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General Guidelines

v" Feel free to use the Chatbox to post any questions

v' To ask questions verbally, do use the ‘raise your hand’ feature in Teams, for the Trainer to “Unmute” you
v All queries posted on the chatbox will be answered during the Q&A session - post every subject

v" Do not disclose your Company Name/Information or Personal Name/Information while asking

questions via chat or verbally to the Instructor

Coupa and the sunflower logos are the trademarks or registered trademarks of Coupa Software, Inc. in the United
States of America and in several other countries.
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Training Topics

 About Coupa

* Coupa Supplier Portal - Registration Process and Inviting Users
* Hands-on Registration & Linkage request to 3M

» Create Public Profile And Setup Legal Entity

» Coupa — Home Page Overview

Break — 10mins

* Purchase Orders — View, Change & Acknowledge

(YL
» Advance Ship Notice — View, Creation, Batch & Non-Batch Managed : ":_
Break — 5mins ~ g
* Invoice — Creation and Credit Notes : = :

* Invoice Payments and Notifications

* Feedback and Learning Assessment

* Next Actions
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Coupa Supplier Portal (CSP)

What is Coupa?

It is a world-class “Procure To Pay” (P2P) system that offers an eCommerce solution, for 3M to interact with its
suppliers collaboratively.

Benefits of using Coupa Supplier Portal:
= Receive and View 3M Purchase Order (PO)

= |dentify PO and easily communicate corrections and updates on price, quantity, and delivery date, back to 3M,
Purchase Order Acknowledgement (POA)

= Confirm shipment quantity and date for goods receipt at 3M, Advance Ship Notice (ASN - if applicable)

= Submit electronic Invoice (elnvoice) to 3M, to enable accurate and On-Time payments — no lost paper or email
Invoices, and view invoice payments and receive payment notification

= Adopt a consistent business process with 3M worldwide

3M sends to Supplier: Supplier sends to 3M:
- Purchase Orders - Purchase Order Acknowledgement (POA)
- Purchase Order Changes - Purchase Order Changes
- Invoice Status - Advanced Ship Notice (ASN where applicable)
- Remittance Advice - Invoice (For Singapore and Malaysia Only)

Coupa Supplier Portal (CSP) is accessible @ https://supplier.coupahost.com/

Coupa Hosted Training content is available @ https://success.coupa.com/Suppliers/For_Suppliers



https://supplier.coupahost.com/
https://success.coupa.com/Suppliers/For_Suppliers
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Terminologies

Purchase Order (PO) * Alegal and commercial document sent from customer to a
supplier, committing 3M’s purchase of goods &/or services

Coupa Supplier Portal (CSP) A web portal for suppliers to manage business with customers.
Suppliers can view & track the PO issued by 3M, as well as

create & manage the invoice/credit note on the portal

Supplier Actionable * Notification's suppliers receive via email to manage and
Notification (SAN) acknowledge POs and create Invoices

PO Acknowledgement (POA)

For a supplier to confirm receipt of the PO, after which the
effectiveness of this PO will be admitted

Advance Ship Notice (ASN) Advance notification of a shipment to the customer

Invoice » Billing document issued to 3M, stating financial obligations for
goods received or services performed

Disputed Invoice * An Invoice rejected and sent back by customer, for supplier to
re-submit the new invoice

Credit Note * An Invoice with negative value, to offer a credit to the customer
or to resolve the issue
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Source to Pay — Flow Chart

PO Issuance ’ ’ PO Receiving
Coupa
PO Acknowledgment Receipt ( S:gzl;ler ( PO Acknowledgement
Prepare Order
Advance Ship Notice Receipt ( ( Advance Ship Notice
Prepare Receipt Dispatch (if applicable)
Accepting Deliverables ( o 1 ( Dispatch
Invoice Receipt ( Coupa ( Invoice Issuance
Supplier
Payment Processing ’ Portal ) Payment Notification
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Coupa lcons

2951 Transaction Hyperlir)ks take you to the View O View
page of the transaction
i Edit €3 | Delete
swe | Save eoto - | DOwnload the report
&= | Print @® | Expand Table
" Void (Cancel) Calendar
= | Create Invoice against the PO & Mark as read

@ You can hover over the icon to see
explanation of the icon.







Step 1 — Register on Coupa Supplier Portal

s¥coupa

01
LogIn Sign up 3

@2) Sign up for your free Coupa account

Work Email Address

Coupa Supplier Port. Action Required - Click Below to Complete Coupa Registration - Action Required

O1. Open Coupa Supplier Portal Link - https://supplier.coupahost.com/. Click on the Sign-up tab
02. Input the required fields i.e., Email Address and Company Name
* Note: Suppliers should use their primary contact email address to register
All PO’s created will be sent to this email address and visible on the CSP account
» The primary contact email address will become the ADMIN & have full access to all CSP functions,
including user administration (inviting more users to use CSP with different permissions)
03. Once registered, the supplier will receive an email from Coupa Supplier Portal
* Note: If you have registered and haven’t received an email from Coupa, please check your Spam or Junk
items folder



https://supplier.coupahost.com/
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Step 2 — Confirm email sent to registered mail ID

Action Required - Click Below to Complete Coupa Registration inbox x s 2
Coupa Supplier Portal <do_not_reply@supplier.coupahost.com> Wed, Aug 4, 11:18 PM (18 hours ago) Nk g *~ :
tome «

{:}COUPB Action Required - Click Below to Complete Coupa Registration

Thank you for initiating the registration process with Coupa. To complete this request, click on the Confirm Email button below.

Note that most actions in Coupa require that you be linked to a Coupa buying organization. However, until then you can still keep your
profile up-to-date and help buying organizations find and connect with you, as well as set up your account security and early payment
preferences through the Admin tab.

Once linked to customers, you can view and manage purchase orders, create and manage invoices, get real-time SMS alerts for these
transactions, and much more. Contact your customer to request them to link to your account.

If you are participating in a Public Event, you will receive an email invitation once the buyer has accepted your request.

The Coupa Supplier Portal is completely free and helps you better transact and communicate electronically. Find out more using the
links below. Welcome!

m_l - Click on the Confirm Email link
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Step 3 — Input Mandatory Information &
Create Password

» Clicking on the “Confirm Email” link, will redirect to the
Activate your Coupa account “Activate your Coupa account” page

* Input your First & Last Name and Company

Your name

« Create your Password ( 8 characters long - use combination

of number and letter — Uppercase and Lowercase)

Company

* Tick the check box “l accept” to accept the Privacy Policy

| and Terms of Use

Create a Password

* Click “Activate Coupa Account”

Spt the Privacy Policy and the Terms of Note: This becomes the default admin account for your

company. Once set up, you can add users and assign them

roles, including account administration




Step 4 - Log-in to CSP with email ID and password

zcoupa

LogIn

Login to your Coupa account

Email Address

Password

Sign up

Coupa Supplier Portal Link:

https://supplier.Coupahost.com/

Enter your Registered Email Address and
Password created in the previous step

Click on the Log-In tab



https://supplier.coupahost.com/
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Step 5 — Two-Factor Authentication

gacoupa supplier portal

During your first log-in, the User will be prompted
to enable Two-Factor Authentication (2FA)

Two-Factor Authentication * You may click the “Enable” tab, for additional
Enable Two-Factor Authentication security control on your account
OR
P——— *  You may click “No Thanks” if you wish not to
enable 2FA

» 2FA is a security system that requires two distinct
forms of identification, to access something

» It strengthens your Coupa Account security, by
asking 2 types of information from the user —
Password AND Personal Identification Number
(PIN) or Code generated from Google
Authenticator Application

Two-Factor Authentication

SMS : Disabled

* For more information, see the link :
e ractor Autenticatoripe B Enable or Disable Two-Factor Authentication



https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Get_Started_with_the_CSP/Enable_or_Disable_Two-Factor_Authentication

Step 6 : Linking Coupa Account (CSP) with 3M

secoupa supplie

VIP NOTIFICATIONS @  HE

@1 Orders  Service/Time Sheets ASN  Invoices  Catalogs  Business Performance  Sourcing

02

Add-ons | Setup

Admin

Learning Center

Adding users to your

Request a connection to your first customer now!

