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Logging in and navigation

Log info the Coupa Supplier Portal (CSP) via supplier.coupahost.com.

If your are not yet registered, please refer to the Gefting setup on the
Coupa Supplier Portal guide.

Log In

Welcome backl!

* Email Address  ekfcsupplier@gmail.com

* Password

Forgot Your Password?

To view your purchase orders and create invoices through the system, click
on Orders from the blue navigation bar located af the fop of the screen.

To create invoices click the stack of gold coins or red coins for credif notes.

Check out Submitting invoices for more information.

2“:_ coupa sup plier portal JOHN ~ | NOTIFICATIONS HELP ~

Home  Profle Orders  Service/TimeSheets ASN  Invoices  Catalogs  Admin

Order Lines

Select Customer Emirates Flight Catering LLC ~

Configure PO Delivery

Purchase Orders

f
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http://supplier.coupahost.com/
https://www.emiratesflightcatering.com/media/1192/getting-setup-on-the-coupa-supplier-portal.pdf

Logging in and navigation

To view all your created invoices, click the Invoices fab.

To invoice against a confract, select the contract and click create. Check out

Direct invoice entry of invoices for more details (not applicable for all service
providers).

,zcoupa supplier portal JORN | NOTIFICATIONS @) | HELP -

Home Profile Orders Service/Time Sheets ~ ASN Invoices Catalogs  Admin

Invoices

tructions Fr Custome

00 AED
650.00 AED

650.00 AED

Invoice Against Contract Create Credit note
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elnvoicing Sefup

Before you create your first invoice, make sure that you have completed your
elnvoicing sefup by following the steps below.

On the main menu, click Admin.
Click Legal Entity Setup.
Click Add Legal Enftity.

£,zcoupa supplier portal

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs  Add-ons  Admin

Admin Legal Entity Setup

Users Legal Entity

Merge Requests
Legal Entity Setup o
Fiscal Representatives

Remit-To

VALUED ~ | NOTIFICATIONS @ | HELP -

1

Add Legal Entity

Let's get your company setup for electronic invoicing!

We'll walk you through what's needed & keep It as short as possible.

The first thing you'll need to do is add a legal entity.

Terms of Use

Coupa Accelerate

Preferences

Please note, if you are a European Company, or have any operations in Europe, and you are based in one country but are registered for VAT in

SFTP Accounts

eXML Errors E-Invoicing Setup to continue

Where's your business located?

*Legal Entity Name | ABC Intenational LLC _
This is the official name of your

*Country | United Arab Emirates business that is registered with
the local government and the

country where it is located

more than one country, you must complete your fiscal representatives before you set up your legal entity. Once you set those up, follow the

Enter your company
name based on your
frade license and
select the country
where your company
IS located.
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elnvoicing Sefup

Tell your customers about your organization by enfering the required
informarion such as your company address and tax |D (if applicable).

Tell your customers about your organization

Which customers do you want to see this?

[
[ Emmiraiss Fight Cafsring Company LLC

What address do you invoice from?

* Aodracc Lins 1
Addrace Lines 2 REQUIRED FOR BWVOICING

« Cify

- = Nofe: If the address you
*Pocal Cate enfered is the same as
o Edmmo your Remit-To and Ship
P From address you can
leave the fick box as if is.

What is your Tax 107 @

Couniry | Unied Arah Erisifies

*VATID

[] ! ot harve: & VATVGST Mursber O nce com p | efe d I Cl | @ k
Ackd addional Tao 10 Save & Conrinue

Miscellaneous

Involea From Codes

Frafarred Language | Englsh (Lnked Anab Eminses]
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elnvoicing Sefup

Where do you want to receive payment? Where do you want o receive
payment window will allow
you fo select Payment Type as
Address or Bank Account.

What is your Remit-To Address?

