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ComfortDelGro AP Contacts

For enquiries on invoicing and payment matters, please reach out to “Support Team” for assistance. If you do not receive any

response from “Support Team” within 3 business days, please contact “AP Lead”.

. . Support Team AP Lead

* SBS Transit Ltd
e SBS Transit Rail Pte. Ltd.

* ComfortDelgro Engineering Pte Ltd (CDGE)

* JIC Inspection Services Pte Ltd

* Setsco Consultancy International Pte. Ltd.
* VICOM Inspection Centre Pte Ltd

* VICOM Ltd

* Setsco Services Pte Ltd

*  Other Business Units not listed above

COMFORIDELGRO

sbs_ap@sbstransit.com.sg

cdge ap@cdge.com.sg

yanlingtoh@vicom.com.sg

carinelim@vicom.com.sg

group_ap@comfortdelgro.com

Cheng Siew Ling
chengsiewling@sbstransit.com.sg

Julie Wong
juliewong@comfortdelgro.com

Johnsy Rani
johnsy@vicom.com.sg

Johnsy Rani
johnsy@vicom.com.sg

Albert Goh Kim Soon
ksgoh@comfortdelgro.com
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Guidelines on Invoicing
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Guidelines on Invoicing (1/3)

1. Only One (1) invoice number per invoice created
2. Partial invoicing per PO can be done

3. The maximum Invoice and Credit Note Number allowed is 16 characters

0: General Info

* Invoice # (Not More
Than 16 Character)

4. Ensure to input the CORRECT tax rate. Please refer to the next slide on the different type of tax rates

5. Please refer to the general guidelines from IRAS Website

6. 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 supplied.
The commonly used tax codes are “7%”, “0.0%”, “Out-of-Scope”.

7. Non-GST registered businesses are NOT allowed to charge GST

Please select “Out-of-Scope” only for all goods and services.
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https://www.iras.gov.sg/taxes/goods-services-tax-(gst)/claiming-gst-(input-tax)/conditions-for-claiming-input-tax

Guidelines on Invoicing (2/2)

Types of Tax Rate

IRAS| When to Charge Goods and Services Tax (GST)

7% Standard tax rate charged by all GST-registered businesses.
7% - Customer Local sale of prescribed goods (Mobile phones, memory cards and
Accounting off-the-shelf software) whose GST-exclusive sale value exceeds IRAS | Customer Accounting for Prescribed Goods

SS10K and is not an excepted supply.

3.5% Discounted sale price scheme for second hand or used vehicle. IRAS| Discounted Sale Price Scheme

1. Non GST Registered Business - Supplies need not be

reported in GST return. IRAS| Out of Scope Suppliers

2. Supplies fall outside the scope of the GST Act (i.e: Sales of Frequently Asked Questions — Reverse Charge
overseas goods, etc)

Out-of-Scope

0% Reverse Charge Reverse Charge brings to tax Business-to-Business (B2B) supplies of

: ; IRAS| GST on Imported Services
imported services.

0.0% Providing international services and exporting of goods. (i.e: Air IRAS | When to charge 0% GST (zero-rate)
ticket, international calls, etc)

Financial services, supply of digital payment token, sale & lease of
Exempt residential properties, import & local supply of investment precious  IRAS| Supplier Exempt from GST
metals.
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https://www.iras.gov.sg/taxes/goods-services-tax-(gst)/charging-gst-(output-tax)/when-to-charge-goods-and-services-tax-(gst)/customer-accounting-for-prescribed-goods
https://www.iras.gov.sg/taxes/goods-services-tax-(gst)/charging-gst-(output-tax)/when-to-charge-goods-and-services-tax-(gst)/customer-accounting-for-prescribed-goods
https://www.iras.gov.sg/taxes/goods-services-tax-(gst)/general-gst-schemes/discounted-sale-price-scheme
https://www.iras.gov.sg/taxes/goods-services-tax-(gst)/charging-gst-(output-tax)/when-is-gst-not-charged/out-of-scope-supplies
https://www.iras.gov.sg/media/docs/default-source/uploadedfiles/pdf/frequently-asked-questions---reverse-charge-(second-edition).pdf?sfvrsn=f9bef032_4
https://www.iras.gov.sg/taxes/goods-services-tax-(gst)/gst-and-digital-economy/gst-on-imported-services
https://www.iras.gov.sg/taxes/goods-services-tax-(gst)/charging-gst-(output-tax)/when-to-charge-0-gst-(zero-rate)
https://www.iras.gov.sg/taxes/goods-services-tax-(gst)/charging-gst-(output-tax)/when-is-gst-not-charged/supplies-exempt-from-gst