P

| 03
@4' Search for a customer @ @5 *
* Customer Name
3M
|06~
* Customer Contact
[@7 I'm not a robot ; n_ X
08
Ca

O1. Click on Setup

02. Click on Connection Request

03. Click on Search

O4. Write “3M” in the Customer Name field.
05. Click on the “Search” icon

06. Enter below in the Customer Contact Field
(depending on the Country) ;

STPeCommerceSG@mmm.com

STPeCommerceMY@mmm.com

STPeCommerceVN@mmm.com
07. Tick Checkbox “I’m not a robot”
08. Click on the “Request” tab

Link Request will be sent to the 3M and 3M wiill start accepting the connection request from 25-Jul-2022.



mailto:STPeCommerceSG@mmm.com
mailto:stpecommercesg@mmm.com
mailto:STPeCommerceMY@mmm.com
mailto:STPeCommerceVN@mmm.com
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Inviting Additional Users on CSP

Home Profile Orders  Service/TimeSheets ASN  Invoices Catalogs Payments  Business Performance  Sourcing  Add-ons

 Supplier Admin can manage “User Permissions” and
PP g

“Customer Access” by assigning certain users to only

certain customers, limiting documents access and

the functions they can perform basis assigned

customers.

. B Steps:
N 01. Click on Setup

02. Click on Admin

05 | - 02. Click on Invite Users

04. Enter First Name, Last Name & User email address

@4, Invite User

05. Click the checkbox to control the permissions &

popoo

access

gopopg

arme— For more information, see the link :

Manage Users - Coupa Success Portal



https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Administer_the_CSP/02_Manage_Users

FAQ - Registration

1. Why am | not receiving the email invitation to join Coupa?
[Answer]: Check your spam/junk email folder, emails sometimes get flagged as spam
2. | am already using Coupa Supplier Portal for other customers. Can | use the same account for 3M?
[Answer]: Yes, you may use the same account. Please send linkage request to 3M via your existing Coupa CSP Account
3. Can we register more than 1 person for Coupa?
[Answer]: Yes. You may register any number of participants to the Coupa Supplier Portal
4. |Is Coupa Portal free for Suppliers?
[Answer]: Yes, Coupa Supplier Portal is free for suppliers with no limit on the # of transactions
5. When will COUPA be implemented and ready for use?
[Answer]: 3M will start transacting using Coupa from 01-Aug-2022 for 3M Singapore, Malaysia and Vietnam.
6. Is this new system for APAC only or would it also be implemented in other markets, e.g., Australia, etc.?

[Answer]: This initiative is focused on 3M Malaysia, Singapore, and Vietnam. Other 3M companies will be deployed in
their timeline, and you will receive further communication at the appropriate time if you supply to any other 3M company




Q&A Session

Coupa Registration And Inviting Users
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Create your Public Profile (Optional)

NOTIFICATIONS ) HELP

zscoupa

* In CSP, you have a Public Profile that is visible in the CSP
Directory and allows potential customers to find your profile

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

Overview Download Profile as POF

A New Leaf Florist

Profile Setup

« Having a complete profile provides customers with relevant

Profile Level information to do business with your organization
e rn your next badge by enhancing your profile Enhance your informatior
.| |+ Better the profile, better are the chances of landing new
s . Update Profile __:_HT_‘-_____,-_: you :pi,- Customers

For more information, see the link :

Opportunities for You Create Your Public Profile - Coupa Success Portal
Spent by Coups buyers emsvougnieycovea | View and Update Your Public Profile - Coupa Success Portal
In your category DUYers In your category
o $ 26.4M 39K
* A summary of the Profile information is seen on the Homepage

« The top section displays Profile Completeness (indicated by
filled in badges under Profile Progress) and when the profile
was last updated

* You can click ”Improve Your Profile” to open your profile

Recommended: Complete your profile to get paid faster and get discovered Learn More

ofile

Pr Progress Last Updated
e @ ) 12 days ago Improve Your Profile



https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Get_Started_with_the_CSP/Create_Your_Public_Profile
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Administer_the_CSP/View_and_Update_Your_Public_Profile

Legal Entity Setup (Mandatory-3M Singapore/Malaysia)

01

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

Q2 [y __

Admin Legal Entity Setup @4!‘ Add Legal Entity
o local government (legal entity name)

Let's get your company setup for electronic invoicing!

« Setting up your business details in Coupa will help you meet your

* Legal Entity is the official name of your business registered with the

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

customer’s Invoicing needs

 Complete as much information as possible
Steps:

01. Click on Setup

02. Click on Admin

03. Click on the Legal Entity Setup tab

04. Click on Add Legal Entity tab

05
% [ e s e e 05. Enter your Legal Entlty Name — Official Name of your business
06 .

_) the local government and the

06. Country/Region — a Registered country of your legal entity

located

Where's your business located?

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

Cancel m
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Legal Entity Setup (Mandatory-3M Singapore/Malaysia)

Tell your customers about your organization

Which customers do you want to see this?

& Al
I 3M Company I

What address do you invoice from?

* Address Line 1
Address Line 2
* City
State
* Postal Code
Country/Region Singapore
Use this address for Remit-To ﬂ

Use this for Ship From address G

What is your Tax ID? @

Country/Region | Singapore
*GSTID

[] | don't have GST ID Number

Miscellaneous

Invoice From Code

Preferred Language | English (Singapore) ~

REQUIRED FOR INVOICING

Enter the registered address of
your legal entity. This is the
same location where you
receive government

documents B

Which
customers do

you want to see
this?

What address do

you invoice
from?

Use this address
for Remit-To*

Use this for Ship
From address*

What is your Tax

ID?

Select all or the specific customer(s) that you want to
see your legal entity information.

Required for invoicing. Is critical for compliance in
some countries.

Registered address of your legal entity. This is the
same location where you receive government
documents. It might differ from the physical address.
Sometimes this is called your address of record

or registered company address.

Address line 1, city, and postal code are mandatory.

Selected by default. Deselect it if your remit-to
address is different from your invoice-from address
or you have more than one remit-to locations.

Selected by default. Deselect it if your ship-from
address is different from your invoice-from address
or you have more than one location.

Enter your tax/VAT ID.

Note: If you are exempt from tax registration in some
regions/countries, select the | don't have TAX ID
Number checkbox and enter your local tax ID or

write N/A in the appearing Local Tax ID field B
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Legal Entity Setup (Mandatory-3M Singapore/Malaysia)

Where do you want to receive payment?

e Mentioned 2 sections are not relevant for 3M

e e . * Invoices will be paid only to the Bank Accounts
ayment Type ress ~

Bank Account
What is your Rel vityal card 37

provided to 3M irrespective of the information

Address Line 1 Singapore
Address Line 2

provided here

State

Postal Code 641667

Country/Region Singapore o TO Change/update your bank account details,

Cancel Save & Continue

please contact 3M representative

Where do you want to receive payment? * Click Next to add the address where you want to ship

goods from

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 Status

Address Singapore Active Manage
Singapore
641667
Singapore

Deactivate Legal Entity Cancel m
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Legal Entity Setup (Mandatory-3M Singapore/Malaysia)

Where do you ship goods from?

For many countries/regions including different shipping details on the invoice is required If they are different to Add Ship From

where your legal entity is registered.

