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Definitions

INPEX

Sourcing
Response Portal

Service Sheets

Punch-out Site

Coupa Supplier Portal: A portal site where suppliers can
manage orders and invoices through the portal site.

A Coupa portal site dedicated for suppliers to respond to
quotations.

It is a separate site from CSP and requires a one-time
password authentication for each login.

A function within CSP that allows suppliers to submit
service delivery records.

A customized e-commerce site for individual buyer
companies.

It allows buyers to leave their own procurement system
and go to the supplier-managed e-commerce site to
select and purchase products.
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INPEX

Agenda
This book covers the system operations suppliers need to perform.
» Introduction » Chapterd Service Sheets
4-1 | Service Sheets Registration
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1-2 | Connecting to our Coupa (if CSP registered) 4-4 | Service Sheets Reference
» Chapter2 Quotation » Chapter5 Invoice
2-1 | Quotation Requests Receipt 5-1 | Invoice Registration
2-2 | Quotation Requests Response 5-2 | Invoice Re-registration
2-3 | Quotation Response Modification 5-3 | Invoice Reference

5-4 | Credit Note Registration
» Chapter3 Order Acknowledgement
3-1 | Order Acknowledgement » Appendix.
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Introduction




INPEX

CSP (Coupa Supplier Portal)x1:x%2

From each menu in CSP, you can manage invoices, purchase orders, Service Sheets, and various settings

(such as company information settings, user settings, etc.).
This manual does not cover menus that are not listed (e.g., "ASN", "Forecast").

mecoupa plier port: K&~ NOTIFICATIONS @ HELP

0||nvweq" Ordersl Business Profile | | Setup || Service Sheets [ ASN  Sourcing  Forecasts  Catalogs ~ Add-ons  More...

1s Test Supplier

Recent Activity view « @ Announcements
Order # 2039 ssued  Mar 11
l Not

Multi Factor Join Requests Merge Linked

Security Suggestions Customers

0of 1 Users 0 Users 5 Duplicates 1 Connection

Explanation

The functions of each menu on the home

screen are as follows:

There is no use expected for menus other

than those listed below.

« Invoices : Manages the suppliers’
invoices.

» Orders : Manages the INPEX's purchase
order (PO) information. Create service
sheets and invoices based on PO.

+ Business Profile : Settings such as
adding/editing company/payment
address information.

« Setup : Settings such as adding/editing
users.

« Service Sheets : Manages the suppliers’
Service Sheets.

%1 For the latest information on CSP, and details on various settings and operations, please refer to Coupa's official documents. (link: Coupa Supplier Portal | Coupa) 4

%2 Due to updates, there may be differences between the latest CSP screen and the content of this manual. (This applies to subsequent pages as well)


https://compass.coupa.com/ja-jp/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal

o : Order : : :

Sourcing Response Portal
Suppliers respond to INPEX’s quotation requests through Coupa's dedicated Sourcing Response Portal, not through CSP.
Suppliers do not need to perform preliminary settings such as account creation to use the Sourcing Response Portal.

PN Explanation

The Sourcing Response Portal manages
quotation requests (sourcing events in
Welcome to your Sourcing Response Portal! Coupa) sent by INPEX.

Supplier has been invited by INPEX to participate in a sourcing event for Spot Bid from Req #3623
BHFETFETOENOCLESEURL HTET,
FRIEHOCHEREBD. FEHALLTET,

ARBIMECEDE. SRMAXCLLILCERIELET,

BREEEEFS AT LB TEROLELET.,

FREAA MCEATAIERICOFFELTE. FAAD FOAYE-THEECHEOC L. BHMBCCRaENFET.

i, FABEHEREOIETAE - Rt - BEESOSMERICOZELTRE. FRB~ M. FIENSOERICE S TIZEL,
BlEEBSU<BRLWZLETY.

“*Invitation to Tender / Request for Quotation (RFQ) / Request for Information (RFI)™

INPEX (Company) is pleased to issue this Invitalon to Tender / Request for Quotation (RFQ) / Request for Information (RFI) for the provision of goods andfor services

as outlined in this sourcing event. Further details regarding the instructions to Tenderers, terms and conditions, scope of work and others can be found within this
tender/RFQ/RF| package. Please submit your response through the system.

Should you have any questions regarding this event, please contact us using the messaging feature available in the event.

Thaok
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Initial Setup A EmEt Service Sheets Appendix. INPEX

[Reference] Coupa Online Help
Suppliers can access Coupa Compass (a knowledge site provided by Coupa) from Help
> Compass at the top right of the CSP screen. The primary language is English, but it can be switched to Japanese.

£;zcoupa supplier portal

ZHE~  NOTIFICATIONS @ || HELP -

Compass
g vwebinars
]

o Invoices Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts Mor =
Help Tour
1s Test Supplier
Profile Last Updated: about 15 hours ago | View Profile
. coupacompass
Recent Activity @ P P E &
- Table Of Contents EN - English
For Customers >
- -’ -’
Order # 2039 ; ( d @ O DE - Deutsch
For Suppliers ¥
INPEX « 5000.0 » JPY & Not Invoiced
Core Supplier Onboarding > JA - EZF;E
=]
Cetting Startediitthe Coupa M Learn how you can use the Coupa Supplier Pol
Supplier Portal X ER - Francais
transactions. ¢
Set Up the CSP > X
Contract Collaboration >
CSP Videos > The Coupa Supplier Portal (CSP) is a free tool for suppliers to easily do business with their customers who use
Coupa Contingent Workforce 5 Coupa. The CSP makes managing customers and transactions easy. Depending on your customer's specific Coupa

canficuration usiican and i anac h hacic inpluding i i nurch
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INPEX

Scope of This Manual

Suppliers’ tasks using CSP and the Sourcing Response Portal are as follows.
Please refer to each chapter for specific system operational instructions based on the content of the tasks.

- Tasks Overview Reference in this manual

Initial Login

Connecting to our Coupa

2 (if CSP registered)

3 Quotation

4 Order Acknowledgement
5 Service Sheets

6 Invoice

If suppliers have not registered with CSP, creating a new CSP
account and perform initial settings.

If suppliers have already registered with CSP, creating a new
account is unnecessary.

Suppliers can connect to Coupa via an invitation email sent
by the INPEX.

Responses to INPEX's quotation requests via the Sourcing
Response Portal.

Suppliers receive purchase orders from INPEX and perform
Order Acknowledgement.

After providing services to INPEX, suppliers register and send
service sheets.

Suppliers register and send invoices to INPEX.

Chapterl Initial Setup

Chapter2 Quotation

Chapter3 Order Acknowledgement

Chapter4 Service Sheets

Chapter5 Invoice



INPEX

Chapterl Initial Setup




INPEX

Chapter1 | Initial Setup - Overview

INPEX representative will send an invitation email to CSP.

If suppliers have not registered with CSP, creating a new CSP account and perform initial settings.

If suppliers have already registered with CSP, connecting to INPEX Coupa via the INPEX's invitation email.

@ csp
- Invitation
INPEX il
i ?
Inv(i:tsalzion CSP registered- No CSP
Email > registration
Suppliers -Initial Setup

receipt

Yes I N PEX
Coupa
Connection

9
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INPEX

1-1-1 | Initial Login
Suppliers will receive an invitation email to CSP from INPEX and complete the registration for a new CSP account.
The invitation email is sent via Coupa, from the domain @supplier.coupahost.com. X1

Action Required - INPEX Registration Instructions Ste DS

@® After receiving the email, click on “Join

@ Coupa Supplier Portal <do_not_reply@supplier-test.cou COUpa Supplier Portaln X2

Action Required - INPEX Registration Instructions

Dear Supplier,

INPEX has launched a new procurement system "Coupa".

We would request you to register your CSP (Coupa Supplier Portal) account.

Please contact us at log.cat@inpex.co.jp if you are unable to register for any reasons.

Please note that this invitation is valid for 48 hours, appreciate completing your registration within.

Best Regards,
Logistic & Insurance Unit

Logistic & IMT Division
INPEX Corporation

® Join Coupa Supplier Portal ‘ Forward Invitation

%1 Please ensure that emails from the @supplier.coupahost.com domain are allowed. 10
%2 If you request someone to register CSP, click "Forward Invitation" to initiate a forwarding email. The subsequent Initial Setup steps are the same. Copyright © 2024 INPEX CORPORATION. All rights reserved.
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1-1-2 | Initial Login
Enter account information to create an account.

Create an Account Ste ) S

INPEX is using Coupa to transact electronically and H 1 1
communi:o?e wit:you.We'\l walk you throug; a quick @ Enter reqUIred |nf0rmat|on On the Create
and easy setup of your account with INPEX so you're a n Accou nt

ready to do business together.

Mandatory fields are marked with “*” on CSP screen.

@ * Business Name + *Business Name : Enter the company name or

business name.,

+ *Email Address : The email address used to
create the CSP account is automatically set.

* Email

* First Name * Last Name » *First Name : Enter the representative's first name.

« *Last Name : Enter the representative's last name.

+ Password  Gonfirm Password « *Password : Enter the password to be used for
T ¥

logging into the account.
« *Confirm Password : Re-enter the password
g * Tax Registration + *Country/Region : Select the country/region
v where the headquarters is located.
+ *Tax Registration : Enter the Qualified Invoice
Issuer Registration Number. %12

@ == | @ Click "Privacy Policy" and "Terms of
Use", review the content, then click the

® checkboxes.

Aoty hato o ecount Lo ® Click "Create on Account".

* Country/Region * Tax Registration

&1 do not have a Tax ID

I'do not have a Tax ID
* Reason

Provide a reason for not having a Tax ID

%1 If you do not have a Qualified Invoice Issuer Registration Number, check “I do not have a Tax ID" and enter the “Reason". 11
%2 On subsequent screens need "Tax ID” / "registration number" fields, which are the same number as Qualified Invoice Issuer Registration Number.



INPEX

1-1-3 | Initial Login
After creating the account on the previous page, suppliers will be directed to the email address verification screen.
Complete the verification by entering the verification code sent separately via email.

£yacoupa supplier portal & Secure Steps

@ Enter the verification code

_ T— Am— (EIER 109 el odE  PRERD JUsls s
verification code notification email)
@ Click "Next"

Email Verification

We sent a one time verification code to

)

Didn't receive the Verification Code?  Request a New Code

@I e

Features Solutions Resources

12
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INPEX

1-1-4 | Initial Login
A verification code will be sent to the email address used during account creation, as shown below.
Check the verification code and complete the verification as indicated on the previous page.