Address Line 1 test

If you select Address (default

City Dubai

option), you can continue to
B fhe next step as you already
provided the address(es) on

the previous page.
Where do you want to receive payment?

e If you select Bank Account,
Banking information @ \/OU Can prOVide Vour banking

Bemk Asoount Counfry: | Uinfed Arah Enirales "

o A o . information fo be shown on

e your invoices.

Esnaficiary Hame: ks HOT auomaticaly seni o
your cusiomams). IF thay dont
Routing {Eank Code]
Husmier:

Anoount Humier:

Confm Anoourt
Husniear:

BANK:
EVIFTIEIC Codec

Eank Apoowni Type:
Bank address

Addrecs Ling 13
Agdrcs Ling 22
CHy:
Amie:

Puoscinl Code:

What is your Remit-To Address?

Addrace Lins 1 fos
Afdracc Lins 2
City Dutal
Efabe
Pocial Code E3E35

Country Unied Aroh Emisiies
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elnvoicing Sefup

Where do you want to receive payment?

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

Remit-To Account Remit-To Address Status

Address 222 Invoice From Active
Addrass
Big City
33333
United States

Deactivate Lagal Entity

Where do you ship goods from?
(4]

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

Title Status

Active Manage

Deactivate Legal Entity m

Setup Complete

The second part of

the Where do you want fo
receive payment window
now shows both

the Remit-To Account and
the Remit-To Address.

Click Add Remit-To fo add
more locations, otherwise
click Next.

Click Add Ship From fo
add more locations,
otherwise click Done to
complefe the sefup.

v Click Done to complefe

Congratulations! ThQ SQTUD

This legal entity can now be used on new invoices.

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

Reum oo (N
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elnvoicing Sefup

Adding remit-ro address

CSP includes remit-to addresses as part of electronic invoice compliance.
If you unticked this in the elnvoicing sefup you must add a remif fo
address before you can create an invoice.

1. From the Menu, click Admin.

Admin remit 1o
To manage remit o addresses, please visit the Legal Enfity Setup section

Banking information Customers

2. Click Remit To link.
3. Click Add Remit To.
4. Once you have filled out the remit fo address fields, click Add.

Remit To Contact - this is optional contact information for the remit-to
address.

Create Remit To Address

Remit To Name

Remit To Code

Address *
Remit To Contact

Assign Customers

You are about to create a remit to address to use for invoicing, however it won't be sent to your
customer until you include it on an invoice.

cancet| (23
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Submitfing invoices

There are 3 ways fo submit elnvoices 1o EKFC.

Supplier Actionable Nofification (SAN) - flip a PO info an invoice via email
Coupa Supplier Portal - flip a PO info an invoice via the portal

Direct invoice entry - creatre an invoice without a PO (not applicable for all
service providers)

Supplier Actionable Notification
To flip a purchase order o an invoice simply click the link Create Invoice
in the email.

Emirates Flight Catering Company LLC

éj PURCHASE ORDER
&y
Emirates

Flight Caterinda

PO NUMBER CP00001852

DATE 18122017

PAYMENT TERMS 60 days from month end SOA
SHIPPING TERMS DELIVERY AT PLACE
CURRENCY

CONTRACT

CONTACT

—Ship o—MMM —Bill To
Emirates Flight Catering Emirates Flight Catering
Company LLC Company LLC
Invoice Desk
Accounts Payable
Dubai, 22525
Dubai International Airport United Arab Emirates
Dubai, 22525
United Arab Emirates
509133

Note: Please ignore this PO

Line |Description Need By Date Total
1 [Test for VAT 1812117 10.00

10.00 AED

This Purchase Order has been electronically generated and approved

This Order is subject to our general terms which can be found at www.emiratesflighte atering.com/procurement

If a written agreement in relation to the subject matter of this Order exists then these shall take precedence
All attachments, if any, form part of this Purchase Order
At our discretion, this Order is subject to Cancellation should delivery not be made on the requested date

Deliveries are to be accompanied by a Delivery Note. The Invoice for this Order is to be submitted electronically via ‘PO Flip’ or through the Coupa Supplier Portal
SP)

All queries are to be raised with EKFC Procurement (procurement@ekfc ae / +971 4 208 6657)
VAT as applicable

Create Invoice ’ Acknowledge PO Add Comment
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Submitfing invoices

An invoice is automatically created using the details from the purchase order.

