CoamPASS

ComfortDelGro - Procurement - Analytics - Sourcing - Supplier management
Guiding you through your purchases

Powered by Z,xCOUpPA

How to Transact - Invoicing

Updated on 17 May 2021

—

— COMFORIDELGRO —

.||I|

/]




Topics:

All purchases are to be

covered by a PO by
Create an Invoice from a PO in Coupa Supplier Porta = ¢ eate invoice from PO default, unless

otherwise approved by

_ CDG Finance.
You can do this when your customer sends you a Purchase Order

Create a Blank Invoice in C R

Requires CDG
approval. Please send
request to AP contacts
listed in following slide.

»

This option will only be opened for selected suppliers. It is not advisable for suppliers to notaha
PO or contract in dealings with customers

Create a Contract Backed Invoice in CSP (No

Create Invoice from Contract

. . . Contract Manager in
you a Purchase Order, which is frequently the case for services.

You can do when you have a Contract in place with your customer and the customer doesend » Please reach out to the
CDG on this option.

Dispute resolution handling  create credit Note

Setting up a legal entity from an invoice in CSP

Whichever way you choose to create your invoicefir&irtime invoice creation, you will need to set
up your legal entity
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CDG AP Contacts

For enquiries on invoicing and payment matters, please reach out to the following contacts below:

Business Unit Contact Emall AP Leads

SBS Transit Ltd (SBST) and SE ~ sbs ap@sbstransit.com.sg Chan Heng Mei
Transit DTL Ltd (Including NEL) chanhm@comfortdelgro.com
ComfortDelgrdengineering Pte cdge ap@cdge.com.sg Julie Wong
Ltd (CDGE) luliewong@comfortdelgro.com
The rest of 13 Business Units  group ap@comfortdelgro.com Albert Goh Kim Soon
(except SBST, DTL, CDGE) ksgoh@comfortdelgro.com
— ——— COMFORIDELGRO
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Important Things to Note

- Only ONE invoice number per invoice created.
- Partial invoicing per PO can be done.

- Ensure to input the CORRECT tax rate. Please refer to the table below on
types of tax rates.

/. O%

7

1 QO

% - Customer Accounting
;.") f)o(f.

Out of Scope

0% Reverse Charge

0.0%

Exempt
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Important Things to Note

- Please refer to the general guidelines from IRAS Website
IRAS | Charging and Claiming GST

- Only GST registered businesses are allowed to charge and collect GST on goods and
services rendered.
Please select the relevant tax codes depending on the nature of goods and services
adzLILIX ASR® ¢KS O2YY2yfeé dzaSB-{ ODREISODPRSa |
- Non GST registered businesses are NOT allowed to cG&fe
t { SFaAaS &Bf QDWSH hazit & F2NI It IF22Ra FyR .


https://www.iras.gov.sg/IRASHome/GST/Non-GST-registered-businesses/Registering-for-GST/Charging-and-Claiming-GST/

Important Things to Note

7%

Standard tax rate charged by all @8@jistered businesses. IRAS | When to Charge Goods and Servic
Tax (GST)

7%- Customer Accountin¢ Local sale of prescribed goods (Mobile phones, memory car IRAS | Customer Accounting for Prescribel

3.5%

Out-of-Scope

0% Reverse Charge

0.0%

Exempt

and offthe-shelf software) whose G&Kkclusive sale value Goods
exceeds S$10K and is not an excepted supply.

Discounted sale price scheme for second hand or used vehi IRAS | Discounted Sale Price Scheme

(1) Non GST Registered BusinegSapplies need not be IRAS | Oubf-scope Supplies
reported in GST return.