@ Check the verification code via email

Your Coupa Verification Code

Coupa Supplier Portal <do_not_reply@supplier-test.cou ‘ © = ‘ © 2RCEE ‘ e ‘ |E| ‘_‘
2025/03/10 (B) 16:57

=]

o E

Your Coupa Verification Code

Below is the secure verification code you requested. Enter the 6-digit code
in Coupa to verify it's you.

@]334684

If you didn’t request this code please contact us at supplier@coupa.com.

13
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ol T servie shees R INPEX

1-1-5 | Initial Login
Once the verification is completed on the previous page, Suppliers will automatically be directed to the screen below.
Suppliers enter detailed address information.

Coupa Supplier Portal Onboarding Ste ) S

o T @ Enter Primary Address3x1

Mandatory fields are marked with “*” on CSP screen.

primary Address + *Country/Region : Select the country/region

© CountryRegion R prens e 2 where the headquarters is located.

Urited States . + *Address Linel : Enter the address from the
city/town level onwards.

+ Address Line2 : Enter the building name, etc.

Clicking the "+" to the right of Address Line 2 will

display this field.

*City : Enter the city/town

*State : Enter State/Province

*Postal Code : Enter the postal code.

Company Registration Number : Enter the

company’s commercial registration number.

« Invoice From Code : Enter the ERP vendor code.

+ Preferred Language : Select preferred language.

+ *Country/Region : Select the country/region
where tax registration occurs.

« Tax ID : Enter Qualified Invoice Issuer Registration
Number2

@ Click "Next"

Account Details  Payment Infarmation

* City * State * Postal Code

California

United States

Invoice From Code (1) Preferred Language

English (US)

Tax Registrations
* Country/Region
United States

)1 don't have Tax I Number

%1 Suppliers can update address information and other details after CSP registration. 14
%2 If Suppliers do not have a Qualified Invoice Issuer Registration Number, please check “I don7t have Tax ID Number." Copyright © 2024 INPEX CORPORATION. All rights reserved.
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1-1- Initial Loain This step consists of 2 pages.
_6 | al Log ] ) After completing the entry, scroll down
Suppliers enter the bank account information. the Coupa screen and refer to the Steps

on the next page.
(This page is 1/2 pages)

Steps
Coupa Supplier Portal Onboarding
Fill out req

equired info for your Business Profile before proceeding to Coupa Suplier Portal @ Enter bank account information

Mandatory fields are marked with “*” on CSP screen.

Account Details_Payment Information +  *Payment Method Name : Enter the name of the

payment method. %1

Bank Transfer U *Bank Account country/RegiOn : Enter the

e ol it v ik Trite pinert country/region of the account.

« * Bank Account Currency : Enter the currency of

the account.

* Payment Method Name ()

T — d - Beneficiary Name : Enter the account holder's

* Bank Account Country/Region . * Bank Account Currency name.

United States uso « Bank Name : Enter the name of the payment

Beneficiary Name destination bank.

* Account Number : Enter the account number.

Account Number @) Confirm Account Number + Confirm Account Number : Re-enter the account
number.

ACH Routing Number @) Wire Routing Number () « ACH Routing Number : Enter the 7-digit bank
code.

ooy et mematons poments S . Wi2re Routing Number : Enter the SWIFT code.

Continue to the next page
(scroll down the Coupa screen)

%1 Avoid using customer names as this may be shared with others. 2 This field will be displayed if "My company expects international payments" is checked. 15
Copyright © 2024 INPEX CORPORATION. All rights reserved.
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ol T servie shees R INPEX

1-1-7 | Initial Loain This step consists of 2 pages.
. | al Log . . After completing the entry, scroll down
Suppliers enter the bank account information. the Coupa screen and refer to the Steps

on the next page.
(This page is 2/2 pages)

@ Enter bank account information 1
Mandatory fields are marked with “*” on CSP screen.
« Branch Code : Enter the branch code.
+ Bank Account Type : Select Business or Personal.
- Email Address : Enter the email address to receive
payment information.
- Remit-To Code : Enter the ERP vendor code.
» Supporting Documents : Attach files such as bank
. .y L statements.
(O Do ot accept Bank Transfer payments from this customer @ Click "Next"
X1 If Suppliers do not wish to receive bank transfer payments from this customer, please check "Do not accept Bank Transfer payments from this customer” 16

Copyright © 2024 INPEX CORPORATION. All rights reserved.
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e Acknowledgement SERTES ElTEE Appendix. I”pEx

1-2-1 | Connecting to our Coupa (if CSP registered)
If suppliers have already registered with CSP, connecting to INPEX Coupa via the INPEX's invitation email.
Suppliers do not have to create a new account.

You are Connected to INPEX on Coupa Ste DS

@® Once receiving the email, click "Log In"
@ Coupa Supplier Portal <do_not_reply@supplier-test.coupahc [ O Reply ’  Reppy Al I 7 Forvard ] E '

To 2025/03/10 (8) 17:51

® If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

You are Connected to INPEX on Coupa

EE
g
Powered by|

Dear Supplier,

We would request you to connect your CSP (Coupa Supplier Portal) account to our Coupa system.
Please contact us at log.cat@inpex.co.jp if you are unable to connect for any reasons.

Please note that this invitation is valid for 48 hours, appreciate completing your connection within.
Best Regards,

Logistic & Insurance Unit

Logistic & IMT Division
INPEX Corporation

o Em

17
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e Acknowledgement SERTES ElTEE Appendix. I”pEx

1-2-2 | Connecting to our Coupa (if CSP registered)
Log in to CSP using the email address registered in the CSP.

£,zcoupa supplier portal @ Secure Steps

@ Enter email address and password.
@ Click "Login"

Le— e
Login

@ * Email

* Password

@ [

New to Coupa? CREATE AN ACCOUNT
Forgot your password?

@ Chat with Coupa Support
Features Solutions Resources

18
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1-2-3 | Connecting to our Coupa (if CSP registered)
Log in to CSP using the email address registered in the CSP.

@ Click "Continue"

srecoupa

INPEX is using Coupa to transact electronically and communicate with you. We'll walk you through a
quick and easy setup of your account with INPEX so you're ready to do business together.

o[> ]

@ Chatwith Coupa Support

19
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1-2-4 | Connecting to our Coupa (if CSP registered)
Suppliers set up the supplier's bank account information.

@ Depending on the purpose of the bank
Bank Transfer transfer, please follow one of the three

Please enter the following information to receive Bank Transfer payments. 0pt|0n5 beIOW .
Q . If using a registered account: Click "O" next to
1 test ****1111 the account you want to use. .
test - HERFLLRRER R RS 1111 . If using a new account: Click "+ Add New"x1

. If using a method other than bank transfer:
Click "Do not accept Bank Transfer payments from
this customer”

@ Click "Next"

+ Add New

Do not accept Bank Transfer payments from this customer

- [

%1 Please refer to pages 15-16 for the input items when adding a new bank account information. 20
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Chapter2 Quotation

21
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Chapter2 | Quotation - Overview

INPEX will send a request for quotation via email.

If the supplier respond to the request for quotation, suppliers enter their response on Coupa and send it.
Suppliers can modify their response content within the quotation response deadline, even after entering it.

Request

@
D

Response
for _ Review
INPEX Quotation
Response
. modification
Retcl:1elpt Enter required?
e >
Suppliers Quotation SR

Yes

Response
Modification

22
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2-1-1 | Quotation Requests Receipt
INPEX will notify suppliers of the request for quotation via email.
As the INPEX's email will be sent through Coupa, it will come from the domain @inpexjapan.coupahost.com.* 1

INPEX Sourcing Event - Spot Bid from Req #3622 #1232 Steps

Invitation @ After reviewing the email, if suppliers
wish to participate in the sourcing event,

“Invitation to Tender / Request for Quotation (RFQ) f Request for

Information (RF} click "I iptend to‘ Participate_" ‘ _

@ If suppliers decline to participate in the
INPEX (Company) is pleased to issue this Invitaion to Tender { Request for SourC|ng event, click "T dec“ne to
Cuotstion (RFQ) / Reguest for Information (RFI) for the provision of goods Participate"
andior senvices as outlined in this sourcing event. Further details regarding a ICIp_a e i
the instructions to Tenderers, terms and condifions, scope of work and oth- ® To review the content of the sourcing
ers can be found within this tender/RFQVRFI package. Flease submit your event before deciding to participate,
response through the system. click "View Event"2

Should you have any questions regarding this event, please contact us using
the messaging feature available in the event.
Thank you for your participation.

Responses are due by Tuesday, 11 March 2025 05:45 PM J 5T

@ I intend to Participate ® I decline to Participate

View Event

%1 Suppliers ensure enable to receive emails from the domain @inpexjapan.coupahost.com. This domain differs from the notification email domain used during the initial CSP setup. 23
%2 Suppliers can change their participation status in subsequent screens. For the method of changing participation status, please refer to page 30. Copyright © 2024 INPEX CORPORATION. All rights reserved.



INPEX

2-1-2 | Quotation Requests Receipt

If suppliers click "I intend to Participate," "I decline to Participate," or "View Event" on the previous page, they will
be taken to the one-time password entry screen below.

Enter the one-time password received via email to log in to the Sourcing Response Portal.

One-time password notification email One-time password entry screen Steps

@® Check the one-time password provided

e FY in a separate email.
: l‘\ @ Enter the one-time password from the
Your Coupa Login Verification Code email into the password field on the
INPEX login screen.

Hello test supplier ® Click "transmission"

To finish authenticating with Coupa please enter the following code or click
the button below.

(1)] 528956

Your code will expire in 15 minutes.

Thank you ® I """ G I
one-time password Fieserd

Please wait at least 15 minutes to
request a new one-time password

Enter your

24
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2-1-3 | Quotation Requests Receipt
Review the Sourcing Event details
If suppliers participate in the Sourcing Event, select “I intend to participate” and proceed to enter their response.

Steps

@ Review the event details, click “Choose
an answer”

@ If suppliers participate in the event,
select “I intend.” If suppliers decline,
select “I decline.” % 1

® To proceed to enter a response, click
“Enter Response.”%2

Spot Bid from Req #3622 - Event #1232 sx=

Supplementary Information

- If suppliers select “I decline,” suppliers must enter
a comment stating their reason for declining.

« The participation status will be reflected in INPEX's
Coupa screen.

- If suppliers select “I intend” in the quotation
request email and log in, the default “choose an
answer” will be set to “I intend.”

« If suppliers select “I decline” and log in, the default

Event Information & Bidding Rules Buyer Attachments

Timeline “choose an answer” will be set to “I decline.”
== = « If suppliers select “View Event” and log in, the
e =i default for “Do you intend to participate” will be set

to “choose an answer.”