Guidelines on Invoicing (2/3)

@ GST Rates effective 1 January 2023

* For any GST rate chargeable for supply before 1 January 2023, please continue to charge standard GST at 7%.
* Please do NOT charge or reflect GST at 8% on the invoices and payments that are issued or received before 1

Jan 2023.
 The relevant GST rate of Advance Payment Invoice is charged based on the date of full payment received.

For more details, refer to IRAS e-Tax Guide
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https://www.iras.gov.sg/media/docs/default-source/e-tax/etaxguide_2023-gst-rate-change---a-guide-for-gst-registered-businesses_1st-edition.pdf?sfvrsn=5224b08a_17#:~:text=1.1%20The%20Minister%20for%20Finance,effect%20from%201%20Jan%202024.

Setting up a legal entity from an invoice in CSP

(required for all invoicing methods)
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Setting Up Legal Entity

Step 1: Whichever way you use to create your invoice in CSP, for the FIRST TIME invoice creation, you will be prompted by
Coupa to click on icon to set up a new Legal Entity. If you have an existing legal entity in Coupa, please select
the legal entity from the drop-down list selection.

—
srcoupa supplier portal 50~ | NOTIFICATIONS @ | HELF

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

Select Customer ComfortDelGro ComPASS ~

Configure PO Delivery

Choose Invoicing Details

* Legal Entity | Select
*Remit-To Sslect

* Ship From Address Select

Cancel

Y
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Setting Up Legal Entity

Step 2: Follow the onscreen instructions

* Ensure that your legal entity name follows exactly your » Refer to the notes provided for address
ACRA or business registration documents

Tell your customers about your organization
Where's your business located? &

: : X ; N Which customers do you want to see this?
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

@Al
ComfortDelGro ComPASS - FORMTEAM CONSULTANCY PTE. LTD.

ComfortDelGro ComPASS - STARHUB LTD

What address do you invoice from?

The Invoice From address will be
included on invoices and is critical for

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

* Address Line 1 ' 205 braddell road

PR Mma| e Buporis This is the official name of your
S is

Country | Singapore v business that is registered with
1y | Singap g city [Singapore Enter the rel probably use this as your Remit-To and
the local government and the your leljal e Ship From location as well. Otherwise,
e State ' Singapore same Iheatic uncheck the boxes to provide a
country where it is located same et separate address for those.

* Postal Code | 579701 (i ] receivel gove
documents ;
Country Singapore

Cancel Continue Use this address for Remit-To @

Use this for Ship From address 0
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Setting Up Legal Entity

Step 2: Follow the onscreen instructions

 Refer to the notes provided for Remit —To address * Refer to the notes provided for Ship From Address

Which customers do you want to see this?
Which cuslomers do you wanl o see his?

®m Al

3 All
g ComfortDelGro ComPASS - FORMTEAM CONSULTANCY PTE. LTD.

ComfortDelGro ComPASS - FORMTEAM CONSULTANCY PTE. LTD.
ComfortDelGro ComPASS - STARHUB LTD

ComfortDelGro ComPASS - STARHUB LTD

What address do you invoice from?
What address do you invoice from?

* Address Line 1 | 205 braddell road

Address Line 2 REQUIRED FOR INVOICING
REQUIRED FOR INVOICING

*Address Line 1 | 205 braddell road

Address Line 2

. . ot "Jress of
; 2 * Cit n; i . ;

*City | Singapore Enter the registered address of Y |Shmne Uncheck box, if your Ship From Address the

your legal entity. This is the state | Singapore is different than your legal entity, or 1
i ou have more than one location. It's u
State | Singapore same location where you . racti i
. * postal Code | 570701 good practice to include this
* Postal Code | 579701 (i) receive government information on the invoice when the
documents 0 Country Singapore addresses are different. For many
Country Singapore countries including this information is

Use this address for Remit-To ( mandatory.
Use this address for Remit-To 0

- - Use this for Ship From address 0
Use this for Ship From addres! |, chack box if your Remit-To Address is
different than your legal entity, or you
have more than one Remit-To location.