(2) Supplies fall outside the scope of the GSTiActSales of

overseas goods, etc)

Reverse Charge brings to tax BusiAesBusiness (B2B) IRAS | GST on Imported Services
supplies of imported services. Frequently Asked Questionfeverse
Charge (Second Edition).pdf (iras.gov.sg)

Providing international services and exporting of goods. IRAS | When to charge 0% GST (Zate)
(i.e: Air ticket, international calls, etc)

Financial services, supply of digital payment token, sale & le IRAS | Supplies Exempt from GST
of residential properties, import & local supply of investment
precious metals.



https://www.iras.gov.sg/irashome/GST/GST-registered-businesses/Working-out-your-taxes/When-to-Charge-Goods-and-Services-Tax--GST-/
https://www.iras.gov.sg/irashome/GST/GST-registered-businesses/Working-out-your-taxes/When-to-Charge-Goods-and-Services-Tax/Customer-Accounting-for-Prescribed-Goods/
https://www.iras.gov.sg/irashome/Schemes/GST/Discounted-Sale-Price-Scheme/
https://www.iras.gov.sg/irashome/GST/GST-registered-businesses/Working-out-your-taxes/When-is-GST-not-charged/Out-of-scope-Supplies/
https://www.iras.gov.sg/irashome/GST/GST-registered-businesses/GST-and-Digital-Economy/GST-on-Imported-Services/
https://www.iras.gov.sg/irashome/uploadedFiles/IRASHome/GST/Frequently%20Asked%20Questions%20-%20Reverse%20Charge%20(Second%20Edition).pdf
https://www.iras.gov.sg/irashome/GST/GST-registered-businesses/Working-out-your-taxes/When-to-charge-0--GST--zero-rate-/
https://www.iras.gov.sg/irashome/GST/GST-registered-businesses/Working-out-your-taxes/When-is-GST-not-charged/Supplies-Exempt-from-GST/

Create an invoice from a PO
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Create an invoice from a PO (Method 1

A In your CSP, go to Orders Tab
A Click on the Create Invoic =  icon for the PO which you want to create an invoice

;,‘;;coupa SUDDHEF portal AQ = | MOTIFICATIONS EB) | HELP -
Home  Profile | Orders  Service/Time Sheets ASN  Invoices Catalogs Add-ons  Admin
Orders Crder Lines Returns Order Changes Crder Line Changes Shipments

Select Customer ComfortDelGro ComPASS - AQCOUPA PTE LTI »

Configure PO Delivery

Purchase Orders

Ingtructions From Customer

Flease acknowledge the PO upon receipt. Please contact @requestor for any guestions regarding this order.

Click the == Action to Accept the Purchase Order and Create an Invoice using its data

All ~ Search &

PO Number Order Date 5tatus Acknowledged At Items Unanswered Comments Total Assigned Toe Actions
CDGE0000001382 OT/08N20 Issued Mone 121 Each of papaya Mo 1.210.00
BGD
DTLOC000MH 365 OTF/0820 Issued Mone 5 Each of oranges Mo 35,000.00
SGD
SBSTOO0000 362 OT/0820 Issued Mone 14 Carton of Apple No 65.80 BGD
CEPLOCOOOMN 344 OTF/0820 Issued Mone 1 Carton of Apple No 470 SGD

SBSTOO0000M242 070820 Issued Mone 1 Carton of Grapes No 20.00 SGD =3 ;'E

=
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Create an invoice from a PO (Method 2

A Click into the PO Number link to open the PO

A Then click on Create Invoice

£zcoupa supplier portal AD~ | NOTIFICATIONS €D | HELP -

Home Profile Orders Service/Time Sheets ASN Inwi

s (Catalogs Addons  Admin

Ord

Order Lines Returns Order Changes Order Line Changes Shipments

Select Customer ComfortDelGro ComPASS - AOCOUPA PTE LTI »

Configure PO Delivery
Purchase Orders

Instructions From Customer

Please acknowledge the PO upon receipt. Please contact @requestor for any questions regarding this order.

