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Coupa Supplier Portal:

Invoicing - Creating an Invoice Against
a Contract
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Creating an Invoice Against a Contract

£,3coupa supplier portal & Secure

« Log into the Coupa Supplier Portal
(CSP) at: - TS, A
https://supplier.coupahost.com/ using Login
the previously established email * £
address and password.

* For best results, Google Chrome is the 5 R—

recommended Web browser. New to Coupa? CREATE AN ACCOUNT

Forgot your password?

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
10/28/2024 © 2020 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are trademarks of United Parcel Service of America, Inc. Al rights reserved. COUPA is a registered trademark owned
by Coupa Software Incorporated. Used with permission.


https://supplier.coupahost.com/

Creating an Invoice Against a Contract

 Click on the Invoices tab at the

i DORIAN ~ | NOTIFICATIONS HELP ~
top of the page. £,xcoupa supplier portal
ﬁ COrders FProfile Payments Service/Time Sheets ASMN Sourcing Catalogs Business Performance
* From the Se/eCt CUStomer nvoices Invoices Lines Payment Receipts Advanced

dropdown menu, select the
appropriate customer (UPS).

Select customer UPS—P035 3413464 NJPRINCJRY ||

« Click Create Invoice from Invoices
Contract.
Create Invoices @
NOte: A grayed OUt Create Create Invoice from PO I Create Invoice from Contract I Create Blank Invoice Create Credit Note
Invoice from Contract button may
be an indication that the wrong | Exportto - | view [N ~ Jll searcn L
UPS CUStOmer was SeIeCted from Invoice#  Created Date Status PO # Total Unanswered Comments Dispute Reason Actions
the Select Customer dropdown
menu.

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
10/28/2024 © 2020 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are trademarks of United Parcel Service of America, Inc. Al rights reserved. COUPA is a registered trademark owned
by Coupa Software Incorporated. Used with permission.



Creating an Invoice Against a Contract

Select Contract

« On the Select Contract pop up, make a
selection from the dropdown menu. Select a Contract

UAT Contract - ORTEGA " ‘

 Click Create.

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
10/28/2024 © 2020 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are trademarks of United Parcel Service of America, Inc. Al rights reserved. COUPA is a registered trademark owned
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Creating an Invoice Against a Contract - INDIA SUPPLIERS ONLY

« Suppliers in India will
encounter the Indian GST Upload authorized file or use template
Council e-Invoicing popup

« If applicable, suppliers can The Indian GST Council has rolled out the GST e-Invoice System for taxpayers to generate -

select the Upload response invoices and register them on the system. If your organization falls under this mandate, please
. . follow the prescribed invoice registration process and upload the decrypied response JSON as
JSON file Optlon and upload a recaived from the GS5T e-Invoice System below. Otherwise, create an invaice using the Coupa

decrypted response JSON file S pressrkatan i nsiate,

from their computer _@' Use Coupa India presentation template

« If not, leave the Use Coupa
India presentation template O Upload response JSON file
option selected Choose File | No file chosen

e Click Continue

coe

A
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Creating an Invoice Against a Contract

Choose Invoicing Details

* Legal Entity | Main Remit To v c Add New
Invoice From 123 Main Street
« Complete each required field on the Atianta, GA 30075
Choose Invoicing Details screen by United States
clicking Add New and entering the Hultad Siles (124067.29)
information or selecting previously *Remit-To | 123 Main Street, Atlanta, GA 3( ~ '\o Add New

created information from the

dro pd own menus * Ship From Address | 123 Main Street, Atlanta, GA 3( v @) Add New

 Click Save.

yZ
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Creating an Invoice Against a Contract

« In the General Info section, enter a Select Customer | UPS A~ PU35_3313610_TXDALLAPOBOXT
unique invoice number in the Invoice