Q=

X1 If suppliers wish to participate after initially declining, please contact the INPEX representative. 25
%2 If suppliers do not intend to respond to the quotation, the subsequent steps for quotation response are not necessary. In this case, select “I decline.” Copyright © 2024 INPEX CORPORATION. All rights reserved.
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2-2-1 | Quotation Requests Response

Suppliers enter their response for the request for quotation.

Spot Bid from Req #3622 - Event #1232 e

Event iInfo My Responses  Test supplier - #907

@ ]

Attachments

EventEncs [N |
S Steps

@ Enter any desired response name in the
provided field.1
@ If files are attached, click to download

Attachment —
@I download__2025-03-10T182621.653.05v I @

= Forms

ez

test RESDD"SE 10 test

Review the content of the downloaded files,
and if necessary, update and reattach the
files by following these steps:

has not provided any Forms for this event @

= |tems and Services

atach i

—— X ® Click “File”%2%3
@ Click “Browse” to attach the updated file
or drag and drop the updated file to

o tost 0 JPY
Expected Quantity x Price per Unit
>
Expected Quantity Capacity *Price per Unit *Currency
10 Each 10 JPY -
s Total  0UPY
%1 Any desired response name will be notified to INPEX. %2 If attaching a completed file is mandatory, a “*” mark will appear on the attached document. INPEX decide whether it is mandatory. 26
%3 File size limit of 250MB per file, with a maximum of 250 files can be attached. The same limitations apply to all “attached documents” items. Copyright © 2024 INPEX CORPORATION. All rights reserved.
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2-2-2 | Quotation Requests Response

Suppliers enter their response for the request for quotation.

Spot Bid from Req #3622 - Event #1232 acue

Eventinfo My Responses

*Name |#1232

Attachments

Event Ends

gt 23

days

hrs

~

test Response 1o test

Attachment Attachment

donnload - 2025-03-10T162621653 csv Add File

Forms

o

o test

L History

Iltems Not In Lots (1 items)

0 JRY

Price per Unit

i

Capacity
10

Import from Excel

Shipping Tem

fLacoupa

Supplier ltem Name

* Price per Unit

DiPart Number

@ Click the ">" next to the item to expand
the details.

@ Enter information in each field.

Mandatory fields are marked with “*” on the screen.

- Capacity : Enter the quantity of items that can be
delivered.

+ Expected Quantity : INPEX’s expected quantity.
This field cannot be edited.

« *Price per Unit : Enter the unit price of the quoted
item (excluding tax).

+ *Currency : Enter the currency in which the order
will be accepted. If currencies other than JPY are
selectable, they will appear when clicked.

» Supplier Item Name : Enter the name of the item
as referred to by the supplier.

+ Item Description : Enter the description of the
item.

+ ID/Part Number : Enter the item ID/part number
as referred to by the supplier.

+ Lead Time (days) : Enter the delivery time in days.
Only numerical input is allowed.

+ Shipping Term : Enter the shipping terms.
Attachments : Input file, URL, or text information.

@ Click "Save"

27
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2-2-3 | Quotation Requests Response
Suppliers verify the total quotation amount and submit the quotation response.

Spot Bid from Req #3622 - Event #1232 e

ey 0! 23 SteS

B @® Ensure the total quotation amount is
calculated correctly.

*Name |#1232 @ Click "Submit Response"

e

Eventinfo ~ MyResponses  Test Supplier - #9507

Supplementary Information:
+ To save the progress without sending it to the
INPEX, click "Save."

upload using Excel. In that case, click “Import from

= Items and Serviceg| A

o tost 150,000 JPY Excel.” Download the template for the upload file,
Expected Quanity x Price per Unit fill it out, and upload it. (Refer to the steps for
> entering responses via bulk upload starting from
Expected Quantity Capacity * Price per Unit * Currency the next page')
10 Each 10 15,000 JPY ~

* Required field @ Total 150,000 JPY
L) History >

Import from Excel Save Submit Response

28
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2-2-4 | Quotation Requests Response - Notes. How to Enter Responses via File Upload
When there are many items in the request for quotation, it is possible to respond collectively via file upload.
To prepare the upload file, download the template.
Spot Bid from Req #3622 - Event #1232 scrve

Steps
Event Ends D = E 3

e e ® Click "Import from Excel" at the bottom
Eventinfo  MyResponses  Test Supplier - #307 of the screen.
@ In the displayed popup screen, click
"Response Template."%1
® Click on the downloaded file.

*Name #1232

- History >

@ Import from Excel Save Submit Response

@i 1. Download the Response Template 10(9: This template will only work for this event)

Fields marked with a "™ are mandatory. D e sact the Excel file if you plan to upload it

Values in the uploaded file will replace anything currently Save ~nse
Once you click "Start Upload" values in the excel file will be saved, but not sG>
Once upload is complete, review your response and click "Submit.” Your response will not o «
3. Load the updated file
Choose File | No file chosen

® n en#Inpex-Event#1242 xlsx
Open file

Uploading will only save your response. You must click "Submit” to send it to the buyer.

Start Upload

%1 The downloaded template is exclusive to the specific request for quotation. It cannot be used for responses to other quotation requests. 29
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2-2-5 | Quotation Requests Response - Notes. How to Enter Responses via File Upload
Suppliers fill in the downloaded template file with their response content, then upload it.

4 G H | J K L M Ste N S
3 ) . \ .
Ml item / Service |Item / Service Fields ® Input fields within the Supplier

Il [ NN e Gl ) | [oeonse PR b the template
Gl Item Description (Te)dl (Number M (Text] M Need by Date (Date) §dl (Text) hd Number (Text pd Description (Text Usage of each field is as follows:

S st 10 Each 03124723 - Capacity (Number) : Enter the quantity of items

8 that can be delivered.
+ Unit Bid Price (Number) : Enter the unit price of
= > & 3 3 = T 7 the quoted item (excluding tax).
2 + Bid Price Currency (Text) : Enter the currency

in which the order will be accepted. Select from the
dropdown list. If currencies other than JPY are

v B (rext) 3 Lcad Time (nteger) Bl Text)  Bl(Text) " Hlre " Ellshipping Term (Tex[B selectable, they can be selected from the dropdown
10 15000|JPY ||St

8 + Lead Time(Integer) : Enter the delivery lead time
9 in days.

+ Supplier Item Name (Text) : Enter the name of
the item as referred to by the supplier.

« Item Part Number (Text) : Enter the item part
number as referred to by the supplier.

« Item Description (Text) : Enter the description of
the item.

« Shipping Term (Text) : Enter the shipping terms.
Select from the dropdown list.

30
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2-2-6 | Quotation Requests Response - Notes. How to Enter Responses via File Upload
Suppliers upload the created file.

Click "Import from Excel" at the bottom
of the screen.
In the displayed popup screen, click

Spot Bid from Req #3622 - Event #1232 xc

Steps for uploading your response in Excel
1. Download the Response Template (Note: This template will only work for this event)
2. Fill in or update the Excel file.
Fields marked with a " are mandatory. Do not uniock/unprotect the Excel file if you plan to upload it
Values in the uploaded file will replace anything currently saved to your response.

Event Info My Responses Test Supplier - #307 Once you click "Start Upload" values in the excel file will be saved, but not submitted.
Once upload is complete, review your response and click "Submit.” Your response will not be sent until you do so. Y7l h . | n
“Name | #1222 aiadated file Choose File.

o o Select the created upload file.

e ©® ©

Artachmente ) Uploading will only save your response. You must click "Submit” to send it to the buyer.
H " n
o Aachmens | g s ® lick “Open
— o — 2 C 1 "Op n
N | Click "Start Upload.
5 History L x
€« » v » INPEX ~ G Seasch INPEX »
Organize = New) a e
= i NN
@ IJu- en#inpex-Event#1232.xsx @ 3/31/2025 11:04 AM Microsoft Excel Work... SKEI
-

File namme; enInpex-Event#1232 xdsx | Al s (-

Upload @ ile Open Cancel

31
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2-2-7 | Quotation Requests Response - Notes. How to Enter Multiple Responses
Suppliers enter multiple responses to the request for quotation.:x1

When multiple My Responses Steps
responses are A” - l pr— IS‘”’““ 7] @® In the relevant Sourcing Event, click "My
allowed

Response Name State Submitted At Total Actions Responses" and SWItCh tabs'
|#1232 submitted 0310125 150,000.00 =g @ Click “Enter Response.” (For screen
#1232-2 submitted 0310125 160,000.00 =/ input methods, refer to pages 27 and
Perpage 15 | 45 | 90 28)
@ Supplementary Information
nter Response N N .
a. If entering multiple responses is not allowed,

when you click "My Responses," the list of

When multiple Eventinfo My Response responses will not be displayed, and you will be

responses are taken directly to the response entry screen.
Responded on 03/11/256 iti W w i
not allowed | sl s lee b ail
Attachments ~ play 9 P ’
has not provided any Attachments for this event
Forms A
1 has not provided any Forms for this event
%1 INPEX controls whether multiple responses can be allowed or not. 32
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Initial Setup A EmEt Service Sheets Appendix. INPEX

2-2-8 | Quotation Requests Response - Notes. Event Clock

The event clock displays the deadline until the event ends.
Please note that once the event ends, responses will be closed, and suppliers will no longer be able to respond to

the request for quotation.

Spot Bid from Req #3622 - Event #1232 scie

Event Ends D = E' 3

days hrs

Event Info My Responses Test Supplier - #907

*Name | #1232

Attachments

33
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INPEX

2-2-9 | Quotation Requests Response - Notes. Email Communication
Suppliers can communicate by replying to the invitation email for the request for quotation or any related emails

sent by the INPEX.

INPEX Sourcing Event - Spot Bid from Req #3623 #1233 Invitation

Coupa Sourcing Notifications <sourcing@inpexjapan-dev.cor
To ()P AB coupatest/

@ If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Qutlook prevented automatic download of so

e) Reply —> Forward

<€) Reply All

&~

2025/03/11 (A) 15:07

pictures in this message.

INPEX Sourcing Ever‘
Invitation
©)

Test Supplier has been invite
for Spot Bid from Req #3623

@

;(BThequowingredpfemfs outside yourjanization: ing+f5097edfde 1949b45. la@inpexjay d
> ‘ From
Send ‘ To ‘ sourcing+f5097edfde1949b45203da@inpexjapan-dev.coupahost.com
e
Subject RE: INPEX Sourcing Event - Spot Bid from Req #3623 #1233 Invitation
Dear OO,
o

Thank you for inviting us to the spot bid.<
| am writing this to inform you about the change in our products’ price.<

® Click "Reply" or "Reply Al" to the
received email to initiate the reply email.

