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IMPORTANT:

This tutorial document covers only the basic
functionalities of Coupa Supplier Portal. Should
you have any inquiries or encounter topics not
covered in the tutorial, we encourage you to reach
out to the MHI affiliate company that invited you
to the training.

MITSUBISHI
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To better follow this guide, you may want to get yourself familiar with some indicators that is used.

LEGEND DESCRIPTION
Note:

. Coupa is updated regularly, so in-
7 .
% % A cover to conceal critical information in the sample user interface. case you encounter a discrepancy

between this manual from the

actual operation please let us

An additional information, that may help you understand better the instruction. know.
D Emphasize the area in user-interface that you may need to set your attention On bottom-right side of each
to. slide, you may find a “Menu”
tab, click to this tab to go to
1 An index to lead you to a particular instruction, usually found if there are 2 or Menu page.
[ ] more instruction in same user-interface.

An Indicator usually pointing to the whole Ul image to provide an general
instruction.

the user-interface.

Indicates a user-interface transition, from the current interface to the next —
once an action is made.

/q An Indicators where an instruction is referred to, applied to a specific area of

Found inside an instruction text-box to indicate an object (Button, Tab,
..... Checkbox, etc.) in the interface. Typically, the name of object is written inside
the brackets.
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Menu MITSuBISH

You can go to specific topic by clicking on the tile. |

CSP Overview
Process About this
Overview ERTE]

CSP General Operations
Initialize CSP PUEESE Invoice
Order

Initial Login Confirm PO Create Invoice
S
. Acknowledge  Create Credit ®©
Setting MFA PO Note m
. Payment
Adding Users Status
Remit-to
Address
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1. CSP Overview




Process Overview (1/2) S L L

Coupa is a cloud-based platform that simplifies business-to-business (B2B) transactions between companies and their
suppliers.

ZEcoupa e

£,acoupa supplier portal

AR Y .
2 ) Geles
MHI \j SUPPLIER M SUPPLIER

Group

Group

Conventional B2B transactions are like a maze of emails, paper forms, and manual
processes, leading to slow approvals, errors, and limited visibility.

Coupa cuts through the maze with automation, offering a streamlined, transparent,
and faster experience for both buyers and suppliers.
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Receive PO, Advanced Ship Notice, and Invoice processing will be done through CSP (Coupa Supplier Portal).

*Actual payment process, based on Coupa payment information, will not change.

Coupa/CSP * Data Flow =~ — Goods Flow

/E
-]

S

Procurement f .“ *Data merged to ERP
ZEcoupa ;

Purchase Purchase Order Goods Received Goods Receipt
Requisition (PO) entered

OK to Pay

MHI Group

B

£,xcoupa supplier portal

Receive PO i Invoice

Suppliers
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About This Manual 2 MITSUBISHI

 Initializing CSP

 Receive and review Purchase Orders
 Send Invoices and Credit Notes
« Manage your Company Profile

» Work collaboratively on the platform

Reminder for suppliers
« Suppliers must provide only one email address for the creation of the CSP account.

» To register CSP, suppliers will receive an invitation email.

Useful link:
https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers

Menu
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https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers

2. CSP General Operations




Table of Contents MITSUBISHI

2-1 Initialize CSP Initial Login

Setting Multi Factor Authentication
Adding Users
Adding a Remit to Address

2-2 Receiving POs To confirm POs in CSP

To Acknowledge POs

2-3 Remit-to Address Creating a Remit-to Address
2-4  Invoice Create an Invoice

Create a Credit Note

Check Payment Status

2-5  Help Desk Coupa Chat Support
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Initialize CSP

 Initial Login

» Set Multi Factor Authentication
 Add Users

 Add a Remit-to Address




Initial Login (1/3) MM

Invitation email

An email will be sent to the supplier via CSP based on the survey collected in advance. Emails from CSP will be sent from
@supplier.coupahost.com. Suppliers are required to click the “Join Coupa” button from the email to proceed with user
registration. By default, this account serves as the admin account for your company.

Supplier Business Name

The invited user will receive an invitation email. |.

swcoupa (%/
Mandatory Actions & = - Click below to join Coupa

Hello, s,
a Coupa account. Once registered, you'll have access to a number of features when working with purchasing organizations that use

oupa, such as viewing and managing purchase orders, creating and managing invoices, and receiving real-time SMS nefifications for these
transactions.

Recipient’'s Name

The Coupa Supplier Portal is completely free and can help you improve your electronic fransactions and contact methods. You can find out more
labout it at the link below. There is also a buiton for regisiration. Please take a look.

