Quick Reference Guide — General Navigation

How to Complete your Profile

1. To login, type your email address and password.

Log in Sign up

Login to your Coupa account

Email Address

oncatindig+2111@gmail_ com

Password

Forgot Password?

2. Click on Profile to complete your company’s relevant information.

i,}coupa ONINv  NOTIFICATIONS @ | HELP

Home ‘.Profile Orders  Service/Time Sheets ~ ASN  Invoices  Catalogs  Business Performance  Sourcing ~ Add-ons  Setup

Your Profile  Information Requests
Overview )
Download Profile as PDF
MelTech Inc. _
Profile Setup Profile preview | Copy profile URL

Learning Center

Profile Level
Create a dis
profile
Earn your next badge by adding info about your company Enhance your information Jiew
Who you are Setup
Feedback
What you do Setup
Tell us what you think Update Profile
. What sets you apart Setup
Who you work with Setup
Financials Setup

3. To complete your profile, go to Setup tab and fill out the necessary information.

i;‘icoupa ONIN NOTIFICATIONS @ HELP

Home  Profile  Orders  Service/Time Sheets ~ ASN  Invoices  Catalogs  Business Performance  Sourcing  Add-ons ‘Setup

Customer Setup ~ Connection Requests

Admin users m

Users Permissions Customer Access
Merae Requesls Onin Aquino ASNs Commercial Metals Company
SRS roncatindig+2111@gmail.com Admin

Status: Active Business Performance

Legal Entity Setup

Catalogs
Fiscal Representatives Invoices
Order Changes
Remit-To Order Line Confirmation
Orders
Terms of Use Pay Me Now
Payments
Payment Preferences v Profiles
Service/Time Sheets

Static Discounting Sourcing

SFTP Accounts
CXML Errors

SFTP File Errors (fo

Customers)
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How to Check Purchase Orders

1. Go to Orders tab to see all PO’s.

2. Invoice and credit notes can be created against the PO.

‘ Coupasup W erportal ONNv  NOTIFICATIONS @ HELP

Home Profle ~Orders ServiceTimeSheets ASN Invoices  Catalogs ~ BusinessPerformance  Sourcing ~ Add-ons  Setup

Orders | OrderLines  Retuns  Order Changes  Order Line Changes  Shipments

Select Customer | Commercial Metals Company v

Configure PO Delivery

Purchase Orders

Click the == Action to Invoice from a Purchase Order

PONumber OrderDate Status Acknowledged At Items Unanswered Comments Total Assigned To  Actions

7600000089 9222722 Issued None 10 each of HP Printer No 200000

]

3. Order, Order line, Order Changes and Order Line Changes can be viewed.

pscoupa supplier portal ONN | NOTIFCATIONS @ HELP

Home Profle ~Orders Service/TimeSheets ASN  Invoices (Catalogs  Business Performance  Sourcing  Add-ons  Setup

Orders  OrderLines | Retums | Order Changes  Order Line Changes | Shipments

Select Customer  Commercial Metals Company v

Configure PQ Delivery

Purchase Orders

Click the == Action to Invoice from a Purchase Order

PONumber OrderDate Status Acknowledged At Items Unanswered Comments  Total Assigned To  Actions

7600000089 4212222 lssued None 10 each of HP Printer No 2,000.00 s
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How to View Invoices and Catalogs

1. To view all created invoices, go to Invoice tab.

2. Non-PO, PO-backed invoice, and credit note can be created.

i'}coupa SUp ]'_‘\i‘c'T |]L)|TL\ ONINv | NOTIFICATIONS @ | HELP

Home Profle  Orders  Service/Time Sheets ~ ASN ‘Invoices‘ Catalogs ~ Business Performance ~ Sourcing ~ Add-ons ~ Setup

I nvoices Lines  Payment Receipts
Select Customer | Commercial Metals Company v
Invoices
Create Invoices @
Create Invoice from PO Create Blank Invoice Create Credit Note
m View R v [l Search
Invoice #  Created Date Status PO# Total Unanswered Comments Dispute Reason Actions
| TEST003 | 0212222 Pending Approval None 975000 No
TESTO02 | 022222 PendingApproval 7600000089  1,000.00 No
0222122 Pending Approval 7600000089 1,000.00 No
3. Hosted catalog can be viewed on Catalog tab.
aty, anlinrm . ::-\‘ N
Encoupa supplier portal NN | NOTIFICATIONS @ | HELP

Home Profile  Orders Serice/TimeSheets ASN  Invoices  Catalogs  Business Performance  Sourcing ~ Add-ons  Setup

Select Customer | Commercial Metals Company v

Configure Punchout

Catalogs
o (D

Catalog Name Created Date +  Submitted Date StartDate Expiration Date ~Status Unanswered Comments  Error Actions
MelTech Inc. Catalog 4 02/22122 2222 02222 W22 Accepted by Customer No Q
MelTech Inc. Catalog 5 0222122 2222 0222122 W22 Aceepted by Customer No Q

MelTech Catalog 4~ 0212212 22 022 W2 Accepted by Customer No
MelTech Inc. Catalog 2 02122122 22 None  None Deleted No
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