Title Status
Singapore Active Manage
Singapore
641667
Singapore
Deactivate Legal Entity m
Setup Complete
Congratulations!
T an No be
Once you are invited to do business on the Coupa Supplier Portal by your customer(s), this
information will be available for you to share with them and use on invoices. Request an invitation

from your customer(s) today to start transacting

Go to Orders Go to Invoices Return to Admin

» Click “Add Ship From” location if Ship From is different
than your Invoice From address

* Fill in the mandatory fields and click "Continue”

» After completing the legal entity setup by
clicking "Done” (i.e: after adding a legal entity), you
may use it on new invoices

* From the Setup Complete page, you can choose to Go

to Orders, Go to Invoices, or Return to Admin page

For more information, see the link :

Set up Legal Entities - Coupa Success Portal



https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Administer_the_CSP/04_Set_up_Legal_Entities

02

Manage Legal Entity-Add 3M after Linkage Request is approved

Zyscoupa supplier portal

SULUNG NOTIFICATIONS @3 | HELP

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

Admin Customer Setup Connection Requests

Admin Legal Entity Setup

s Legal Entity
Merge Requests Test Company
Legal Entity Setup Invoice From Remit-To Accounts
Fiscal Representatives Shanghai Address
China
Remit-To 999999 Remit-To Address
China

Terms of Use

Payment Preferences v
Static Discounting

sFTP Accounts

Which customers do you want to see this?

@4 All

3M Company

What address do you invoice from?

Address Line 1 Shanghai

Address Line 2

1 customer

Shanghai
China
999999
China
Active

Add Legal Entity

Locations o | MansgelegalEntly

Shanghai 3M Company Deactivate Legal Entity

China
999999
China

REQUIRED FOR INVOICING

2

In case, Supplier do not find “3M”

customer on legal entity.

Follow below steps to add Customer
“3M” after your linkage request is

approved.

Steps:

O1. Click on Setup

02. Click on the Legal Entity Setup tab
03. Click on Manage Legal Entity tab
04. Click on “3M Customer” checkbox
on Page 2




Q&A Session

Create Public Profile and Setup Legal Entity
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Home Page Overview

gascoupa supplier portal VIPUL | NOTIFICATIONS @ | HELP

- Home: View and improve the public profile and
Home Profle ~ Orders Service/TimeSheets ASN Invoices Catalogs  BusinessPerformance  Sourcing ~ Add-ons  Setup see the list of connected compa ny

Profile: Create and manage your profile,

(9 New: Exclusive discounts for your business to thank you for being a part of the Coupa Community X . .
: including addresses and contacts.
Recommended: Complete your profile to get paid faster and get discovered Leam More Announcemen[s View All (0
T ot Orders: View and access the purchase orders
) 21 mites a0 One-Click Savings vew you received from different customers.
: (9 Start saving today!
rofile Summary (E:Zzlsgecdoe”e::ﬁ[zourcompany, exclusive to the ASN: Create Advance Shlp Notice
i 3 &
[NEAR! . . .
T L l Merge Accounts Invoices: Create and manage invoices
2 ] 1 Additional accounts have been found for your .
ogal Entiies T T Pl company. Merge these accounts to reduce confusion Setup: Manage Users, Iegal en't|ty’ merge
M o =43 for your customers. Leam more
requests, etc
0015298262
© BankingInfo  © Diversity © Accelerate  © Bribery Policy 6 KITASHINAGAWAT-20
TOKYO 13 1418684
est Supplier B NOt_e‘ .
R 3M is not using the below tabs for now ;
yyamanouchi@mmm.com, 0c3 jp@mmm.com . . .
- s Trn.com, oot B o » Service/Time Sheets, Catalogs, Business
Industrv ¥ Nan't Merna Reanest Merna Performance SOUI’Cin and Add-ons
H




Home Page Overview

TOOL DEMO SUPPL Et | NOTIFICATIONS €D I HELP ~ » Settings & Notification: Using this, the Account settings can
be managed. and Notifications viewed and customized

JOEREE EhELE SALERS SR « Announcements: View 3M Announcements to suppliers here

B * Merge Accounts: If a company has more than one CSP

D £€3 _i‘ account, they can be merged to reduce confusion for existing
‘ ANNOUNCEMENTS view At @ potential customers
» Latest Customers: Shows the latest customer added by the
One-Click Savings view as supplier account
gplg::r;z:‘;?;zf:;mpany e to the * Chat With Coupa Support: Connect with the Coupa support
Coupa Community. | team to resolve any technical issues
Merge Accounts  Change Language: Select the preferred language for CSP

If your company has more than one CSP account, we

try to list it below. Consider merging them to reduce * For more |nf0rmat|0n, see Ilnk :

confusion for existing and potential customers. Get Started with the CSP - Coupa Success Portal
Mot seeing the account you want to merge with? Click
here. Latest Lusl
Dansk (Danmari ] l 3M Company
Deutsch (Belgien)
Late St Cu Stom E.rS Deutsch (Deutschiand)

Deutsch (Schweiz)

- Deutsch (Osterreich
M _ -
B sing
£ Chat with Coupa Support
BA Engish (US)

(
(
Deutsch (Luxemburg)
¢
(

© 2006-2021 Coupa Software Incorporated
Privacy Policy - Terms of Use



https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Get_Started_with_the_CSP
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EXTERNAL] 3M Company Purchase Order #4812287002

R 3M <do_not_reply@mmm-test.coupahost.com>
To @ Vipul Maheshwari

purchase_order.html|
c 10 KB

= Sse = S Ieédspmedrk<wwem\ewt'wawﬂjmoww'

Powered by ;';:‘coupa

M

JM Company Purchase Order #4812287002

Order Summary

-----

£.xcoupa

WV

View 3M PO & Acknowledge—From Email (using SAN.)‘

90 Days (90 aays Xpir 3/26/2022

» Supplier will receive an email notification
whenever a PO is sent to their Primary Email
registered with 3M & the CSP Account Users

* Manage Order: Click on the button to get an
electronic view of the PO

* PO Print will be attached to the email in
HTML format which can be viewed, saved,
and printed

* Acknowledge PO: Click on the tab to

acknowledge the PO directly from the email

Note:

* PO details should be checked for accuracy.
Ex: Item description, Price, Ship To Address,
Delivery Dates etc

» After reviewing & if accurate - Click on the
Acknowledge PO tab




View 3M Purchase Orders — From CSP

{;}Cﬂupa supplier por t SANDY~ | NOTIFICATIONS @) | HELP v

Home Profle = Orders Service/TimeSheets ASN  Invoices Catalogs  BusinessPerformance  Sourdng  Add-ons  Setup

A
Orders ~ Orderlines  Refums  OrderChanges  Order Line Changes  Shipments

Select Customer | 3M v

Purchase Orders

Instructions From Customer

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page}

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

- () CEN

e ———————————————
Unanswered Lomments  lotal Assigned lo Actions

PO Number OrderDate Status Acknowledged At Items

‘ 170122220 lssued None 16 each of 20651756123-Chicken Tikka Mo 1,600 EE

Mazala-P067 JPY

To view a 3M Purchase Order in CSP:
1. Loginto CSP

2. Click on the Orders tab on the CSP homepage.
The Purchase Orders page would appear

3. Select 3M from the Select Customer drop-down
list in the top right corner

4. Filter the table by columns, use the search bar to
find a specific PO OR

Click on the View drop-down list to select a filter
on applicable orders

5. For more details on a specific PO, click on the PO
Number hyperlink to open the PO details

For more information, see link ;

Create Custom Views - Coupa Success Portal

Note: If you have other customers in Coupa (other than 3M), it will show you the POs from the
company you selected the last time you visited the page



https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Get_Started_with_the_CSP/Create_Custom_Views

3M X
View 3M Purchase Order Lines

{,,"*coupasupp'_‘ler'portal SANDY ~ | NOTIFICATIONS @ | HELP -~ Steps:

1 Profile | Orders  Service/Time Sheets ASN  Invoices  Catalogs  Business Performance  Sourcing  Add-ons  Setup

1. Click on the Order Lines tab to see PO Line

O Order Lines Y Retuns  Order Changes  Order Line Changes ~ Shipments
details
Select Customer M ~

Purchase Order Lines 2. Select “3M” from the Select Customer
= drop-down list
PO Number (Header) Line Order Status (Header) Item Total Item Quantity Line Total
I 170 1 Issued 16 each of 20651756123-Chicken Tikka Masala-P067 16 1600

Exportto -~

CSV plain (current columns)
CSV for Excel (current columns)

Excel (current columns)

Note: You can export the PO or PO Lines table in CSV or Excel format by clicking on Export to




Purchase Details

Select Customer 3M Company
Purchase Order #4812140448
> General Info Shipping
Status Issued - Sent via Email Ship-To Address T252-5285

Order Date 16/11/21
Sagamihara-shi

Revision Date 16/11/21 Japan
Location Code: 6013-2000
Requester Jinggoy Samoy Attn- Jinggoy Samoy
Email jcsamoy@mmm.com
Terms FOB
Payment Term Z118-Net 30 Days . .
* Shipment Tracking

Validity Start Date

Validity End Date No delivery tracking.