What is your Tax ID?
What is your Tax ID? @ ' o »
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Setting Up Legal Entity

Step 2: Follow the onscreen instructions

* Tax - Not all legal entities require Tax ID information. If

required, please follow the standard format * ForPayment Type field, select “Address

State | Singapore same location where you

*Postal Code | 579701 0 receive government

documents. @ Where do you want to receive payment?

Country Singapore
Use this address for Remit-To 0
([ Use this for Ship From address o

* Payment Type | Address ~

Bank Account
What is your Re| virtual Card ?

Address Line 1 205 braddell road

What is your Tax ID? @

Country | Singapore

# (+]
GSTID | 1123436730 Address Line 2

[ I don't have GST ID Number City Singapore
State Singapore

Add additional Tax ID Postal Code 579701

Country Singapore

Miscellaneous

Cancel —Save & Continue

Invoice From Code

Preferred Language | English (Singapore) v

Cancel
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Setting Up Legal Entity
Step 2: Follow the onscreen instructions

* 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 more locations, otherwise click Next.

Remit-To Account Remit-To Address Status

Address 205 braddell road Active
Singapore
Singapore
579701
Singapore

COMFORIDELGRO

Add Remit-To
Manage

Input Ship From Address

Where do you ship goods from?

What is your Ship From Address?

* Address Line 1

Address Line 2
*Clty

State

* Postal Code

* Country

Integration Information @

Code

What is the physical address
thal your gouds are shipped
from? This can be a warehouse

address
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Setting Up Legal Entity

Step 2: Follow the onscreen instructions

The screen goes back to the original invoice page.
“Invoice From Address”, “Remit-To-Address” and “Ship From
e Click “Done” Address” are populated

e Continue tofill in all mandatory fields required of your invoice

Select Customer ComtontDeiGro ComPASS - STARHUB LTD -
Where do you ship goods from? Configure PO Delivery
4 Create Invoice creze
General Info From
For many countries including different shipping details on the invoice is required if they are different to where Add Ship From “Ivokce# | VS @ "o SRR LT
your legal entity is registered. » * Invoice Date | 052020 & * Supplier GST 1D | M123456780 ~
" a NT1S " invoice From Address  Testng o Ple Lk
Title Status Payment Term NT15 2 =
Date of Supply | 052920 57 ¥
No 1 Sun View Road Active Manage N = =Y SO
Singapore * Currency
Singapore
627888 Delevary Nurmbsr *Remit.To Address Testng Suppiier Pte Lid
Singapore

Status Draft

Image Scan | Choose File | No file chosen

Sinaapore
Deactivate Legal Entity m * Ship From Address Testing Suppiler Pie Lix
No 1 Sun \
S [

Supplier Note

Attachments @ Add File | URL | Text

TD

Customer CornforiDeiGro ComPASS

* Bill To Address 205 Braddedl Road
Singapore 579701
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Setting Up Legal Entity

Other features:
1. Add legal entity:

* GotoSetup = Legal Entity Setup = Add Legal Entity. You may create multiple Legal Entity for internal reference.
2. Deactivate Legal entity:

* You may deactivate any incorrect Legal Entity by clicking "Actions" = “Deactivate Legal Entity”

zcoupa supplier portal AO~ | NOTIFICATIONS BB HELP -

Home Profile  Orders  Service/Time Sheets ASN  Invoices  Catalogues  Business Performance  Sourcing  Add-ons = Setup

Admin Customer Setup  Connection Requests

Admin Legal Entity Setup Add Legal Entity

Legal Enti
Users egal Entity

Merge Requests v ZZZPTELTD m

: Manage Legal Entity
Legal Entity Setu
egal Entity Setup v XXX PTE LTD |

Manage Remit-To Accounts

Fiscal Representatives Deactivate Legal Entity
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Create a PO-Backed Invoice
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Method 1: Create a PO-backed Invoice (1/5)

e Inyour CSP, go to “Orders” Tab
e Click on Create Invoice icon ( = ) for the PO which you want to create an invoice

§.2coupa supplier portal AOv | NOTIRCATIONS @i | HELP
Home Profile m Service/Time Sheets  ASN Invoices Catalogs Add-ons  Admin
Select Customer ComfortDelGro ComPASS - AOCOUPA PTE LT v
Configure PO Delivery

Purchase Orders

Instructions From Customer

Please acknowledge the PO upon receipt. Pioase contact @requaestor for any questons regardng this order.