To submit the invoice you will need o enfer your invoice humber, the invoice
dafe and currency. You are also required to attach a copy of your original
invoice using the image scan field, select the origin of supply and appropriate
fax code (at line level or tofal).

Create Invoice creze

General Info

o * Invoice #
o *Invoice Date | 01/17/13

* Supplier DURABLE OFFICE SUPPLIES LLC
Supplier Tax ID None

*Invoice From Address DURABLE OFFICE SUPPLIES LLC

*Payment Term EG0

o *Cumency | AED

Status Draft

o *Image Scan Mo fils chosen

Supplier Note

Attachments add File | URL | Text

123 Street
2020 Dubai
United Arab Emirates

*Remit-To Address DURABLE OFFICE SUPPLIES LLC
123 Street
2020 Dubai
United Arab Emirates

* Ship From Address DURAELE CFFICE SUPPLIES LLC
123 Street
2020 Dubai
United Arab Emirates

Customer Emirates Flight Catering Company LLC

*Bill To Address Emirates Flight Catering LLC
Dubai International Airport
Airport Street
P.O.Box 22525, Dubai
United Arab Emirates

* Ship To Address Emirates Flight catering
Dubai International Airport
22525 Dubai
United Arab Emirates
Location Code: 115081

e *0Origin OF Supply | - |

UAE )
Abroad
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Submitfing invoices

Line items will autfomafically be transferred from the purchase order to the
invoice. If all of the information and tax code are correct, click Submit.

O Line Level Taxation

Price Total @

300.00 1,500.00

Billing Supplier part number Commodity

« | Stationery-00005-FIN-505117-70400 Stationery

Net Total 1,500.00

Tax Description | AE: Vatable S ~ 5.000 || 75.00
Total Tax 75.00
Total 1,575.00

€ Delete Cancel Save as draft Calculate Submit

Vou will receive a final prompt confirming the invoice amount. If the
amount is correct, click Send Invoice. Your invoice is now submitted for
approval.

Are you ready to send? X

You're about to send an invoice to Emirates Flight Catering LLC for a total amount of 1,000.00.

Once sent, you'll have to contact your customer directly to make changes to the invoice.

Continue Editing

f
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Submitfing invoices

Coupa Supplier Portal PO flip

Login fo your CSP account. On the main menu click Orders o view your
recent purchase orders.

To flip a purchase order to an invoice, click on the stack of gold coins.

To issue a credit note, click on the stack of red coins.

Purchase Orders

PO Number Order Date »  Status Acknowledged At  Items Unanswered Comments Total Actions

1,000.00 AED

1,500.00 AED

An invoice is automatically created using the defails from the purchase order.

To submit the invoice you will need o enfer your invoice number, the
invoice date and currency. You are also required fo aftach a copy of your
original invoice using the image scan field and select the appropriate fax
code.

oA
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Submitfing invoices

Direct invoice entry

Certain services (typically those of a variable narure) will not have a PO
issued. In these instances a supplier will be able to create an invoice directly
in the CSP.

On your CSP account, click the Invoices tab. Make sure EKFC is selected as
the customer.

At the botfom of the page, select the confract to invoice against and click
Create.

Populate the invoice with all mandatory information and click Submit when
finished.