Forward this registration request

H#EZ Coupa Supplier Portal?2E¥ Need help? Answers to Learn more about how Coupa
A equently asked questions and  is used by Coupa information
problems companies

Business Spend Management

\ zwcoupa

\

If the recipient is not the appropriate person to administrate Coupa, he or she may forward the invitation to the
right person. Please also note that the initial user by default will have the administrator rights over the CSP.
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Initial Login (2/3) b L
After setting the password on the initial login page, Upon submission, the CSP dashboard will open. Coupa
suppliers must agree to the policy and terms and provides a tour of the new site, which can help users
conditions before submitting their information. better understand the features offered by CSP.

,2coupa supplier portal

’ Join the Coupa Supplier Portal

Validate the information below and create the password for your account. Click here for help.
e S
“LastName A

Nome YRS

e QR i
- Welcome to thePl\:ﬁtv;Coupa Supplier

Use at least 8 characters and include a number and a letier.

Transact more easily with your existing customers and

@ | accept the Privacy Policy and the Terms of Use. 3 g 2 K A
increase your visibility with potential customers.

Take the tour to see what is new!
Forward your invitation

Not the right person to register now? Want to ask a coworker to join quickly? Send a copy of your
invitation to colleague\'s email below (must have same email demain)

Forward email | Email @ijp-kpmg.com
[ suomit| PP “Take Tour

/ For additional information while using the CSP,
click “Help > Online Help”. Here, you will find
If the recipient is not the appropriate person to administrate helpful topics and definitions for using the supplier
Coupa, he or she may forward the invitation to the right portal. You can also click “Help > Help Tour” to

person. Please also note that the initial user by default will

have the administrator rights over the CSP. take the tour again.

NOTIFICATIONS @) | HELP -
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Initial Login (3/3) HEAVY INDUSTRIES

After the initial login, the user can use their registered email and password to log into Coupa. It is advised that the supplier
may bookmark the CSP login page(https://supplier.coupahost.com/).

[1] Enter you email and press “Continue”. [2] Your email will automatically be filled out and you
have to enter your password, then press “Login”.

coupa supplier portal & Secure £xcoupa supplier portal @ Secu

Login

I.Ogln * Email
% i

* Email

& * Password

.f’"f o ot

New to Coupa? CREATE AN ACCOUNT
Forgot your password?
New to Coupa? CREATE AN ACCOUNT
Forgot your password?

Login URL:
https://supplier.coupahost.com/
It is advised that the supplier may bookmark the CSP login page.
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https://supplier.coupahost.com/
https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers
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Multi Factor Authentication

In order to enhance security, it is necessary to enable two-factor authentication when “setting legal entity”. Use your
smartphone or mobile phone to enable two-factor authentication.

. . : [2] Click “Security & Multi Factor Authenticatio” and select
[1] Click the drop down beside your name and then click at “For Payment Changes (Required for changing Legal Entity

Account Setting’, or Remit-to)” to process for enable the function,

upa supplier portal HIIEI . NoTIFIcATIONs @) HELP -
; = roger——
0 Invoices ~ Orders  Business Profile  Service Sheets ltems[ 1/1 nces asts  Setup  More... scoupa supplier portal VW NOTIFICATIONS
A Invoices Orders  BusinessProfile  ServiceSheets  Items  ASN  Sourcing  Forecasts  Catalogs  Community  More..

Log Out
. My Account security & Multi Factor Authentication
]

Multi Factor Authentication

iﬂulll Factor Authentication via App

@® For Payment Changes (Required for changing Legal Entity or Remit-To) I

o Scan this QR code using your mobile device. Coupa Supplier Portal

« Open your preferred authentication app on your mobile device. Learn more

« For most apps, select “Add” or “+" 1o scan the QR code or copy and paste
tha security key.

swscwmg\mgxamwm Pop-up may be displayed to encourage registration of the
ikt copy Sacarty Key application for multi factor authentication. Please scan on the
QR code in case you want to open the authentication via
Authentication App.

0 Enter the 8-digit verification code from your device. Code

e
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Set Multi Factor Authentication (2/4) P

Multi Factor Authentication

In order to enhance security, it is necessary to enable two-factor authentication when “setting legal entity”. Use your
smartphone or mobile phone to enable two-factor authentication.

[a3r1yvv¥2;’n the following screen is displayed, click “Save [4] Select “Via SMS”, and then click “Enable”.
rlease Confirm My Account security & Multi Factor Authentication
. _— Setti . o
You have selected to enable Multi Factor Authentication on Legal = Multi Factor Authentication
- . o . Notificali
EFIT.ItIES: Pﬂjl' ment SECTIHI'IE. .I‘:";I'E Yﬂl.l sure -!'rou d |IkE.‘ toco manE? Pfe;e:nzgs (O For Payment Changes (Required for changing Legal Entity or Remit-To)
[3] Securty & Ml @ For Both Account Access (Login) and Payment Changes

Factor
AR Via Authenticator App

App Connections

Use an Authenticator App available from your mobile phone
app store.