Header Text Buyer Phone Info: 63-2-79089498 Incoterms: FOB
PORT OF EXPORT || HEADER TEXT: TEST PO —
DO NOT SHIP

Attachments

Acknowledged

Kanagawa3-8-8 Minamihashim

oto Chuo-ku

Lines
[ E=ne B ]
1 Type Item Qty Unit Price Total Invoiced
-4 7012411928 | 9226 H/M PGIIVPGIILT 3 KT 16.36 49.08 0.00

DUMP VALVE KIT 1/CV

Need By Part Number Manufacturer Name  Manufacturer Part Number
16/11/21

Delivery Address Batch
3M Japan Innovation Limited Sagamih, 3-8-8 Minamihashimoto Chuo-ku, Sagamihara-shi, 252-0253, JP No

Line Text

Alternative Material ID: 62922669908 || EAN/UPC: 50021200217062 || Incoterms: FOB - PORT OF EXPORT || Means of Transport: Ocean

ECC PO Line Num
00010

Perpage 15 | 45 | 90

01 02 ™ "p3”

04

Create Invoice Request Change save

i Print View

For more details click on the PO Number link to open the PO

PO Number » Order Date Status Acknowledged At ltems

4812140447 1611721 Issued 16/11/21 JKT of 7012411928 | 9226 HM No

PGII/PGIILT DUMP VALVE KI..

4312140448 611121 Issued 16/11/21 3 KT of 7012411928 | 9226 HM No

PGIPGIILT DUMP VALVE KI...

Once you click the PO Number

information of PO will be visible

At the bottom of the PO page there are 4 buttons for action ;
1. Create Invoice — one of three options on how to create an

invoice from a PO

2. Request Change — Change can be requested for Quantity,

Need by Date, and Price

3. Save - Save your draft PO Changes
4. Print View — You may also print POs if required

Unanswered Comments

Total Assigned To Actions

49.08
uso

49.08
usD

hyperlink, detailed

o Comments

Enter Comment

Attachments Add File | URL

Mute Comments  w

Important: Do not create Invoices directly, without
PO Acknowledgement (POA) and Advance Ship

Notice (ASN)
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PO Acknowledgement — From CSP

Purchase Order #4812140448 3M requires a PO Acknowledgement within 2
Business days from the date of receipt of a PO

General Info Shipping . . . .
o O—— From the Purchase Order View in CSP, if you agree with
Order Date 16121 fanagaai &8 Mnambastimots Chuo the details of the PO, tick the Acknowledged checkbox.
Revison Date 16/1171 e This will generate a success message to confirm the PO
e At Jggoy Samoy acknowledgment was recorded
Samoy@mmm.com Terms FOB
Va“::i:::‘t: cree e Shipment Tracking © wao Note:
Validity End Date Mo delivery tracking. . 5
' e PO details should be reviewed to ensure accurac
Header Text Buyer Phone Info ,,-2--_\[38_34.,_.._ _nr:ot:_m: OB
SHPE e.g., item description, price, ship to address, delivery
Astachments dates etc. If the information is accurate, Click
Acknowledged Acknow,edged
Comments Mute Comments Note:

Enter Gomment 3M does not use Coupa Supplier may submit PO Change Request if the PO
Comments feature, please Details are not accurate. PO Change is subject to 3M
drop an email to Buyer for Approvals - see the next page for details

Attachments Add File | URL any CICH’iﬁCGﬁO”.

Note: Suppliers cannot reject a PO, but if you do not accept it, you can email to the Buyer.




3M £
Request a Purchase Order Change

Total UsD 49.08 You may request a PO change if you are unable to deliver the
products by the Need by Date, or the order details are incorrect

1
— Imic .  em  |Tobegin, the Supplier must log in to CSP Account. PO Change
cannot be submitted via the email notifications button.

Lines Steps .
e 9 fem - Qy L riee w1 Click Request Change on the PO details page
T 7012411928 5226 HM PGIIPGILT DUMP VALVE KIT 1CY 3000 «e 12, Edit the fields that are enabled for change, such as Quantity,

Price and Need By Date
Note: Suppliers cannot reduce the quantity/amount below the
values already received or invoiced against
3. Select a Reason for Change from the drop-down list
4. Click on the Submit Change Request Button
Note: If “Other,” you also need to provide a comment

The PO change will go through an Approval Process which can
o either be Approved or Rejected by the buyer

Note:

* Request Change button is greyed-out for PO’s with an
ongoing Change Request

nsctons From Customer - When approved by 3M Buyer, the PO and its Revision

B History will be updated with the changes

Purchase Orders




View PO Revision Details

Purchase Order #2819 — e = » Changes are effective, post change request approval

n

*  When a PO change request is Approved or Rejected,
Suppliers will receive the Order change request -
Approved or Rejected Notification

There is a pending change request on this purchase ofder. Cl

Status Issued - Sent via Emai St 'Ii[:[)i.' 'l";‘_

Purchase Qrdars #2819

» After submitting a PO Change request & awaiting 3M’s

Pending Change Request

approval, you may view the Pending Changes tab

lmmiated By Suppl
Submired On R « Click to view pending change at the top of the PO
Change Reason Cannot fulfill orders by the Need-by date
justification * You may also select a PO revision to view, by clicking
General Info Shipping the drop-down list next to the PO number
“hanas Satus Hendng A wed== o Pending Change Request page shows PO number,
Status Isswed - Sent via Email
Ovder Date 07/31/18 revision date, change request submission date, the
Revision Date 08/30/19
.
Requisition # 3048 o reason for the change, change status, change type, etc

Service Manager Email

» Supplier can withdraw the change request by

Total 8,000.00 scD

clicking Withdraw at the bottom of the page
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Key Points—PO Acknowledgement & Change Request

* PO should be acknowledged within 2 Business Days if suppliers agree on all aspects of the PO

PO Acknowledgement applies to all lines on the purchase order
* If Suppliers do not agree on the PO, Change request should be raised OR email Buyers for any
clarifications, within 2 Business Days

« Supplier can modify the Quantity, Price, and Need by Date on the existing lines OR Delete the

existing lines on the PO via PO Change. The addition of lines is possible only by 3M Buyers

* In case you cannot deliver the full quantity by the required Need by Date, Suppliers should
email Buyers to split the PO Lines according to the new Delivery Date and acknowledge PO
« 3M does not currently use the Coupa Comments feature on transactions. In case of any

concerns, please contact buyers via phone or email.
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PO Requested Delivery '
Dates

3M Purchase Order Lead Time vs Vendor Lead time for Overseas supplier

» Existing Lead
time

Vendor Lead time (@ FOB incoterms = 30 days >

e Future Lead time

3M Purchase Order Lead time = 73 days (From PO date to receipt at 3M Factory)