# field (50 character limit). CREAIS NI faee

General Info > From
. Ve |"|fy the Payment Term f|e|d iS * Invoice # | IAC-DM-23 (] * Supplier P035_3313610_TXDALLAPOBOX731_BEST BUY
FOR BUSINESS
defa u Ited to the Contra Ctua | Iy ag reed Invoice Date Set automatically at time of submission T —p——

upon termS. Payment Term EOAP + NET 45 123 Main Street

Chicaho, 85054
o usD
urrency s United States

« Suppliers can add comments in the Jelveny tmber « RemitTo Address Main?
Supplier Note or Attachments fields. e oo
. . Contract UAT Contract - ORTEGA ——
Supportlng documentatlon Can also be Image Scan | Choose File |Noﬁlechcsen e
added in the Attachments field. * Ship From Address  Main 2
Supplier Note | This is an example of how the text field can be 123 Main Street

used Chicaho, 85054
United States

Note: If there are Miscellaneous line items,
supporting documentation is required.

Attachments 0 Add File | URL | Text | i TO

Customer UPS QA

« If any attachments are included, click INITRANNS. HEMm o
Add Buyer Tax ID None

* Ship To Address No address selected C

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
]_ 0/28/2024 © 2020 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 7
by Coupa Software Incorporated. Used with permission.



Creating an Invoice Against a Contract

« In the General Info section, enter a
unique invoice number in the Invoice
# field (50 character limit).

« Verify that the Payment Term field is
defaulted to the contractually agreed
upon terms.

* Suppliers can add comments in the
Supplier Note or Attachments fields.
Supporting documentation can also be
added in the Attachments field.

Note: If there are Miscellaneous line items,
supporting documentation is required.
India and UAE suppliers must attach a pdf
copy of the invoice.

« Click Add.

« Select the correct number from the
Supplier GSTIN dropdown, if
applicable.

General Info

9 From

*Involce #

* Supplier P590_3354878_UINOILDHRFC3355 BRIGHTWAYS

*invoice Date  10/0224

I Payment Term NET 30

Date of Supply 10/02/24

I *Currency INR ~

Delivery Number

Status Draft

Image Scan | Choose File | Mo fila chosen

| OGISTICS

* Supplier GSTIN  S9AAAAABSIANTS ~

* Invoice From Address BRIGHTWAYS LOKISTICS
MUMBAI CENTER ALOT NO 64
SHYAM
MUMBAI 400060

Maharashtra

India

* Remit-To Address BRIGHTWAYS LOGISTICS
MUMBAI CENTER PLOT NOBA

Supplier Note

Altachments 0 Add File

URL

SHYAM
MUMBAI 400060
Maharashtra
y India These fieldS al‘e
only visible to
Bank Name: SBI

Invoice Reference
Number [IRN)

Signed QR Code

Beneficiary Name. BEIGHTY -
India.
ACcount Number: ***** (347

w0345

BRIGHTWAYS LOGISTICS

b From Address

Place Of Supply

MUMBAI CENTER PLOT NO 8A
SHYAM

MUMBAI 400060

Maharashtra

1 0/28/2024 Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
© 2020 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color dark brown tone are trademarks of United Parcel Service of America, Inc. All rights reserved.
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Creating an Invoice Against a Contract

9 To

Customer UPS QA

*Bill To Address UPS OASIS SUPPLY El
CORPORATION
P.O. Box 982267
El Paso, Texas 79998
United States

« Scroll down to the 7o section and click VATID 2asras
the magnifying glass next to the Bill To Buyer TaxID | 123456789 v
Address. Buyer Tax ID None
* Ship To Address (083 DISTRICT ALLOCATION o}
« On the Choose an Address pop up, find oA o
the appropriate address and click United States

Location Code: ORAIRAOZ2651
Choose.

Choose an Address

Legal Entity Name « Line 1 Line 2 City State Postal Code Country = Actions

(/] cr{%se

INone UPS OASIS SUPPLY CORPORATION PO.Box 982267 ElPaso Texas 79998 United States

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
10/28/2024 © 2020 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are trademarks of United Parcel Service of America, Inc. Al rights reserved. COUPA is a registered trademark owned
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Creating an Invoice Against a Contract — INDIA SUPPLIERS ONLY

Bill To City

Bill To
State/Region/Province

Bill To Zip/Postal Code

Mumbai

Maharashtra

400060
N

Bill To Country

Choose the applicable value -
(C+S, GST, Bill, or RCM) from the N
Invoice Type Code dropdown. -

Alternate Due Date None

Invoice Type Code ~

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
10/28/2024 © 2020 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are trademarks of United Parcel Service of America, Inc. Al rights reserved. COUPA is a registered trademark owned
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Creating an Invoice Against a Contract — INDIA SUPPLIERS SEE NEXT SLIDE

« Scroll down to the Lines section.

