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ealing credit notes - option

,scoupa supplier portal EVA~  NOTIFICATIONS @ @ HELP -

1. Click on the Orders tab.

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

R
Orders Order Lines

Search for the
purchase order to be Select Customer | KPMG LLP DEV -
credited and click on Configure PO Delivery

the red coin stack
icon to create credit Purchase Orders

note.

Instructions From Customer

Test PO instructions for suppliers

Click the == Action to Invoice from a Purchase Order

Al v [l Search o
P| N A d d PO Number Order Date  Status Acknowledged At Items Unanswered Comments Total Actions
. ea:se ote: ny ISpUte I K000137 05/02/19 Issued None 11 Each of TEst supplier ew 10 No 330.00 GBP Eés
invoices by Accounts : -
{ K000134 05/02/19 Issued 05/02/19 & Each of test supplier ew 9 Mo 32000 GBP ===g
Payable will need to be =
: : : KD00125 050119 Issued 05/01/19 T Each of test supplier ew 9 Yes 490.00 GEP|
resolved by issuing a credit _ :
A K000123 05/01/19 Issued None 10 Each of test supplier ew 8 No 500.00 GBP| == Create Credit Note
: KO00121 04/30/19 Issued None 8 Each of test supplier EW 7 No 800.00 GBP Eg_&eate Credit Note i
m © 2019 KPMG LLP, a UK limited liability partnership and a member firm of the KPMG network of independent member firms affiliated with KPMG International Cooperative (“‘KPMG International”), a Swiss entity. All rights reserved. 4
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Baling Credit notes - option ¢

g,scoupa supplier portal FVA~ | NOTIFICATIONS @) HELF -
C“Ck the |nVOICeS tab' Then C“Ck Create Credlt Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Add-ons Admin
Note.
Select Customer KPMG LLP DEV ~
Select the invoice number from Resolve issue for Invoices
invoice number that you want to create a credit
note against. Then click Continue. T'“j‘_'“"_“"?f’;’_" “‘:“‘”"‘[
eslinvoice instructions for supplier
. : : Create Invoices @
Choose from Completely cancel the invoice with
o o c c o c Create Invoice from PO Create Credit Note
a credit note or Adjust invoice with a credit note.

Then clck Create. mm T — c—"

Invoice # Created Date Status PO # Total Unanswered Comments Actions
The example used over the following pages is a partial | s o TR —
p g p g p None 05/02/18 Draft K000125 490.00 GBP No ‘/0

credit note.

Credit Note X

Credit Note X

If you are issuing a credit note in regards to a problem with an invoice or goods shipped, please How do you want to correct invoice "1255" 7

include the invoice number. If you are issuing a credit note purely to offer a credit to your

customer please select other. _ . . . .
i®) Completely cancel the invoice with a cradit note o

Reason ® Resolve issus for invoice numbsar Select an Option - @ f-‘idjust invoice with a credit note o
() Other (e.g. rebate)

Cancel Cancel Create

m © 2019 KPMG LLP, a UK limited liability partnership and a member firm of the KPMG network of independent member firms affiliated with KPMG International Cooperative (‘KPMG International”), a Swiss entity. All rights reserved. 5
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Baling Credit notes

Create Credit Note crezte

4. Complete header fields. Please ensure that the information used to generate p— .
the Credit Note in Coupa is the same data from your own ERP system. - : .
* Credit Note # * Supplier TEST Supplier EW
Credit Note #: Enter the number of the credit note that is generated in your " CreditNote Date 050219 | (] "SuppllerVATID | SITRAR ¥
ERP system. Payment Term ZB30-Within 30 days wio deduction “Invoice From Address Tii:f'upp‘iefEW p
Original Date of Supply | 05/02/19 | Bristol
Credit Note Date: Today or backdate up to 60 days. The same date rules * Currency | GBP e Kingon
apply as per invoice date. Delivery Number lmited
Status Draft * Remit To Address Test Supplier EW O
Payment Terms: These are the payment terms from the PO. « Original Invoice # [1255 e
(= 1X 2XX

* Original Invoice Date

Image Scan | Choaese file | Mo file chosen

United Kingdom

Currency: This is the currency from the PO.

* Ship From Address Test Supplier EW O
1 test

Status: Current status of this credit note.