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

PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Assigned To Actions
COGO000001393 0700 Issvec None 121 Each of pagays No 1.210.00 - - a
SGD -
DTLO0000013558 070820 Issued None S Each of oranges Neo 35.000.00 = _.
SGD
S2STO000001333 07/08/20 Issuec Non 14 Carton of Apple Neo 68.80 EGD = ‘E.
CEPLOCOOO01244 0708720 Issved Nore 1 Carton of Apple No 4.70 8GD & .;.
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Method 2: Create a PO-backed Invoice (2/5)

e Click into the PO number link * Inthe PO, click on “Create Invoice”

Profilel | Orders | Service/Time Sheets  ASN Invoices  Catalogues  Business Performance  Sourcing  Add-ons  Setup Select Customer ComforiDelGro ComPASS - GIL Pie L

— Purchase Order #CZ|GO000003767

Order lines Retums Order Changes Oirder Line Changes Defveries

General Info Y Shipping

4 “ou have 1 customer announcements related to Orders (ComforiDelGre ComPASS) View All Announcements Status |ssued - Pending Manual Ship-To Address 205 Braddel| Road

Singapore 5TE7T01
Order Date 4/7/22

Singapore
Revision Date 4/7/22 Location Code: CDG Venture
Select Customer | ComipriDelGro ComPASS - GIL Pie Lid . Attn: Siew Lay Chua
Requester Siew Lay Chua
= iR n Terms DDP
Pu rchase Orders Email siewlay@comfortdelgro.com
Payment Term NT30
Instructions From Customer Attachments Nonz
Pleasa scknowledge the PO upon receipt Please contact (@requestor for any questions regarding this order. Acknowledged O
Click the ~= Action to Accept the Purchase Order and Create an Invoice using its data Assigned to
Lines
T I ] B ]
Advanced Search 2 Line Number: 0 — @ b
PO Number Order Date Status Acknowledged At ltems Unanswered Comments Total Assigned To Actio q Type  ftem oty T T . R
- | CDG0000003730 28722 |ssued 14/2722 1 Each of test1 Mo 47.24 2GD - lights 15 Each 20.00 300.00 300.00
1 Each of test3
1 E=ch of tests Need By Part Number Manufacturer Name Manufacturer Part Number Ship To  Adwvance Payment Advance Payment Amount
1 Each of test2 4TI2E 111111 Mone Mone Mone Mo Advance Payment  MNone
CDG0000003TTE 2807122 Issued Mone 1 Each of test1 Mo 47.24 3GD
1 Each of test3 Consignment
1 Each of test4 =
1 Each of test2
CZIG0000003787 47/22 Issued Mone 15 Each of lights Mo 300.00 SGD
Perpage 15 | 45 | 90
CZIG0000003786 477122 Issued Mone 15 Each of lighis Na 300,00 SGD =% ]
CZIG0000003785 47122 Issued Mone 15 Each of lights Mo 200.00 SGD = 2’5 Total sco 300.00
CZIE0000003784 477722 Issued Mone 15 Each of lighis Na 300.00 SGD = é’s
SIS NOONNITART TR Lo =y g A Bl AE Sl o i Bl e S Ta W M=t eim ] i E_

Create Invoice Save =i Print View
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Create an Invoice from PO (3/5)

* Fill in all mandatory information

* Coupa will check for Create Invoice creae
duplicate invoice
number by supplier. Ge”erﬂfﬁ o From
*Invoice # (Not More | GIL786543] ] * Supplier GIL Pte Ltd

Than 16 Character
‘ Supplier Tax Number | 12345678 «

* Invoice Date | 20/8/22

*Invoice-From Address GIL Pte Ltd Je)
Payment Term NT30 205 Cantonment Road
Date of Supply | 20/8/22 S!HQEDOFE 085101
Singapore
*Currency 5SGD «
* Remit-To Address GIL Pte Ltd je)
Delivery Number 205 Cantonment Road
. - Singapore 085101
tatus Dra .
S
* Please attach copy of ngapore
. . Choose File | No file chosen
S|gned dellvery order * Ship-From Address  GIL Pte Ltd L
H H 205 Cantonment Road
Supplier Not
(lf ava|lab|e) uppiier Note Singapore 085101
Singapore
-~
Attachments @ Add File | URL | Text 9 To

