Coupa Invoice

Guidance Material for Suppliers



Invoice Overview

> Invoice processing is the end-to-end process used by Molex to handle supplier invoices.
» The process begins when an invoice is received and finishes when the payment is made

> Invoices should be submitted electronically through Coupa. However, PDF invoices will still be received in

invoices@molex.com and by paper from suppliers who are not digitally enabled. Note: China domestic suppliers will not be
using CSP for invoice processing, Italy suppliers will continue processing invoices using SDI.

» Coupa Invoicing enables electronic invoicing by the supplier, automates exception handling workflows, and shortens cycle
times, improving ability to get paid on time with automated invoice matching.

D (2) 3) (4) (5)

Process Invoice

& Payment
REQUESTERS APPROVERS SUPPLIERS RECEIVERS ACCOUNTS
PAYABLE
create a review and automatically will physically
requisition approve receive purchase receive items will manage the
(purchase requisitions orders (POs) delivered or the invoice process

request) for a
good/service

electronically

services will be
rendered

forward

molex


mailto:invoices@molex.com

Key Terms and Concepts

The document (usually electronic) submitted by the Supplier that itemizes what they are owed for the products or services provided to an

organization. An Invoice will usually include the quantity of purchase, price of goods and/or services, date, unique Invoice number, tax
information and a corresponding PO number.

Supplier PO Flip

The process of creating an Invoice pre-populated with PO information. PO Flips reduce the chance for error as Supplier, line description,
quantity and pricing information is automatically matched to the original Purchase Order. Suppliers can perform this function via the
Coupa Supplier Portal or Supplier Actionable Notification

PO Backed Invoicing

For purchases backed by Purchase Orders (PO), suppliers can send Electronic Invoices through ¢XML, CSP and SAN. For suppliers that are
not able to submit an Electronic Invoice, paper invoices are accepted.
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Five Invoice Entry Channels for Suppliers to Submit Invoices

Coupa electronic invoicing enables suppliers to “flip” Purchase Orders into invoices with just one click

INVOICING METHODS

A “flip” is when the purchase
order is “flipped”, or converted,
into an invoice electronically

Response directly from PO email
(Supplier Actionable Notification - SAN)

Electronic (preferred)

Fcoupa

6 Paper (mailed, hand delivery)

molex



€ Coupa Supplier Portal (CSP)

\// Electronic
Invoicing

Electronic Submission via Coupa Supplier Portal

Background

» Suppliers can receive PO’s and send invoices directly from their CSP account to Molex
* CSP is the recommended method of invoicing for all suppliers

» Suppliers can manage their POs and Invoices for all Coupa customers via the portal

* Click here to access a quick CSP Invoice video
* View additional material guidance — next 2 slides

Orders

{‘}coupa Suppl'\er port al SAMMY ~ | NOTIFICATIONS @ | HELP -
Home  Profile | Orders  Service/Time Sheets  ASN Invoices  Catalogs ~ Add-ons  Admin
Orders Order Lines Order Changes Order Line Changes
Select Customer Molex, Inc. ~

Configure PO Delivery

Purchase Orders

Click the == Action to Invoice from a Purchase Order

~ [ search 3 |

PO Number Order Date Status  Acknowledged At Items. Unanswered Comments Total Actions
21 1012718 Issued None 10 PCE of 3M respirator No TET0CNY —= éﬁ

10 PCE of Toothbrush
20 1012719 Issued None 1 PCE of cloth pocket No TI60CNY o %

10 PCE of Big Cloth

Invoices

£yzcoupa supplier portal SAMMY v | NOTIFICATIONS @ | HELP ~
Home Profle  Orders Service/TimeSheets ASN | Invoices  Catalogs ~ Add-ons  Admin
Select Customer | Molex, Inc. -
Invoices

Create Invoices @

Create Invoice from PO

Create Credit Note.