Click the == Action to Accept the Purchase Order and Create an Invoice using its data

A" - I il

PO Mumber Order Date S5tatus Acknowledged At [ltems Unanswered Comments Total Assigned To Actions
| CDGOC00001293 07/08/20 Issued Mone 121 Each of papaya Ne 1.210.00
SGD
|
DTLOO0000M 365 07/08/20 Issued Mone 5 Each of oranges No 35.000.00
SGD
SBSTOC00001263 07/08/20 Issued Mone 14 Carton of Apple Ne 65.80 SGD
CEPLOC00001244 07/08/20 Issued Mone 1 Carton of Apple No 4.70 SGD
SBSTOC00001243 07/08/20 Issued Mone 1 Carton of Grapes Ne 20.00 SGD = éa

Configure PO Delivery

Purchase Order #CDG0000001393 | Revislon | 3 {Current] Jul 09 -

Status

Order Date
Revision Date
Requester
Email
Payment Term
Attachments
Acknowledged

Assigned fo

Lines

Type  Item

W papaya

Meed By  Part Mumber Manufacturer Mame  Manufacturer Part Number

DBMBRZ0  None

Ship To

Iszued - Sant via Email
070920

070020

Lye Kuan Ho
holk@comforidelgro.com
NT2D

Mone

(]

Mone

Shipping
Ship-To Address Mo. 27 Prince George's Park
HUS Port Teminal
Singapore 118425
Singapore

Location Code: 5G
Ann: Amutha Rajan

Terms DO

CDG Group Top Manapement|205 Braddell Road, East Wing Level 7. Singapare, 570701

Perpage 15 | 45 | 00

-

Price Total Invoiced

10.00 1,210.00 0.00
Total 1,210.00 sGD

Create Inwoice Save =i Print View

COMFORIDELGRO




Create an invoice from a PO

A At the invoice page, fill in all mandatory fields required of your invoice

Select Customer ComforiDelGro ComPASS - STARHUE LTD ~

Configure PO Delivery

Create Invoice creae

. o General Info 2 From
Coupa will check
: +— * Invoice # | 11111111 * Supplier STARHUB LTD
for duplicate nvoice | § J o upplier
invoice number by [ Invoice Date | 05/29120 J * Supplier GST ID | M12345678D
Su ppller Payment Term NT15 * Invoice From Address Testing Supplier Pte Ltd
205 braddell road
Date of Supply | 05/29/20 Singapore 579701
B Singapore
*Currency SGD

* Remit-To Address Testing Supplier Pte Lid
205 braddell road

Delivery Number

Status Draft Singapore 579701
Singapore
Image Scan | Choose File | Mo file chosen
* Ship From Address Testing Supplier Pte Lid
Supplier Note Mo 1 Sun View Road
Singapore 627338
E Singapore
Attachments @ Add File | URL 1 Text
To
Please attach copy Customer ComfortDelGro ComPASS

of Signed delivery * Bill To Address 205 Braddell Road @ Chat with
order if available. Singapore 579701




Create an invoice from a PO

A Input Tax Rate for each line item

Taxes

GST Rate GST Amount

7.0%
7.0% - Customer Accounting
3.5%
0.0%
Exempt
A Reverse Charge
o Cut of Scope

Lines
Type Description Qty UoM Price 6
= Training for 2272 Schoo 1 Each - 1,000.00 1 'OOO ' OD

PO Line Contract

CDG0000000579-1

Billing

CFDG Comp-Group Procurement Dept-1500310 CC

Taxes

GST Rate

7.0% -

& Add Tag

Clear

GST Amount

70.00

Tax Reference

Supplier Part Number
ZI7IFFI7F




Create an invoice from a PO

A Click on Calculate for the system to work out the correct totals
A Check your invoice before clicking on Submit

&) AddLine @ Pick lines from PO Totals & Taxes

Lines Met Total 300.00
Lines GST Totals 70.00
Total GST 70.00
Met Total 300.00
Gross Total 870.00

Delete Cancel Save as Draft Calculate | m



Create an invoice from a PO

A Notification from Coupa for your awareness

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 POF is yvour and your customers legal invoice.