[ 4] Default

Via Text Message

Use a code sent via text message to your phone number.
Default

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




&
=
8
m
1]

Set Multi Factor Authentication (3/4) b

Multi Factor Authentication

In order to enhance security, it is necessary to enable two-factor authentication when “setting legal entity”. Use your
smartphone or mobile phone to enable two-factor authentication.

[5] Enter your Phone number that can receive SMS (Short- [6] SMS is sent to the entered mobile phone.
Mail) in this popup window and verify that you are not robot Enter the six-digit code that you received on the mobile
and after you finished verification, click “Send Code” phone/smartphone SMS and press “Enable”.
¥ Multi Factor Authentication via SMS Multi Factor Authentication via SMS
A code will be sent to your phone as an SMS Text Message Phone Number Q A code will be sent to your phone as an SMS Text Message b i
(SMS rates may apply). [5] -1 - 1 (SMS rates may apply).

o Confirm Recaptcha

4 .
Jersey +44
™ D I'm not a robot et
I:l I'm not a robot - 1eCAPTCHA
[ 5] 2 reCAPTCHA Prvacy - Tems
- Privacy - Teme

Send Code

6 Confirm Recaptcha

Your verification code has been sent to: +91986-086-6998 [6] _1
Enter the/6-digit verification code sent to your phone.
o Enter the 6-digit verification code sent to your phone.
Cancel [q“_cz

-For phone numbers in Japan, click the default "+1" and A 6-digit validation code will be sent to your registered

select "Japan(B &) +81". mobile/smart phone via SMS (Short Message Service).
*Please omit the "0" at the beginning of the phone number.

Example : 080-1234-XXXX= +81 80-1234-XXXX In case you are still not finishing the verification process, the

*Hyphenation in the middle is automatically entered. “Enable button” will not be available to click.
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&
=
8
m
1]

Set Multi Factor Authentication (4/4) b

Multi Factor Authentication

In order to enhance security, it is necessary to enable two-factor authentication when “setting legal entity”. Use your
smartphone or mobile phone to enable two-factor authentication.

[7] The backup code is displayed. Be sure to write_down [8] When the message “Via SMS Enabled” is displayed,
the backup code as an emergency recovery code in case the setting is completed.

the authentication code is not delivered due to lost phone
or changed phone number.

Save Your Backup Codes

[8] Via Text Message

Q Use a code sent via text message to your phone number.
Default

These codes were generated on June 25, 2025

Emergency Recovery codes are the only way to restore
access if you lose access to your authenticating device or Show R o Colles

app.

Regenerate Recovery Codes

You can use each recovery code only once.

7/, 7/ L~ | ine Toure on i tef and close the soresn wi [
[7] 7/ 7

The backup code is displayed here. Note:

* You can paste in text by clicking “Copy”.
Copy Download -l * By clicking “Download”, you can save it as CSV.

* Do NOT click the “Print button”.

© 2019 MITSUBISHI HEAVY INDUSTRIES, LTD. All Rights Reserved. 17




Add Users (1/3) PN

Add Users

In CSP, you can add users and assign them roles, including account administration. It gives you an option to set up multiple
users accessing different functionalities of the same supplier portal.

Navigate to Admin section. From the [1] “Admin” Tab, click on the [2] Invite User
“Invite User” button. _
User Information Phone Number
£;zcoupa supplier portal W NOTIFICATIONS @ | HELP - e =
4  nvoices  Orders  BusinessProfile  Service Sheets  ltems  ASN  Sourcing Foretasts‘ ’ C.at;ln;s ’ More... == =
[ 1 ] Admi Connection Requests Srmmen
Ad mll’l Users [2] Permissions Customers

oA
/;ﬁ [ M Broup.

Users

For more information about these fields, please refer to the table below. e _—
Field Name Description ;:“’nfm""’“‘”‘“

First Name First Name of invitee. o

Last Name Last Name of invitee. “':?% o

Email Email of invitee. st
Permissions to be set for each user. —

Permissions Admin / Orders / Invoices / Catalogs / Profiles / T |
ASNs(Advanced Ship Notices)

Customers Customer to provide service to. Fill and select the required information, then

proceed by clicking “Send Invitation” button.

© 2019 MITSUBISHI HEAVY INDUSTRIES, LTD. All Rights Reserved. 18
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Add Users (2/3)

Add Users
In CSP, you can add users and assign them roles, including account administration. It gives you an option to set up multiple

users accessing different functionalities of the same supplier portal.

o . : L , [3] The invited user must fill out all required fields
[1] The invited user will receive an invitation email. to register. [4] Then, submit the CSP user
registration form.