~ Jf search 3 |

Invoice #  Created Date Status PO#  Total Unanswered Comments Actions
I 2 1012819 Pending Approval 20 77.60 CNY No
1 10128119 Pending Approval 21 75.70 CNY No
None 10128119 Draft 21 75.70 CNY No AN x]
None 1012819 Draft 21 75.70 CNY No AN x ]
None 1012819 Draft 21 75.70 CNY No Y x]
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https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Additional_Resources/CSP_Videos#Invoices

Supplier Submission of Invoices Directly from Purchase Orders Part 1 of 2

One of the primary benefits of Coupa is the Coupa Supplier facoupa su ler portal
Portal (CSP). Suppliers enabledbythis technologywill be
able to directly view purchase orders that have been
transmitted to themand automatically turn theminto
invoices. Suppliers who are notenabled by the CSP will still

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

be able to send invoices in PDF form to invoices@molex.com Select Customer | Molex
or in other cases send paperinvoices to your Molex site. Invoices
Molex expects all CSP enabled suppliers to use the Create Invoices @
“Create Invoice from PO” functionality first, before y,
resorting to any other functionality. I Create Invoice from PO Create Credit Note
Suppliers will go through the following seps to Create an
Invoice directly from a purchase order (PO Flip) N T . e -
. . None 03/19/20 Draft 000000864  24,000.00 USD
1. From the Coupasupplier portal, access Invoices by
.. o toltest3 03/18/20 Pending Approval  C000000888 100.00 USD
clicking on the Invoices tab.
foltest2 03/18/20 Pending Approval  C000000866  150.00 USD
2. CIle the Create Invoice from PO bUttOn toltest1 03/18/20 Pending Approval  C000000863 40,000.00 USD
toltest 03/18/20 Pending Approval  C000000886 139.70 USD
3. TheCou pa Su pp||er Portal will direct su ppllers to their alitoltest 03/18/20 Pending Approval  C000000886 150.00 USD
Purchase Orders tab an directthem to find the purchase
orderthey wish to invoice. The Supplier will then click on Purchase Orders
the = icon

Click the “= Action to Invoice from a Purchase Order

— A” = I SearCh

PO Number Order Date Status Acknowledged At Items Unanswered Comments

Note: If partial lines are being invoiced, the supplier
needsto 0 outor adjustthelinesto be onlythe ones
ready to invoice now.

ICOOOOUOBSB 03/18/20 Issued None 5 Each of 1200x1000 Wood Pallet No

C000000886 03/18/20 Issued None 5 Each of 1200x1000 Wood Pallet No 69.85USD - =]
000000885 03/18/20 Issued None 5 Each of 1200x1000 Wood Pallet No 69.85 USD

C000000884 03/18/20 Issued None 5 Each of 1200x1000 Wood Pallet No 69.85 USD



mailto:invoices@molex.com

Supplier Submission of Invoices Directly from Purchase Orders Part 2 of 2

Submission of Invoice from Purchase Order Continued

4.

5.

6.

7.

8.

9.

By using the direct PO Flip a supplierreduces the
workload required to filloutan invoice and
simultaneouslyreduces the likelihood of human error

Invoice Date Automatically populates based on current
date

Payment Term is frozen based on Purchase Order
Currency dropdown allows adjustments
Remit-To-Address allows adjustments

Ship from address auto-populates (like ship to address
for Requesters)

10. Ship To Address is frozen based on purchase Order

11. Requester assigned to PO is defaulted based on the

Requesterassociated withthe purchase order. When a
uses the on-behalf-of function, the on-behalf-of-user is
assigned to theinvoice. This reduces the manual
Requesterassignment by the AP Invoice Processor.

12. Click the Submit button to send the invoice to Molex

General Info

* Invoice # * Supplier

* Invoice Date Supplier Tax ID

* Invoice From Address
Payment Term

* Currency

Status Draft

031_Arbor Industries, Inc._191707
None

Arbor Industries, Inc

5750 Arbor Road

Lincoln, LANCASTER 68503-0347
United States

*Remit-To Address

Image Scan I Browse...

Supplier Note

*Ship From Address

Attachments Add File | URL | Text

Customer

Buyer Tax ID

No address selected .