@ Enter your response in the email.
(Please do not change the recipient)

® Click "Send.” (The screen display may
differ depending on the emalil
application you are using. It is not an
issue as long as you reply to the email
as usual.)

34
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2-2-10 | Quotation Requests Response - Notes. Instant Messages
Suppliers can utilize the instant messages feature when exchanging messages with the INPEX.

Spot Bid from Req #3611 - Event #1231 ce

Event Ends

Instant Messages

Eventinfo My Responses Test Supplier - #906

* Name

Search
Attachments A
Provided by 24 #it
test -
|
@ w—Atizchment ®i Type new message
|
&7 Attacn files I @ l_'
Having Technical Issues? Contact sourcing. support@coupa.com

%1 INPEX control whether suppliers can attach files to instant messages.

@ Click "Instant Messages" at the bottom
left of the screen.

@ Enter your message and attach files if
necessary.x1

® Click "Send Message."

35
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2-3-1 | Quotation Response Modification
Suppliers log in to the Sourcing Response Portal again from the request for quotation email sent by the INPEX to
access the request for quotation that needs to be revised. X1

INPEX Sourcing Event - Spot Bid from Req #3622 #1232 Steps

Invitation ® From the request for quotation email
o _ received from the INPEX, click "View

“Invitation to Tender / Request for Quotation (RFQ) f Request for e

Information (RFIy™ Event."x2

INPEX (Company) is pleased to issue this Invitaion to Tender { Request for
Quotation (RFQ) / Request for Information (RF1) for the provision of goods
andior senvices as outlined in this sourcing event. Further details regarding
the instructions to Tenderers, terms and conditions, scope of work and oth-
ers can be found within this tenderRFQVRFI package. Flease submit your
response through the system.

Should you have any questions regarding this event, please contact us using

the messaging feature available in the event.
Thank you for your participation.

Responses are due by Tuesday, 11 March 2025 05:45 PM J 5T

I intend to Participate I decline to Participate
®

%1 Revisions to the quotation response are only possible before the response deadline. 36
%2 Suppliers can also log in to the Sourcing Response Portal from “I intend to Participate" or “I decline to Participate Copyright © 2024 INPEX CORPORATION. All rights reserved.




INPEX

2-3-2 | Quotation Response Modification

If suppliers click "I intend to Participate," "I decline to Participate," or "View Event" on the previous page, they will
be taken to the one-time password entry screen below.

Enter the one-time password received via email to log in to the Sourcing Response Portal.

One-time password notification email One-time password entry screen Steps

@® Check the one-time password provided

e FY in a separate email.
: l‘\ @ Enter the one-time password from the
Your Coupa Login Verification Code email into the password field on the
INPEX login screen.

Hello test supplier ® Click "transmission"

To finish authenticating with Coupa please enter the following code or click s wER 2 [eesk 15 rrfiriss i

the button below. request a new one-time password

@ 528956 I
Your code will expire in 15 minuies.
Thank you CZ ...... B

Enter your

37
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2-3-3 | Quotation Response Modification

Once logged in, suppliers will be redirected to the sent response screen for the relevant request for quotation.x1
Suppliers edit the content of the quotation response and resend.

Spot Bid from Req #3611 - Event #1231 :ci=

@ @ Revise the response content
. —— (Refer to pages 26 and 27 for
Attachments R descriptions of each item)
S— @ Click "Submit Response"
test Response to test
Forms

=5 ot provided any Forms for this svent

= lems and Services ~

Items Not In Lots (1 items)

_ 160,000 JPY
@ 7Ah&R
Price per Unit

>
*Price per Unit = Currenc, ¥

180,000 JFY -

Total 160,000 JFy

L) History >

Import from Excel ® I Submit Response I

%1 If multiple responses have been sent, the initially displayed response will be the last one sent.

38
If you wish to edit a response other than the initially displayed one, please refer to the next page. Copyright © 2024 INPEX CORPORATION. Al rights reserved.
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INPEX

2-3-4 | Quotation Response Modification - Notes. Select the response to be revised from list
If multiple responses have been sent, click "My Responses" to display the list of quotation responses.
Suppliers edit the relevant quotation response from the list and resend it.

Spot Bid from Req #3611 - Event #1231 aciie

Perpage 15 | 45 | 90

Event Ends B { SS
hrs mins
Eventl@ My Responses
View Advanced Search gel
Response Name State Submitted At Total Actions
ITesl Supplier - #905 working 160,000.00 =
Test Supplier - #9206 working 5,000.00 @13

Enter Response

® Click "My Responses"
@ Click "Edit (pencil
response to be revised

icon)” for the

39
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Ord
INPEX

Chapter3 | Order Acknowledgement - Overview

INPEX send the Purchase Order via email.

Suppliers review the content of the order using the Purchase Order PDF attached to the email or on CSP.
Suppliers perform the Order Acknowledgement on CSP if there are no issues with the order content.

s Purchase
- Order
INPEX HERE
Purchase Order Purchase Order Order
. Receipt Confirmation Acknowledgement
Suppliers

41
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Initial Setup AdrelEeEEm e Service Sheets Appendix. INPEX

3-1-1 | Order Acknowledgement
Suppliers receive Purchase Order via email.

INPEX Corporation Purchase Order #INPEX1858

® To review the email and navigate to CSP
INPEX <do_not_reply@inpexjapan-dev.coupahost.com> { © Reply ‘  Reply Al ‘ — Forward ] E] for more details, click "Manage Order."
To P AB coupatest13 2024/12/05 () 15:06 @ To view the PDF Purchase Order, click
(%) If there are prablems with how this message is displayed, dlick here to view it in a web browser. the attached Purchase Order.

Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

—05  PO-INPEX1858_v1_20241205.pdf
PDF v
me® 44 KB

=

INPEX Corporation Purchase Order #INPEX1858
Order Summary
Date 12/05/24
PO Total 4,000.00 USD

Shipping FOB
Terms.

Payment BFO6: 725 (FB) AFRHAR AL
Terms.

Contact

0 B=

42
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Initial Setup AdrelEeEEm e Service Sheets Appendix. INPEX

3-1-2 | Order Acknowledgement
Suppliers log into CSP and review the order details.

£;:coupa supplier portal TEST NOTIFICATIONS HELP Ste N S

A Invoices Business Profile  Setup  Service Sheets ~ ASN  Sourcing  Forecasts  Catalogs  Community  More... @ CO nﬁ m " I N PEX” iS se | ected un d er
Orders  OrderLines  Retums  Order Changes  Order Line Changes  Order Confirmations  Order Confirmation Lines  More... "Se|ect Customer_ W
@ @ Click on the relevant Purchase Order
Select Customer I INPEX .I num ber

Purchase Orders

Instructions From Customer
FERNEECHEO E. SHERRT o TEEL,

Click the == Action to Accept the Purchase Order and Create an Invoice using its data
=
PO Number OrderDate Status Acknowledged At  ltems Unanswered Comments Total Assigned To  Actions
[ 2036} 0311/25  lssued None 10 Each of test No 500,000 JPY &g

2035 03/11/25 Issued  None 10 Each of test No 500,000 JPY =S5

@ Chat with Coupa Support

43
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INPEX

3-1-3 | Order Acknowledgement
Suppliers verify the order details, and if there are no issues, proceed with the Order Acknowledgement.

Select Customer INPEX . Ste S

@ 1If there are no issues with the order
General Info Shipping details, check the "Acknowledged" box.

Purchase Order #2036

order e 03125 If there are issues with the order details,
) e i follow these steps:
S — @ To contact the INPEX about issues with
Payment Tom, 8008 : (VA(FB)ASM 2I 4 > SupreHE Trang . the order details, enter your message in
e st chng the “Enter Comment" field at the
bottom of the screen.
o ——— ® Click “Add Comment"1

Create Invoice Save =4 Print View

Supplementary Information
Comments Mule Comments v To view the same Purchase Order attached to the
email, click "Print View."

G =

%1 There is no character limit for inputting comments. 44
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INPEX

Chapter4 | Service Sheets - Overview
Once the service has been completed, Suppliers register the Service Sheets.
Suppliers can cancel the Service Sheets before INPEX's approval.

Suppliers can amend the service sheet’s details if there are errors.
*INPEX will generally not send notices of inspection completion*

Service

Sheets
Approval

o
il

INPEX

Cancellation Modification
Service Required? No Required? No
Sheets

Suppliers Registration

Service
Sheets
Modification

Service
Sheets
Cancellation

46

Copyright © 2024 INPEX CORPORATION. All rights reserved.



Order
Acknowledgement

Service Sheets Appendix.

INPEX

4-1-1 | Service Sheets Registration
Suppliers register Service Sheets from the order screen.

Suppliers access the order list.

INPEX » 5000.0 » JPY » Not Invoiced

Multi Factor Join Requests Merge Linked
Security Suggestions Customers
0 of 1 Users 0 Users 5 Duplicates 1 Connection

£:coupa S@”“ portal K8~ NOTIFICATIONS @ HELP
o invoice | Orders || Business Profile  Setup  Service Sheets ~ ASN  Sourcing  Forecasts  Catalogs  Add-ons  More..
15 Test Supplier
rofi ast Updated: 5 minutes ago | View Profile
Recent Activity view « @ Announcements
No Announcement
JPEX
Order # 2039 Issued Mar 11

@ Chat with Coupa Support

@® Click “Orders”
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Initial Setup Acknowledaement Service Sheets Appendix. I”pEx

4-1-2 | Service Sheets Registration
Suppliers select the order from the order list to register the Service Sheets.

£coupa supplier portal TEST~ = NOTIFICATIONS @  HELP Ste N S

A Invoices Business Profile  Setup  Service Sheets ~ ASN  Sourcing  Forecasts  Catalogs  Community  More.. @ Click on the helmet icon for the relevant
Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More... Order number
Select Customer INPEX -

Purchase Orders

Instructions From Customer
BEANSEORROL. FEEBET TS,

Click the 2 Action to Accept the Purchase Order and Create an Invoice using its data

view [ =

PO Number Order Date Status Acknowledged At  Items Unanswered Comments Total Assigned To
|2L|37 03/11/25 Issued None service test No 5,000 JPY

2036 03/11/25 Issued  None 10 Each of test No 500,000 JPY

2035 03/11/25 Issued  None 10 Each of test No 500,000 JPY
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4-1-3 | Service Sheets Registration
Enter the actual performance of the service and register the Service Sheet.
After registering the Service Sheet, a request for approval will be sent to INPEX.

