a.00eHE 2. Review the status of each PO
ST01241358 | 1M E25 |ssued 3. Review the total of the PO

PO Mumber\ Order Date |*Status

Al ]

Mone ?:'g
5000 EUR & 4. Click the icons to take an action:
BT01241358 1 01/ 5/25 lssued 100.00 EUR Ex = Flip to Invoice
\. J — — — == Flip to Credit Note




PURCHASE ORDERS Zacoupa

000
CSP PO Details

After clicking_on the PO number on the list, the
[

system will display all the details of the PO:

1. PO Number

P 2. PO Status:

Purchase Order #5701241356 a) Issued
b) Cancelled
Q" Shipping h §)> gg‘filc:)sed
e e 3. Order Date
> S 4

. Revision Date (if any change was performed by
Location Code: CHO1 PMI Requester

Attn: CH Requestor 1 PMI

i nevison ot D

Acknowledged )
0 Mo shipment tracking.

Email Testusercoupadev+2000000001@gmail.com VATID CHE116276488TVA S. RequeSter’S name
paient Term SPEC g Terms _None J 6. Requester’s e-mail
Attachments Hone T Shipment Tracking © 7. Payment Terms
8.

After the PO is reviewed, ensure to
acknowledge the PO

9. Delivery address

@ If you do not agree with any aspect of the order, please
' send your concerns or requests to the requester’'s email

address (6)




PURCHASE ORDERS Zacoupa

000
CSP PO Details

— v EETEETETIED At line level, you will be able to review
all order detailed items:

1| Type Item Price Total Invoiced
E GR tolergpes test 20,000.00 20,000.00 0.00
1 L]

Review product description, quantity,

;Z;:llzn':te ;:t:uﬂher :Zf:Iier Aucxiliary Part Number :l:::l‘acwrer Name !:::i:famurer Part Number :l:::rial Code ] U O M ) p ri Ce a n d tota | a m O u nt
StartDate  farastat et weigt 2. Review the amount already invoiced

0507725

for that PO

ormorized System Code 3. Review required dates of delivery
(for goods Start and End date should
Country of Origin Incoterms place { mode of delivery NWCM Code / HSN/SAC Code DDS Mumber 1P % be the Same)

e - - -
- lone one done \hone:

Review total values for the entire PO

ICM5 %

5. Action buttons

a) Click on “Create Invoice” to flip the PO to
q Total uso 1,230.00 ] an invoice

q : _ b) To check how it looks on PDF version,
—_— A ] click “Print View”
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COMPLIANT ELECTRONIC INVOICE i}caupa

TYPES OF INVOICES
Paper based Invoices
» Classical paper, typically received via postal services/ paper based archiving as one option
» Scan & OCR processes / non-paper based archiving as alternative option
= Paper based or digital archiving has to comply to local regulations (integrity & authenticity)
Electronically submitted invoices (via e-mail or PMI Self Service Portal)
= _tiff/.pdf invoices / sometimes received via file service
= Digital archiving has to comply to local regulations (integrity & authenticity)
rCompliant Electronically Submitted Invoices
i » |[nvoices which legally comply to local requirements and to integrity & authenticity
i » |nvoices are created by a service provider on behalf of the supplier
i » Relevant invoice criteria will be evaluated during the invoicing process (varies by country)
i
l
|

= The one and only legal digital invoice has to be digitally archived according to local
regulations



https://pmi-vqp.s2p.gps.ihost.com/#/

COMPLIANT ELECTRONIC INVOICE

sElectronic invoicing is PMI’s preferred method of invoicing for PMI entities registered in Switzerland, US and UK
(Global Studio). Your company needs to be registered in one of following country:

Australia Estonia Japan New Zealand Sweden
Austria Finland Latvia Norway Switzerland

. . . . United Arab
Belgium France Lithuania Singapore Ermirates
Bulgaria Germany Luxembourg Slovakia United Kingdom
Canada India Malta Slovenia United States
Czech Republic Ireland Montenegro South Africa
Denmark Italy Netherlands Spain

Check the page for the most recent list of countries:
Coupa supplier support | PMI - Philip Morris International