Supplier Note

Bristol
o o o oo o a o o X 2XX
Original Invoice #: Reference the original invoice number for this credit note. United Kingdom
P
Original Invoice Date: Reference the original invoice date for this credit note. Atachments @ Add Fio | URL | Tox *
Cash Accounting Customer KPMG LLP DEV
Shipping Term: Shipping term from the PO. Scheme BT Addss KPUGLLP
* Credit Reason anada Square
London
Image Scan: Please do NOT attach a copy of the credit note from your Eorly Payment | Use NA f ot rlevant Fase
o - . rovisions nited Kingdom
system. As per the T&Cs agreed, Coupa will issue the legal credit note on .
Margin Scheme *Buyer VAT ID | GB791788859
your behalf.
Ship To Address Botanic House
) 100 Hills Road
Supplier Note: Enter any notes for KPMG LLP. Cambride
Unﬁ:d Kingdom
m © 2019 KPMG LLP, a UK limited liability partnership and a member firm of the KPMG network of independent member firms affiliated with KPMG International Cooperative (‘KPMG International”), a Swiss entity. All rights reserved.
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ealing credit notes

Attachments: Attach supporting documentation; all types of attachments are
supported.

Cash Accounting Scheme: Leave blank if not relevant.
Credit Reason: Briefly explain the reason for the credit note.

Early Payment Provisions: Leave blank if not relevant.

Margin Scheme: Leave blank if not relevant.

KPMG

Document Classification: KPMG Public

Create Credit Note crezte

General Infe

* Credit Note #
* Credit Note Date

Payment Term

Original Date of Supply
* Currency
Delivery Number

Status

* Original Invoice #
* Original Invoice Date

Image Scan

Supplier Note

Attachments o

Cash Accounting
Scheme

* Credit Reason

Early Payment
Provisions

Margin Scheme

05/02/19 ]

ZB30-Within 30 days w/o deduction

05/02119 ]
GBP ~
Draft
1255
an
Choose file |No file chosen

Add File | URL | Text

Use N/A if not relevant

From

* Supplier
= Supplier VAT ID

*Invoice From Address

* Remit-To Address

* Ship From Address

To

Customer

* Bill To Address

* Buyer VAT ID

Ship To Address

TEST Supplier EW
GB112345678 «

Test Supplier EW ,©
1test

Bristol

1X 26X

United Kingdom

limited

Test Supplier EW O
1test

Bristol

1X 26X

United Kingdom

Test Supplier EW O
1 test

Bristal

1X 2XX

United Kingdom

KPMG LLP DEV

KPMG LLP

15 Canada Square
London

E14 5GL

United Kingdom

GB791788659 ~

Botanic House
100 Hills Road
Cambridge
CB2 1AR
Unﬁ:d Kingdom

© 2019 KPMG LLP, a UK limited liability partnership and a member firm of the KPMG network of independent member firms affiliated with KPMG International Cooperative (‘KPMG International”), a Swiss entity. All rights reserved.




KPMG

Baling Credit notes

4. Complete header level fields.

Supplier: Your company name.

Supplier VAT ID: Choose the VAT ID that you set up in the

E-invoicing section in Admin. If you have multiple VAT registrations please
ensure you choose the correct VAT registration based on the Country you
have supplied your goods or services. Coupa will have different invoicing
rules based on the Country of the VAT registration that you have selected for
the invoice (and in line with VAT law of that country).

Invoice From Address: Choose the Invoice from address that you set up
in your E-invoicing section in Admin for this invoice.

Remit-To Address: Choose the Remit-to address that you set up in your
E-invoicing section in Admin for this invoice.

Ship From Address: Choose the Ship from address that you set up in
your E-invoicing section in Admin for this invoice. If you have multiple
please ensure it is the correct address which relates to where the goods are
shipped from for this specific transaction.

Customer: This will always default to KPMG LLP.

Document Classification: KPMG Public

Create Credit Note creae

General Info
* Credit Note #
* Credit Note Date

Payment Term

Original Date of Supply
* Currency
Delivery Number

Status

* Original Invoice #
= Original Invoice Date

Image Scan

Supplier Note

Attachments 0

Cash Accounting
Scheme

* Credit Reason

Early Payment
Provisions.

Margin Scheme

05/02/19 ||

ZB30-Within 30 days w/o deduction

05/02/19 |
GBP ~
Draft
1255
aly
Choaose file | No file chosen

Add File | URL | Text

Use NIA if not relevant

* Supplier
* Supplier VAT ID

* Invoice From Address

* Remit-To Address

* Ship From Address

To

Customer

* Bill To Address

* Buyer VAT ID

Ship To Address

TEST Supplier EW

GB112345678 ~

Test Supplier EE
1 test
Bristol

1X 2XX
United Kingdom

limited

Test Supplier EE
1 test
Bristol

1X 2XX
United Kingdom

Test Supplier EE
1 test
Bristol

1X 26X
United Kingdom

KPMG LLP DEV

KPMG LLP

15 Canada Square
London

E14 5GL

United Kingdom

GB791788859 ~

Botanic House
100 Hills Road
Cambridge
CB2 1AR
United Kingdom

© 2019 KPMG LLP, a UK limited liability partnership and a member firm of the KPMG network of independent member firms affiliated with KPMG International Cooperative (‘KPMG International”), a Swiss entity. All rights reserved.




ealing credit notes

Bill to Address: The Bill To address from the PO.