Continue Editing Send Invoice




Create a blank Invoice
- Only If approval has been given by CDG AP

—— COMFORIDELGRO
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approval:

I. By default, all purchases are to be supported by a PO from CDG.

Ii. To request, write in to the CDG AP contacts listed in slide 3.

lii. Upon review and approval, CDG AP will inform ComPASS Supplier Support to
turn on this function.

——— COMFORIDELGRO



Create a non-PO, non Contract Backed Invoice

A In your CSP, go to Invoices Tab
A Click on the Create Blank Invoice button

£,:coupa supplier portal AO~ | NOTIFICATIONS HELP ~

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

Invoices Payment Receipts

Select Customer ComforiDelGro ComPASS - AOQCOUPA FTE LTI =

Invoices

Instructions From Customer

For help desk contact information details: © SBST and DTL: SBS_AP@shstransit.com.sg O CDGE: CDGE_AP@cdge.com.sg O Other BU:
GROUP_AP@comifortdelgro.com

Create Invoices @

Create Invoice from PO Create Invoice from Contract Create Blank Invoice Create Credit Note
Exportto - View [ « W Search o
Invoice # Created Date Status PO # Total Unanswered Comments Actions
| Mone 071620 Draft CDGO0000001393 1,210.00 SGD Mo \4 8
inv2A Q708720 Approved DTLOOOO001365 16,050.00 SGD No
—— — ———

o — ———
" —— - ——
— — — ——
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reate a Blank Invoice

A At the invoice page, fill in all mandatory fields required of your invoice

Create Invoice creae

General Info

Select Customer

From

*Invoice # | 11111111

* Invoice Date | 05/29/20
Payment Term NT15

Date of Supply | 05/29/20

[¥5)

=Currency SGD w
Delivery Number

Status Draft

Image Scan | Choose File | Mo file chosen

Supplier Note

Attachments @ Add File | URL 1 Text

* Supplier
* Supplier GST ID

* Invoice From Address

* Remit-To Address

* Ship From Address

To

STARHUE LTD

M123456780 «

Testing Supplier Pte Ltd
205 braddell road
Singapore 579701
Singapore

Testing Supplier Pte Lid
205 braddell road
Singapore 579701
Singapore

Testing Supplier Pte Lid
No 1 Sun View Road
Singapore 627338
Singapore

Customer

* Bill To Address

ComfortDelGro ComPASS

205 Braddell Road
Sing@ore 579701

ComforiDelGro ComPASS - STARHUE LTD

Configure PO Delivery



Create a Blank Invoice

A Input Tax Rate for each line item

Lines
Type Description Gty Uuom Price @
= Training for ZZZ Schoo 1 Each w 1,000.00 Jl fOOO : OO

PO Line Contract Supplier Part Number

CDG0000000579-1 Clear - 77PTTIITT

Billing

CFDG Comp-Group Procurement Dept-1500310 CC

Taxes
GST Rate GST Amount Tax Reference
70% ~ 70.00 [

& £dd Tag



Create a Blank Invoice

A Click on Calculate for the system to work out the correct totals
A Check your invoice before clicking on Submit

&) AddLine @ Pick lines from PO Totals & Taxes
Lines Met Total 300.00
Lines GST Totals 70.00
Total GST 70.00
Met Total 300.00
Gross Total 870.00

Delete Cancel Save as Draft Calculate | m



Create a Blank Invoice

A Notification from Coupa for your awareness

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 POF is yvour and your customers legal invoice.

Continue Editing Send Invoice




Create a Contract Backed Invoice

- If you have a contract with CDG, please approach the Contract
Manager to turn this option on for you.



