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Definitions

Term Definitions Term Definitions

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

Sourcing 
Response Portal

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.

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

Punch-out Site

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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Agenda

This book covers the system operations suppliers need to perform.

▶ Introduction

▶ Chapter1 Initial Setup

1-1｜Initial Login

1-2｜Connecting to our Coupa (if CSP registered)

▶ Chapter2 Quotation

2-1｜Quotation Requests Receipt

2-2｜Quotation Requests Response

2-3｜Quotation Response Modification

▶ Chapter3 Order Acknowledgement

3-1｜Order Acknowledgement

▶ Chapter4 Service Sheets

4-1｜Service Sheets Registration

4-2｜Service Sheets Modification

4-3｜Service Sheets Cancellation

4-4｜Service Sheets Reference

▶ Chapter5 Invoice

5-1｜Invoice Registration

5-2｜Invoice Re-registration

5-3｜Invoice Reference

5-4｜Credit Note Registration

▶ Appendix.
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Introduction
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CSP (Coupa Supplier Portal)※1※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").

※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）

※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)

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.

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

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

Explanation
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【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.
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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.

No. Tasks Overview Reference in this manual

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

Chapter1 Initial Setup

2
Connecting to our Coupa

(if CSP registered)

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.

3 Quotation
Responses to INPEX’s quotation requests via the Sourcing 
Response Portal.

Chapter2 Quotation

4 Order Acknowledgement
Suppliers receive purchase orders from INPEX and perform 
Order Acknowledgement.

Chapter3 Order Acknowledgement

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

Chapter4 Service Sheets

6 Invoice Suppliers register and send invoices to INPEX. Chapter5 Invoice
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Chapter1 Initial Setup
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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.
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① After receiving the email, click on “Join 
Coupa Supplier Portal”. ※2

Steps

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. ※1

①

※1 Please ensure that emails from the @supplier.coupahost.com domain are allowed.

※2 If you request someone to register CSP, click "Forward Invitation" to initiate a forwarding email. The subsequent Initial Setup steps are the same.
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① Enter required information on the Create
an Account

Mandatory fields are marked with “*” on CSP screen.
• *Business Name ：Enter the company name or

business name.。
• *Email Address ： The email address used to

create the CSP account is automatically set.
• *First Name：Enter the representative's first name.
• *Last Name：Enter the representative's last name.
• *Password：Enter the password to be used for

logging into the account.
• *Confirm Password：Re-enter the password
• *Country/Region ： Select the country/region

where the headquarters is located. 
• *Tax Registration ： Enter the Qualified Invoice

Issuer Registration Number. ※1※2

② Click "Privacy Policy" and "Terms of
Use", review the content, then click the
checkboxes.

③ Click "Create on Account".

Steps

1-1-2｜Initial Login

Enter account information to create an account.

①

②

③

※1 If you do not have a Qualified Invoice Issuer Registration Number, check “I do not have a Tax ID" and enter the “Reason".

※2 On subsequent screens need "Tax ID“ / "registration number" fields, which are the same number as Qualified Invoice Issuer Registration Number.
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① Enter the verification code
(refer to the next page for the
verification code notification email)

② Click "Next"

Steps

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.

①

②

Initial Setup

Initial Setup

Quotation

Quotation

Order Acknowledgement

Order 
Acknowledgement

Service Sheets

Service Sheets

Invoice

Invoice

Appendix.

Appendix.



13

① Check the verification code via email

Steps

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.

①
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① Enter Primary Address※1
Mandatory fields are marked with “*” on CSP screen.
• *Country/Region ： Select the country/region

where the headquarters is located. 
• *Address Line1 ： 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

Number※2

② Click "Next"

Steps

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.

②

※1 Suppliers can update address information and other details after CSP registration.

※2 If Suppliers do not have a Qualified Invoice Issuer Registration Number, please check “I don7t have Tax ID Number."
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① Enter bank account information
Mandatory fields are marked with “*” on CSP screen.
• *Payment Method Name：Enter the name of the

payment method. ※1
• *Bank Account Country/Region ： Enter the

country/region of the account.
• * Bank Account Currency：Enter the currency of

the account.
• Beneficiary Name ： Enter the account holder's

name.
• Bank Name ： Enter the name of the payment

destination bank.
• Account Number：Enter the account number.
• Confirm Account Number：Re-enter the account

number.
• ACH Routing Number ： Enter the 7-digit bank

code.
• Wire Routing Number：Enter the SWIFT code.

※2

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

Steps

1-1-6｜Initial Login

Suppliers enter the bank account information.

※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.
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①

This step consists of 2 pages.
After completing the entry, scroll down
the Coupa screen and refer to the Steps
on the next page.
(This page is 1/2 pages)
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① 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 

statements.

② Click "Next"

Steps

1-1-7｜Initial Login

Suppliers enter the bank account information.

