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Creating an Invoice from a Purchase Order (PO)

Supplier Acknowledgment

UPS requires all invoices be presented with a valid, “vendor accepted” UPS PO number for payment. All invoices shall (a) reference
the assigned project or work location and appropriation number (if applicable); (b) be itemized and substantiate all charges; and
(c) include all delivery, installation, transportation and freight fees. Contractor shall submit its invoices to UPS in electronic form
using UPS’s processes, at UPS’s sole discretion. "Vendor acceptance” of a UPS PO is required to ensure efficiency of service. UPS
reserves the right to cancel any unaccepted PO. UPS reserves the right to reject any invoice without a valid UPS PO.

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
9/2 3/202 1 © 2021 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are trademarks of United Parcel Service of America, Inc. All rights reserved. COUPA is a registered trademark owned
by Coupa Software Incorporated. Used with permission.



Creating an Invoice from a Purchase Order (PO)

f;:‘-coupa Supplier portal & Secure

* Log into the Coupa Supplier Portal (CSP)

at: https://supplier.coupahost.com/, e
_Login Sign up
using the previously established email

address and password.

Login 1o your Coupa account

Email Address

Enter email address

* For best results, Google Chrome is the
recommended web browser. Password

Enter password

Forgot Password?

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
9/23/2021 © 2021 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are trademarks of United Parcel Service of America, Inc. All rights reserved. COUPA is a registered trademark owned
by Coupa Software Incorporated. Used with permission.
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Creating an Invoice from a Purchase Order (PO)

g,zcoupa supplier portal SUPPLIER3 v NOTIFICATIONS HELP v

Home Prafile Orders Service/Time Sheets ~ ASN Invoices  Catalogs Payments Business Performance

F N

Sourcing  Add-ons Setup

e Click the Orders tab on the
navigation bar.

Orders Order Lines Returns

Order Changes Order Line Changes Shipments

* On the Purchase Orders Purchase Orders
screen, locate the PO from
which the invoice is to be Click the “= Action to Accept the Purchase Order and Create an Invoice using its data
created.

Search

. . P PO Number |Order Date Status Acknowledged At Items Unanswered Comments Total Assigned To Actions
-

° CIICk the blue number In the COU1496 [10/21/20 Issued None 1 Each of Test ltem No 20.00 Eg:g
PO Number column to open uso Z
th e p u rCh ase o rd er. COU1473 10/15/20 Cz:f;d None 1 Each of Test ltem No 28808

COouU1471 10/15/20 Issued None 2 Each of Test Iltem No 20.25 = 5_5
usD whi
COU1466 10/13/20 Closed None 1 Each of Test ltem No 20.00
usD
COU1461 10/13/20 Soft None 4.55 Work Hour of Test Item No 45.50
Closed usD
COU1396 09/24/20 Soft None 1 Each of No 2,778.00
Closed MBF8505_MI_REFRIGERATOR (REACH usD
IN)21.0 CUFTC...

1 Each of
MBF8505_MI_REFRIGERATOR (REACH @ Chat with Coupa Support

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
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Creating an Invoice from a Purchase Order (PO)

Purchase Order #C0U59634 | Revision | Z(Current} sep 10 ~

Status Issued - Sent Manually 9 Shi pp i ng
Order Date 09/08/21

Ship-To Address UPS-SCS LS
Revision Date 09/10/21 4071 MNorth Service Rd

Burfington, ON L7L 4X&
Requester MARIA IMELDA GAMIL

« Acknowledge receipt of every Canada

Email mgamil@ups.com Location Code: ONBULLO266S
purChase Ol‘del‘ by C||Ck|ng in Payment Term MET 30 Afin: MARIA IMELDA GAMIL
the ACknO W/edged Checkbox, Attachments ne Terms Destination

Acknowledged T Shipment Tracking O re
« Once acknowledged, scroll et No shipment racking.
down, click the Create Invoice : Lines
button e Emmem
1 Type Item Gty Unit Price Total Invoiced
g Paper Weight 30 Each 2.00 270.00 0.00