»Invoices templates for these countries have been activated in the system, which means that all legally required
fields in each country will be reflected in the Coupa Supplier Portal Invoice template

»Some European countries will need to provide CaaS (Compliance as a Service) Information to proceed with invoice
creation via Coupa. Please check this page to provide the information



https://www.pmi.com/our-business/suppliers/platforms-how-to-invoice-pmi/coupa-supplier-support
https://www.pmi.com/our-business/suppliers/platforms-how-to-invoice-pmi/coupa-supplier-support
https://www.pmi.com/our-business/suppliers/platforms-how-to-invoice-pmi/coupa-supplier-support

INVOICES

Zacoupa

Create Invoices - example of the template for European based entity. Please note that fields to be filled on

invoice template may vary due to relevant country legislation.

eral Info

* Invoice #

* Invoice Date | 0212725

= Currency
Delivery Mumber

Status

Supplier Note

Payment Order

\ttachments @} Add File | URL | Test

Late Payment Penalties

< From

~

* Supplier 00001111732 - KPMG SA

* Supplier VAT ID | CHET16276488TVA ~

*Invoice From Address TESTINVOICE ,O
Philips Morris Internafional
Quai Jeanrenaud 3
2000 Neuchate!
Switzerland
* Remit-To Address TESTINVOICE ,Q
Philips Morris International
Qusi Jeanrensw d 3
2000 Neuchdtel
Switzerland
* Ship From Address TESTINVOICE 'Q
Philips Morris International
Quai Jeanrenaud 3
2000 Neuchatel
Switzerland
© To

Customer PMI affiliate

* Bill To Address  Philip Morris Switzerand Sarl (CH
Division)
Avenue de Rhodanie 50
1007 Lausanne
Switzeriand

*Buyer VAT ID -

Ship to Address PHILIP MORRIS SWITZERLAND
SARL (CH Division)
Avenue de Rhodanie 50
1007 Lausanne
Switzeriand
Lacafion Code: CH30

PMI Due Date None

J

After clicking the Golden Coins icon, you will need to manually add some
information:

1. Type in the unique invoice no. provided by your system.
Remember that number must be unique within different years.
Review the invoice date (will be set as today by default but can be
edited)

2, Review the payment terms (are set by default on POs and
Invoices), and the date of supply (set by default to today but ca be
edited)

Taxation period is identified based on Date of Supply — this is why
it is important to fill it carefully.

3. Set the currency (has to match the PO currency, if there’s a
mismatch between PO and invoice currency there will be an error),
and type in delivery number

4. Add any additional document to support your invoice, but please do
not attach any image of your invoice (PMI will only consider the e-
invoice generated by CSP as the legally/fiscally binding one and
will disregard the attached image). Add comments to clarify the
attachments.

Use Payment Order Reference field to provide POR/ISR details
(input only relevant number - no other information or comments - in
the following sequence: “Short number/ Long number” (ISR
number/ISR reference)

5. State late payment penalties arranged and the exchange rate

6. Review the information imported from the PO and make sure its
correct (From an To addresses)

Buyer VAT ID should be driven by the country of delivery. e



INVOICES
eo0o

Zascoupa

Create Invoices - example of the template for European based entity. Please note that fields to be filled on

invoice template may vary due to relevant country legislation.

~

Type Description Qty uom Price
L4 Test 10.000 each -

5705703060-1

Billing
£-0020500200-1016701010-D000-No

Total VAT

Net Total

Supplier Part Number Reference ID

1,000.00 ©

100.00

0.00

1,000.00

1,000.00 )

Gross Total
i Delete Cancel

Save as Draft Calculate m ]

After clicking the Golden Coins icon, you will need to
manually add some information

1. Review PO line-item migrated data — Select VAT
and calculate VAT tax at line level

a) The Vat Rate in the drop-down menu will be a
generic tax code that differentiates Goods/Services
and EU/Non-EU type of transaction — supplier must
choose the most appropriate one

b) If you invoice partially (only vs. selected PO lines)
then please delete the lines you do not invoice
against and Please do not submit them with the
value of 0.

2. Add new non-PO invoice line to include additional
costs not covered with a PO, e.g. Shipping,
Handling etc. Please do not create invoice
without any PO lines included

3. Review subtotal, VAT and total amounts. Please
remember to click ,Calculate” each time you
change value/price, to ensure correct VAT amount
gets calculated.