Customer ComfortDelGro ComPASS
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Create an Invoice from PO (4/5)

* Input Quantity
* Select Tax Rate for each line items

Lines

Type Description Qty UoM Price O OO 9
-4 lights 3 Each v 20.00 :

PO Line Contract Supplier part number Advance Payment
CZIG0000003767-1 o 111111 Mo Advance Payment

Advance Payment Amount
None

Billing
CZIG Comp-Management office Dept-ZIGM001 CC-OPEX ExpType-Repairs & Maintenance PGL-434200 R&M Equip & Fittings GL

Taxes

GST Rate GST Amount

v 0.00

7.0%
7.0% - Customer Accounting
35%
0.0%
Exempt
d, A Reverse Charge

Out of Scope ontract Total Taxes
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Create an Invoice from PO (5/5)

* Click on “Calculate” for the system to work out the correct totals
e Check your invoice before clicking on “Submit”

Total Taxes

Lines Met Total
Lines GST Totals

Total GST
Met Total

Gross Total

Delete Cancel Save as draft

COMFORIDELGRO

60.00
420

420

60.00

64.20

=

Coupa will prompt you for confirmation to submit
Click on “Send Invoice”

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 transaction as the Coupa generatad PDF is your and your customers legal invoice.

Continue Editing Send Invoice ] I

ap
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Create a Contract-Backed Invoiced
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Create a Contract-Backed Invoice (1/3)

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

e Inyour CSP, go to “Invoices” Tab
e Click on “Create Invoice from Contract button”
,xcoupa supplier portal O~

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

NOTIFICATIONS

Invoices Invoices Lines Payment Receipts
4 You have 1 anr 1ts related to Invoices (ComforiDelGro ComPASS) View All Announcements
Select Customer ComfortDelGro ComPASS - GIL Pie Lid
Invoices

Instructions From Customer

For help desk contact information details: O SBST and DTL: SBS_AP@sbstransit.com.sg T CDGE: CDGE_AP@cdge.com.sg O Other BU:
GROUP_AP @comfortdelgro.com

Create Invoices @

Create Invoice from PO Create Invoice from Contract Create Credit Note

view [

w I Search ,OI

Invoice # (not more than 16 character) Created Date Status PO # Gross Total Unanswered Comments Dispute reason Actions
I DuplicateAdv_CO B6/8/22 Approved CDG0000003573 100.00 SGD  Ne
CN_GIL 6/8/22 Pending CDG0000003573 -100.00 SGD No
Approval

COMFORIDELGRO

=

Select the contract that you are invoicing against and click on
“Create”

Select Contract

b at 16 DTL MRT Stations & ESS (TQ20T4005(DTL-A1)) ~

Comprehensive Maintenance of ECS at 16 DTL MRT Stations & ESS (TQ20T4005(DTL-A1))
Supply of Fruits (exceeded value)
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Create a Contract-Backed Invoice (2/3)

o
e Fill in the mandatory fields
. . . . o
e Attached a signed delivery order (if applicable)
[
Create Invoice creae
o> General Info 9 From
*Invoice # (Not More| CED3456789 Q * Supplier GIL Pte Ltd
Than 16 Character)
Supplier Tax Number | 12345678 ~
* Invoice Date, | 20/8/22
* Invoice-From Address  GIL Pte Ltd yel
Payment Term NT30 205 Cantonment Road
Date of Supply | 20/8/22 Sjngapore 085101
Singapore
*Currency SGD w
* Remit-To Address  GIL Pte Ltd L0
Delivery Number 205 Cantonment Road
Singapere 085101
Status Draft Singapore
Image Scar| | Choose File | No file chosen
* Ship-From Address  GIL Pte Ltd yel
Suplier Note 205 Cantonment Road
PP Singapore 085101
Singapore
y gap
Attachments @) Add File | URL | Text 9 To
Customer ComfortDelGro ComPASS
*Bill-To Address Mo address selected 'O

COMFORIDELGRO

Buyer GSTID
Ship To Address

* Customer Employee
Name

W

No address selected ‘O

Irene Goh *® o~

Please ensure that the invoice number is not
more than 16 characters

At each line, key in the first word for the item inside the contract
When the correct item is selected, contracted pricing will be populated