Arbor Industries, Inc

5750 Arbor Road

Lincoln, LANCASTER 68503-0347
United States

Molex

36-2369491 +

* Ship To Address

Total Tax

Net Total

Total

Location Code: 3160

2222 Wellington Court
Lisle, IL 60532-3831
United States

Save as Draft Calculate

® Chat with Coupa Support

0.00

24,000.00

24,000.00



&) Supplier Actionable Notification (SAN)

v Electronic

vV Invoicing

Electronic Submission via email

Background

» Suppliers that are reluctant to join another “network”, remember another password, and go to another website to
occasionally receive a purchase order (PO) or send an invoice can transact with their Coupa customers without
having to register for or log in to the Coupa Supplier Portal (CSP) or any other website.

» Supplier Actionable Notifications (SAN) allow them to act on POs directly from email notifications for POs created in
Coupa, having the options to acknowledge, create an invoice from, or add a commentto a PO, or create a CSP
account if they want to take advantage of the benefits of working with their customers through the CSP, meaning
Suppliers can receive POs via email, acknowledge the PO, and flip into an invoice directly from the PO email

* Click here to access a quick SAN Invoice tutorial video
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https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Get_Started_with_the_CSP/07_Log_in_to_the_CSP
https://www.molex.com/suppliers/coupa/SAN.mp4

€) cXML (Punchout Catalog)

Background

= Suppliers with cXML invoicing capability can
send invoices directly to Coupa

=  These invoices can be either PO or contract-
backed and can refer to multiple purchase
orders

= Once the cXML invoice is submitted by the
supplier it will automatically transferinto the

Coupa platform, triggering the matching and
tolerance check

Considerations

=  Only suppliers that have cXML capabilities
can have punchouts in Coupa

10

cXML Invoicing

Allow CXML Invoicing

CXML Invoice Supplier
Domain

CXML Invoice Supplier
Identity

CXML Invoice Buyer
Domain

CXML Invoice Buyer
ldentity

CXML Invoice Secret

v Electronic

vV Invoicing




. Manual
» Invoices@molex.com @ Invoicing

Manual Submission via PDF

Background molex e s Ee=ED s
» PDF Invoices are still considered “paper invoices” AW EWE EBeST ATANTS SRR Mumed TN eume
Considerations
. . . . . HE v]olm]m: 3 |
* Thisis the method for invoice sm_Jb_mlttaI for countries — PP p— e
that do not allow electronic invoicing . R . S LL
. . L x 0.00 WS 1wk Coupa Web [ 1P 0
* If suppliers are not leveraging the CSP, cXML or & QPO FRE  Copawee 1 N
SAN to invoice Molex, they will need to send their o B il el M
invoice via PDF to invoices@molex.com i £ 20605 Y BUSR  Coups Supshor Fori w
1 . 100000 CHY SJETR ol ISR w
x % 000 WED fak Cawpa Wet [ 17 0
A * 0.00 LS i1k Coupa W | 1F 0
3 # ZIEUSD O Coups Wen [ 1P A=
z # 500000 UED WiJEGR  Couns SupcdorForial L 4
1 * 2008 UED 2B el IR Ny

Molex Confidential Information m olexw
11 © 2016 Molex — All RightsReserved. Unauthorized Reproduction/Distribution isProhibited.
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Manual
6 Paper @ Invoicing
Invoices Received by Paper

Background molex Cs =@
A we Um BN #E mE FE MEm 2 8BS ER
* Recommendation is to accept paper invoices by EN EEG ERESR TARTN GITAR Mumest X Az
exception only (should have suppliers submitting wa=

electronically)

SOEE - " c—

* If paper invoices are received, invoices should be - — o w8 mwm e
scanned and sent to invoices@molex.com. e e - B e .
F 0.00 UsD gk Coupa Web | = \
* Multiple PDFs can be sentin one email, but each & e e D
. . . k= S000CNY EEE Coupe W (1 .
attachment is treated as a separate invoice % 244085 B Cougn Ssptarpor =
# 24526 FY MR Couna SuppiorFord w
Considerations N e e e «
A 0.00 UED ik Coupa W | I \
L. ) ) * 0.00 UED fiik Coupa W [1F Y
* Inefficient process as invoices are scanned and then x 2D B Causa s (T N
# 500000 USD HRLUESR  Coupa SusdorForil w
entered manually = S S SR x

Molex Confidential Information m olexw
12 © 2016 Molex — All RightsReserved. Unauthorized Reproduction/Distribution isProhibited.