Create a Contract Backed Invoice

A In your CSP, go to Invoices Tab
A Click on the Create Invoice from Contract button

£,:coupa supplier portal AO~ | NOTIFICATIONS HELP ~

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

Invoices Payment Receipts

Select Customer ComforiDelGro ComPASS - AOQCOUPA FTE LTI =

Invoices

Instructions From Customer

For help desk contact information details: © SBST and DTL: SBS_AP@shstransit.com.sg O CDGE: CDGE_AP@cdge.com.sg O Other BU:
GROUP_AP@comifortdelgro.com

Create Invoices @

Create Invoice from PO Create Invoice from Contract Create Blank Invoice Create Credit Note
Export to -
Invoice # Created Date Status PO # Total Unanswered Comments Actions
| MNone 071620 Draft CDG0000001393 1,210.00 SGD Mo \A 8

inv2A 07108720 Approved DTLO000001365 16,050.00 SGD No



Create a Contract Backed Invoice

A Select the contract that you are invoicing against and click Create

Select Contract

Select a Contract




Create a Contract Backed Invoice

A Fill in the mandatory fields

f;}l:Dl.lpa SUDD“EI" p{]rtal A0 v | NOTIFICATIONS @B | HELF -

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

Payment Receipts

Select Customer ComfortDelGro ComPASE - AODCOUPA PTE LTI
Create Invoice creae
o General Info ) Erom
*Inwoice # * Supplier AOCOUPAFTE LTD
*|nwoice Date | O7ME/Z0 * Supplier GSTID | M123456780

* Invoice From Address AOCOUPA FTE LTD, D
205 braddell road
Date of Supply | 07/16/20 Singapore 570701
Singapore

Payment Term MNT20

*Currency | S3GD

* Remit-To Address AQCOUPA FTE LTD O
205 braddell road

Status Draft Singapore 578701
Singapore

Delivery Number

Contract Supply of Citaro Spare Parts (2222)

Image Scan | Choose File | Mo file chosen + Ship From Address AQCOUPA FTE LTD O

205 braddell road
Supplier Note Singapore 578701
Singapore

To

Attachments ) Add File | URL | Text

Customer ComfortDelGro ComPASS

*Bill To Address Mo address selected O



Create a Contract Backed Invoice

A At each line level, key in the first word for the item that is inside the contract.
A Once you select the correct item, the contracted pricing for the item will be populated.

LINES
Type (] p Gty uomM P
0.00 ©
Oy & n 1.000 Barrel w 0.00 CE
Injector Assy; BET] Eub
PO Line Supplier Part Number
Tax
G 5T Rate GS5T Amount

:} Add Line Totals & Taxes



Create a Contract Backed Invoice

A Input Tax Rate for each line item

LINEs

Type Description Gty Lom Price C 'ﬁ(:] g
1 | |.

Oty w Imjector Assy:BETI Eud 1.000 Each o 5.00 S

PO Line Supplier Part Number

Tax

G 5T Rate G 5T Amount
':} AdaLine Totals & Taxes

Lines Met Total 0.00



Create a Contract Backed Invoice

A Click on Calculate for the system to work out the correct totals
A Check your invoice before clicking on Submit

&) AddLine @ Pick lines from PO Totals & Taxes
Lines Met Total 300.00
Lines GST Totals 70.00
Total GST 70.00
Met Total 300.00
Gross Total 870.00

Delete Cancel Save as Draft Calculate | m



Create a Contract Backed Invoice

A Notification from Coupa for your awareness

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 POF is yvour and your customers legal invoice.

Continue Editing Send Invoice




Setting up legal entity from an invoice
- Regardless PO or+#® backed



Setting up legal Entity from an invoice

A Whichever way you use to create your invoice in CSP, for the FIRST TIME invoice creation, you will be
prompted by Coupa to click o© icon to set up a new Legal Entity

50~ | MOTIFICATIONS ) | HELF -

£,xcoupa supplier portal
Home  Profile | Orders  Service/Time Sheets  ASN  Invoices  Catalogs  Add-ons  Admin

Orders Order Lines Returns Order Changes Order Line Changes Shipments

Select Customer ComfortDelGro ComPASS [

Configure PO Delivery

Choose Invoicing Details

* Legal Entity | Select L o Add Mew

*Remit-To Select £

* Ship From Address Select e




Setting up legal Entity from an invoice

A Follow the onscreen instructions. Ensure that your legal entity name follows exactly like your ACRA or
business registration documents

Where's your business located?