Select Tax Rate for each line item
Lines
Type Descrniphon Gty uom
Oty we m 1.000 Barrel
lilgeci:w‘ns;:, BETI EuS .
PO Line Stpplier Part Number
Taxes
G5T Rate GST Amount
e Add
0 Add Line Totals & Taxes

000 ©

A i
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Create a Contract-Backed Invoice (3/3)

* Click on “Calculate” for the system to work out the correct totals Coupa will prompt you for confirmation to submit

. . . . . H o H 124
* Check your invoice before clicking on “Submit” * Click on “Send Invoice
t Total Taxes
Lines Met Total 60.00
Lines GST Totals 420 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 transaction as the Coupa generatad PDF is your and your customers legal invoice.
Total GST 420 »
Net Total 60.00 Continue Editing Send Invoice ] ‘
Gross Total 64.20

Delete Cancel Save as draft m

ap
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Create a Blank Invoice
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Create a Blank Invoice (1/3)

/0 Restricted used, upon approval of CDG AP Team h

i. By default, all purchases are to be supported by a PO from CDG
ii. Torequest, write in to the CDG AP contacts listed in slide 3
iii. Upon review and approval, CDG AP will inform ComPASS Supplier Support to turn on this function y

\_

e Inyour CSP, go to “Invoices” Tab
e Click on “Create Blank Invoice”

z,:coupa supplier portal AO~ | NOTIFICATIONS

Home Profile Orders Service/Time Sheets ~ ASN Catalogues Business Performance Sourcing  Add-ons Set

Invoices Invoices Lines Payment Receipts

4 You have 1 customer announcements related to Invoices (ComforiDelGro ComPASS) View All Announcements

Select Customer ComfortDelGro ComPASS - GIL Pte

Invoices

Instructions From Customer
For help desk contact information details: O SBST and DTL: SBS_AP@sbstransit.com.sg 0 CDGE: CDGE_AP@cdge.com.sg 0 Other BU:

GROUP_AP@comforidelgro.com
Create Invoices @

Create Invoice from PO Create Invoice from Contract Create Blank Invoice Create Credit Note
Exportto ~ view [l v I Search L I
Invoice # (not more than 16 character) Created Date Status PO # Gross Total Unanswered Comments Dispute reason Actions
I None 20/8/22 Draft None 0.00 SGD No ,/ Q
None 20/8/22 Draft None 0.00 SGD No ,/ e
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Create a Blank Invoice (2/3)

e Fill in the mandatory fields
e Attached a signed delivery order (if applicable)

Create Invoice crese

General Info

*Invoice # (Not Mcre | CED3456789
Than 16 Charactdr)

*Invoice Date |20/8/22

Payment Term N30

Date of Supply | 20/8/22
*Currency | 3GD
Delivery Number

Status,_Draft

Image Scar, | Choose File | No file chosen

Supplier Note

Attachments @) Add File | URL | Text

COMFORIDELGRO

9 From

o * Supplier

Supplier Tax Number

* Invoice-From Address

* Remit-To Address

* Ship-From Address

9 To

GIL Pte Ltd
12345678 «

GIL Pte Ltd L
205 Cantonment Road
Singapore 085101

Singapore

GIL Pte Ltd L
205 Cantonment Road
Singapore 085101

Singapore

GIL Pte Ltd L
205 Cantonment Road
Singapore 085101

Singapore

Customer

* Bill-To Address
Buyer GST ID
Ship To Address

Customer Employee
Name

ComfortDelGro ComPASS
Mo address selected ‘Q

~

Mo address selected 0

Irene Goh ® o~

Please ensure that the invoice number is not
more than 16 characters

Lines

Type Description Qty uom Price
Qty w Training Services 1.000 Days v 1000

PO Line Contract
Mone

Supplier part number

Advance Payment Amount
None

Taxes

GST Rate GST Amount

~ 1.000

7.0%

7.0% - Customer Accounting
3.5%

0.0%

Exempt

e A Reverse Charge

Out of Scope Total Taxes

e Inputitem description, quantity, unit of measure (UOM) and price
e Select Tax Rate for each line item

0.00 ©

Advance Payment
None
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Create a Blank Invoice (3/3)