Supplier expectations when sending invoices ...

There are few areas in which we need your support when submitting invoices...

> Invoice channels:
o Suppliers should submit invoices through one channel: via the Coupa
Supplier Portal (CSP), Supplier Actionable Notification (SAN), cXML, or
email.

> Invoicing same PO using multiple channels 3
o Using multiple channels to invoice the same PO delays payment ‘, I

process. Molex prefers any of the Coupa channels. : \ DIG'I'TA

o If there is a local government requirement to keep a paperinvoice in TRANSFO"MA"ON

your country, please continue to submit by mail. Please ensure the PO < \ ke

number is visible on all deliveries and invoices. send invoices via PDF to ' .

invoices@molex.com

.

> Partial fulfillment and PO flip invoicing

o When the supplier flips a PO, Coupa automatically populates the entire
PO forinvoicing. This is fine IF all lines are ready to be invoiced.

o If partial lines are being invoiced, the supplier needs to 0 out or adjust
the lines to be only the ones ready to invoice now. The impactis that we
are paying sooner than we should when the supplier invoice the whole
PO and should have done partial.

3 molex
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Additional Guidance
Material
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Additional Guidance Material

molex
Suppliers QA .

alian Polish Espafiol Tha Vietnamese

Coupa Training Videos
o Introduction to Coupa

o Orders
o Invoices MOLEX COUPA SUPPLIER SUPPORT SITE
Molex cloud platform for indirect sourcing
and procurement, providing powerful
F req uently AS ked Qu esti ons capabilities for our valued supplier partners
O |nVOiceS Featured Items Coupa Intro and Benefits
Invoice Guidance . >
(@] O rd ers ) ) ) When to Expect Payment What is changing?
o Account, Login Registration Survey Feedback

CSP Video - Orders
SAN Video

Coupa Supplier Support Portal
o Visit our supplier-supportsite at

https://www.molex.com/coupa-

supplier-support to help with the a g 6 ‘ 9 Vol

transition and to orientate you to

Coupa The S|te |nc|ud es mate”al to Supplier Checklist How To Register ~ Training Material Coupa Supplier General Supplier Support
. . READ Me First Portal(CSP) Communications

getyou started, including a README

First Supplier Checklist, training
material, and guidance videos.

What are you Iooking to do?

Copyright © Molex 2010



https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Get_Started_with_the_CSP/04_CSP_Videos#Intro
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Get_Started_with_the_CSP/04_CSP_Videos#Orders
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Get_Started_with_the_CSP/04_CSP_Videos#Invoices
https://www.molex.com/suppliers/coupa/en-US/faq/faq_Invoices.pdf
https://www.molex.com/suppliers/coupa/en-US/faq/faq_Orders.pdf
https://www.molex.com/suppliers/coupa/en-US/faq/faq_Account_Login_Registration.pdf
https://www.molex.com/coupa-supplier-support

Supplier Submission of Credit Note on Coupa Supplier Portal (1 of 3)

Suppliers are also able to submit credit notes on the Coupa
Supplier Portal. These credit notes are often given as a
refund forreturned goods or services that were not rendered.
Therefore, Coupa willdirect Suppliers to create a credit note
directly off an existing invoice (similar to a PO Flip). However,
Suppliers are also able to create credit notes independent of
aninvoice.

Suppliers will go through the following steps to create a
credit note:

1. From the Coupasupplierportal, access Invoices by
clicking on the Invoices tab.

2. Clickthe Create Credit Note button.

Home

facoupa 1

Profile Orders Service/Time Sheets ASN Invoices

Invoices

Create Invoices @

Catalogs

ylier pe

Add-ons

Admin

Select Customer Molex, Inc.