Part Number Manufacturer Name  Manufacturer Part Number  UP5 Master ltem Number
454545 Office Depot 545454 Mone

Perpage 15 | 45 | 80

Total cap 270.00

Create Invoice Request Change Save =i Print View

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
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by Coupa Software Incorporated. Used with permission.
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Choose Invoicing Details

* Legal Entity | Main Remit To v @ Add New
« On the Choose Invoicing Details Invoice From 123 Main Street
pop up, select or add a new legal Atlanta, GA 30075
entity, remit-to, and ship from United States

address. United States (123456789)

*Remit-To | 123 Main Street, Atlanta, GA 3( v | Add New

+ Click Save.
* Ship From Address | 123 Main Street, Atlanta, GA 3( » o Add New

A

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
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by Coupa Software Incorporated. Used with permission.



Creating an Invoice from a Purchase Order (PO)

« In the General Info section, enter a Create Invoice creae
unique invoice number in the Invoice # h - - o
. . o: eneral INTo Sorrom
field (50-character limit). -
I* Invoice # | IFPO-DM-1 o | * Supplier P520_2192285 SCASURRE19385 L_SUPER SAVE
. . . L - ENTERPRISES LTD.
i Verlfy the Payment Term field is defaulted “Invoice Date | 08M1221 * Supplier GST/HST ID | 9920980900TQ0098
to the ContraCtua”y agreed upon terms' < I‘Payrnent'l’erm NETE | * Invoice From Address Super Save Enterprises Legal Entity o
Date of Supply | 08/12/21 3550 12th Street Mortheast
. . Calgary . AB TZE BMN1
« Suppliers can add comments in the *Currency CAD v e
Supplier Note or Attachments fields. Delivery Number . _ N o
. . — * Remit-To Address Super Save Enterprises Legal Entity
Supporting documentation can also be Status Draft 3050 12th Street Northeast
. - algary , AB T2E
added in the Attachments field. image Scan [ GROGSEFHE] o il chosen e e
i A 3 Supplier Mote | This is an example of how the text field is used * Ship From Address Super Save Enterprises Legal Entity, O
Note: If there are Miscellaneous line items, 3650 12th Street Northeast
) Calgary , AB T2E BM1

supporting documentation is required.

Canada
Attachments @) Add File | URL | Text

. Click Add. X o

*Bill To Address 1830 Dermry Rd. E.

Mississauga, Ontario LSS 1E2

Customer UPE

Canada

*Buyer GST/HSTID | UPS1112223 »

Ship To Address LUPS-3CE LS
4071 Morth Service Rd
Burington, ON LTL 4X8
Canada
Location Code: ONBULLOZE869

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
9/23/202 1 © 2021 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are trademarks of United Parcel Service of America, Inc. All rights reserved. COUPA is a registered trademark owned
by Coupa Software Incorporated. Used with permission.



Creating an Invoice from a Purchase Order (PO)

« Scroll down to the 7o section.

« Verify the Bill To Address and Ship To
Addresses.

Note: Once approved the Alternate
Due Date field will contain the
anticipated date of payment.

9 To

Customer

* Bill To Address

*Buyer GST/HST ID

Ship To Address

Description

Alternate Due Date

UPSs

1930 Denmy Rd. E.
Mississauga, Ontario L55 1E2
Canada

UPS1112223 «

UPS-SC5 LS

4071 North Service Rd
Burlington, ON L7L 4X6
Canada

Location Code: ONBULLO2669

Please provide an Invoice/Pay Authorization
description

Mone

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
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Creating an Invoice from a Purchase Order (PO)

« Scroll down to the Lines section.