(*) Status Draft

Service Sheet #433 2 Requested By [ %uhm?ﬁcd on Ste N S

0% @ Enter Service Sheet Contents 1
Mandatory fields are marked with “*” on CSP screen.

Lo i JE . Completion Date : Enter the service completion date.
+ Attachments : If there are any attachments, enter the file,
) . URL, or text information.
Line Details + *Service Start Date : Enter the start date of the period
for the Service Sheet.
@ 1 service test 0wy ! - *Service End Date : Enter the end date of the period for
the Service Sheet.
o poey o . e - *Description : Enter the name of the details as stated in
the Purchase Order.%2
e CemesEmat e «  *Price : Enter the tax-excluded unit price of the details.3
» *Quantity : Enter the quantity of the details.
" senvice Start Date " servee Endpae *UOM : Enter the quantity unit of the details.><3
) ) @ Click "Submit"
1  *Description Worker Assignment Rate * Price * Quantity *uoM
No workers avaitable Q| | Norates avaitable Q 1 Each ey

+ Add Detad Line

Comments >
%1 To temporarily save the Service Sheets being created, click "Save." %2 To add details, click "+ Add Detail Line” below the “Description” field. 49

%3 If the detail type is Service(Amt), Suppliers can edit the fields; otherwise, unit price and quantity from the PO are auto-filled and cannot be changed.
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4-2-1 | Service Sheets Modification - Withdrawal (Only if a request for approval is sent)
Suppliers need to withdraw an approval request for Service Sheets if modifications are needed.
Suppliers access the list of Service Sheets.

».‘z;zcoupa supplier portal @ F: ) NOTIFICATIONS @ = HELP Ste N S

o Invoices  Orders  Business Profile  Setup ISErvl:e Sheets I ASN  Sourcing  Forecasts  Catalogs  Add-ons  More.. @ CIle ”Ser—vice SheetS"

TS '.I'est”Su.pplier

10 | View Profile

Recent Activity view « @ Announcements
Order # 2039 lssued  Mar 11
INPEX  5000.0 » IPY » Not Invoiced
Multi Factor Join Requests Merge Linked
Security Suggestions Customers
0 of 1 Users 0 Users 5 Duplicates 1 Connection

@ Chat with Coupa Support
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4-2-2 | Service Sheets Modification - Withdrawal (Only if a request for approval is sent)
Suppliers withdraw the relevant Service Sheets.

{,’;ﬁcoupa Supplier port al TEST NOTIFICATIONS @)  HELP Ste N S

ﬁ Invoices Orders Business Profile Setup ASN Sourcing Forecasts Catalogs Community More... @ Click the arrOW mark for the releva nt
Service Sheets  Service Sheet Lines Service Sheet number:x1
@ Confirm the popup and click "OK">2

Select Customer INPEX

Service Sheets

Switch to new experience

3 = X 7]

Service Sheet ~  Purchase Order Lines Service Sheet Total Currency  Status Submitted Date Approval Date Actions

| 432 2037 service test 5,000 JPY Pending Approval 0311125 None @

Perpage 15 | 45 | 90

Please Confirm

Are you sure you want to withdraw from approvals?

Cance ® OK

%1 If the Service Sheets have already been approved by INPEX, suppliers cannot withdraw. If suppliers need to withdraw, please contact INPEX representative. 51
%2 Upon withdrawal, the status will be changed to draft, and suppliers can make modifications in the next page's "Steps." Copyright © 2024 INPEX CORPORATION. All rights reserved.
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INPEX

4-2-3 | Service Sheets Modification - Modification

Suppliers select the target to modify the registration details from the list of Service Sheets.

,zcoupa supplier portal TEST~  NOTIFICATIONS @  HELP

ﬁ Invoices Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts Catalogs Community Mare...

Service Sheets Service Sheet Lines

Select Customer INPEX
Service Sheets
Switch 1o new experience

Service Sheet - Purchase Order Lines Service Sheet Total Currency __ Status __ Submitted Date Approval Date Actions
@ uzths None @

I 432 2037 service test 5,000

Parpage 15 | 45 | 90

%1 For details on how to use each item in the Service Sheets registration, please refer to page 49.

@® Confirm that the status of the relevant
Service Sheets number is "Draft."

@ Click the pencil icon and make the
necessary modifications to the
registration details> 1

52
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4-3-1 | Service Sheets Cancellation
Suppliers can delete the service sheet itself by canceling the Service Sheetsx1
Suppliers access the Service Sheets.

».‘z;zcoupa supplier portal @ F: ) NOTIFICATIONS @ = HELP Ste N S

o Invoices  Orders  Business Profile  Setup ISErvl:e Sheets I ASN  Sourcing  Forecasts  Catalogs  Add-ons  More.. @ CIle ”Ser—vice SheetS"

TS '.I'est”Su.pplier

30 | View Profile

Recent Activity view « @ Announcements
No Announcem
Order # 2039 lssued  Mar 11
INPEX  5000.0 » IPY » Not Invoiced
Multi Factor Join Requests Merge Linked
Security Suggestions Customers
0 of 1 Users 0 Users 5 Duplicates 1 Connection

@ Chat with Coupa Support

X1 If the approval request is pending under INPEX's side or has already been approved by INPEX, the cancellation is not possible. 53
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Service Sheets Appendix.

INPEX

4-3-2 | Service Sheets Cancellation
Suppliers cancel the Service Sheet.

,zcoupa supplier portal

ﬁ Invoices Orders Business Profile Forecasts

Setup Service Sheets ASN Sourcing

TEST NOTIFICATIONS @

Catalogs Community More...

HELP

Service Sheets Service Sheet Lines

Select Customer

Service Sheets

INPEX

Switch 1o new experience

Perpage 15 | 45 | 90

2 = EX 2
Service Sheet ~ Purchase Order Lines Service Sheet Total Currency Status Submitted Date Approval Date Actions
I 432 2037 service test 5,000 @ 03111!25 None @ ,E

®
@

Confirm that the status of the relevant
Service Sheets number is "Draft."
Click the "x" mark of the target service
sheet to execute the cancellation.

54

Copyright © 2024 INPEX CORPORATION. All rights reserved.



Acknowledgement

INPEX

4-4-1 | Service Sheets Reference
Suppliers can refer to Service Sheet.
Suppliers access the Service Sheets.

£,zcoupa supplier portal
o Invoices  Orders

Business Profile

@,

A& NOTIFICATIONS @  HELP

Setup |Sgrv|:a Sheets I ASN Sourcing Forecasts Catalogs Add-ons More...

Recent Activity

Order # 2039

INPEX » 5000.0 » JPY » Not Invoiced

TS Test..Supplier

30 | View Profile

Multi Factor Join Requests
Security
0 of 1 Users 0 Users

Merge
Suggestions

5 Duplicates

view v @ Announcements

No Announcement

lssued  Mar 11

Linked
Customers

1 Connection

t

@ Chat with Coupa Support

@ Click “Service Sheets”
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INPEX

4-4-2 | Service Sheets Reference

Suppliers select the Service Sheets for reference.

Service Sheets

Service Sheet ~

from
: 432 2037

Purchase Order Lines Service Sheet Total

service test 5,000 JPY

,zcoupa supplier portal TEST+  NOTIFICATIONS HELP
ﬁ Invoices Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts Catalogs Community More...
Service Sheets Service Sheet Lines
Select Customer INPEX .

Currency
Draft 03/11/25 None

Switch 1o new experience

0
Actions

70

v l Advanced I Search

Submitted Date Approval Date

Status

@ Click the relevant Service Sheet Number.

56
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Acknowledgement

INPEX

4-4-3 | Service Sheets Reference

Suppliers refer to the registered contents of the Service Sheet.

®

Service Sheet #432

5,000 Jpy

PO #
2037

Line Details

service test

PO Line
1

Supplier Contact Email
None

Service Start Date

02/11/25

Description

test service

# of Service Sheets for Order

1

Due Date
03/04/25

PO Line Total
5,000 JPY

Service End Date

02/11/25

Worker Assignment

No workers available

Order Date
03/11/25

Completion Date

None

Rate Price Quantity

No rates avallable 5,000 1

& Requested

By

Attachments

None

uom

Each

) Submitted
On

5,000 ey

Total

5,000 JPY

@ Refer to the relevant contents of the
Service Sheet.
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INPEX

Chapter5 | Invoice - Overview
Supplier register the invoice for the purchase order from INPEX.

If there are any discrepancies in the invoice such as amount or quantity, Supplier is required to re-register the invoice
after INPEX discards the initial invoice. If the invoice needs to be canceled after approval by the INPEX, Suppliers

need to register a Credit Note.

_ _ : ) _ Invoi
*INPEX will generally not send notices of inspection completion* oice

Cancellation
YeS Invoice reqUIred? g

Approval -

No

Is the invoice

s : correct? .
Invoice > Invoice
- Receipt Abundant
INPEX
Invoice In;gice &N Credit Note
Supplier Registration registration Registration

59
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INPEX

5-1-1 | Invoice Registration
Suppliers register the invoice for the relevant purchase order.
Suppliers access the purchase order list.

£,zcoupa sypplier portal KBS~ NOTIFICATIONS @  HELP
o Inve I Orders I Business Profile  Setup  Service Sheets ~ ASN  Sourcing  Forecasts  Catalogs  Add-ons  More..
15 Test Supplier
T ] pdat 5 minutes ago | View Profile
Recent Activity view « @ Announcements
No Announcement
IPEX
Order # 2039 lssued  Mar 11
INPEX » 5000.0 « JPY « Not Invoiced
Multi Factor Join Requests Merge Linked
Security Suggestions Customers
0 of 1 Users 0 Users 5 Duplicates 1 Connection

@ Chat with Coupa Support

@ Click “Orders”
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Initial Setup A EmEt Service Sheets Appendix. INPEX

5-1-2 | Invoice Registration
Suppliers select relevant PO Number for Invoice Registration.

sncoupa supplier portal TEST~  NOTIFICATIONS @  HELP Ste N S

ﬁ Invoices Business Profile Setup Service Sheets ASN Sourcing Forecasts Catalogs Community More... @ CI ick the "CO i n ico n n of the releva nt
Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More... pu rch a se 0 rde r n u m ber_
Select Customer INPEX v

Purchase Orders

Instructions From Customer
FOINBETHRIEO L. RARREITOTIEAL),

Click the “s Action t ng its data
E"""'""' view I - I Search 'o]
PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Assigned To _ Actions
|2037 03/11/25 Issued None service test No 5,000 JPY @ ‘.“l
2036 03/11/25 Issued None 10 Each of test No 500,000 JPY ES)
2035 03/11/25 Issued  None 10 Each of test No 500,000 JPY g
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Invoice

INPEX

5-1-3 | Invoice Registration — Enter Header Information
Suppliers enter the header information of the invoice.