[2] Then, click “Join Coupa Supplier Portal” to register.

[1]
Join the Coupa Supplier Portal

Complete the information below and create the password for your account. Click

coupa —
ﬁnf{equ?ed-minlhemupawl Recipient's Name I
here for help.
[3] * First Name W

N

et real-time SMS alerts for these:

T I . .
e . *Last Name ¥
[2] f;}mupa * Department | Operations v
*Role | E-Commerce Manager v
* Email £5 o
*Password esesscssscsee

Use at least 8 characters and include a number and a letier

c.o..'.l.|.4

Password Confirmation

| accept the Privacy Policy and the Terms of Use

o
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Add Users (3/3) PN

Add Users

To access a CSP function, click on the relevant tab on the main menu at the top of the CSP main page. Refer to this table for
additional information about the fields.

-,
g,scoupa supplier portal m NOTIFICATIONS HELP ~
ﬁ Service Sheets ltems ASN Sourcing Forecasts More...

gal Entities Payment Methods Information Requests Performance Evaluation

Business Profile Profile Submissions

MHI_QTC6557

Profile Preview | Copy Profile URL | Download asPDF <, Share Profile

Company Info

Company Name Industry About
MHI_QTC6557

Tax ID Year Established Commodities

Japan: T5010001078872

! For more information about these fields, please refer to the table below.

Tab Name Description
Invoices Access to "Invoices" tab. To manage invoices to be created for the customer.
Orders Access to "Orders" tab. To view purchase orders from the customer.
Business Profile Access to "Business Profile" tab. To manage profile to be shown to the customer. Out of scope for MHI.
ASN Access to “ASN” tab. To manage ASN (Advanced Ship Notice).
Catalogs Access to "Catalogs" tab. To manage catalog items. Out of scope for MHI.
Setup Access to "Setup"” tab. To administrate CSP users, payment addresses.

© 2019 MITSUBISHI HEAVY INDUSTRIES, LTD. All Rights Reserved. 20




Add a Remit-To Address MITSUBISHI

Add a Remit-To Address

CSP includes remit-to addresses as part of electronic invoice compliance. You must add a remit-to address before you can
create an invoice.

S—
ﬁ» Invoices Orders Business Profile Service Sheets Items ASN Sourcing Forecasts Catalogs More...

Admin Connection Requests

Admin remit To

U | Add Payment Method View Al \k/l o] I
sers

Worker Portal Access

Payment Method Name Remit-To Address Payment Type Legal Entity Customer Sharing Status Actions
Merge Requests - e
None 2Io-0-0 Check bRttt MHI Group(Test) - MHI_QK04413  Active ¥y ©
= ) |
Merge Suggestions &I
13 MHI Group(Test) - MHI_QTCB557  Active
Requests to Join 100-0000
Japan

Fiscal Representatives

Preferred
Payment Methods Language:

Japanese
sFTP Accounts
Per page 5 10| 15
cXML Errors

sFTP File Errors (to
Customers)

For more information about these fields, please refer té the table below. I

Field Name Description

Payment Method Name Name to identity the payment method.
Remit-To Address Use this field to tie your CSP remit-to address with the corresponding address in your ERP.&—_
Payment Type Type of payment used (e.g. bank transfer, check).| AddressLine 1,2  Standard Address Information.

. . . Cit N f the City.
Legal Entlty Suppller entlty' P;Ztal Code Staanr:ja?d P?)st;I Code.
Customer Sharing Status Showing status if method is active/shared. Country Country of Origin.

. ) ) . ) . Tax Country Determines the origination country for tax purposes.

Actions Click to view, edit or deactivate the remit-to.
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Purchase Order

« Confirm POs in CSP
« Acknowledge The Received PO




Confirm POs in CSP MITSUBISHI

Orders from MHI group will be visible in the PO tab of CSP. |

g
a1 Group Purehase Order M G20a5 742 When a Purchase Order is made, you as a supplier will
I receive an email about the PO. You may click on the “View
et oy e Ore HHLG2045742 i 1t e, e e Order” button, to be directed to CSP and fulfill the order.