+ Leave Qty as the item Type in the

dropdown menu Lines U Line Level Taxation
Type Description Qty Uom Price 0 OO 6
« Begin typing the good or service Bl & | |00 i o ol '
OR type the number \\9/1 |n the Ig_"'” ;-,,_];.EE:;: MISC. MUST PROVIDE DOCUMENTATION |
Description field and SELECT the b S s S
; . MNone AT732900000_MI_DRIVE SHAFT REMOVAL WHEN NEED (EA)
appropriate item from the 9732900000_MI_DAMAGED SMALL FLATBED HR
dFOdeWI’] that appears. 9732000050_MI_ROAD SERVICE (EACH)
f Add Tag
Note: If Miscellaneous (Misc.) master
items are selected in the Description @ Add Line S
field, supporting documentation must
be attached in the General Info
Attachments section. When using the copy/paste function users must still SELECT the
item from the dropdown for this field.
To receive a complete list of master items aligned with a
contract, email supplyline@ups.com. Use the subject line: Coupa
Rate Sheet Request.
10 / 28/ 2024 © 2020 United Parcel Senﬂcept:?f\rir:;?irgaa,?:céagﬁsd,etE:aLIJ:FEizrzr::z':?léi(a):g‘ tahﬁr::(;gf bl:g\i/?\(:rs itsr:?:riitﬁ: :J??Jrr:ir::(? ::rglglyse:r?/iocrec:fs f:ee}iaumiiﬁgﬁ«s:z::&%mgg%ﬂs é registered trademark owned

by Coupa Software Incorporated. Used with permission.
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Creating an Invoice Against a Contract — INDIA SUPPLIERS ONLY

« Scroll down to the Lines section.

« Leave Qty as the item Type in the dropdown
menu.

« Verify the description, unit of measure (UOM),
and price in the corresponding fields.

« Begin typing the good or service OR type the
number “9” in the Description field and SELECT
the appropriate item from the dropdown that
appears.

» Verify or, if necessary, adjust (lower) the quantity

(Qty).
e Enter the correct number in the HSN/SAC field.

« Use the Tax Type dropdown menu to select the
appropriate value.

Note: The Tax Rate and Tax Amount fields will auto-
populate once the Tax Type is selected. If
Miscellaneous (Misc.) master items are selected in the
Description field, supporting documentation must be
attached in the General Info Attachments section.

Lines

Type Description Qty uom Price O 00 §

Qty ~ a 1.000 Acres ~ 0.00 '
763956001_MI_Test Truck. Standard. Halt day
763956001_MI_Test Truck- Standard- Fullda . . .

* HSN/SAC I 2 o Bl Bl A LR ] Service/Time Sheet Line Supplier Part Number
THIPEH00_IAI_Labor- Cenified back fiow tester Nosia
763900_Mi_Covert Testing Services

Taxes

Tax Type Tax Rate Tax Amount Tax Reference

~

When using the copy/paste function users must still SELECT the
item from the dropdown for this field.

To receive a complete list of master items aligned with a
contract, email supplyline@Qups.com. Use the subject line: Coupa
Rate Sheet Request.