※1 If Suppliers do not wish to receive bank transfer payments from this customer, please check ”Do not accept Bank Transfer payments from this customer”
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②

This step consists of 2 pages.
After completing the entry, scroll down
the Coupa screen and refer to the Steps
on the next page.
(This page is 2/2 pages)
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① Once receiving the email, click "Log In"

Steps

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.
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① Enter email address and password.
② Click "Login"

Steps

1-2-2｜Connecting to our Coupa (if CSP registered)

Log in to CSP using the email address registered in the CSP.

①
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① Click "Continue"

Steps

1-2-3｜Connecting to our Coupa (if CSP registered)

Log in to CSP using the email address registered in the CSP.
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1-2-4｜ Connecting to our Coupa (if CSP registered)

Suppliers set up the supplier's bank account information.
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① Depending on the purpose of the bank
transfer, please follow one of the three
options below.

• If using a registered account: Click "〇" next to
the account you want to use.

• If using a new account: Click "＋ Add New"※1
• If using a method other than bank transfer:

Click ”Do not accept Bank Transfer payments from
this customer”

② Click "Next"

Steps

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

①

②
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Chapter2 Quotation
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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.
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① After reviewing the email, if suppliers
wish to participate in the sourcing event,
click "I intend to Participate"

② If suppliers decline to participate in the
sourcing event, click  "I decline to
Participate"

③ To review the content of the sourcing
event before deciding to participate,
click "View Event"※2

Steps

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

※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.

※2 Suppliers can change their participation status in subsequent screens. For the method of changing participation status, please refer to page 30.
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① Check the one-time password provided
in a separate email.

② Enter the one-time password from the
email into the password field on the
login screen.

③ Click "transmission"

Steps

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.

③

②

①

One-time password entry screenOne-time password notification email
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① Review the event details, click “Choose
an answer”

② If suppliers participate in the event,
select “I intend.” If suppliers decline,
select “I decline.” ※１

③ To proceed to enter a response, click
“Enter Response.”※2

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
“choose an answer” will be set to “I decline.”

• If suppliers select “View Event” and log in, the
default for “Do you intend to participate” will be set
to “choose an answer.”

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.

②

※1 If suppliers wish to participate after initially declining, please contact the INPEX representative.

※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.”

①
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③
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① Enter any desired response name in the
provided field.※1

② If files are attached, click to download
them.

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

③ Click “File”※2※3
④ Click “Browse” to attach the updated file

or drag and drop the updated file to
attach it.

2-2-1｜Quotation Requests Response

Suppliers enter their response for the request for quotation.

※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.

※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.

②

④

③

①
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① Click the ">" next to the item to expand 
the details.

② 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.

③ Click "Save"

Steps

2-2-2｜Quotation Requests Response

Suppliers enter their response for the request for quotation.
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③

②

Initial Setup

Initial Setup

Quotation

Quotation

Order Acknowledgement

Order 
Acknowledgement

Service Sheets

Service Sheets

Invoice

Invoice

Appendix.

Appendix.



28

① Ensure the total quotation amount is
calculated correctly.

② Click "Submit Response"

Supplementary Information:
• To save the progress without sending it to the

INPEX, click "Save."
• It is also possible to input responses via bulk

upload using Excel. In that case, click “Import from
Excel.“  Download the template for the upload file,
fill it out, and upload it. (Refer to the steps for
entering responses via bulk upload starting from
the next page.)

Steps

2-2-3｜Quotation Requests Response

Suppliers verify the total quotation amount and submit the quotation response.

①

②
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① Click "Import from Excel" at the bottom 
of the screen.

② In the displayed popup screen, click 
"Response Template."※1

③ Click on the downloaded file.

Steps

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.

※1 The downloaded template is exclusive to the specific request for quotation. It cannot be used for responses to other quotation requests.

①
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① Input fields within the "Supplier
Response Field" in the template:
Usage of each field is as follows:

• Capacity (Number)：Enter the quantity of items 
that can be delivered.

• Unit Bid Price (Number)：Enter the unit price of 
the quoted item (excluding tax).

• 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 
selectable, they can be selected from the dropdown 
list.

• Lead Time(Integer)：Enter the delivery lead time 
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.

Steps

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.

①
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① Click "Import from Excel" at the bottom 
of the screen.

② In the displayed popup screen, click 
“Choose File."

③ Select the created upload file.
④ Click “Open"
⑤ Click "Start Upload."

Steps

2-2-6｜Quotation Requests Response - Notes. How to Enter Responses via File Upload

Suppliers upload the created file.
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③
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① In the relevant Sourcing Event, click "My
Responses" and switch tabs.

② Click “Enter Response.“ (For screen
input methods, refer to pages 27 and
28)

Supplementary Information
a. If entering multiple responses is not allowed,

when you click "My Responses," the list of
responses will not be displayed, and you will be
taken directly to the response entry screen.
Additionally, the "Response Name" field will not be
displayed when entering a response.

Steps

2-2-7｜Quotation Requests Response - Notes. How to Enter Multiple Responses

Suppliers enter multiple responses to the request for quotation.※1

※1 INPEX controls whether multiple responses can be allowed or not.