On Behalf Of W
Supplisr .{':? -d':’/

Total

Items :V

PO details included in body of email notification.

vrooup P X £#coupa supplier portal mxf NOTIFICATIONS @) | HELP -

A tovoices ﬁ B Profle  iSwvickSheets:  Mems:  ASN:  Soiwckiy  (Forecasts  ‘Cetalogk  Setu) Mo A woices (EEEEP  Business Profile  ServiceShests  ftems  ASN  Sourcing  Forecasts  Catalogs  Setup  More
: Py r1 ]lelurm s Oreiar Line Changes T Gt s St T T Order Order Linas. Returns  Ordar Changes Order Line Changes  Order Confirmations  Order Confirmation Lines  Mare.
PR Select Cusiomer MHI Group
Select MHI Group .
Burchase Girders Purchase Order #MHI-C2048748
General Info Shipping
Instructions From Customer e R e ASA SR AR REARERRLR R,
) (e < e c e y e Status. [ssued - Sont v Emal wpmlmmn
= = ¥ 5 5 BT ) O : e Order Date 06722125
e ; X % SARMORT! L . i A Revision Date 0672125
WLET. % [7L57 bAED Y2LPy b ARGV DT~ o, 7L7 Aza " r,
Click the “ Action to Invoice from a Purchase Order Payment Term ] > Shi
p . Dmenﬂrackmy
s S

Attachments oo No shipment tracky

I II-H 1l 062325  Issued None Giobal supplier help desk 3B (USD) No 20,628.00 USD =i I
2048748 - — &
062325 Issved i A EMSEY 75 A A0 3 4 MY ¥~ } (USD) No 12,900 00 USD E~)
MHI- 06/23/25 Issued None Global supplier help desk 5% (USD) No 20,628.00 USD = 55
C2048748 .ﬁ}

[2] ' [2] Click "PO Number" to view PO details. |
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Acknowledge (Confirmation of Receipt) The Received PO ne
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Acknowledge PO

The receipt of the purchase order can also be checked on MHI group. Please confirm the receipt of the purchase order as
much as possible. If the delivery date is not met, or if the delivery date is changed, ask the requester to update the delivery

date.

[1] -> [2] Toggle ON the “Acknowledged” checkbox in the [3] “Order Acknowledged” will be displayed, and the
purchase order details. _— information will be relayed to MHI through Coupa.

)_ ‘ Purchase Order #MHI-C11038 {31

Order acknowledged X

Status Cancelled - Sent via Email Ship-To Address i" :
i 2
Order Date 05/19/23 b :

2 - Status Issued - Sent via Email Ship-To Address s-/’
¥ 3

g /
i F

Purchase Order #MHI-C10883
o: General Info 9 Shipping

o: General Info 9 Shipping
Revision Date 05/19/23
Location Code: ¥ Order Date 12/14/23

Requester
q Attn Revision Date 12/14/23

Email Location Code: ¥ £
Terms None Requester Altn -

Payment Term ZQ01+ . R B

7 Shipment Tracking O r Email —

Affiliation N N
Hiation Hame Hone . . Payment Term ZQ01+ 5 R
Attachments None No shipment tracking. Sh\pmem TraCklng [+ S
Affiliation Name None

Acknowledged O [1 ] No shipment tracking.
_ Attachments Tr HFSr% x4 hsample
Assigned to
Acknowledged [2]

Llnes ' Assigned to
1 T\‘EE Item ler ULI[ Pﬁ Total Invoiced

After you acknowledged, you will find the “Acknowledged At”
column in the “Purchase Order” list. This will contain the
acknowledgment date.

Purchase Orders

view [ ~ I Search |

lems. Unanswered Comments Total Assigned To  Actions

Order Date  Staty|

PO Number
MHI-C11038  12/14723 Issued

HREEF A RS Yes 200 JPY SO CY
1 Each of B IILEE (PAF1) :

Acknowledged At
0315724

© 2019 MITSUBISHI HEAVY INDUSTRIES, LTD. All Rights Reserved.
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Invoice

 Create an Invoice
 Create a Credit Note
« Check Payment Status




Create an Invoice MIT:

Create an Invoice > General nfo L .,
*Invoice Date | 06/2525  [i) Supplier CTID ;ﬁ:{:}: : .
Payment Term ZQ01+ * Invoice From Address r“ .
Invoices will be sent through the CSP. o (o //
g S — i i ——
tz}.coupasupplierportal SWAPNIL ASHOK NOTIFICATIONS @ HELP W._‘

Attachments @ Add File | URL | Text - Ship From Address o

usiness Profile  Service Sheets  Items  ASN  Sourcing  Forecas ts  Catalogs  Setup  More..
* Exchange Rate @
ns  OrderChanges  Order Line Changes  Order Confirmations  Order Confirmation Lines  More... %
o TR

Purchase Orders Lines
scription rice [
T:u D;uh;:uwns. hotp do i HEAAN, R

Instructions From Customer

S e e s wmsoms 7o e s et B -
&3 RIS Nen - Nore O
W, ZL¥y bAEC O’kﬁ 3 £=a
B2 L & 0U< (US description) #EMEA (EMEA ‘Supplier Part Number supplier_message Billing
doscripton) $CA (CA description) None B *
[1 Click the =g Action to Invoice from a Purchase Order
Taxes
E"""'""" RUEN Orders not acknowledge v l Search ,ol
CTRate CTAmount Tax Refere