Buyer VAT ID: KPMG LLP VAT ID.

Ship To Address: The Ship To address from the PO.

Please NOTE: You can add multiple From info in the E—Invoicing section

under Admin and select these options by clicking the search icon.

KPMG

Document Classification: KPMG Public

Create Credit Note creae

General Info
* Credit Note #
* Credit Note Date

Payment Term

Original Date of Supply
* Currency
Delivery Number

Status

* Original Invoice #
= Original Invoice Date

Image Scan

Supplier Note

Attachments 0

Cash Accounting
Scheme

* Credit Reason

Early Payment
Provisions.

Margin Scheme

05/02/19 ||

ZB30-Within 30 days w/o deduction

05/02/19 |
GBP ~
Draft
1255
—-—y
Choaose file | No file chosen

Add File | URL | Text

Use NIA if not relevant

* Supplier
* Supplier VAT ID

* Invoice From Address

* Remit-To Address

* Ship From Address

To

Customer

* Bill To Address

* Buyer VAT ID

Ship To Address

TEST Supplier EW

GB112345678 ~

Test Supplier EE
1 test

Bristol
1X 2XX
United Kingdom

limited

Test Supplier EE
1 test

Bristol
1X 2XX
United Kingdom

Test Supplier EE
1 test

Bristol
1X 2XX
United Kingdom

KPMG LLP DEV

KPMG LLP

15 Canada Square
London

E14 5GL

United Kingdom

GB791788859 ~

Botanic House
100 Hills Road
Cambridge
CB2 1AR

United Kinﬂdum

© 2019 KPMG LLP, a UK limited liability partnership and a member firm of the KPMG network of independent member firms affiliated with KPMG International Cooperative (“KPMG International”), a Swiss entity. All rights reserved.




Baling Credit notes

: : : = Lines

5. Complete line level information. Here you

may edit the Qty and/or Price if you are QUE”ﬁW ~

sending a partial invoice. Click

Adjustment type and choose Quantity or 1 Type Description Qty uom Price (%]

3 8 8 o test supplier ew 9 -1.0 Each ~ 70.00 _7000
Price or Other. You can edit both quantity : '
and price if you choose Other.
PO Line Contract Supplier Part Number
- - Kooo125-1 TEST Contract EW ~
You can also add additional lines by
clicking Add Line or delete lines by .
. . . illing

clicking the delete icon. 3—CC2-1010101

You can then add Taxes by choosing a S

correct VAT Rate at each line.

VAT Rate VAT Amount Tax Reference
20.0% ~ -14.00
Please NOTE: For Credits, enter a negative
price if the line is amount-based and only
contains a price field. € raiTeg
If the line is quantity-based, enter a negative © AddLine Totals & Taxes
guantity and leave the price as positive.
m © 2019 KPMG LLP, a UK limited liability partnership and a member firm of the KPMG network of independent member firms affiliated with KPMG International Cooperative (“‘KPMG International”), a Swiss entity. All rights reserved. 10
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KPMG

Baling Credit notes

Click Calculate. This will work out the new
total for the credit note.

To add a comment for KPMG LLP, enter
your comment in the Comments box and
click Add Comment. When KPMG LLP
responds, you will receive a notification and
will also be able to see their response here.

All comments entered here will be viewable

€ Add Line Totals & Taxes

Lines MNet Total
Lines VAT Totals

Total VAT

Net Total

Gross Total

-70.00
-14.00

-14.00

-70.00

-84.00

© Delete Cancel Save as Draft

to KPMG LLP. The comment function for 0/ Comments v
invoices is the same as it for the PO.
If you want to save the invoice for later, Are You Ready to Send? X
click Save as draft. If you are ready to Coupa is about to create a credit note on your behalf. Plzase make sure you are not attaching ok CamE
submit the credit note. click Submit and another credit note to this transaction as the Coupa generated PDF is your and your customer’s
’ legal credit nota.
then click Send Credit note in the pop-up
confirmation window.
Continue Editing Send Credit Note
© 2019 KPMG LLP, a UK limited liability partnership and a member firm of the KPMG network of independent member firms affiliated with KPMG International Cooperative (‘KPMG International”), a Swiss entity. All rights reserved. 11
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VIBWING INvoICes and Credit notes