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
10/28/2024 © 2020 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are trademarks of United Parcel Service of America, Inc. Al rights reserved. COUPA is a registered trademark owned
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Creating an Invoice Against a Contract — Multiple Miscellaneous Items

Option #1 Coupa Invoice
Original Invoice e e - -
Bill To: . P
55 G oy DM Road & Repair :
Sandy Springs, GA 30328
404-123-4567
............. o =
DESCRIPTION Qty Price AMOUNT
Heavy Truck Winching (Hourly) 1 $ 10000 § 100.00 .
Road Service 1 $ 4000 § 40.00
Drive Shaft Removal 2 $ 2500 § 50.00 o
Total § 190,00, " e e Teaonm p .
Invoices containing multiple miscellaneous items e
such as parts, materials, equipment, and services o o S
FOR A SINGLE UPS LOCATION can be submitted :
with separate line-item entries for each item. ‘ )
Note: If Miscellaneous (MI/MISC) master items are o

selected in the Description field, supporting
documentation such as the original invoice must be

In the Lines section, each item listed on the
attached in the Attachments section of the invoice

attached invoice is input on individual lines
with a quantity of 1.

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
1 0/28/2024 © 2020 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 13
by Coupa Software Incorporated. Used with permission.



Creating an Invoice Against a Contract — Multiple Miscellaneous Items

Option #2 ] Coupa Invoices

Original Invoice

Bill To:

55 Glenlake Plwy

Sandy Springs, GA 30328 _

4041234567 ,,—“"/ | —

DESCRIPTION oy v oPie - MMOUNT b e e T
Drug Screen - Urinalysis 5 5 1400 § 70.00 e T R »

Total

Invoices containing multiple miscellaneous items
such as parts, materials, equipment, and services
FOR MULTIPLE UPS LOCATIONS can be submitted
on individual invoices with one line per invoice.

Note: If Miscellaneous (MI/MISC) master items are ; . . .
selected in the Description field, supporting Each item listed on the attached invoice can

documentation such as the original invoice must be be broken out into a separate invoice with one

attached in the Attachments section of the invoice line, addressed to the appropriate location and
UPS requester.

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 Against a Contract

« For items which the quantity is
greater than one, adjust the
number in the Qty field as

necessary Lines
Type Description Qty UoMm Price
Note: Depending on the unit of ay v 763056001 MI_TestTr| | 15 Work Hour v 375.00 0.00
measure (UOM), the decimal point can ——
be used in the Qty field, to provide an
accurate accounting. For examp|e, one * HSN/SAC PO Line Service/Time Sheet Line Supplier Part Number
and a half “Work Hours” can be 1234 None None
entered as 1.5 in the Qty field.
* The unit of measure (UOM) field Taxes
will auto populate in accordance
with the item Selected in the Tax Type Tax Rate Tax Amount Tax Reference

Description field. DO NOT change
the UOM.

IGST w 280% w 105.00

« To add line items to the invoice,
click Add Line and complete
necessary fields.

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 Against a Contract

« 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.

 Click Send Invoice on the Are You
Ready to Send popup.

Delete

Tax W % 0.000
Total Tax 0.00
Met Total 20000

Total 200.00

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 fransaction as the Coupa generated PDF is your and your customers legal invoice.

Continue Editing

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 Against a Contract

« On the Invoices page, the green bar of Select Customer | UPS QA - P035_3313610_TXDALLAPOBOXT73' v
success should appear and the newly Invoices
created invoice should have a status of
Pro Ce S S I n g . P035_3313610_TXDALLAPOBOX731_BEST BUY FOR BUSINESS invoice #{AC-DM-23 is processing

Create Invoices @

* USEFS Wl“ be nOtIfled Of |nV0|Ce StatUS Create Invoice from PO Create Invoice from Contract Create Blank Invoice Create Credit Note
updates via online, email, and/or SMS -
(text) messaging, depending on how view s S

=] . Invoice # Created Date Status PO # Total Unanswered Comments Dispute Reason Actions
nOtIflcatlons Were Set uP. I IAC-DM-23 1117120 Processing None 10.10USD  No
. . D22 T2y ui?pﬂ'tEu RO o T oS ™o ||ﬁfwmmﬁgm_5—|
« Got questions? Need help? Email | Requester
SUDDlVllne@UDS.Com for aSSIStanCE. Naone 1MM7I20 Draft None 0.00 USD No ’/9
MNone 11720 Draft MNone 0.00UsD No ,/ o

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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