I  2odays >| 10 days > 40 days >| 3 days

Vendor In Land Origin Ocean Destination In Land 3amM
Factory Freight Port Freight Port Freight Factory

© 3M 2022. All Rights Reserved. 3M Confidential. 3M
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Key Point— PO Requested Delivery Dates

3M Purchase Order Delivery date

Existing Vendor Lead Time

gmchase Order: PTMIndonesia ot Toner Incoterms  difference vs 3M Delivery date

|N 2301960280 | FLt2 & 9 Jllet Jend TB
0.: Simatupang Kav.88, Kebagusan H

e v memer bt e o e e e o ﬂ Lead time
msm.mpmsamlm. 12520 DKI Jakarta

NPWP : 01.000.560.1-052.000 D D P

TO: Ship To:

PT GLORY OFFSET PRESS PT. Ceve Logsies Indonesia CIF 3 days Includes destination custom clearance and

KAWASAN INDUSTRI DEL Widya Sakti Kusuma Blok B 01 d t. t. w I d t t t.
NOONESIA 2 Wetm i, P estination in-land transportation
Purchase Order Date  moonesia AL Wahab Afan Ponciok Ungo

INDONESIA Includes origin and destination custom clearance,
Mooy Bill To: FOB 43 days overseas freight and destination in-land

A P.T.3M Indonesia
Freight Terms: DDP PLACE OF DESTINATION -

i Perkantoran Hijau Arkadia Tt
Ship Via: Truck toran Hijau ower

FLt. 8 &0 JiLetJend TB transportation
Simatupang Kav.88 Kebagusan
Pasar Minggu.Jakarta Selatan

12520 DK Jakarts Includes origin and destination custom clearance,

Ao e — EXW 53 days origin and destination in-land transportation and

anprabowo@mmm.com Perkantoran Hijau Arkadia Tower
83-2-0089090 =Lt8& 8 .JlLet Jend TB H
. Smatupang Kav. 82 Kebagusan overseas freight
Delivery date at 3M Factory  >aawigu.iskara Saisan. & 4

12520 DKI Jakarta

Emaikidinv@mmm.com N Ot e [ )
Line Item description Quantity | Unit Price || Due Date Item Total ®

oot bn the deciesl DOMLYEY)
s

10 {000 engan 1 20men | oo || orszaowr [| - soozons Due Date mentioned on 3M’s Purchase Order - is the

Test - ltem text Change

Old Material No: UUDD1552884
Tax Rate: 10.00%
02092806138218

] expected receipt of goods at 3M Factory /Warehouse

Total PO Amount (Before Tax] 10,035,000
Currency IDR

None Same as existing vendor lead time

Important Information

Test - Header Text Change

Terms and Conditions
Purchase OrderfScheduling Agreement Terms and Conditions please visit http.f3m.com/supplierterms

Page 1 of 1




FAQ : Orders

1. Does Coupa send an email to Suppliers when 3M issues a new Purchase Order?

[Answer]: Suppliers can get various email notifications from Coupa, including PO.

After creating a CSP account, suppliers can set notification preferences. In addition to email, they can choose to get
notifications online in the CSP or through SMS.

Each supplier user controls which notifications to get. Most email and online notifications are "on" by default.

2. Can | acknowledge the PO via email?

[Answer] : Yes, Coupa email has actionable buttons, and you can acknowledge the PO via email, apart from
acknowledging the PO via CSP too.

3. If a PO Change Request for Quantity & Delivery Date is rejected, can | assume the PO is cancelled and no further
action is needed?

[Answer] : No, if a PO Change is rejected, it means the original PO is still valid unless the Original PO is cancelled.
Buyers will reach out to Suppliers in case 3M rejects the PO to find an alternate solution. If no alternate way is found,
3M will cancel the Original PO.

4. In the case of Blanket PO (for Services), is it possible to have one PO with many Invoice numbers for payment?

[Answer] : Any Blanket POs for Indirect Services will be replaced with Limit PO’s, after Go-Live. 3M personnel will
inform you accordingly.
E.g., PO meets certain criteria like if the price is estimated for the service to be provided within a certain period.

3M will issue PO according to the quantity needed and provide a specific delivery date.




Q&A Session

Purchase Orders




Advance Ship Notice (ASN)

O

O

O

ASN creation

View and Manage ASN

ASN without Batch Managed Materials
ASN for Single Batch Managed Material
ASN for Multiple Batch Managed Materials



%reating an Advance Ship Notice (ASN) 2

01

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

* The purpose of an ASN is to advance notify 3M of
Orders  Orderlines  Returns  Order Changes  Order Line Changes  Deliveries
the deliveries suppliers will make

You have 1 customer announcements related to Orders (3M Company) View All Announcements

» Create an ASN when you know exactly what you are

Select Customer 3M Company
going to ship to 3M
Purchase Orders
Instructions From Customer * The 3M PO Wi” determine When an ASN iS required
TLYyw P ATRERT 2RE. [ER] 2 7IBEL. [7LVy FATEERT S| FAavE7 U v 7 LET. Ifyou need to issue a Credit Note, please
navigate to the Invoices page and click the “Create Credit Note” button instead of using the Red Coin icon below. (Refe r to beIOW 'ta b I e)

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

* To create an ASN for the PO from CSP:

Supplier View 2 v Bl search
PO Number Comments Order Date Acknowledged At Items Unanswered Comments Total Assigned To Actions 1 . N avigate tO the Orders ,ta b a nd Sea I‘Ch for the PO
4511430399 11122 1311122 2,500 Each of 7100011329 No 500,000.00
CTJ0030P10FC BETAPURE usD i . .
‘ CTJ0.3UM @;U where an ASN is reqUIred

Supplier Type ASN Applicable 2. Click the Flip to ASN icon

All Suppliers (Direct POs starting 48XXXXXXXX

and 70XXXXXXXX) M=
Local Suppliers (Indirect POs starting NO
35X XXXXXXX or 45X XXXXXXX)

Foreign Suppliers (Only Indirect Materials POs YES

starting 35XXXXXXXX or 45XXXXXXXX)




Creating an Advance ship notice (ASN)

Create Advance Ship Notice

General Info
*ASN #
Status Draft
Ship Date u
Delivery Date u

* Bill of Lading
* Trailer/Transport ID
*Means of Transport v

* Carrier v

Enter the Delivery Date and the Tracking
Number before submitting ASN

If multiple batch splits will be required for a

single ASN, please upload the attached
document here. If only a single batch exists
enter the relevant details at the ASN Line
Level below.

EHECSV 77 AL 7+—7 ET i

Batch File Attachment | Choose File | No file chosen

i

Ship To

Address

T283-0052

TOGANE-SHIT19-3 NINOFUKURO
Japan

Location Code: 6140-

Shipping Info

Tracking Number
Carrier
Shipping Method

Ship Note

ASN Number: Enter up to 10-digit alphanumeric number, not
including special symbols (MANDATORY)

Ship Date: Enter date when goods are shipped from location
(Coupa will accept only current & next day) (OPTIONAL)
Delivery Date: Enter expected delivery date at 3M Warehouse
(MANDATORY)

Bill of Lading: Input text “DUMMY?” for domestic transactions
that are not imported (MANDATORY)

Trailor/Transport ID: Please enter Truck/Vehicle Number
(MANDATORY). Input text “DUMMY” if not applicable

Mode of Transport: Select from the drop-down list as
applicable (MANDATORY)

Carrier: Select from the drop-down menu. If none of the above

apply, select “OTHER“ (MANDATORY)