. - . Lines
» Verify the description, unit of
H H Type Description Gty oM Price
measure (U_OM)_, and price in the - I Papes Weiht > : : — 270.00 0
corresponding fields. '
« Verify or adjust the quantity (Qty) as IR E— . 5:5";':: Fartumeer
necessary.
. . . . . Eilling
« To add line items to the invoice, click LO2682-N052-602101-0000-000000-000000-000000
Add Line and complete necessary
fle|dS. Taxes
. TO add I|ne ItemS aSSOC|ated W|th a Tax Type Tax Rate Tax Amount Tax Reference
particular contract, click Pick lines v v 0.00
from Contract and add lines from the
available options. Lt

:} Add Line

Birk linae fram Contrao
9 Je lings frem antract Totals & Taxes

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
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by Coupa Software Incorporated. Used with permission.



Creating an Invoice from a Purchase Order (PO)

i Lines
Type Description Gty oM Price
L i Paper Weight a0 Each . 000 27000 g
Suppliers in operating in regions
H%H H 1 . PO Line Contract Supplier Part Number
requiring line level taxation: S - 4;;45
+ Use the Tax Type dropdown menu to
. Billing
SeIeCt the approprlate Value' —— LO2889-N052-602 101-000:0-000000-000000-000000
Note: The Tax Rate and Tax Amount _—
fields will auto populate once the Tax
Type Va/ue IS Se/ected' Tax Type Tax Rate Tax Amount Tax Reference

~ ~ 0.0:0

:} Add Line

9 Pick lines from Contract Totals & Taxes

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
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Creating an Invoice from a Purchase Order (PO)

« Scroll down and click the Calculate

button to validate the total amount.

« Once the total is validated and all
required fields are completed, click
the Submit button.

e Click Send Invoice on the Are You
Ready to Send pop up.

9/23/202 1 © 2021 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are trademarks of United Parcel Service of America, Inc. All rights reserved. COUPA is a registered trademark owned

Tax

S
Total Tax
Net Total
Total
Delete Cancel Save as Draft

% 0.000
0.00
25,000.00
25,000.00
Calculate

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.

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.

by Coupa Software Incorporated. Used with permission.

Send Invoice

Continue Editing

11



Creating an Invoice from a Purchase Order (PO)

Ship To Address UPS-S5CS L5
4071 North Service Rd
Burlington, ON L7L 4X6

« A Warning from UPS pop up will Canada
appear. Location Code: ONBULLO2669

* Ensure the ship to location code is
correct, if necessary, by clicking the
Continue Editing button and scrolling
up to the Ship To Address, in the To
section to verify the location code

Warning from UPS

* Note: If uncertain about the location
COde, Contact your UPS ContaCt tO This Invoice has the following warning:

verify. » PLEASE ENSURE YOU SELECT YOUR CORRECT SHIP TO LOCATION CODE

« Otherwise, click the Submit button. Continue Editing X

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
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 On the Invoices page, the green bar of
success should appear and the newly
created invoice should have a status of
Processing.

« Users will be notified of invoice status
updates via online, email, and/or SMS
(text) messaging, depending on how
notifications were set up.

« Got questions? Need help? Email
supplyline@ups.com for assistance.

Invoices

P035_3313610_TXDALLAPOBOX731_BEST BUY FOR BUSINESS invoice #IFPO-DM-2 is processing

Create Invoices @

Create Invoice from PO Create Invoice from Contract Create Blank Invoice Create Credit Note
view [ v [ search )
Invoice # Created Date Status PO# Total Unanswered Comments Dispute Reason Actions
I Mone 10/12/20 Draft COU1342 0.00 USD Mo V4 Q
BlTest-DM-1 10/05/20 Pending None 200.00USD No
Approval
NV-DFF 10/09/20 Pending None 10.00 USD  No
Approval
DAP123 10/09/20 Pending None 100.00 USD No
Approval
TESTREQUESTOR 10/09/20 Draft None 50.00USD Mo ,/ 0
None 10/08&/20 Draft None 0.00 UsSD No V4 0
NV-3452 10/08/20 Pending None 20.00USD Mo
Approval
NV-3456 10/08/20 Pending COuU262 600.00 USD No
Approval
IFPO-DM-1 10/08/20 Pending COU1026 869.00 USD No
Approval
IFPO-DM-2 10/07/20 Processing MNone 25,000.00 Mo

UsD
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