4. Take an action using the Action Buttons — Only

submit the invoice when finished e




INVOICES Zacoupa
000

Create Invoices - example of the template for US based entity

/From \ After clicking the Golden Coins icon, you will need to

“supplier  Supplier Name manually add some information
H i Supplier Tax ID | 46-224307 i . . .
Create Invoice creae S — 0 1. Type in the invoice no. provided by your system

Supplier Address. and review the invoice date (will be set as today by

eneral Info Unied Staes default but can be edited)

*Invoice # R : 2. Review the payment terms (are set by default on

« lwoice Date | 0121225 Supplier Address POs and Invoices), and the date of supply (set by
Unied States default to today but ca be edited).

ayment Term R120

Date of Supply | 012125 PRI oplieraddress 3. Set the currency (has to match the PO currency;, if

there’s a mismatch between PO and invoice

*Currency |USD » United States . .
’ currency there will be an error), and type in
v To delivery number
Status Draft Customer PMI affiliate .
—— S 4. Add any additional document to support your
mage Scan | Chaose Fle | No fe chosen Customer Addrece invoice, but please do not attach any image of your

invoice (PMI will only consider the e-invoice
generated by CSP as the leqgally/fiscally binding

Supplier Note United States

/ ] il one and will disregard the attached image). Add
chments (@) Add File | URL | Text e comments to clarify the attachments.
e 5. Review the information imported from the PO and
\ T / make sure its correct (From an To addresses)
e Buyer VAT ID should be driven by the country of
delivery.




INVOICES g;}coupa
YY)

Create Invoices - example of the template for US based entity

Q, \ After clicking the Golden Coins Icon ,you will
need to manually add some information
Lines O Line Level Taxation . . .
B - o 1. Review PO line-item migrated data
= test po 10,000 each - 200,00 2,000.00
Input the tax rate relevant for your State to
F'E)L_iPe Contract Supplier Part Number Reference D Ca|CUIate tax amount at Ilne |eve|.
Tax description can be left blank, in case any
ww clarification is needed please include it under tax
8-0080500100-1530215010-0000-Mo-0000 refe re n Ce .

a SE Add Line S? Pick lines from Condract l
tals & Taxes

Lines Met Total 2,000.00

If you invoice partially (only vs. selected PO
lines) then please delete the lines, you do not
invoice against and please do not submit them
with the value of 0.

2. Add new non-PO invoice line if you need to
include additional costs not covered with a
PO, e.g. Shipping, Handling etc.

3. Review subtotal, TAX and total amounts.

AN

Tax v 0.000 | % 0.000

T ooy Please remember to click ,,Calculate” each
S time you change value/price, to ensure
rotal 2.000.00 correct TAX amount gets calculated.
4. Take action using the Action Buttons — Only
peie  cameel  saveasont caeuine  ([JEEE submit the invoice when finished




INVOICES
eo0o

Create Invoices

Zacoupa

Invoice #

R41_3CN

5701241054

3

Al

[ l Search ,QI

Unanswered Comments

Mo

Dispute Reason  Actions

Once the invoice is submitted, the
system will confirm it.

1. Click on the Invoice number to
access the complete details of the
Invoice.

2. Review the invoice status:

New: new invoice created

Draft: Invoice created but not yet submitted

Processing: The invoice is being transferred to PMI

Pending Approval: Currently with business approver and

with AP, awaiting further processing at PMI

e) Approved: Invoice accepted for payment

f)  Voided: There was an error in the invoice thus it must be
checked by you

g) Invalid : invoice cannot be processed by AP Team and will

not be counted as active or failed invoice

3. Click the associated PO number to
see details of PO.

o O T QO
S = N N




INVOICES - IMPORTANT REMARKS

Availability of legally compliant e-invoicing

If your Company is registered in one of the countries mentioned in table below and would like to invoice CH, US or Global Studio PMI entity, please continue or
start using simple and innovative e-invoicing via CSP.