Setting up your business details in Coupa will help you meet your customer's invoicing and payment
requirements. For best results with current and future customers, complete as much information as
possible.

* Legal Entity Name | Testing Supplier Pte Ltd| This is the official name of vour
y

Country | Singapore ~ business that is registered with
the local government and the

country where it is located.




Setting up legal Entity from an invoice

A Follow the onscreen instructions

Tell your customers about your organization

Which customers do you want to see this?

g Al
ComfortDelGro ComPASS - FORMTEAM CONSULTANCY PTE. LTD.

ComfortDelGro ComPASS - STARHUB LTD

What address do you invoice from?

= Address Line 1 | 205 braddell road The Invoice From address will be
included on invoices and is critical for

Address Line 2 compliance in some countries. If you
have a simple company structure, you'll

Enter the re( probably use this as your Remit-To and
your legal er Ship From location as well. Otherwise,
uncheck the boxes to provide a
separate address for those.

*City ' Singapore

State | Singapore same locatic

* Postal Code | 579701 O receive gove

documents. 0
Country Singapore

Use this address for Remit-To ﬂ

Use this for Ship From address 0



Setting up legal Entity from an invoice

A Follow the onscreen instructions

ost.com

Which customers do you want to see this?

m Al
ComfortDelGro ComPASS - FORMTEAM CONSULTANCY PTE. LTD.

ComfortDelGro ComPASS - STARHUB LTD

What address do you invoice from?

* Address Line 1 | 205 braddell road

Address Line 2 REQUIRED FOR INVOICING

~City | Singapore Enter the registered address of
your legal entity. This is the

State | Singapore same location where you

receive government

documnents. ﬂ

*Postal Code | 579704 O

Country Singapore

Use this address for Remit-To o

Use this for Ship From addres: ynchack boy if your Remit-To Address is
different than your legal entity, or you
have more than one Remit-To location.

Nhat is your Tax ID? @



etting up legal Entity from an invoice

A Follow the onscreen instructions

Which customers do you want to see this?

g Al
ComfortDelGro ComPASS - FORMTEAM CONSULTANCY PTE. LTD.

ComfortDelGro ComPASS - STARHUB LTD

What address do you invoice from?

* Address Line 1 | 205 braddell road

Address Line 2 REQUIRED FOR INVOICING

[ T T S—

* —dress of
Uncheck box, if your Ship From Address
is different than your legal entity, or
you have more than one location. It's

*City | Singapore
the

State | Singapore u

* postal Code | 579701 good practice to include this
information on the invoice when the
Country Singapore addresses are different. For many

countries including this information is

Use this address for Remit-To t TR

Use this for Ship From address 0

What is your Tax ID? @



Setting up legal Entity from an invoice
A Not all legal entities require Tax ID information. If required, please follow the standard format

State | Singapore same location where you

* Postal Code | 579701 receive government

documents. 0
Country Singapore

Use this address for Remit-To 0

[ Use this for $hip From addresso

What is your Tax ID? @

Country | Singapore

*GSTID | 123456780

[ Idon't have GST ID Mumiyer

Add additional Tax ID

Miscellaneous

Invoice From Code

Preferred Language | English (Singapore) »

*

Cancel Save & Continue




Setting up legal Entity from an invoice

A{SftSO0 &! RRNB&aaé¢ KSNB

Where do you want to receive payment?

* Payment Type | Address b
Address

_ Bank Account
What is your Re| virtual card ?