PONumber OrderDate Status Acknowledged At items Unanswered Comments. Total Assigned To Actions

|me 062325  Issued None Global supplier help desk 275 (USD) No 20,628.00 =5 ~ 0.00

2048748 UsD & /\//\//\//\//\//\//\//\//\//\//\//—\//—\/
MHI- 062325  Issued None 44 ERY 75 1 ' ~0 2 { SiEY Fi— b (USD) No 12,900.00 = /'\//'\/ /\//\//‘\//‘\//‘\//‘\//‘\//‘\//‘\//\/
C2048747 usp

Totals & Taxes

To Actions Lines Net Total W{é

2 — ==E
— =
[ ] L=
Total CT o JPY

Note: et ot S i
1. Invoice will be creating for selecting particular Purchase Order Gross Tl [3] iz (4]
2. Supplier who are not using fully E-Invoice, you can attach scan or T e Save as Drant | Catcuiate || E

PDF file and send the physical copy to MHI Affiliate (circle the option)

[1] From “Orders tab”, select “PO number” and click gold coinicon “ _- “in below Action’s column for the PO as you
want to create an invoice.

[2] Fill out any required fields marked with an asterisk(*).

[3] Use the Calculate button to see invoice totals prior to submitting.

[4] Click Submit. If you want to save a draft now, and continue to work on the form later, click Save as draft instead.
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Create a Credit Note

MIT
HEAWY

Create a Credit Note

To refund a credit note using CSP.

BUSSAYA~  NOTIFICATIONS @  HELP -

£,3coupa surp [1 ] ortal

Order Changes

Service Sheets  Items  ASN  Sourcing  Forecasts  Catalogs  Setup  More..

Orders  Orderlines  Returns Order Line Changes  Order Confirmations ~ Order Confirmation Lines ~ More...

Select Customer MHI Group(Test) - MHI_QK04413

Purchase Orders

Instructions From Customer

SPMHIEZ): [HAEEAx] 1 -4 AHECEL, CSPLTEMEERRBTREENEESOMESRE 4 Y 2. hipsiget coupa.comfja_Supplier-Reference-Page.himli= 7 74 2 L+
rrE, [4 w4 25T 75 4 v —@AuH4 F) 2 C8R0 L SRES0SEE SEVLET, (1R T 55 T8 ORRHTETE < T 0I5 0 TR T M
SRR £ (< SR SESETIREER LS TCBHL L £ TORESSE L 4 2 RREOID AR Y B TREREM LSS, HEsES oo Jihs
BuLzt, # [FL¥y FATOERICOVWTOHEEE] O A —a—& ) JL¥y PAREFRD I -OT=7)ERRILAVE SITLT HEE L, 2Ly FXATOMEME. X =a
— WL (S0 ATl FHIL, ITOMLARE S AEKE A SR AT, 21Ty A TR T < E L, SUS (US description) $EMEA (EMEA
description) +CA (CA description)

Click the == Action to Invoice from a Purchase Order

View B

- I Search 'ol

Total Assigned To  Actions

PO Number Order Date  Status

Acknowledged At ltems Unanswered Comments

=E=

note test Yes 21,100 JPY

note lest2

| MHI-C12321  06/23/25 Issued None

[1] From Order, click the red coin icon in
the Action’s column of the PO you wish you
create the credit note from.

1. The Credit Note is created based on the original invoice.

2. You must input the Credit Note N° provided by your system.

3. Select the type of adjustment to be done and adjust the
Credit Note accordingly.

4. Click on Calculate to Adjust the Credit Note. Then it can
save as a draft, deleted or submitted.

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

Create Credit Note create

o General Info

This credit note applies to invoice Test Invoice 2. When approved, the credit will fully cancel the invoice's impact to the transaction

© From

*Credit Note #
* Credit Note Date | 02/20/21

Payment Term  GBO0O
riginal Date of Supply 10/22/20

2
[ ] * Supplier it

= Supplier VATID  GB999999999 v

* Invoice From Address

Lines
Adjustment Type Quantity ~
Type Description aty uoMm
o Testitem 4 Each ~
PO Line Contract

i R -

Supplier Part Number

NN

Total VAT
Net Total T
Gross Total SRR
[4]
Delete Cancel Save as Draft cacuee  ([JEEI

NN

NN

Note:

@ 1. The Credit Note amount must be a negative value.