Australia Estonia Japan New Zealand Spain
Austria Finland Latvia Norway Sweden
Belgium France Lithuania Poland Switzerland

. . United Arab
Bulgaria Germany Luxembourg Singapore Emirates
Canada India Malta Slovakia United Kingdom
Czech Republic Ireland Montenegro Slovenia United States
Denmark Italy Netherlands South Africa

If your Company is not registered in these countries, please continue sending your invoices as per instructions from PO Print view.

Regquirements for legally compliant e-invoicing

Invoices submitted via Coupa Supplier Portal (CSP) should represent and fully match invoices registered in your accounting system.

After completing all the fields included in the country specific invoice template and submitting it to PMI, Coupa will generate a legally compliant invoice on your
behalf. In this regard no paper/PDF version of the invoice should be sent via post/e-mail to PMI.

No PDF invoice should be attached to the legally compliant invoice in Coupa. If any, PMI will disregard it.

Currency of the invoice should be the same as in the corresponding Purchase Order. The Units of Measure applied in the Purchase Order must not be modified in
the invoice.

In case you need to partially invoice a particular PO, in the Coupa Supplier Portal you must delete the entire PO line(s) not to be invoiced. In any case, invoice
lines should not be sent with zero quantity on it.




INVOICES - IMPORTANT REMARKS %CGU

X

Non-PO invoice

Only invoices with reference to Purchase Order are acceptable by PMI in Coupa.

In case invoices without reference to Purchase Order must be issued, please continue sending them as usual in paper
or PDF format.

Additional charges not covered by PO

Additional charges (e.g. shipping, other costs) not estimated on Purchase Order should be added as non-PO backed
invoice lines. To do this, select "Add Line" in the invoice template.




INVOICES - IMPORTANT REMARKS {,}mu

Credit Note

When an invoice needs to be corrected/removed/deleted, you will need to send a Credit Note that fully offsets the invoice. For quantity- based Credit
Notes, the quantity value needs to be negative for a correct processing of the document in the Coupa Supplier Portal.

For other cases in which you will need to send Credit Notes (Volume related, volume-based discount, partial, etc.), such document must be sent to
PMI outside of Coupa using the other transmission channels. However, it is suggested to perform full credit note instead of partial, then create the
new invoice with the correct details

Credit note creation is only acceptable by PMI if the credit note is intended to net off the registered/submitted invoice in PMI Coupa (Invoice number
reference and date will be required, which you will get once invoice has been submitted)

For more details and information regarding Credit Note Creation, please request Credit Note Creation Guideline from Coupa PMI Team

Authenticity, integrity and readability guaranteed within Coupa Supplier Portal

Authenticity - Coupa assures that the invoice originates from the supplier company as stated on the legal invoice document. Coupa then sends the
draft legal invoice to TrustWeaver using a secure (https) web services call, along with parameters indicating the Invoice Origin and Invoice

Destination countries of the transaction. Depending on these country parameters, TrustWeaver will then apply signature(s) of behalf of the
authenticated supplier.

Integrity - Coupa guarantees the integrity of the invoices, proving that content is not manipulated.

Readability - Coupa produces a human readable image of the invoice data in PDF format.




INVOICES - IMPORTANT REMARKS %}1

Coupa Supplier Portal vs local requirements

E-invoices from the Coupa Supplier Portal are compliant with local VAT and tax regulations. Coupa works with
PriceWaterhouseCoopers to ensure that local fiscal and e-invoicing regulations are met on a continuous basis

Digital signatures vs local applicable law

Coupa has integrated with Trustweaver On Demand to digitally sign PDF e-invoices. A solution is seamlessly integrated
with the Coupa infrastructure, to provide a legal compliant electronic invoicing service across many countries. Coupa
produces a human readable image of the invoice data in PDF format (legal invoice). The signatures created in this
process are Qualified Electronic Signatures adhering to the CAdES-A standard

Avoiding duplicates

You must not send duplicates of e-invoices created in Coupa in PDF/paper via other channels.