%3 If the invoice date is different from the invoice issuance date, enter the invoice date (such as the service provision date or product shipment date).

@ o General Info 9 From Steps
* Invoice # * supplier Supplier Test @ Enter header |nf0rmat|oll:] ”
Mandatory fields are marked with “*” on CSP screen.
* Invoice Date & Supplier CTID | v~ » *Invoice# : Enter the desired invoice number.>1
- « *Invoice Date : Enter the billing date.><23%3
Payment Term BDO6 : P (FB)/H#HIZAFAK Invoice From Address  test ’ - Date of Supply : Enter the delivery date
0000000 . : e
Date of Supply & ;pamw . Dehveyy Numbgr : Enter the shipping number.
Japan Input is not required.
* Currency * Supplier Note : Enter any supplemental
) information if necessary.
i * Remit-To Address test &
pelivery Number 000000 - Attachments : Enter files, URLs, or text
Status Japantest inform_ation if there are any attac_hed _documents.
B ) Japan « Supplier CT ID : Select the registration humber of
Image Scan | 77 )L OER | T 7 ILAERENTOFEA the Qualified Invoice Issuer. Input is not required.
* Ship From Address test y + *Invoice From Address : Enter the billing issuer’s
Supplier Note +0000000 address.
Japantest + *Remit-To Address : Enter the payment receiver’s
z Japan address.
Attachments @) Add File | URL | Text Ship F_rom Ac_ldre_ss : Enter the shipping address
- from which the invoice is sent.
%1 Suppliers cannot use an invoice number that has been used previously. 2 Enter the service provision date or product shipment date in principle. 62
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INPEX

5-1-4 | Invoice Registration - Enter Item Details
Suppliers enter the details of the invoice items.

Lines Steps

@ Type Description Qty ucom Price 0 @ Enter Item Deta”S
= fest 5 = g 1.000.00 5,000 Mandatory fields are marked with “*" on CSP screen.
+ *Quantity : Enter quantity31
+ *Price : Enter the service provision amount.32
PO Line Service Sheet Line Contract Credit Line » Credit Line : Select the credit details. Input is not
2059-1 None - None f required.
» Supplier Part Number : Enter the item number of

the product.
Supplier Part Number “Tax Code Billing « *CT Rate : Select the consumption tax rate.

LB — SRBALE10% 1011-HSE-3-—1101-3FEFESR-V-6701211000-A101-02A00 - Tax Reference : Enter the tax reference (National
Tax Agency website, etc.). Input is not required.

Taxes
CT Rate CT Amount Tax Reference
~ 0
%1 Suppliers cannot enter a quantity that exceeds the quantity on the PO. If suppliers deliver a quantity that exceed the PO quantity, please contact the INPEX representative. 63

%2 For services only, the supplier can enter the unit price. For goods, the unit price listed on the PO is automatically entered and cannot be changed. Copyright © 2024 INPEX CORPORATION. All rights reserved.
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5-1-5 | Invoice Registration - Submission
Suppliers submit invoice to INPEX.

Totals & Taxes

e "
€PDS

@ Click "Calculate" and confirm that the
total amount including tax is correctly

calculated.
Total CT 500 @ Click "Submit"
Net Total 5000 ® Check the pop-up and click "Send
' Invoice"x1
Gross Total 5,500

@ 2
Delete Cancel Save as Draft Calculate

Are You Ready to Send?

Coupa is about to create an invoice on your behalf. Please make sure you are not attaching another
invoice to this transaction as the Coupa generated PDF is your and your customers legal invoice.

Continue Editing

X1 If suppliers need to edit the invoice before sending, click "Continue Editing”, then suppliers will move to the Invoice Registration screen. 64
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INPEX

5-2-1 | Invoice Re-registration — Invoice Abandoned Email Receipt

Suppliers need to re-register the invoice if INPEX reject the invoice due to issues such as incorrect information.
If the invoice is abandoned, a notification email will be sent to suppliers.*1

Suppliers access the invoice list in CSP from the email.

. Steps
Invoice ##2039 has been abandoned. @ Check the reason and comments for the
abandon in the received invoice

Hi abandoned email.
’ ® Click "View Online"

Invoice #2039 has been abandoned from processing by INPEX. Please see
below for further information.

@ | [Abandon Reason: &K ELH
Additional Comments from INPEX:
Tax Rate must be 10.0%

Date: 2025-03-12

@] view Online ‘l

65

%1 Before INPEX abandon the invoice, INPEX will request an amendment or submit an abandonment.
Copyright © 2024 INPEX CORPORATION. All rights reserved.

A notification email will also be sent at the time of amendment request issuance or abandonment.
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5-2-2 | Invoice Re-registration - Review Status
Suppliers confirm the relevant invoice has been abandoned from the invoice list.
After reviewing the status, suppliers access the purchase order list to re-register the invoice.

£coupa Supr portal AER NOTIFICATIONS @) = HELP Ste N S

ﬁ Business Profile Setup Service Sheets ASN Sourcing Forecasts More... @ Confirm that the Status of the relevant
Invoices Invoices Lines Payment Receipts |nVO|Ce number (InVO|Ce#) |S marked as
abandoned.

@ Click “Orders”

Select customer  INPEX

Invoices

Instructions From Customer

A e
ZihERRERE T 2BE1E. BT INPEXICEET 25l ZEn.

B < BESNICERS., |OSHARICINVEITVNET,

EOfzsh, [HELED STESEADIREFORBENIRLE T Salighib0Ed.

FFOREERIC OV TOEFFALDRET.

kR OR KR kK R R R KR K K K K R R K K Kk K K K ok K R R R R KK K K ok R R K R KK R K R ok ok R R KR KK K R R R E KK K K

Create Invoices @

Create Invoice from PO Create Credit Note
Invoice #  Created Date PO#  Total Unanswered Comments Dispute Reason Actions
I #2039 03/11/25 @ Abandoned 2039 4,320 JPY Yes Tax Rate must be 10.0%
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INPEX

5-2-3 | Invoice Re-registration — Invoice Re-registration for Purchase Order

Suppliers re-register an invoice for the Purchase Order.

,xcoupa supplier portal AR~ NOTIFICATIONS @

ﬁ Invoices Business Profile Setup Service Sheets ASN Sourcing Forecasts More...

HELP

Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations More...

Select Customer INPEX.

Purchase Orders

Instructions From Customer
FANSECWERD b SFERET TR,

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

view [ 3 EX B |

PO Number Order Date Status Acknowledged At Items Unanswered Comments  Total Assigned To_Actions

2039 03/11/25  Issued None Service tast No 5,000
JPY <

@ Click the "coin icon" of the relevant
purchase order number.

(Refer to pages 61~65 for the Invoice
Registration Steps.)
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INPEX

5-3-1 | Invoice Reference
Suppliers review the invoice registered on CSP.
Suppliers access the invoice list.

43 a supplier portal
Invoices Orders Business Profile Setup

A& NOTIFICATIONS @  HELP

INPEX » 5000.0 » JPY » Not Invoiced

Multi Factor Join Requests Merge Linked
Security Suggestions Customers
0 of 1 Users 0 Users 5 Duplicates 1 Connection

Service Sheets ASN Sourcing Forecasts Catalogs Add-ons More...
15 Test Supplier
rofi ast Updated: 5 minutes ago | View Profile
Recent Activity view « @ Announcements
Order # 2039 Issued Mar 11

@ Chat with Coupa Support

@ Click “Invoices”
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INPEX

5-3-2 | Invoice Reference
Suppliers select the relevant invoice.

xcoupa supplier portal ABF~  NOTIFICATIONS @ HELP

ﬁ Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts More..

Invoices Invoices Lines Payment Receipts

Select customer  INPEX

Invoices

Instructions From Customer

ok kR Kk Rk R Rk R K R Rk ok kR kR R Kk K ok R %k k k R R R R Kk K R Rk Kk R K R Rk kK ok R R R R K K R Rk R K K
FIERREEE T SRR, BIINPEXICEB T 35EEEEE0.

B < EBENLES. BARCTAETNET.

EOIZE, HEILED SHZHAENDIRESORBEIRET SolENH 0 FET .

FFOIREERIC OV TORFHIRLIRET,

Sk R R R %k R K R ¥k R K R HOK K R oK R R KR %K K R KR K ok R K O Kk K R KK % % K R K R Kk Sk Sk R R R R K K F R F ¥k K

Create Invoices @

Create Invoice from PO Create Invoice from Contract Create Blank Invoice Create Credit Note
o - I e -
Invoice #  Created Date Status PO# Total Unanswered Comments Dispute Reason Actions
#2039-2 | 03112/25 Approved 2039 5,500 JPY No

@ Click the relevant invoice number in the
“Invoice#”
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INPEX

5-3-3 | Invoice Reference

Invoice detail screen will be displayed.

®

#,zcoupa supplier portal

~ Orders  Business Profile  Setup

il

NOTIFICATIONS @) HELP

Service Sheets ASN Sourcing Forecasts More...

Invoices Invoices Lines Payment Receipts

Invoice ##2039-2 ¢

General Info

Invoice # #2039-2

Invoice Date 02/11/25

Payment Term BDO06 : 12(FB)/A F#Hab I A F ik

Delivery Date 02/11/25
Currency JPY
Delivery Number None

Status Approved
Shipping Term None

Legal Invoice download
Image Scan None
Supplier Notes None

Attachments None

Select customer  INPEX

Bill To & Ship To

Supplier Supplier Test

Invoice From test
T 0000000
Japantest
Japan

Remit To test
T 0000000
Japantest
Japan

Ship From test
0000000
Japantest
Japan

Supplier CTID None

Customer INPEX

@r

@ Confirm the invoice detail.
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5-4-1 | Credit Note Registration
Suppliers need a Credit Note registration if the cancellation of an approved invoice is necessary.x 1
Suppliers access the invoice list.

{;;;g a supplier portal AEI~  NOTIFICATIONS @  HELP Ste DS
Invoices

Orders  BusinessProfile  Setup  Service Sheets ~ ASN  Sourcing  Forecasts  Catalogs  Add-ons  More.. @ Cl |Ck ”Invoices"

TS '.I'est”Su.pplier

30 | View Profile

Recent Activity view « @ Announcements

Mo Annous

Order # 2039 Issued Mar 11

INPEX » 5000.0 » JPY » Not Invoiced

Multi Factor Join Requests Merge Linked
Security Suggestions Customers
0 of 1 Users 0 Users 5 Duplicates 1 Connection

@ Chat with Coupa Support

%1 To check whether an invoice is approved, refer to the "Status" column in the invoice list or invoice detail. 71
For details on how to confirm the invoice list/invoice details, refer to pages 68~70. Copyright © 2024 INPEX CORPORATION. All rights reserved.
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INPEX

5-4-2 | Credit Note Registration
Suppliers commence Credit Note Registration

xcoupa supplier portal ABF~  NOTIFICATIONS @ HELP

ﬁ Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts More..