SM X
ASN - Non-Batch Managed Materials

2 Description Quanty uom Recelved Quantity  Status | € e Validate and change the Quantity, if needed, on the ASN
7100189942 | 371+ HIGH TACK BST CL CONFIG 0.000 RO W 0 Draft
o Line Level
Supplier Part Number PO# PO Line PO Line Quantity
e e 10000 — Note: There is no need to populate the Vendor Batch
Invoice No. Reference Invoice Invoice Line Invoice Line Qty . . .
Number, Manufacturer Date, Shelf-Life Expiration, 3SM
ECC PO Line Num Batch Pelivery Address Vendor Batch Number
00020 3M Japan Products Limited - Yamagata Batch Number, or Serial Number if Batch Check Box is
Manufacture Date  Shelf Life Expiration 3M Batch Number Serial Number n Ot C heC ked

» Delete the additional ASN Lines if the ASN is not applicable
Comments
for that PO Line

» Scroll to the bottom of the ASN Page and click Submit

e ASN submitted successfully” message will be displayed

Cancel ais Save ﬁ Submit

once ASN is successfully recorded

Advance Ship Notices

Advance Ship Notice submitted successfully




M 8
ASN - Single Batch Managed Material

Lines
1 Descripti Quantit uom Received Quantity ~ Staf . . .
7;5;'5"8;'; o - Decewe . Daﬁus 0 If the ASN only contains a single batch managed material,
J Earh v a ° . . .
S e - enter the details directly into the CSP ASN line screen to
capture the batch details:
Supplier Part Number PO# PO Line PO Line Quantity
i ez L » Validate and change the Quantity if needed on the ASN
Invoice No. Reference Invoice Invoice Line Invoice Line Qty Line Level and populate the additional fields:
. — B, o Vendor Batch Number (MANDATORY) — Refer to
ine Num atch Pelivery Address endor Batch Number Sli . .
ide 52 for batch naming convention
00010 3M Japan Products Limited, 5500 OAZ/ M fact Dat (MANDATORY)
O anuracture vate
Manufacture Date  Shelf Life Expiration 3M Batch Number Serial Number © InpUt Shelf-Life Explratlon, 3M Batch Number’ and

Serial Number (if applicable)

» Delete the additional ASN Lines if it’s not applicable for
that PO Line

» Scroll to the bottom of the ASN Page and click Submit

b i
o nnn

Advance Ship Notices

Advance Ship Notice submitted successfully
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ASN - Multiple Batch Managed Materials

01 If the ASN contains multiple batch managed materials per
line with multiple splits, a CSV file needs to be uploaded
to capture the necessary information (“Coupa ASN Upload
Template“ is available on the Supplier Direct Website)

A B C D FG H | ]
ASN/Delivery Line Number Vendor Material Number Purchase Order POLine Material Quantity ~UOM Vendor Batch Mfg Date  Expiry Date

02 p— Steps :
Csv(gom;nade“mited)(.m 01. Populate the columns of the file, and follow the below
More options. logic to ensure the ASN is successfully processed by 3M:

= |f a PO Line is split among multiple batches, create

03 . e cachment Uﬁ.ecmsen multiple records with the same PO Line number and
unique Batch numbers with the appropriate Quantity
Lines 02. Save the template file in CSV format Only
e ety O Rocoved Quanty  Suatis 03. On ASN Header Level, click Choose File and select the
. file
| Cancel | @ Save | £ submit 04. Scroll to the bottom of the ASN Page and click Submit

Advance Ship Notices Note: "Advance Shipment Notice submitted successfully’'
message will be displayed once ASN is successfully
recorded.



https://multimedia.3m.com/mws/media/2219811O/coupa-asn-multi-batch-attachment.xlsm

3m e
ASN - Upload Template Explanation

ASN/Delivery Vendor Material

Cne Number  Number  P4eha%e PO Maerial Quantiy uom ‘ST wigpme BB M Seridl
1 4811596688 10 3XXXXXXXXX 2000 EA 123456 20210430

Header Name Header Name Description Mandatory
ASN/Delivery Line Enter, 1, 2 3.... As sequence depending on the number of lines being entered Yes
Number
Vendor Material Material number if maintained by the vendor Not Required
Number
Purchase Order Purchase Order # provided in the 3M PO copy Yes
PO Line ECC PO Line Num # available in the 3M PO copy Yes
Material SKU # available in the 3M PO Copy Yes
Quantity Actual Quantity to be shipped to 3M ( No Special characters allowed ,only Yes

whole number)

UOM Unit of measure as mentioned in the 3M PO Copy Yes




3m e
ASN - Upload Template Explanation

Vendor

ASN/Delivery Material Purchase Order POLine  Material Quantity UO Vendor Mfg Date Expiry  3M Serial
Line Number Number M Batch Date Batch Number
1 4811596688 10 3XXXXXXXXX 2000 EA 123456 20210430
Header Name Header Name Description Mandatory
(Yes /No)
Vendor Batch Vendor Batch # should be a maximum of 10-digit alpha-numeric. No special Yes
characters
Mfg Date Manufacturing date of the batch # mentioned above should not be later than the Yes
ASN date with format YYYYMMDD, “/” should not be used
Expiry Date Expiry Date of the product. Format YYYYMMDD, “/” should not be used No
3M Batch 3M Batch id, if provided by 3M No
Serial Number Serial Number available if any No
HU HU Label # if Any Not Required
Qty per Case Batch quantity Not Required
UOM Unit of measure as mentioned above Not Required

Package Material packaging Material Not Required




ASN - Multiple Batch Managed Materials

Example:

o> General Info

Supplier SUMIKA-KAKOUSHI CO LTD_0001843881
Status Pending Receipt
Uom
Gross Weight
Ship Date 01/12/22
Expected Delivery Date 01/13/22
* Bill of Lading BOL12345
* Trailer/Transport ID BOL12345
* Means of Transport motor
* Carrier YOSHIMI UNSO KK (IWAKI SHI)

Enter the Delivery Date and the Tracking
Number before submitting ASN

SRiIHENBENRHE - RRE S BIREE
AENTWE I EEBRL TS L,

If multiple batch splits will be required for a
single ASN, please upload the attached
document here. If only a single batch exists,
enter the relevant details at the ASN Line
Level below.

BHECSVZ 7 AL 71— v FOADHR
EhEd,

Batch File Attachment 1141100112.csv

PO Line

Purchase
Order

ASN/Delivery Vendor

Line Number Material

Number
4810983931 '60010
4810983931 60010
4810983931 '00010
4810983931 00010
4810983931 60010

Ul B W N

Lines

1 Description Quantity UOM Received Quantity
7010658314 RS S3 MOLDED RUBBER RAIN 0.000 Each v 0
SHADE(100)-6014
Supplier Part Number PO # PO Line PO Line Quantity
VENDMAT-1 4810983931/ 1 1000.0

Invoice No. Reference Invoice Line Invoice Line Qty

CC PO Line Num
00010 /

Shelf Life Expiratio

Batch [Pelivery Xddress Vendor Batch Number

apan Products Limited, 5500 OAZ/

Free Text

Manufacture Date 3M Batch Number Serial Number

Material Quantity UoM Vendor Batch Mfg Date Expiry Date  3M Batch Serial
Number

7010658316 100 Each BATCH1 20220101

7010658316 200 Each BATCH2 20220102

7010658316 100 Each BATCH3 20220104

7010658316 250 Each BATCH4 20220107

7010658316 350 Each BATCH5 20220108

case

Status 0

Draft

HU Qty Per UOM Package

Material




3M K
Batch Managed — Key Points

The Batch ID/Lot Number is created for material must:

Not be greater than 10 characters

Not contain spaces

Only contain alphanumeric characters

— A through Z and O through 9 only

— No special characters, i.e., -, _, /7, \, $, *, #, @, etc.