Prepayment

Invoices related to prepayment should be issued according to special instructions. Please, contact Accounts Payable
Contact Center — contact details can be found on the website: https://www.pmi.com/suppliers/platforms-how-to-invoice-
pmi#contact



https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi#contact
https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi#contact
https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi#contact
https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi#contact
https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi#contact
https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi#contact
https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi#contact
https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi#contact
https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi#contact

INVOICES — IMPORTANT REMARKS Zacoupa
000

Swapping quantity and price

* You should never swap quantity and price values once you invoice against an acknowledged Purchase Order — please
see the following example:

Example of PO in Coupa (5700003967): Example of incorrect invoice against PO 5700003967

auppEsr §aa s

Lines
= lLines Type Description u Total PO Line Contract  Billing Period
& VB-FG afl 1 1135152 | 1135152 57000030871 CH1002-FM
Type Item Qty Unit Price Total Received Invoiced :;T?“”T'ES PRODUCTS SA
1,314,000

B-Cost Center-
1 =y VB - FG ACTVITIES 201 Actvity unit) 1.00 1.314,000.00 140,856 15 370,146.03 0084100108 - Handling -
Other- 1002370010 -

Finished Goods Bulk
*End Date  Part Number * Commodity Savings (%) Storage-0000-No
12431117 UTE120000-Material packing and handling 0 £-0024100108-
1002370010-0000-MNo
Account Period * Start Date  Valuated Contract

CH1002-PM PRODUCTS 5A MOIA7

VAT Code VAT Rate VAT Amount Tax Reference VAT Supply Date
9-Cost Center-0084100104 - Handling - Cther-1002370010 - Finished Goods Bulk Storage-0000-Ho

8.000% 908.12
G084 100 10:8-10023700 1 0-D000-No Incoterms place / mode of delivery
PMI Tax code Contract Payment Terms.
CH:DD-8% In-Goods & Services DOMEETIC
PO Language * Change Request
French Tags &

Taxes
Total 1,314,000.00 cxrF

Tax Summary

VAT (8.0%) 008.12
Total VAT 208.12
Totals
Line Net Totsl ~ 11,351.52
Subtotal 11,351.52

Total VAT 808.12

Gross Total 12,259.64 e




CREDIT NOTE Zacoupa

Important Remarks:

= When an invoice needs to be corrected, you should only submit Credit Notes that fully offset
the invoice, prior to sending a new correct invoice.

» |f you need to send a Credit Note that for instance relates to a volume-based discount on
yearly transactions, such Credit Note must be sent to PMI outside Coupa using other
transmission channels.




Improved Credit Note tie-in to related invoice (Recommended) ﬁ%coupa

* Now you can flip an invoice to a credit note and associate it to the original invoice.
For these purposes, the button is already available for suppliers in “Invoices” tab in CSP:

Invoices

Instructions From Customer

Dear Supplier, To access Quick Guides on how to use Coupa Supplier Portal CSP, please visit the page: https:/www.pmi. p
i port _ If you need an with CSP setup and usage, contact Coupa SupplierDesk@pmi.com. Invoice related queries must be directed
ines as specified by your market. The full list of contact details per PMI country and Entity, you may find under Accounts
how-to-invoi ur PO is Soft Clo: lease directly contact your
s Intemational entity other than Switzerland or USA registered or

PMI requestor, you can find the contact emil
Global Studio (UK}, please note that electronic invoicing via CSP is not available. Follow the inveicing instructions on the purchase order.

Create Invoices @

Create Invoice from PO Create Credit Note

* After clicking on it a pop-up window appears on the screen:

Credit Note

If you are issuing a credit note in regards to a problem with an invoice or goods shipped, please
include the invoice number. If you are issuing a credit note purely to offer a credit to your
customer please select other.

Reason (@ Resolve issue for invoice number

Other (e.g. rebate) | Q
PMITLWKO0000082 A '
R41_5 fa

* Please always choose “Resolve issue for invoice number” option and select invoice you need to cancel in a
drop-down list. Tip: if you don’t see the invoice in a drop-down list, start typing the number of the invoice.




Improved Credit Note tie-in to related invoice (Recommended) ﬁ%coupa

After selecting the invoice, another pop-up window appears:

Credit Note

How do you want to correct invoice "FMIITLWKO0000082" 7

|®|Completely cancel the invoice with a credit note @
() Adjust invoice with a credit note o

* Only “Completely cancel the invoice with a credit-note” can be used in order to cancel incorrect
invoice issued previously to PMI.