Invoices Invoices Lines Payment Receipts

Select customer  INPEX

Invoices

Instructions From Customer

S kR R Rk K R KR Rk ok R K kR K R R R K R K R K Rk R R R ok R R R K K R R Rk Kk ok R R KR % R R Rk Rk K
FIERREEE T SRR, BIINPEXICEB T 35EEEEE0.

B < EBENLES. BARCTAETNET.

EOIZE, HEILED SHZHAENDIRESORBEIRET SolENH 0 FET .

FFOIREERIC OV TORFHIRLIRET,

Fk K KR K KRR K R R R R K R K Rk R R R R R KR K R R R K KRR K E KR K KR R R K R K R KR R K R K E R KR KRR K F ¥k kK ok

Create Invoices @

Create Invoice from PO Create Invoice from Contract Create Blank Invo @ Create Credit Note
i - I el -

Invoice #  Created Date Status PO# Total Unanswered Comments Dispute Reason Actions

I #2039-2  03112/25 Approved 2039 5,500 JPY No

@ Click “Create Credit Note”
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5-4-3 | Credit Note Registration

Suppliers select the relevant invoice to register a Credit Note.

®

Credit Note ) ¢

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

Reason @ Resolve issue for invoice number 965 v I

Other (e.g. rebate)

cons D

How do you want to correct invoice "965" ?

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

coen (5 (D

© ®0 © ©

Select {Resolve issue for invoice
number}

Select the invoice number subject to the
Credit Note.

Click "Continue"

Select {Completely cancel the invoice
with a credit note} %1

Click “Create”

%1 Even in the case of reducing the invoice amount, be sure to cancel the entire amount of the relevant invoice.
After the cancellation, re-register the invoice with the correct amount.
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INPEX

5-4-4 | Credit Note Registration — Enter Header Information
Suppliers enter header information of the Credit Note.

Create Credit Note creze

@ Enter Header Information

This credit note applies to invoice #2039-2. When approved, the credit will fully cancel the invoice's impact to the transaction.

@ o General Info From Mandatory fields are marked with “*” on CSP screen.
 Credit Note £ - Sumplier Suoplior Tact + *Credit Note# : Enter the credit note number.3x1
e UppET SupplerTes - *Credit Note Date : Enter the issue date of the
“ Credit Note Date | 2025-03-12 [iF] Supplier CTID v credit note.
Payment Term D05 : FUA(FE)AREHEREhx * Invoice From Address test + Supplier Note : Enter any additional information if
. .‘ 0000000 necessary.
Original Dats of Suppty (EESEETT Japantest - Attachments : If there are any attachments, enter
“Currency JPY ~ Japan the file, URL, or text information.
N + Credit Reason : Enter the reason for the credit
Delivery Number Remit-To Address test A -
0000000 note registration.
Status Draft Japantest + *Invoice From Address : Enter the billing issuer’s
Original Invoice #2039-2 Japan addres.s. _
Number + *Remit-To Address : Enter the payment receiver’s
* Ship From Address test
Original Invoice Date 2025-02-11 ~ 0000000 addr_ess. o
Japantest « *Ship From Address : Enter the shipping address

Image Scan \ Choose File \ No file chosen

Japan from which the invoice is sent.

Supplier Note o TO

Customer INPEX

Attachments @) Add File | URL | Text *Bill To Address #t24HNPEX

Credit Reason T107-6322

%1 Previously used credit note numbers cannot be entered. 74
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5-4-5 | Credit Note Registration - Check the Details
Suppliers verify the details of the Credit Note.

Lines Steps
Adjustment Type Fricc ® No need to change the details of the
@ | wee Description e credit note. Ensure that the negative
& oo ot 500000 -5,000 amount is displayed.
PO Line Service Sheet Line Contract Supplier Part Number
2039-1 None »
* Tax Code Billing
B — SR HHE10% 1011-L&IMT-LOG-32--1102-1%75-V-1522500000-A101-07A24
Taxes
CTRate CT Amount Tax Reference
10.0% W -500
75
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5-4-6 | Credit Note Registration - Submission
Suppliers submit Credit Note to INPEX.

Totals & Taxes
_ Steps
Lines Net Total -5,000 . .
@ Click "Submit"
@ Click “Send Credit Note”
Total CT -500
Net Total -5,000
Gross Total -5,500

Delete Cancel Save as Draft Calculate@ﬂ

Are You Ready to S¢

Coupa is about to create a credit note on your behalf. Please make sure you are not attaching
another credit note to this transaction as the Coupa generated PDF is your and your customer’s
legal credit note.

Continue Editing ® Send Credit Note
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INPEX

Appendix. | Add User
Suppliers add users who will o

perate the CSP.

Suppliers transfer to the Setup tab.

£;xcoupa supplier portal @ AEB~  NOTIFICATIONS @  HELP
o Invoices  Orders  Business Profile | Setup J| ServiceSheets  ASN  Sourcing  Forecasts  Catalogs  Add-ons  More..
15 Test Supplier
rofi ast Updated: 5 minutes ago | View Profile
Recent Activity view « @ Announcements
No Announcement
IPEX
Order # 2039 lssued  Mar 11
INPEX » 5000.0 « JPY « Not Invoiced
Multi Factor Join Requests Merge Linked
Security Suggestions Customers
0 of 1 Users 0 Users 5 Duplicates 1 Connection

@ Chat with Coupa Support

@ Click "Setup" on the home screen.
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INPEX

Appendix. | Add User

Suppliers commence additional CSP user registration.

SFTP Accounts
CXML Errors

sFTP Flle Errors (to
Customers)

Perpage 5|10 | 15

Hidden, Private, and Public
Invoices

Order Changes

Order Line Confirmation
Orders

Payments.

Profiles

Service Sheets

Sourcing

£zcoupa supplier portal A#i~ | NOTIFIGATIONS @ HELP -
M  Invoices Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts Catalogs Add-ons More...
Admin Connection Requests
Admin users
O] 2 3 | ]
Merge Requesis
User Name Email Status Permissions Customer Access Purpose Actions
Merge Suggestions
BB LLE dummy@dummy.com Active ASNs INPEX Accounting, Edit
Requests to Join Admin Diversity,
Business Performance Legal,
Fiscal Representatives Catalogs Procurement,
Early Payments Risk, Sales,
Payment Methods Forecast Planner Sourcing

with Coupa Support

@ Click “Users”
@ Click “Invite User”
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Appendix. | Add User
Suppliers set the information and permissions for the new user.

Invite User Ste ) S

N — @ Enter User Information
| b @ Comttger Mandatory fields are marked with “*” on CSP screen.
« First Name : Enter the user's first name.
» Last Name : Enter the user's last name.
« *Email : Enter the user's email address.
» Purpose : Enter the user's role.
Permissions 8 @ Enter the phone number.
o~ ® Set the necessary permissions.

== @ Click “Send Invitation”

Supplementary Information

Select the user's permissions according to the following

guidelines:

+ Admin : Set for users who manage CSP user
additions and manage payee (invoice sender)
addresses.

+ Orders/Order Changes/Order Line
Confirmation : Set for users who manage
orders/order changes. 1

« Invoices : Set for users who register invoices.

« Service Sheets : Set for users who register service
sheets.

« Other than the above : No need to set.

%1 When the permissions for Orders/Order Changes/Order Line Confirmation are set, the user will be added to the default purchase order recipient list. 80
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INPEX

Appendix. | Edit User
Suppliers edit users who will o

perate the CSP.

Suppliers transfer to the Setup tab.

£;xcoupa supplier portal @ AEB~  NOTIFICATIONS @  HELP
o Invoices  Orders  Business Profile | Setup J| ServiceSheets  ASN  Sourcing  Forecasts  Catalogs  Add-ons  More..
15 Test Supplier
rofi ast Updated: 5 minutes ago | View Profile
Recent Activity view « @ Announcements
No Announcement
IPEX
Order # 2039 lssued  Mar 11
INPEX » 5000.0 « JPY « Not Invoiced
Multi Factor Join Requests Merge Linked
Security Suggestions Customers
0 of 1 Users 0 Users 5 Duplicates 1 Connection

@ Chat with Coupa Support

@ Click "Setup" on the home screen.

81
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Appendix. | Edit User
Suppliers commence CSP user edition.

vy i - ##B~ | NOTIFICATIONS @ HELP -
£zcoupa supplier portal Ste

ﬁ Invoices Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts Catalogs Add-ons More... @ CI ick " U Sers”

Admin Connection Requests. @ CI'Ck “ Edlt”

Admin users

- s

User Name Email Status Permissions Customer Access Purpose Actions

Merge Suggestions
BB LLE dummy@dummy.com Active ASNs INPEX Accounti @
Admin Diversity,

Requests to Join

Merge Requesis

Business Performance Legal,

Fiscal Representatives Catalogs Procurement,
Early Payments Risk, Sales,

Payment Methods Forecast Planner Sourcing
Hidden, Private, and Public

SFTP Accounts \nvoices
Order Changes

2albsuy Order Line Gonfirmation

. Orders
SFTP Flie Errors {to Payments
Customers) Profiles

Service Sheets
Sourcing

Perpage 5|10 | 15

ith Coupa Support
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Appendix. | Edit User
Suppliers change the information and permissions for the relevant user.

Edit user access for 4 m Ste DS

m— e @ Edit User Information

i - @ . Mandatory fields are marked with “*” on CSP screen.
First Name : Enter the user's first name.

Last Name : Enter the user's last name.

*Email : Enter the user's email address.
Purpose : Enter the user's role.

Primary Contact : Set the supplier's primary
e S contact information31

@ Edit Phone Number

o ® Edit the necessary permissions.

@ Click "Save"

Supplementary Information

Select the user's permissions according to the following

guidelines:

+ Admin : Set for users who manage CSP user
additions and manage payee (invoice sender)

Py Contact @

Gurrent promary contace: 418 i

addresses.
« Orders/Order Changes/Order Line
Confirmation : Set for users who manage

orders/order changes.*1

« Invoices : Set for users who register invoices.

» Service Sheets : Set for users who register service
sheets.

« Other than the above : No need to set.

%1 Only 1 user can be set as the primary contact (CSP invitation recipient, quote request recipient, etc.). 83
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Appendix. | Add Payee Address1
Suppliers add Payee Address.
Suppliers transfer to the Setup tab.