2. To Cancel an invoice, the same procedure is

applied.
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Check Payment Status

MITSURBISHI
HEAVY INDUSTRIES

Check Payment Status

Payment status can be confirmed for each purchase order. From the [1]”Invoices” , Select [2] “View” down box , then click on

[3] “Payment Information”.

Invoices

Orders Business Profile Service Sheets Items ASN Sourcing Forecasts Catalogs Setup More...

“ Orders  BusinessProfle  ServiceSheets  ltems  ASN  Sourcing  Forecasts  Catalogs  Setup  More..

Invoices Invoices Lines Payment Receipts

Select customer  MH| Group

Invoices

Instructions From Customer

#US If changing the Purchase Order pricing or quantity, please contact the requester listed on the PO. Additionally, all invoices should be addressed to MHI Shared
Senvices Americas, Inc #CA (CA description) #JP [**EZa] 4 > { AFEICEIT. CSPETBISSR DRESPEICEY ET
https:/iget coupa.com/ja_Supplier-Reference-Page html (= 7 7 £ AL 272 & | [4 >4 RBERGY 754 ¥~ 44 F]| 2 J8Bo L BEESoRET B
L £7. 4EMEA (EMEA description)

Create Invoices @

Create Invoice from PO Create Invoice from Service Sheet Create Invoice from Contract [2] k Invoice Create Credit Note
viw
Invoice # Created Date Status PO# Total Unanswered Comments Dispute Reason Actions
I None  0G/25/25 Draft  MHI-C2043748  20,628.00 USD. 70
None 06125125 Draft  MHLC2048748 20820 70

Abandoned

Approved
Craedit Notes
Disputed
Disputes with a supplier response
Disputes without supplier response
Draft
Overdue invoices
[3] F'aymr:nl Inform n

Pending Approwv.
Processing
Processing Failed
SAPEREME
Unpaid invoices
Voided

Create View

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

Invoices Invoices Lines Payment Receipts

Select customer  MHI Group v

Invoices

Instructions From Customer

#US If changing the Purchase Order pricing or quantity, please contact the requester listed on the PO. Additionaly, all invoices should be addressed to MHI Shared
Services Americas, Inc #CA (CAdescription) #JP [**xEZ%x] 1 » 74 AFEIE. CSP LTRSS ERIEEEUBESoRE PSR VET

hitps /iget coupa comija_Supplier-Reference-Page htmli= 7 7 £ AW 17 &, (4 w4 ABIERIGY 771 v —A#4 K| 2 2880 BEES0ge: 5B
L7, #EMEA(EMEA description)

Create Invoices @

Create Invoice from PO Create Invoice from Service Sheet  Creats Invoice from Confract Create Blank Invoice Create Credit Note

\CUl Payment Information v I Search ,Ul
Pad [po# Invoice#  Status  Invoice Date Payment Term Date Of Supply Payment Information
| No HI-C2048748 None Draft 06/25(25 7001+ 0625125
No HI-C2048748 None Draft 06/25/25 7001+ 0625125

"Yes/No" will be displayed for “Paid” column.
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Coupa Chat Support

2 MITSUBISHI

Coupa Chat Support

If you encounter technical related issue, you may contact "Coupa Support team® by requesting assistance directly through
the “Chat with Coupa Support team” function. Select the types of issue that you are facing from “Issue Related To” option
and click “Start Chat” to start the conversation.

arch o Chat with Coupa Support
Assigned To Actions
== * First Name * Last Name
* Email
Phone
Profile l *|lzsue Related To
purehace orcer / Select Issue
Szrvni-l:er;Time Sheet ./ Subject to Coupa Terms of Use and Privacy Folicy:
t:;al Entity

Remit-to

Merge Requests

Users

Password Reset

Notifications

Two Factor Authentication

Payment Preferences (Static Discount...
Sourcing

Community

Other

© MITSUBISHI HEAVY INDUSTRIES, LTD. All Rights Reserved.

v

Start Chat

Chatl started at 2.52 PM
Hello! I'm Samiksha, how may
| be of assistance today?

Samiksha K

| need to reset my password
for Coupa Supplier Portal

May | know the registered
email address of the account 7

Samiksha K
m

Type your message
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MHI Coupa Supplier Help Desk via the ServiceNow Portal 2 MITSUBISHI

ServiceNow is a cloud-based platform that helps automate workflows and streamline business processes.

 MHI Coupa Supplier Help Desk supports suppliers to resolve if they have CSP
related issues via MHI ServiceNow portal.

« Start by submitting your queries or issues on the ServiceNow portal.
« \We are here to assist and ensure smooth communication and resolution.