Not start with leading zeros if entirely numeric (e.g., 09192020)

Contain one (and only one) Date of Manufacture

Contain no more than one Expiry Date




M s

View/Manage PO ASN

£r:coupa supplier port 01 YOSHIKI v | NOTIFICATIONS @ | HELP v StGpS:
Home Profle Orders Service/TimeSheets | ASN  nvoices Catalogs  Business Performance  Sourcing  Add-ons  Setup . .
- 1. Click on the ASN tab in CSP. The Advance
02 . .
Select Costomer | SM v Ship Notice page appears
Advance Ship Notices 03 o
2. From the Select Customer drop-down list in
ven |
ASN Number Status Delivery Date Last Updated By Last Updated Date Actions the tOp I‘ig ht Corner, select 3M
| None Draft lone Yoshiki Tsumura 0204721 ; o
e D fosi Tumus e /9 3. You can filter the table by columns, use the
ASN123 Pending Receipt 12020120 Yoshiki Tsumura 12117120 4
ASN1356 Pending Recaipt 12/23/20 Yoshiki Tsumura 12121720 4 search bar to filter Wlth a search term or
TestASN Pending Receipt 02n2i1 Yoshiki Tsumura 0210721 74
Perpae 15 | 45 | 90 click on the View drop-down list to perform
advanced filtering

Note:

* ASN Status will remain in Pending Receipt after submission. It does not mean that the Goods are not received by 3M

» Suppliers should not edit the ASN once it is submitted. In case of any correction, please email to the Buyers who will

assist in canceling the OLD ASN. Supplier can thereafter submit the new ASN




FAQ - ASN

1. ls the ASN number auto-generated or need to be entered manually?

[Answer]: Suppliers need to enter the ASN Number in Coupa along with other mandatory fields. You may enter any
unique number

2. Can we create an ASN once PO is acknowledged, without waiting for the delivery date?

[Answer]: No, ASN should be submitted when you are ready for shipping, wherein you will be required to submit
shipment details also, which will be available only during delivery

3. How do we process partial deliveries? Example: PO qty: 100K split into 3 to 4 dates, but the dates are not
confirmed & depend on 3M pull in the schedule.

[Answer]: Supplier should ask Buyer to raise PO change request to split lines according to delivery dates

4. Should we print the ASN # on the packaging label for each shipment?

[Answer]: No, it’s not required

5. Our goods are collected by 3M appointed transporter. Will the transporter pick up goods based on the ASN
information?

[Answer]: Yes, you should load the goods according to the ASN provided




Q&A Session
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05:00

Start Stop Reset | mins: |5 secs: |0 type: |None W

[ ereaktime for PowerPoint by Flow Simulation Ltd Pin contrals when stopped







Create Invoice Once a PO Flip has been completed, the below key information is
required to process the invoice:
Choose Invoicing Details
01 _
* Legal Entity | Select ~ @ Add New . . .
N § 01: Choose the Legal Entity, Remit To, and the Ship-From Address
- stp-rrom Addvess [EEED 5 as we created on Slide 22.
02: Populate the mandatory General Information including:
@Z/ General Info From . e .
= |nvoice # - Enter your specific invoice number
o meeronnaes wooed | @ INvoice Date — Date when the invoice was created
Date of Supply | 10/03/2021 [i ,gf;—;n;; . .
S Note- Invoice Date should not be in the future.
- | e Note - Invoice Number should be unique and no special characters
Image Scan [ Choose File | No file chosen g o . . .
“Ship From Address NISSO P Note- Supplier should not attach another invoice to this
o transaction as the Coupa generated PDF is your and 3M legal
Attachments @) Add File | URL | Text 7 To invoice.
03 03 Suppliers may attach other documents e.g., Delivery Slips,
;?le B':Z";‘W';‘E‘l::z | 371+ HIC m\ly UIOM ~ — 10.00 ’I O OO Q H 1 H
Custom Slips, etc. if required)
- > 03: Validate the Invoice Quantity at the Invoice Line level.
(Note- Supplier may delete additional PO Lines if not billing)
04 e 04: Select the Tax Rates for Invoices.




©_

Create Invoice

Q Add Line Q Pick lines from PO Q Pick lines from Contract

05

3 Type || Description aty

PPPPP

GGGGGGGGG

3"

Delete

1,765

1,765

05: Supplier must add a line on the Invoice for additional
charges e.g., Discount, Insurance, Assist, etc.

* Click on Add Line Button.
» Enter Description, Qty, and Price.

* Supplier must choose “Additional Charge Category” for
these additional lines.

» Choose the Tax Rate if applicable.

OR Enter the charges in the Summary Charges for Shipping,
Handling, or Misc.

06: Scroll down to the bottom of the Invoice Page and
Click Calculate and then Submit.

Follow prompts to validate that you are ready to send an
Invoice to proceed in submitting the invoice.

Note:- Once the Invoice is submitted, the Supplier cannot
modify that Invoice.

Note:- Supplier should not email Invoice Copy to the 3M
Invoice Email Address for Singapore and Malaysia only.

Note — Once a PO Line is fully invoiced (Approved or
Pending Approval), It cannot be invoiced again.

N




3m K
View Payments

Coupa Supplier's will receive an email containing Payment/Remittance information.

Note: If payment method is check, email remittance will not be sent.




3m I
Invoice Status

o N o o o o
Invoice # Created Datg Status PO# Total Unanswered Comments Dispute reason Actions ¢ O n Ce a n I n VO I Ce IS S u b m Itted to 3 M ? It WI I I be I n
I Test123456 29011724 Pending Approval | 4812140449 2821 USD No
24357689 29121 Pending Approval | 4812140449  171.01 USD No P nding Appr \V} I St t
35647568768 2811721 Pending Approval || 4811428806  1,045,74500 USD  No e ova atus
INV40448 1911721 Pending Approval || 4812140448  53.99 USD No
iNv5656 21110121 Pending Approval | 4812136707  71.07 USD No Th S H ” h A d f h d
°
bankinw123 1410121 Pending Approval || 4812120377  143.20 USD No e tatus Wi Ccha nge to pprove a ter t € vendor
INV84656 14/9/21 Pending Approval | 4812284656  21.99 USD No . . . .
Testinvoice  14/9121 Pending Approval || 4812122930 51.53 USD No InNvolice Is a pproved a nd posted N the 3 M System

« The Draft status implies that the supplier has only
3 21 saved the invoice and it has not been submitted to 3M

Invoice # Created Date Status PO # Gross Total Unanswered Comments Dispute reason Actions
I CREDIT1202 01/12/21 Approved 4812140760 -264,000 JPY No
INVOICE 1203 01/12/21 Approved []4812140760 476,300 JPY No
CREDIT1201 30/11/21 Approved [|4812140759  -284,000 JPY No
INVOICE 1202 30/11/21 Approved 4812140759 476,300 JPY No
INVOICE 1201 30/11/21 Approved 4812140765 1,056,550 JPY No
123345567 30/11/21 Approved 4812140770 1,056,000 JPY No
CREDIT113001 30/11/21 Approved 4812140758 -264,000 JPY No
view [0 = g |
Invoice # Created Datef] Status JPO# Gross Total  Unanswered Comments Dispute reason  Actions
I None 30/11/21 Draft 4812140769 960,000 JPY  No y 0
None 30/11/21 Draft  J4812140770 0JPY Ne %) N O Th 'II b d I‘
| : ote: I he payment will be made to supplier as per
None 30/11/21 Draft  J4812140765 960,000 JPY Neo %)
None 30/11/21 Draft ~ J4812140770 0JPY No %) .
sz | ot ferzraore gm0y o /0 their agreed contract terms




FAQ - Invoice

1. How do we submit shipping documents, besides Invoices?
[Answer]: Please send additional shipment documents to the responsible personnel per the current
Process for Singapore and Malaysia. Vietnam will follow the existing process

2. Is the remittance advice automatically generated from Com:a system? OR Do we need to log in to download the
remittance advice, during each time payment is remitted by 3M?

[Answer]: Remittance Advice Notification will be sent to supplier via Coupa CSP.

3. Can we fill ERP Invoice # into COUPA Invoice # ?

[Answer]: You can put the Invoice number generated from your system to Coupa Invoice Number.