,zcoupa supplier portal EVA~  NOTIFICATIONS @ | HELP -
YO:I Cban SleitheIStatus Off 2 I?r:IOItce & Credlt Home Profile Orders Service/Time Sheets ~ ASN Invoices Catalogs Add-ons Admin
note by clicking Invoice Trom the top menu - —
bar and looking up the Status column.
Select Customer KPMG LLP DEV ~
The Status explanations are as follows: Invoices
1. Approved: The invoice/credit note has T'“f‘_’“",""’?‘f’:‘ c':s“’"“lf
esl InvoICce INSiruclons 1or supplier
been accepted for payment . ,
Create Invoices @
Disputed: The invoice/credit note has Create Invoice from PO Create Credit Note
been disputed.
2 TN
. . . Invoice # Created Date PO# Total Unanswered Comments Actions
Draft: The invoice/credit note has been e ‘ t t
: ; ) | 1255 05/02/19 Pending Approval K000125 586.00 GBP No
created, but it hasn't been submitted to None 05/02/19 Draft K000125 490.00 GBP No 79
your customer yet. None 0510219 Voided KO00134 32000 GBP No
003EW  04/30/19 Approved K000117 1,200.00 GBP No
|nva|id: SDECiﬁC fOI’ compliant e-invoices 0022 04/24119 Pending Approval K000101 -960.00 GBP No
for clearance countries. for example 002 04/24/19 Approved K000101 1,200.00 GBP No
. . . . 0011 04124119 Approved K000102 -24.00 GBP No
Mexico. It indicates that a CFDI (Mexican b oasns A‘;Emed oite 0000 can .
legal invoice form) that you sent failed
) ) ) ) ) Perpage 15 45 90
validation. Invoices with this status are
visible only to you, not to your customer.
m © 2019 KPMG LLP, a UK limited liability partnership and a member firm of the KPMG network of independent member firms affiliated with KPMG International Cooperative (‘KPMG International”), a Swiss entity. All rights reserved. 13
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VIBWING INvoICes and Credit Notes

,zcoupa supplier portal EVA~  NOTIFICATIONS @ | HELP -
5' Pe_n d In g Ap p roval : The InVOICelcredlt Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Add-ons Admin
note is currently under review . —
6. Processing: The invoice/credit note is Select Customer | KPMGLLPDEV e
being processed by the Accounts Payable Invoices
department and should be paid soon.
Instructions From Customer
. . . . Test invoice instructions for supplier
7. Voided: There's something wrong with the ,
; : ; Create Invoices @
invoice/credit note. Contact your customer to
get the invoice/credit note back on track. Create Invoice from PO Create Credit Note
View Rl v I Search o I
Invoice # Created Date m PO# Total Unanswered Comments Actions
I 1255 05/02/19 Pending Approval K000125 588.00 GBP Na
MNone 050219 Draft K000125 490.00 GBP No /0
MNone 05/0219 Voided K000134 320.00 GBP No
003 EW 04/30/19 Approved K000117 1,200.00 GBP Na
0022 04/24115 Pending Approval K000101 -950.00 GEP No
002 04/24/19 Approved K000101 1,200.00 GBP Na
0011 04/24/19 Approved K000102 -24.00 GEP No
001 04/24/19 Approved K000102 600.00 GBP No
Perpage 15 45 90
m © 2019 KPMG LLP, a UK limited liability partnership and a member firm of the KPMG network of independent member firms affiliated with KPMG International Cooperative (‘KPMG International”), a Swiss entity. All rights reserved. 14
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VIBWING INvoICes and creditno

: Invoices
If you click and open
an invoice/credit note, Instructions From Customer
you can see if this Test invoice instructions for supplier
invoice/credit note is -
. Create Invoices @
Paid and Payment
Date and Paym ent Create Invoice from PO Create Credit Note
Notes just above the
line level information. view [ v [ search o
Invoice # Created Date Status PO # Total Unanswered Comments Actions
I 1255 05/02/19 Pending Approval K000125 588.00 GBP No
MNone 05/02/19 Draft K000125 490.00 GBP No /@
Mone 05/02/19 Voided K000134 320.00 GBP No
003 EW 04/30/19 Approved K000117 1,200.00 GBP No
Paid No
Payment Date
Payment Notes
Line Description Supplier Part Number Uom Net Weight Price/Weight Quantity Price Total PO Line
1 test supplier ew 9 EA 7 7000 49000 K000125-1
Taxes
VAT Description VAT Rate VAT Amount Tax Reference
VAT 20.0% 98.00
m © 2019 KPMG LLP, a UK limited liability partnership and a member firm of the KPMG network of independent member firms affiliated with KPMG International Cooperative (‘KPMG International”), a Swiss entity. All rights reserved.
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