* Click on “Calculate” for the system to work out the correct totals Coupa will prompt you for confirmation to submit

. . . . . H o H 124
* Check your invoice before clicking on “Submit” * Click on “Send Invoice
Total Taxes
Lines Net Total 1,000.00
Lines GST Totals 70.00 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 transaction as the Coupa generatad PDF is your and your customers legal invoice.
Total GST 70.00 I
Continue Editing Send Invoice ]
Net Total 1,000.00
Gross Total 1,070.00

Delete Cancel Save as draft Calculate m

ap
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Invoice Dispute Resolution
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Invoice Dispute Resolution

Invoice Status: “Approved” = Supplier need to raise Credit Note (CN)
Type (A) : Resolve a Dispute = For cancellation of approved invoice

Go to: “Create Credit Note” > Select “Resolve Issue for Invoice” = Enter the invoice number = Select “Completely cancel the
invoice a Credit Note” = Click on “Create” - Continue

Type (B) : Record a Credit = For rebates
Go to: “Create Credit Note” = Select “Other (e.g: Rebate)” = Click on “Continue”

Invoice Status: “Disputed” = Supplier need to re-submit the invoice

* CDG Requestor is able to reject and dispute the invoice before approval.
 When the invoice status is “Disputed”, please re-submit a new invoice without issuing Credit Note.

" Common issue to take note: h
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.

3. Credit Note can only be created when supplier logs in to Coupa Supplier Portal.

- J
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Invoice status — “Approved”: Create a Credit Note — Resolve Dispute (1/2)

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

* Record a miscellaneous credit, e.g. return/cancellation of goods, price adjustment, rebates and refunds

How to create a credit note?

Create credit note is similar to create an invoice. For more information, refer to the article Edit Invoice
* Goto “Invoice” Tab

* (Click on “Create Credit Note”

Profile Orders Service/Time Sheets ~ ASN Invoices Catalogues Business Performance Sourcing  Add-ons Se

Invoices Lines Payment Receipts

4 You have 1 customer announcements related to Invoices (ComfortDelGro ComPASS) View All Announcements

Select Customer ComfortDelGro ComPASS - GIL Pte

Invoices

Instructions From Customer

For help desk contact information details: O SBST and DTL: SBS_AP@sbstransit. com.sg Z COGE: CDGE_AP@cdge.com.sg O Other BU:
GROUP_AP@comfortdelgro.com

Create Invoices @

Create Invoice from PO Create Invoice from Contract Create Blank Invoice Create Credit Note
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https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Work_with_the_CSP/Invoices/Create_or_Edit_an_Invoice

Invoice status — “Approved”: Create a Credit Note — Resolve Dispute (2/2)

* If the credit note is related to a problem with an invoice or the goods shipped, select the Resolve issue for invoice number radio button
and, from the drop-down list, select the invoice number. Click Continue to select how you want to resolve the issue.

Credit Note

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

Reason (@ Resolve issue for invoice number 3765 ~ ]

(O Other (e.g. rebate)

Cancel

* You can choose to issue a credit note to cancel and optionally correct the invoice or to adjust it.
* Only quantity or price can be reduced through partial credit notes.
* For more information, read Disputed invoices.

Credit Note

How do you want to correct invoice "3765™ 7

Cnmpletely cancel the invaice with a credit note o
() Adjust invoice with a credit note 0
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https://success.coupa.com/Support/Docs/Core_Apps/Invoicing/Invoice_Processing/Disputes_and_credit_notes_in_Coupa/Disputed_Invoice_Handling

Invoice status —”Approved”: Create a Credit Note - Record a Credit

* If the credit note is not related to a dispute, select “Other”
e If a contract is available, you can also select it from the drop-down list. Otherwise, click “Continue”

Credit Note

Reason”) Resolve issue for invoice number

Other (e.g. rebate)

Select a Contract (If applicable)

Cancel
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More Resources in CSP
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More Resources on CSP

For more information on Invoicing, you may look up Coupa Guides posted in their website below:
https://success.coupa.com/Suppliers/For Suppliers/Core/Invoices or contact supplier@coupa.com if you encounter

difficulties in using the system.

Watch a training video by Coupa:
https://success.coupa.com/Suppliers/For Suppliers/Coupa Supplier Portal/Additional Resources/CSP Videos#Invoices
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