ServiceNow Qualification

v' Suppliers must be officially Active and
Linked on Coupa Supplier Portal (CSP).

v" To submit queries or issues, suppliers need
to compete the ServiceNow account
registration that is happening after CSP
registration.

servicenow

Welcome to Supplier
Collaboration Portal

Log in to check invoice status, resolve issues, collaborate and'much more!

Privacy Policy

/0\ Login URL.: https://mhiscm.service-now.com/sup
\L_,/ It is advised that the supplier may bookmark the ServiceNow login page.


https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers
https://mhiscm.service-now.com/sup

MHI Coupa Supplier Help Desk via the ServiceNow Portal o MITSUBISH!

MHI Coupa Supplier Help Desk

ServiceNow is an online system used to manage supplier support tasks. It helps track issues, provide updates and speed
up resolution through automation.

serV|cen

-‘-“.ﬁ

MHI ServiceNow MHI Coupa
Portal Supplier Help Desk

i

Supplier

[ 4 ® ® Supplier can submit questions or/and inquiries directly on
... the ServiceNow Portal

(No need to send separate emails)

MHI Coupa Supplier Help Desk will handle supplier issues via
the ServiceNow Portal
(We monitor and respond to submitted tickets regularly)

Our goal is to support you clearly, quickly and professionally
(Tracking is transparent and available anytime)

6
o
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MHI Coupa Supplier Help Desk via the ServiceNow Portal o MITSUBISH!

Main Functionalities

ServiceNow provides a centralized system for managing and resolving supplier support issues. Below are the functionalities
available on MHI ServiceNow Portal for you as operated by MHI Coupa Supplier Help Desk.

- y |
MHI Coupa Suppller Help DeSk My Company My Tasks My Inquiry Privacy Policy %
How can we help? My active items
How can we help? Q 0 My QA 0 QA raised from my organization

0 My Requests

Prohibit the storage of technical information.

User Change /Deactivation
Application

Quick start manual

Introduction for CSP for CSP QRGP Movie for CSP My contacts Invite
Frequently asked . .
Fre=fie CSP Videos Webinar Recordings No members found
Announcements
SNOW screen will be updated because of usability improvement on 7/Jul v

[ Announcements by area

© MITSUBISHI HEAVY INDUSTRIES, LTD. All Rights Reserved. 33




MHI Coupa Supplier Help Desk via the ServiceNow Portal o MITSUBISH!

Main Functionalities

ServiceNow provides a centralized system for managing and resolving supplier support issues. Below are the functionalities
available for you:

Inquiry

A
Submit general questions or report issues related to Coupa Supplier Portal (CSP)
(Form to enter your question or issue and submit to Help Desk Team)

Introduction for CSP

Overview information of Coupa Supplier Portal (CSP) for new users

User Change/ Deactivation Application
Request changes to user information or remove user accounts from the ServiceNow
(Form submission page to fill in and send for processing)

(Downloadable files for overview information of Coupa Supplier Portal (CSP)

© MITSUBISHI HEAVY INDUSTRIES, LTD. All Rights Reserved.



MHI Coupa Supplier Help Desk via the ServiceNow Portal MITSUBISHI

Main Functionalities

ServiceNow provides a centralized system for managing and resolving supplier support issues. Below are the functionalities
available for you:

'
| (]

+,',+ Quick Start Manual for CSP
Q\‘ I I/Q

Guideline of getting started quickly with basic features in Coupa Supplier Portal (CSP)
(Downloadable file for basic features of Coupa Supplier Portal (CSP))

FAQ for CSP
FAQ document about using Coupa Supplier Portal (CSP)

(Downloadable FAQ file containing multiple common questions)

Movie for CSP

Video demonstrations on how to register your account of Coupa Supplier Portal (CSP)

(Click here and it will bring you to Coupa compass website)

© MITSUBISHI HEAVY INDUSTRIES, LTD. All Rights Reserved.



MHI Coupa Supplier Help Desk via the ServiceNow Portal MITSUBISHI

Main Functionalities

ServiceNow provides a centralized system for managing and resolving supplier support issues. Below are the functionalities
available for you:

Frequently Asked Questions

o Browse individual questions and answers about Coupa Supplier Portal (CSP)
' (List of clickable Q&As directly viewable in portal or you can search by keyword)

CSP Videos

Video demonstrations on how to use Coupa Supplier Portal (CSP)

(Video Library in Coupa Compass - multiple clips categorized by topics
(e.g. Create an invoice in the CSP, The Orders Page of the CSP and efc.))

Webinar Recordings
.- Recorded training sessions and presentations about Coupa Supplier Portal (CSP)

[ domf
@ & & (Webinar recordings available for streaming, covering training and tips)

Menu

© MITSUBISHI HEAVY INDUSTRIES, LTD. All Rights Reserved.
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