* After choosing “Completely cancel...” option a Credit-note fully replicating invoice fields but with

negative sign “-” will be created automatically by the system.
Fields from the invoice are not editable and locked by system.

* Before submitting the Credit-note, please make sure that minus “-” is on Qty or Amount (in case
of service type of PO)

* Flip PO == functionality is still in place and can be used




CREDIT NOTE
eo0o

Zacoupa

Create Credit Note by flipping PO - example of the template for European based entity. Please note that fields to
be filled on invoice template may vary due to relevant country legislation.

Create Credit Note creae

General Info

* Original Invoice #

Original Invoice Date

Supplier Note

Attachments ) Add File | URL | Text

Payment Order

Reference o
Credit Reason
ate Fayment Fenalbies

From

* Supplier 0000111173 - KPMG SA

* Supplier VAT ID | CHET1G2T8488TVA ~

*Invoice From Address  TESTINVOICE
Philips Moris. International
Quai Jeanrenaud 3
2000 Meuchatel
Switzerland

* Remit-To Address  TESTINVOICE
Philips Moris. International
Quai Jeanrenaud 3
2000 Meuchatel
Switzerland

* Ship From Address TESTINVOICE
Philips Moris. international
Quai Jeanrenaud 2
2000 Meuchatel
Switzerland

To

[e)

O

o)

Customer PMI affiiate

*Eill To Address  Philip Morris Products S.A.
Manufacturing Division
Quai Jeanrenawd 3
2000 Meuchatel
Switzerland

* Buyer VAT ID

Ship to Address  Philip Morris Products S.A.
Quai Jeanrenaud 3
2000 Neuchated
Switzerand
Location Code: CHO1

PMI Due Date None

After clicking the Copper Coins icon, you will need to manually
add some information

1. Type in the Credit Note no. provided by your system and

2.  Review the Credit Note date (will be set as today by default
but can be edited)

3. Review the payment terms (are set by default), and the
original date of supply (set by default to today but ca be
edited)

4.  Set the currency (has to match the PO and original invoice
currency, if there’s a mismatch between PO and invoice
currency there will be an error), and type in delivery number

5.  Add the original invoice number and original invoice date

~ associated to the Credit Note
(é)) Only one invoice can be associated to a Credit Note (1:1 relation)
6.  Add the reason of the credit note creation

(l) The input in a Credit note that fully cancels the invoice must
be the same as in the original invoice




CREDIT NOTE

Create Credit Note by flipping PO - example of the template for European based entity. Please note that fields to
be filled on invoice template may vary due to relevant country legislation.

Zacoupa

Lines
Adjustment Type | Quantity

Type Description Gty
o R44_R21_T -10.0
PO Line Contract
5705702308601 o
Billing
8-0020500200-1016701010-0000-No
Taxes

VAT Rate VAT Amount

~ 0.00

\_

uoM Price

each ~

Supplier Part Number

Tax Reference

N

-1,000.00 ©

Reference ID

Q @ 4ddLine Q) Pick lines from Contract

Adjustment Type | Quantity
Type
!- Cuantity

F

| Price
PO Line
5T01241229 Ay

eﬂﬂals & Taxes

Lines Net Total
Lines VAT Totals

Total VAT

MNet Total

Gross Total

Delete Cancel

Save as Draft Calculate m

J

-1,000.00

0.00

-1,000.00

-1,000.00

After clicking the Copper Coins Icon (red one), you will need to
manually add some information

1. Review PO line-item migrated data — Select VAT rate and
calculate VAT tax at line level

a) The VAT Rates in the drop-down menu are generic tax rates — you
must choose the appropriate one.

For VAT Exempt, please provide the legal basis for exemption of
VAT in the Tax Reference field.

a) In case an invoice line is issued as q'ty x price, please put a
negative value in q’ty, not in price.
2. Add new non-PO invoice line if you need to include

additional costs not covered with a PO, e.g. Shipping,
Handling etc.