».‘z;icoupa supplier portal @ F: ) NOTIFICATIONS @ = HELP Ste N S

@) rwices  Orders  BusimessProfile | Setup | ServiceSheets  ASN  Sourcing  Forecasts  Catalogs  Add-ons  More.. @ Click "Setup" on the home screen

TS '.I'est”Supplier

1go | View Profile

Recent Activity view « @ Announcements

Order # 2039 Issued Mar 11

INPEX » 5000.0 » JPY » Not Invoiced

Multi Factor Join Requests Merge Linked
Security Suggestions Customers
0 of 1 Users 0 Users 5 Duplicates 1 Connection

@ Chat with Coupa Support

%1 Adding the invoice sender address and shipping address information is not possible. 84
Please refer to pages 89-100 for instructions on how to edit these details. Copyright © 2024 INPEX CORPORATION. All rights reserved.
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Appendix. | Add Payee Address
Suppliers access the list of payee addresses.

{’,’;;coupa 5upplier portal KED NOTIFICATIONS @ = HELP Ste N S

A Inwices  Orders  Business Profile Service Sheets  ASN  Sourcing  Forecasts  Catalogs  Add-ons  More.. @ CI|Ck on "Payment Methods"
@ Click on "Add Payment Method"

Admin Connection Requests

Admin remic-To

U= @ Add Payment Method view [ “ l [3) I

Merge Requesis

Payment Method Name Remit-To Address Payment Type Legal Entity Customer Sharing Status Actions
Merge Suggestions
None test Address test None o
Requests to Join test
Tokyo
Fiscal Representatives 111111
Japan
Preferred
SFTP Accounts Language
Japanese
CXML Errors
None FIF5-3-1 TR Address <¥=a7lL None o
SFTP File Errors (to Biz&I— i
Customers) HE
Tokyo
107-6332
Japan

Perpage 5| 10| 156 ) E . "
al oupa Suppor
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INPEX

Appendix. | Add Payee Address
Suppliers commence Add Payment Method.

® Click "Next"

Add Payment Method

Legal Entity test

Invoice From Address test
test, Tokyo, 111-1111
Japan

f® Chat with Coupa Support

86
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INPEX

Appendix. | Add Payee Address
Suppliers register the payee address.

Add a new Payment Method

®I'PaymemT‘,‘pe Addres: ~ I

What is your Remit-To Address?

@ Address Line 1

*City

State

* Postal Code

* Country/Region | Japan

What is your Remit-To Integration Code?

ch customers can use this account?

@Al

INPEX

©)

Cancel

Save & Continue

%1 By clicking the "+" button to the right of the "Address 1" field, "Address 2" will be displayed.

@ Select {Address} in the "Payment Type"
field.
@ Enter the payee's address information
X1
Mandatory fields are marked with on CSP screen.
+ *Address Linel : Enter the address from the
city/town level onwards.
*City : Enter the city/town
*State : Enter State/Province
*Postal Code : Enter the postal code.
*Country/Region Select the country/region
where tax registration occurs.
+  Which customers can use this account? : Select
the customers with whom you conduct transactions
using CSP. Ensure that INPEX is checked.

® Click “Save & Continue”

uxn
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INPEX

Appendix. | Editing Payee/Invoice Sender/Shipping Addresses

Important Notes

When changing payee information, be sure to inform INPEX of the change.

If changes are made without notification, payments will be made to the
previous payee. As a result, it may be necessary to handle transfers from the
previous payee to the new payee.

INPEX will not have any responsibilities for transfer operations arising from
this matter.

88



o : Order : : .
il Setup ol T servie shees e INPEX

Appendix. | Editing Payee/Invoice Sender/Shipping Addresses
Suppliers can modify the payee, invoice sender, and shipping addresses from the Business Profile tab.

».‘z;zcoupa supplier p al F: ) NOTIFICATIONS @ = HELP Ste N S
€ nvoices  orderE Setup  Service Sheets  ASN  Sourcing  Forecasts  Catalogs  Add-ons  More.. @ Click “Business Proﬁle" on the home
screen.

TS '.I'est”Su.pplier

30 | View Profile

Recent Activity view « @ Announcements

No Announcement

Order # 2039 Issued Mar 11

INPEX » 5000.0 » JPY » Not Invoiced

Multi Factor Join Requests Merge Linked
Security Suggestions Customers
0 of 1 Users 0 Users 5 Duplicates 1 Connection

@ Chat with Coupa Support
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Appendix. | Editing Payee/Invoice Sender/Shipping Addresses - Deactivation
Suppliers deactivate the applicable entity.

4

Perpage 5 10 | 20

g,zcoupa supplier portal AE5v | NOTIFICATIONS @  HELP
ﬁ Invoices Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts More...
Business Profile I Legal Entities I Information Requests Performance Evaluation
Legal Entities
Create Q v
Legal Entity Name Invoice From Address  TaxID  Linked Payment Method Payment Information  Customers
® test, test, Tokyo, 111- None Check test, test, Tokyo, 111- None
1111, Japan 1111, Japan
NZaTIVES #iIR5-3-1, Bz JPitest  Check #RiE5-3-1  RBizY None
—, #BI<, Tokyo, 107- J—, E[X, Tokyo, 10...
6332, Japan

f® Chat with Coupa Support

@ Click “Legal Entities”
@ Click “applicable legal entity name”
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Appendix. | Editing Payee/Invoice Sender/Shipping Addresses - Deactivation
Suppliers deactivate the applicable entity.

ﬁ;coupa supplier portal ABB~  NOTIFICATIONS @ HELP ~ Ste N S

3 " ”
ﬁ Invoices Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts More... @ CI |Ck Manage
Business Profile Legal Entities Information Requests Performance Evaluation

< Legal Entities

Legal Entity Name

test

Invoice From BlaErom Tax Registrations
test, test, Tokyo, 111-1111@ None

Japan

Accepted Payment Methods

@ Chat with Coupa Support

(Payment Methods)
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Appendix. | Editing Payee/Invoice Sender/Shipping Addresses - Deactivation
Suppliers deactivate the applicable entity.

® Click “Manage”

Where do you ship goods from?

For many countriesiregions including different shipping details on the invoice is required if they are different to where Add Ship From
your legal entity is registered.

Title Status

test Active @
test

Tokyo
1111111
Japan

@ Chat with Coupa Support
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Appendix. | Editing Payee/Invoice Sender/Shipping Addresses - Deactivation
Suppliers deactivate the applicable entity.

Where do you ship goods from?

What is your Ship From Address?
Steps

A @ Click “Deactivate Ship From”

City test

State Tokyo
Postal Code 111-1111
Country/Region Japan

What is your Remit-To Integration Code?

Code

Show fewer fislds »

Contact Information|

First Name
Last Name
Email

Work Phone
Mobile Phone
Fax Number

Web Site

Which customers do you want to see this?

Cjan

[JINPEX

ccer [N qre
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Appendix. | Editing Payee/Invoice Sender/Shipping Addresses - Re-registration
Suppliers commence Re-register the applicable legal entities.

4

Perpage 5 10 | 20

g,zcoupa supplier portal AE5v | NOTIFICATIONS @  HELP
ﬁ Invoices Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts More...
Business Profile I Legal Entities I Information Requests Performance Evaluation
Legal Entities
@1 QY
Legal Entity Name Invoice From Address  TaxID  Linked Payment Method Payment Information  Customers
test test, test, Tokyo, 111- None Check test, test, Tokyo, 111- None
1111, Japan 1111, Japan
NZaTIVES #iIR5-3-1, Bz JPitest  Check #RiE5-3-1  RBizY None
—, #BI<, Tokyo, 107- J—, E[X, Tokyo, 10...
6332, Japan

f® Chat with Coupa Support

@ Click “Legal Entities”
@ Click “Create”
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Appendix. | Editing Payee/Invoice Sender/Shipping Addresses - Re-registration
Suppliers enter the entity name and country/region information.

Create Legal Entity X Ste 9, S

()] JEE—— @ Enter the entity name and country/region
- Mandatory fields are marked with “*” on CSP screen.
Tax Registrations + *Legal Entity Name : Enter the name of the entity.
+ *Country/Region : Enter the country/region where the entity is

United States - IocatEd *
—— + *Country/Region : After entering the country/region, you can select.
Enter the country/region registered for tax purposes.
- » Tax ID : After entering the country/region, you can select. Entities
S issuing qualified invoices should enter the registration number
Invoice From Address starting with T followed by a 13-digit number. For tax-exempt
Please enter the address that you invaice from or the address that you receive mailed and in-persan payments. . entities, input is not required.
. O e « Entity Number : After entering the country/region, you can select.
® Enter the entity number.
+ *Address Linel : Enter the address from the city/town Ilevel
* City * State * Postal Code onWardS_
v » Address Line2 : Enter the building name, etc. Clicking the "+" to the
nvoice From Code () Preferred Language rlght of Address Line 2 will dlsplay this field.
English (US) . O *Clty : Enter the City/tOWn
- *State : Enter State/Province
« *Postal Code : Enter the postal code.
f:jz:::r:.if’:.[:jm» that your goods are shipped from? This can be a warehouse address. - ° InVOice From COde : For general Suppliel’s, inpl"It is not rEqUired'Xz
- Same as Invoice From Address : Set if you wish to use the

@ Same s Invoice From Address registered address information as the shipping address.%3
Preferred Language : Set the language for issuing legal invoices. %4

% @ Click "Save"

%1 Clicking the "+" mark to the right of the "Address 2" field will display "Address 3". %2 This item is to be set only by suppliers who send invoices via cXML linkage. For suppliers who send invoices 95
via CSP or offline, input is not required. %3 If checked, the shipping address will automatically be filled with the same address information as the billing origin.

¥4 It is defaulted based on the entity's country/region, but please select the language you wish to use.
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Appendix. | Language Settings
Suppliers can change the CSP language from the bottom of the page below.

£,xcoupa supplierportal K NOTIFICATIONS @ HELP
teps
€ invoices

— @ Click on the language shown at the
bottom of the page.
@ Select the language you wish to use.

Ts iTest.S.upplier.

Recent Activity view « @ Announcements

Order # 2038 wsued  Mar 11

INPEX » 50000 + IF'Y » Not Invoiced

Multi Factor Join Merge Linked
Security Requests Suggestions Customers

0of 1 Users 0 users B Duplicates 1 Connection ® English (Singapore)

English (South Africa)

English (Taiwan)
English (UK)
English (US)
English (Ukraine)

Espaiiol (Colombia)

Espaiiol (Espaiia
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