Address Line 1 205 braddell road
Address Line 2
City Singapore
State Singapore
Postal Code 579701

Country Singapore




Setting up legal Entity from an invoice

A Click Next

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 Next.

Remit-To Account Remit-To Address

Address 205 braddell road
Singapore
Singapore
579701
Singapore

Deactivate Legal Entity




Setting up legal Entity from an invoice

A Input Ship From Address

Where do you ship goods from?

What is your Ship From Address?

* Address Line 1

Add Line 2
fess Hne What is the physical address

* City that your goods are shipped
from? This can be a warehouse

State
address.

* Postal Code

* Country ~

Integration Information €@

Code



Setting up legal Entity from an invoice

A Click Done

Where do you ship goods from?

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 registerad.

Title

Mo 1 Sun View Road
Singapore

Singapore

627858

Singapore

Manage

it gty [ Done




Setting up legal Entity from an invoice

A ¢KS

| RRNBaaé¢ |

aONBSY 3I2Sa

Y R

ol 01 102
{ KALI] CNRY

GKS 2NRAIAYI §

A Carry on to fill in all mandatory fields required of your invoice

Create Invoice creae

Select Customer

ComfortDelGro ComPASS - STARHUBE LTD ~

Configure PO Delivery

» General Info From
*Invoice # | 11111111 * Supplier STARHUE LTD
* Invoice Date | 05/29/20 * Supplier GST ID | M123456780 ~
Payment Term NT15 * Invoice From Address Testing Supplier Pte Lid
205 braddell road
Date of Supply | 05/29/20 singapore 579701
N Singapore
*Currency SGD
Delivery Number * Remit-To Address Testing Supplier Pte Ltd
205 braddell road
Status Draft Singapore 579701
Singapore
Image Scan | Choose File | Mo file chosen

Supplier Note

Attachments )

Add File 1 URL | Text

* Ship From Address

To

Testing Supplier Pte Ltd
Mo 1 Sun View Road
Singapore 627838
Singapore

Customer

* Bill To Address

ComforiDelGro ComPASS

205 Braddell Road
Singapore 579701

Ay D@
| RRNBaaé¢ LJ2Ldz | 0§



Invoice Dispute Resolution



What to Note for Invoice Dispute

Supplier needs to raise CN when the invoice isini AP P R O \sE&tDD
Type (A) : Resolve a Dispute = For cancellation of approved invoice

Goto: i Cr eGdadieN o t = Resolve Issue for Invoice > Enter the invoice number > Completely cancel the
invoice a Credit Note > Continue

Type (B) : Record a Credit = For rebates
Goto:n Cr eGddieN o t >@@ther (e.g: Rebate) > Continue

Supplier needs to re-submit the invoice if the invoiceisi DI S P U hyEED®
CDG Requestor is able to reject/dispute the invoice before approval.

The status of invoice needs to be inn DI S P U §t&U3 in ComPASS so as the status will be updated as
Adr imC3$PO

Once the invoice is in i d r stdtus, ahis allows supplier to edit the invoice for re-submission. No CN needs to
be issued.

Common issues to take note:

(1) Supplier has created a Credit Note but it is in “draft” status and hence unable to create a “new” Credit Note.
(2) Credit Note is in “pending approval” status and hence unable to proceed to re-issue a “new” invoice.




If invoice is in Approved

Issuing a Credit Note

Create a Credit Note

You can issue a credit note to:
Resolve a dispute on an invoice

Record a miscellaneous credit, e.g. retfurn/cancellation of goods,
price adjustments, rebates and refunds

'I:u create a credit note, click on the Create Credit Note icon for the PO
(g in the Actions column on the Orders table

Purchase Orders
-~ a | ]
Pl Memieer fkder [hes v S dcesowirdged #i Hen Urpssrars e | ammeah Tw  Bcimen

| . . . i b : 8

Credit Mote

T s i g @ credlE nols e regendi o @ proliem s an reccs o good s shippad, e
aiiudes e Fredn serbe Bpou ae sdury & cedi ros porsly W e & orsdll W0 yoe
CUMDITes! [liss saed] el