Review subtotal, VAT and total amounts

4. Take action using the Action Buttons — Only submit the
invoice when finished. Prior submitting, please click the
Calculate button

IMPORTANT:

The quantity and total amount of the credit note must be negative
values (-) in case of quantity-based PO

The Unit Price and total amount of the credit note must be
negative values (-) in case of amount-based PO

' Please choose “Quantity” or “Price” for adjustment type, not “Other”.

Usually if you flip credit note, it will bé adjusted already
@



CREDIT NOTE

Zacoupa

Create Credit Note by flipping PO - example of the template for US based entity

Create Credit Note creae

General Info

* Credit Note #

z Credit Note Date | 01/21/25  [mx]

Payment Term R120

Driginal Date of Supply | 01721725

* Currency

Delivery Mumber

Status Draft

* 0riginal Invoice #

6‘

* Original Invoice Date

Image Scan Mo file chosen

Supplier Mote

Attachments ) Add File | URL | Text

From

* Supplier
Supplier Tax ID

* Invoice From Address

* Remit-To Address

* Ship From Address

To

Supplier Name

45-284307
US TEST
Supplier Address

United States
USTEST
Supplier Address

United States

Supplier Address

United States

Customer

* Bill To Address

Buyer Tax ID

Ship to Address

PMI Due Date

PMI affiliate

Customer Address

United States

D0-1600304 ~

Customer Address

Location Code: USIT

None

After clicking the Copper Coins Icon you will need to manually add
some information

1. Type in the Credit Note no. provided by your system and

2. Review the Credit Note date (will be set as today by default
but can be edited)

3. Review the payment terms (are set by default), and the
original date of supply (set by default to today but ca be
edited)

4.  Set the currency (has to match the PO and original invoice
currency, if there’s a mismatch between PO and invoice
currency there will be an error), and type in delivery number

5.  Add the original invoice number associated to the Credit
Note

@_) Only one invoice can be associated to a Credit Note (1:1 relation)
6.  Add the original invoice date associated to the Credit Note

@ The input in a Credit note that fully cancels the invoice must
be the same as in the original invoice
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00
Create Credit Note by flipping PO - example of the template for US based entity

After clicking the Copper Coins Icon (red one), you will need to
qLines o \ manually add some information
I Line Level Taxation
Adjustment Type Quantty 1. Review PO line-item migrated data — Select VAT rate and
. i . calculate VAT tax at line level
ype scription ity uoMm Price 0
= testpo 00 sach - 200.00 -2,000.00 a) The VAT Rates in the drop-down menu are generic tax rates — you
must choose the appropriate one.
PO Line Contract Supplier Part Number Reference ID For VAT Exempt, please provide the legal basis for exemption of
57057040881 . VAT in the Tax Reference field.
Billing a) Incase aninvoice line is issued as q'ty x price, please put a
£-0080500100-1530215010-0000-No-0000 negatlve value in q’ty, not in price.

) 2. Add new non-PO invoice line if you need to include
additional costs not covered with a PO, e.g. Shipping,

Q Handling etc.
0 Add Line 0 Pick lines from Coniract
3

otals & Taxes \ Review subtotal, VAT and total amounts
J Lines et Toisl e 4. Take action using the Action Buttons — Only submit the
invoice when finished. Prior submitting, please click the
Calculate button
IMPORTANT:
pax - 0.000 | % 0.000 . . .
The quantity and total amount of the credit note must be negative
Adjustment Type | Quantty ~ values (-) in case of quantity-based PO
® ety e o The Unit Price and total amount of the credit note must be
o & Net Tatal 2.000.00 negative values (-) in case of amount-based PO
| Price | e - ; Please choose “Quantity” or “Price” for adjustment t)g)e, not “Other”.
PO Line Usually if you flip“credit note, it will be adjusted already
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CATALOGUES

PMI Approach

PMI wishes to transact with suppliers in the most automated way and
as lean as possible.

The electronic catalogue containing items/services is the preferred
buying channel for PMI.

Purchase Orders would be generated on a basis of items picked up from
the catalogue.