Please note the Invoice generated from Coupa for Singapore and Malaysia are Legal Invoice and only Coupa
Invoices must be used for tax purposes

4. How do | make a partial claim on an Invoice?

FAnswer]: You can Invoice multiple times against a single PO. Just click the gold coin icon and enter the amount you'd
ike to appear on the Invoice

5. Once an Invoice has been approved, what do | need to do next?
[Answer]: No further action. The Invoice will be in 3M’s queue, and you'll be paid based on the agreed payment terms




Q&A Session

Invoices




Credit Notes

o Create a Credit Note
o Resolve a Dispute by Creating New Invoice
o View Existing Credit Notes



Create Credit Note

01

02

Invoices

Instructions From Customer

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Inveice list page}

Create Invoices @

Create Invoice from PO

Invoice # Created Date Status
I No rows.

Perpage 15 | 45 | 90

—

Purchase Orders

Instructions From Customer

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers ol

170 12122120 Issued Mone

Click the == Action to Accept the Purchase Order and Create an Invg

Create Credit Note

Credit Note

PO # Tof

customer please select other.

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

Reason @ Resolve issue for invoice number Select an Option

() Other (e.g. rebate)

Cancel

Select Customer [3m

PO Number Order Date Status Acknowledged At Items Unanswered ©

16 each of 20651756123-Chicken Tikka ~ No 1,600
Masala-P067

Credit Note

How do you want to correct invoice "NY 111" 2

yned To Actions

® Completely cancel the invoice with a credit note °

Cancel

2

Coupa supports Credit Note functionality to perform
return on an invoice. Supplier should create Credit
Notes only from Invoice Screen.

01. Click on the Create Credit Note button from the

Invoices page to:
= Resolve issue for (a specific) Invoice Number, or

= Choose “Other” for other credit reasons

02. Supplier should not create Credit Note from the

Purchase Order Screen using Red Coin Button.




3m
Resolve a Dispute Invoice

Select Customer 3M Company ~

Invoices

Instructions From Customer

JLYy b XEEERTAIBA, (LYY FXEE(ERTA] K& &2 U v s LET.If youneed to issue a Credit Note, please click the “Create Credit Note”
button below.

Create Invoices @

Create Invoice from PO Create Credit Note @fn
)
c=n view £ I
Invoice # Invoice Date PO # Total Disputed Date Commented Dispute reason Comments Actions °
INVOICE1111111  1/12/21 4811428806 2,310,000.00 1/12/21 None Invoices with E @Z},
usb total more than
99,999,999.00
3456745765854 28/11/21 4811428806 216.00 USD 28/11/21 None Tax rate missing
or incorrect
1INV29281 28/9/121 4812129281 143.20 USD  30/9/21 30/9/21 See comment SAP Pl (@SAP PI) on 30/9/21 at 1:21 am
section Duplicate invoice. Return to vendor.

Return reasons:
99 Other - See Gomments

Comme... View More
& chat with Cou|

Total CT 210,000.00

Net Total 21 .00

Gross Total 00

Cancel Invoice Adjust @3

3M may dispute a supplier-created invoice for multiple
reasons. The supplier should review the dispute
invoices and the reason associated and re-create new

Invoice.

Supplier do not need to act on Disputed Invoices.
Supplier can directly create a new Invoice.




3M
View Existing Credit Notes

#,&coupa supplier portal YOSHIKI~ | NOTIFICATIONS @D

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

Invoices  Invoices Lines  Payment Receipts

Select Customer M

Invoices

Instructions From Customer

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Invoice list page}

Create Invoices @

Create Invoice from PO Create Credit Note
view [ v [l seafn
Al
Invoice # Created Date Status PO# Total Ungnswered np o000 o i Actions
I IM-nvoice  0216/21 Pending Approval 163 1836JPY  No Approved
Credit Notes
InvoiceTesting  02/16/21 Pending Approval 180 1,728 JPY No Disputed
; . ) Disputes with a supplier response
Testinv3 02/15/21 Pending Approval 179 1,728 JPY No Disputes without supplier response
TestiNV2 0211521 Voided 179 1,728 JPY No Draft
Overdue invoices
TestCreditNote ~ 02/15/21 Approved 152 -1,442 JPY No Payment Information
InvoiceTest 02115021 Approved 152 1442JPY  No Pending Approval
Processing
None 02/15/21 Draft 152 1.335 JPY No Unpaid invoices / Q
Voided
None 1222120 Draft 181 1,600 JPY No Create View V4 Q
CN163 12022120 Approved 163 -1,650 JFY  No
None 1222120 Draft 163 0JPY No V4 Q
None 12022120 Draft 163 0JPY No V4 Q
None 1222120 Draft 163 0JPY No V4 Q
None 12022120 Draft 163 0JPY No V4 Q

CN152 1212220 Approved 132 -1566 JFY  No

HELP ~

Steps:

1. Select Invoices page

2. Find View drop-down list to filter what
type of columns you would like to be
visible

3. Inthe appearing pop-up, choose Credit
notes.




3M £
FAQ - Credit Note

1. How do | credit or cancel an invoice that has already been billed?

[Answer]: To create a credit, enter a negative quantity. See Creating a Credit Note for more info.

Once an invoice is submitted, it can't be changed in any way. However, you still have options:
* Create a new credit memo that credits the customer for the original value, and then generate a new invoice.

» See Creating or Editing an Invoice for more info.



https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Work_with_the_CSP/Create_or_Edit_an_Invoice#Create_a_credit_note
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Work_with_the_CSP/Create_or_Edit_an_Invoice

Q&A Session

Credit Notes




Summary

PO should be acknowledged within 2 Business Days if suppliers agree on all aspects of the PO

If Suppliers do not agree on the PO, Change request should be raised OR email Buyers for any
clarifications, within 2 Business Days

3M does not currently use the Coupa comments feature on transactions. In case of any

concerns, please contact buyers via phone or email

ASN must be submitted for Direct PO’s (starting from 48XXXXXXXX) when goods are ready for
ship. Foreign Supplier must submit the ASN for Indirect Material POs too

Carefully look at the Batch Managed Indicator on the ASN, and mandatorily provide batch

number and manufacturing date information

Supplier must attach only the .CSV file to the multi batch attachment field
Supplier are allowed to create invoices once they ship out the goods.

Supplier should contact buyer for any clarification




M X
Learning References

3M Supplier Direct
3M Learning Material is accessible @

OVERVIEW > SUPPLIERS ¥  SUPPLIER ¥ PROSPECTIVE v EEellei=oR g CONTACT 3M P
REQUIREMENTS SUPPLIERS

https://www.3m.com/3M/en_US/suppliers-direct/global-landing/

Registration Instructions

‘ | B T e N *  Choose your country based on the purchase order origin country
'3M Suppli'emﬁf'e(;t' = - ST o Coupa Supplier Portal (CSP) is accessible @

& Y
H k Global/Local Supplier News
A'globgLngur::; I_iM Su-pp:hers

https://supplier.coupahost.com/

PR, . :
S ' 2= e » 8 .. Contact3M

3M ERP Support Coupa Hosted Training content is available @
el FiiE https://success.coupa.com/Suppliers/For_Suppliers

For any eCommerce related questions, please contact:

STPeCommerceSG@mmm.com - Singapore

STPeCommerceMY@mmm.com — Malaysia

STPeCommerceVN@mmm.com - Vietham

NV

* Coupa® and the logo w are trademarks of Coupa Software, Inc.
* 3M® and the logo JIMl are trademarks of 3M Company.
* Coupa approves the use of links to the Coupa support site, and the materials posted to 3M’s Supplier Direct Site



mailto:STPeCommerceSG@mmm.com
mailto:STPeCommerceMY@mmm.com
mailto:STPeCommerceVN@mmm.com
https://www.3m.com/3M/en_US/suppliers-direct/global-landing/
https://supplier.coupahost.com/
https://success.coupa.com/Suppliers/For_Suppliers