P () Plisiaiont b e V50 o Mool Cudia™ iy 50
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Status

To resolve a dispute, select the radio button for Resolve issue for
invoice number and select the invoice from the drop-down list
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Y ou can then choose to issue a credit note to cancel or adjust the
invoice




Resolve a dispute

If the credit note is related to a problem with an invoice or
the goods shipped, select the Resolve issue for invoice How do you want to correct invoice "123456789" 2
number radio button and, from the drop-down list, select - _

i@ Completely cancel the invoice with a credit note 'e'

the invoice number. Click Continue to select how you want O Adiust invoice with  credit note @
to resolve the issue.

You can choose to issue a credit note to cancel and optionally correct the invoice or to adjust it. For more information,
see Disputed invoices.

Only quantity or price can be reduced through partial credit notes.

Credit Note X

Record a Cred It If you are issuing a credit note in regards to a problem with an invoice or qoods shipped, please
include the invoice number. If you are issuing a credit note purely to offer a credit to your
customer please select other.

Select Other and click Continue. If a contract is available,

yOU can aISO Se|eCt |t fI‘Om the dI‘Op-dOWH ||St Reason(”) Resolwe issue for invoice number Select an Cption e
] o ) @ Cther (e.g. rzbate)

Create the credit note similarly to creating an Select a Contract (If applicable)

Invoice. For more information, see Edit an invoice. v@


https://success.coupa.com/@api/deki/files/12704/creditnote_resolve.png?revision=2
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Work_with_the_CSP/View_and_Manage_Invoices#Disputed_invoices
https://success.coupa.com/@api/deki/files/12705/creditnote_other.png?revision=2
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Work_with_the_CSP/Create_or_Edit_an_Invoice#Edit_an_invoice

If invoice is in Disputed status

Issuing a Credit Note

For help desk contact information details: © SBEST and DTL: SES_AP@sbstransit.com.sg O CDGE: CDGE_AP@cdge.com_sg O Other BL:

GROUP_AP@comiortdelgro.com
Create Invoices @

Create Invoice from PO Create Invoice from Contract

Create Blank Invoice

Create Credit Note

v CEEET N

Total Unanswered Comments Dispute Reason Actions

Invoice # Created Date Status PO #
testing_inactive? 01/15/21 Pending DTLOOOOOO2732  107,000.00 Mo
Approval sSGD
testing_inactives 01/15/21 Disputed DTLOOOOOO27E2  107,000.00 Mo
SGD
Select Customer
Invoice #testing_inactiveb sack
Please review the invoice and determine the resolution option:

Cancel Invoice

Invoice cumency differs from PO E
currency

ComfortDelGro ComPASS - AOCOUPA PT

If this invoice was issued in duplicate, or if you require to amend mon price or quantity information on this invoice, please cancel the invoice by choosing this
option. We will guide you through a cancelation credit note and a replacement invoice creation.

Adjust

If you need to fix the price and/or quantity on this invoice choose this option. You would be required to choose the credit line adjustment type to denote if you
are attempting to izsue credit to reduce quantity, reduce price or issue an amount based credit.



More Resources

Formore information on Invoicing,you may look up CoupaGuidesposted
In their website below.

https://successcoupacom/Suppliers/For_Suppliers/Core/lnvoices or
contact supplier@coupaom If you encounter difficulties in using the

system

Waitch a training video by Coupa:

https://success.coupa.com/Suppliers/For _Suppliers/Coupa_Supplier Port
al/Additional Resources/CSP Videos#lnvoices



https://success.coupa.com/Suppliers/For_Suppliers/Core/Invoices
mailto:supplier@coupa.com
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Additional_Resources/CSP_Videos#Invoices