Next slides explain how to download existing catalogues and/or the
empty template to be populated and provided to PMI Procurement
contact person (offline).
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Download Existing Catalogues and/or Empty Template from CSP (1/3)

1. Click the Catalogs tab to access the

module
ﬂ;iCDLl a SL.D p“cr port ‘-__-.: TEST NOTIFICATIONS @ HELF - 7]
Hecolp 2. Click ,Create” to access catalogue
ﬁ Irvaices Orders Business Profile Service Sheats Items ASN Saurcing For 3 Catalogs Sfitup More...
— management options.
Select Customer | B affliate
Configure Punchout
Catalogs
X Views  Awaiting Appr?
+ Add View Create Search Q| v
&ll
fccepted

Catalog Mame Created Date Submitted Date Start Date Expiration Date Status

Awaiting Approval
Draft Mo results found

Reject=d
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Download Existing Catalogues and/or Empty Template from CSP (2/3)

0..... | o e res 1. After you press the “Create” button in

e the last slide, you will be redirected to
the Catalogue creation page

2. Scroll down and you will find “Load

from file” to enter the section where

~ ™ catalogue files and template can be

Currency | USD

P downloaded
0 0
Other Fields Updated New Items
= %)
; Save Submit to buyer
Deactivated Items Items Included in Catalog

‘Submit to buyer =views All

Create R TR
R Loadfomiile
Name PartNumber StatusChange FPrice  Price Change  Pri Ch

[ Export as CSV Plain Text (Current Golumns)

N results found
[ Export as CSV for Excel (Current Columns)

4 (T NRRRR, %+ Export as XLSX {Cument Columns)

Items Offered to PMI affiliate
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Download Existing Catalogues and/or Empty Template from CSP (3/3)

1. Download the ,CSV (Excel Comma
srxcoupa supplier portal et | NoTRCATONS @ | el Separated Values) template” (with no
M  Invoices  Orders Business Profile | Service Sheets ltems  ASN Saurcing Forecasts Catalogs Setup Mare._ data populated) Or export the Same
: template with ,current list of items”, in

‘Configure Punchout

Bulk Load Item Updates for [ NG case you already have catalogue(s)
Follow these steps to upload With PMI.

. Download the emplate, of export the: {Based on the CSV File Field Separator in your Language and Region seftings.)

B o R 2. Click this link to open a table
2.F|II|norupdatelheCSVﬁradescnpilonoﬂherequu&dandophmalﬁeldsmlhetemplale. explaining fieIdS used in the template_

Select Customer

* Figlds marked with 2 "' are\Gaadaias
= Each row uploaded will create a new . 2
» Click Start Upload and the system will 3 o load the first § rows from your file and show the results.
3. Load the updated file

Choose File | Mo file chosen

Mote: If you are loading csv files with non-English characters, please consult the following help note.




CATALOGUES

Remarks Re. Use of Catalogue Template

, " needs to be populated with a value PMI Procurement contact
person can provide. It represents a technical contract created in Coupa reflecting
the commercial agreement closed between PMI and the supplier. If left blank, PMI
Procurement contact person has to populate it prior to catalogue loading in Coupa.

EU suppliers should populate (for material/product items
only):

BO BP BQ
Intrastat Net weight_l(:c:untry of Origin Harmonized Commodity Code F

—




CATALOGUES

Manage Catalogues with PMI

Once the template / previous version of the catalogue is dowloaded and
then properly updated (a.o. based on mutually agreed prices) it can be
sent by e-mail (in the CSV format) to PMI Procurement contact person
who will proceed with PMI internal catalogue maintenance process.
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CSP FAQ: https://supplier.coupa.com/help/fags/

Should you have any questions related to CSP, please review our webpage:
https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi/coupa-supplier-support

or contact the PMI Coupa Supplier Desk: Coupa.SupplierDesk@pmi.com



https://supplier.coupa.com/help/faqs/
https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi/coupa-supplier-support
https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi/coupa-supplier-support
https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi/coupa-supplier-support
https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi/coupa-supplier-support
https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi/coupa-supplier-support
https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi/coupa-supplier-support
https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi/coupa-supplier-support
https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi/coupa-supplier-support
https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi/coupa-supplier-support
https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi/coupa-supplier-support
https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi/coupa-supplier-support
https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi/coupa-supplier-support
https://www.pmi.com/suppliers/platforms-how-to-invoice-pmi/coupa-supplier-support
mailto:Coupa.SupplierDesk@pmi.com
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