Create Invoice from PO Create Invoice from Contract

Exportto ~
Invoice # Created Date Status
Pavan_SIT_I2P_8 01/23/20 Pending Approval
None 01/22/20 Draft
RoseS_SIT_I2P_18 01722720 Approved
Vicky_SIT_I2P_18 (2) 01721720 Approved
Vicky_SIT_12P_13 01721720 Pending Approval
None 01/20/20 Draft
Brian_SIT_I2P_8 01/20/20 Approved
gquinn_SIT_I2P_9 01/20/20 Pending Approval
Nadir_Sit_12P_9 01/20/20 Pending Approval
HemantB_SIT_[2P_9 17 0117120 Approved
HemantB_SIT_I2P_8 17 0117720 Approved
None 01/16/20 Draft

None 01/16/20 Draft

Hemant_SIT_I2P_8 01/15/20 Pending Approval
Ali Non PO test 01/15120 Pending Approval

Perpage 156 45 90

Create Blank Invoice

PO #
None
None
None
None
None
None
None
None
None
None
None
None
None
None

None

view [

~ I Search

Total
800.00 USD
-50.00 USD
50.00 USD
50.00 USD
45.00 USD
000 USD
27.00 USD
999 .00 USD
99.00 USD
73.00 USD
8800 USD
000 USD
0.00 USD
92.00 USD
1,000 00 USD

Unanswered Comments
No
No
No
No




Supplier Submission of Credit Notes Part 2 of 3

Once a Supplierclicks on the Create Credit Note button the
Supplier will be asked to make two decisions:

Credit Note
3. TheSupplierdecides whether the credit note is meant to If you are issuing a credit note in regards to a problem with an invoice or goods shipped, please
resolve an issue on an invoice (overch arg in g, refu nd, etc,) include the invoice number. If you are issuing a credit note purely to offer a credit to your
which wouldrequire associated with an existinginvoice customer please select other.
on Coupa. The Supplierwilluse the dropdown menu to
select the invoice theywish to create a credit note for Reason @ Resolve issue for invoice number | Select an Option
i
4. TheSupplier can also select Other for credit notes that olfest3
do notneed to be associated with existinginvoices (e.g.
rebates) toltestz
toltest1
5. The Supplier must then decide whether the credit note is foltest
meant to complete cancel (i.e. completely refund)the alitoltest
invoice or if the credit note is meant to adjust the PriceTolTest
invoice. By selecting the adjust option, the Supplier can Alitest1
change the credit note value, otherwiseitis frozen atthe Qty tol diff
value of the invoice Ali long invoice number test CSP

TEST2020Mar13001

Credit Note

How do you want to correct invoice "toltest2" ?

(@ Completely cancel the invoice with a credit note o
(O Adjust invoice with a credit note o



Supplier Submission Credit Notes 3 of 3

By creating a credit note directlyfrom an invoice, the credit
note will defaultall information fields that it pulls fromthe
invoice. However, if the credit note is created independent
of an invoice (e.g. forrebates) the credit note template will
be much like a Blank Invoice Template with only basic
information defaulted.

6. Afterfilling outtherelevantfields, the supplier will click
the Submit button to pass the credit note to Molex.

Create Credit Note create

This credit note applies to invoice Hemantl2P_7. When approved, the credit will fully cancel the invoice’s impact to the transaction.

O General Info 9

From

* Credit Note #
* Credit Note Date | 03/19/20
Payment Term Within 90 days Due net-90
*Currency USD ~

Status Draft
Original Invoice # Hemantl2P_7

Original Invoice Date 03/05/20

Image Scan I Browse...

Supplier Note

Attachments Add File | URL | Text

Total Tax

Net Total

Total

Delete Cancel

* Supplier 031_Arbor Industries, Inc._191707

Supplier Tax ID None

* Invoice From Address Arbor Industries, Inc

5750 Arbor Road
Lincoln, LANCASTER 68503-0347
United States

* Remit-To Address Arbor Industries, Inc
5750 Arbor Road
Lincoln, LANCASTER 68503-0347
United States

*Ship From Address Arbor Industries, Inc
5750 Arbor Road

Lincoln, LANCASTER 68503-0347
United States

0.00

-74.10

-74.10

Save as Draft Calculate m




CoupaHelp

Thank you for viewing! Below are some additional links to use in case
you need support using Coupa

= Coupa Supplier Support Home

= Support Request



https://www.molex.com/supplier/coupa/
https://www.molex.com/supplier/coupa/CoupaSupportForm/

