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<Supplement>
This manual provides an overview of the operation image.



© 2019 MITSUBISHI HEAVY INDUSTRIES, LTD.  All Rights Reserved. 2Confidential

Agenda

1. Notes on Operations

2. How to receive Pos

3. How to send Invoices



© 2019 MITSUBISHI HEAVY INDUSTRIES, LTD.  All Rights Reserved. 3Confidential

1. Notes on Operations

Please note the following points regarding new business operations using Coupa.
Thank you for your understanding and cooperation.

No. Notes Content

2
Pre-registration of 

payment bank account

For the bank account information, we will pre-register in 
Coupa the bank account information with the one which we 
currently have transactions.
If you would like to change the bank account information, 

please contact our company person in charge in advance.

1

Contents to be written 

on the receipt/delivery 

slip

To carry out the acceptance inspection process smoothly, 
please include the following information on the receipt:
・PO Number *Refer to P5

・Location to ship *Refer to P5
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2. How to receive POs

① Select the「Orders」 tab to display the screen 
of  Purchase Orders list

② Click the 「PO number」 (hyperlink) on the   
screen of Purchase Orders list to display the 
Purchase Order.

Please confirm orders from MHI on CSP.

①

②

Purchase Orders list Inquiry of Purchase Order
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2. How to receive POs PO Layout

Purchase Orders can be printed as PDF on CSP.

Customer name

Order to
(Supplier address)

User information

Orderer information, telephone number

Product name information

Stock PO: 3593

Sample

Notes No.1

(PO Number)

For smooth acceptance inspection 
process, please write the PO Number 

on the receipt/delivery slip attached 
to the product.

Notes No.1

(Location to ship: xxxx)

The above information is 
indicating the location of our 
company. If this information is 
included, please put (location to 

ship: xxxx) on the 

receipt/delivery slip attached to 
the product.
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3. How to send Invoices

① Select the 「Orders」 tab to display the screen of 
Purchase Orders list

② Click the       icon on the screen of  Purchase 
Orders list to display the screen of Invoice 
registration

You can send an invoice on CSP. ※Processed in units of PO.

①

②

CT Rate

Invoice number

Invoice date

purchase orders list Invoice registration

③ Input the Invoice number, Invoice Date, and 
CT Rate, then click the 「Send」 button.

③




	スライド 1: Transaction Manual using Coupa Supplier Portal
	スライド 2: Agenda
	スライド 3: 1. Notes on Operations
	スライド 4: 2. How to receive POs
	スライド 5: 2. How to receive POs PO Layout
	スライド 6: 3. How to send Invoices
	スライド 7