{-‘-;.;coupa sup [ILiEr' portal JOHN ~ | NOTIFICATIONS HELP -~

Home  Profile  Orders  Service/Time Sheets  ASN Invoices =~ Catalogs  Admin

Emirates Flight Catering LLC

Invoices

ions From Customer
e the following; *** 1. Before submitti

Invoice # Created Date ~  Status Unanswered Comments Payment Information  Actions
I None 09112/17 Draft : No
None Draft

None 09 7 Draft

Credit note
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Disputed Invoices

View and Resolve Disputed Invoices

For invoices that changed to dispute status, you will receive an email
notification sfafing the reason of the dispute. Resolving the dispufed invoice
would mean you are creating a corrected invoice.

Invoice #INV-T123 is in dispute  inbox x

Emirates Flight Catering Company LLC <do_not_re c-test.coupahost.com=
to me [~

.. Invoice #INV-T123 is in dispute

Hi,

Invoice INV-T123 has been dispi by Emirates Flight Catering Company LLC.

Ifyo co = ce you must first create and
submit 2 ote. 2 i voice is ¢z ,youcanc a VOIC th a different numbe

t you do not expos: urself or your

Resolving the disputed invoice links the corrected and the disputed invoices.
Unless you resolve the disputed invoice, EKFC can choose fo withdraw if from
this sfafus.

If you are a supplier using Coupa Invoicing in European countries, please
nofe that to cancel an invoice you must first creafe and submit a credit nofe.
If the prior invoice is cancelled, you can create and submif a new invoice
with a different number.

This process is recommended fo comply with tax laws across all European
counfries, so that you do not expose yourself or your customer fo any
unnecessary risk as the invoice is corrected.
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Disputed Invoices

View and Resolve Disputed Invoices

To correct your invoice, login fo CSP. Go fo Invoices and select Invoices in
the main menu. Click the Resolve icon against the disputed invoice and
update accordingly.

Select Customer Emirates Flight Catering LLC
Invoices

Instructions From Customer
Please note the following; *** 1. Before submitting your first invoice please go to the Admin tab and finish your E-Invoicing Setup *** 2. All invoices must be submitted through PO

flip via email or in the Coupa Supplier Portal (CSP) *** 3. A PDF copy of the original invoice must be attached, using the Image Scan field *** For assistance please contact
procurement@ekic ae or call +971 (0) 4 208 6687

Export to ~ View B w I Search

Invoice # Created Date Status PO# Total

Unanswered Comments Actions

I INV-T123 121817 Disputed CP00000300 205.00 AED No

fills INW 1211817 Pending Approval None 11,797.50 AED feslve
None 1211817 Draft CPO0000293 0.00 AED J/

grzcoupa supplier portal JOHN~ | NOTIFICATIONS HELP ~

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs  Admin

Select Customer Emirates Flight Catering LLC

Invoice #INV-T123 tar

This invoice is a correction for INV-T123 that has been disputed

General Info

*Invoice # | INV-T123 * Supplier DURABLE OFFICE SUPPLIES LLC

* Invoice Date = 12/19/17

Payment Terms E60
* Currency

Status

*Image Scan

Supplier Note

Attachments Add File | URL | Text

Supplier Tax ID

" Invoice From Address

*Remit-To Address

* Ship From Address

None

DURABLE OFFICE SUPPLIES LLC
123 Street

2020 Dubai

United Arab Emirates

DURABLE OFFICE SUPPLIES LLC
123 Street

2020 Dubai

United Arab Emirates

DURABLE OFFICE SUPPLIES LLC
123 Street

2020 Dubai

United Arab Emirates
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https://supplier.coupahost.com/

Managing invoices

Viewing and fracking invoices

To view your invoices click Invoices on the main menu. This will display a
table of all your invoices including the status of each invoice.

#scoupa supplier portal JOHN~ | NOTIFICA

Home  Profile  Orders  Service/Time Sheets  ASN Invoices  Catalogs  Admin

Select Customer Emirates Flight Catering LLC

Invoices

Instructions From Customer

Invoice #  Created Date ~ Status
091417 Draft Cl No
Approved No
No
No
No

Invoice # Created Date -

Congratulations! You should now be able fo submit and review your
business fransactions with EKFC in the CSP.
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