②

①When multiple 
responses are 
allowed

When multiple 
responses are 
not allowed
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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.
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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.

① Click "Reply" or "Reply All" to the
received email to initiate the reply email.

② Enter your response in the email.
(Please do not change the recipient)

③ Click "Send.“ (The screen display may
differ depending on the email
application you are using. It is not an
issue as long as you reply to the email
as usual.)

Steps

②

①
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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.

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

① Click "Instant Messages" at the bottom
left of the screen.

② Enter your message and attach files if
necessary.※1

③ Click "Send Message."

Steps

②

③

①
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① From the request for quotation email
received from the INPEX, click "View
Event."※2

Steps

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. ※1

※1 Revisions to the quotation response are only possible before the response deadline.
※2 Suppliers can also log in to the Sourcing Response Portal from “I intend to Participate" or “I decline to Participate"
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① Check the one-time password provided
in a separate email.

② Enter the one-time password from the
email into the password field on the
login screen.

③ Click "transmission"

Steps

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.
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①
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① Revise the response content
(Refer to pages 26 and 27 for
descriptions of each item)

② Click "Submit Response"

Steps

2-3-3｜Quotation Response Modification

Once logged in, suppliers will be redirected to the sent response screen for the relevant request for quotation.※1

Suppliers edit the content of the quotation response and resend.

②

①

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

If you wish to edit a response other than the initially displayed one, please refer to the next page.
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① Click "My Responses"
② Click "Edit (pencil icon)” for the

response to be revised

Steps

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.
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Chapter3 Order Acknowledgement
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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.

INPEX

Suppliers

Purchase 
Order
Issue

Purchase Order
Receipt

Order 
Acknowledgement

Purchase Order 
Confirmation
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① To review the email and navigate to CSP
for more details, click "Manage Order."

② To view the PDF Purchase Order, click
the attached Purchase Order.

Steps

3-1-1｜Order Acknowledgement

Suppliers receive Purchase Order via email.

①
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① Confirm “INPEX” is selected under
"Select Customer."

② Click on the relevant Purchase Order
number.

Steps

3-1-2｜Order Acknowledgement

Suppliers log into CSP and review the order details.

②

①

Initial Setup

Initial Setup

Quotation

Quotation

Order Acknowledgement

Order 
Acknowledgement

Service Sheets

Service Sheets

Invoice

Invoice

Appendix.

Appendix.



44

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

If there are issues with the order details,
follow these steps:
② To contact the INPEX about issues with

the order details, enter your message in
the “Enter Comment" field at the
bottom of the screen.

③ Click “Add Comment"※1

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

Steps

3-1-3｜Order Acknowledgement

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

③

②

※1 There is no character limit for inputting comments.
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Chapter4 Service Sheets
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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*

Yes

INPEX

Suppliers
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Required?
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① Click “Orders”

Steps

4-1-1｜Service Sheets Registration

Suppliers register Service Sheets from the order screen.
Suppliers access the order list.
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① Click on the helmet icon for the relevant
order number.

Steps

4-1-2｜Service Sheets Registration

Suppliers select the order from the order list to register the Service Sheets.

①
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① Enter Service Sheet Contents※1
Mandatory fields are marked with “*” on CSP screen.
• Completion Date：Enter the service completion date.
• Attachments：If there are any attachments, enter the file,

URL, or text information.
• *Service Start Date：Enter the start date of the period

for the Service Sheet.
• *Service End Date ：Enter the end date of the period for

the Service Sheet.
• *Description：Enter the name of the details as stated in

the Purchase Order.※2
• *Price：Enter the tax-excluded unit price of the details.※3
• *Quantity：Enter the quantity of the details.
• *UOM：Enter the quantity unit of the details.※3

② Click "Submit"

Steps

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.

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

※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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① Click “Service Sheets”

Steps

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.
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① Click the arrow mark for the relevant
Service Sheet number※1

② Confirm the popup and click "OK"※2

Steps

4-2-2｜Service Sheets Modification - Withdrawal (Only if a request for approval is sent)

Suppliers withdraw the relevant Service Sheets.

※1 If the Service Sheets have already been approved by INPEX, suppliers cannot withdraw. If suppliers need to withdraw, please contact INPEX representative.

※2 Upon withdrawal, the status will be changed to draft, and suppliers can make modifications in the next page's "Steps."
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① Confirm that the status of the relevant
Service Sheets number is "Draft."

② Click the pencil icon and make the
necessary modifications to the
registration details※1

Steps

4-2-3｜Service Sheets Modification - Modification

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

②

※1 For details on how to use each item in the Service Sheets registration, please refer to page 49.
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4-3-1｜Service Sheets Cancellation

Suppliers can delete the service sheet itself by canceling the Service Sheets※1

Suppliers access the Service Sheets.

① Click “Service Sheets”

Steps

※1 If the approval request is pending under INPEX's side or has already been approved by INPEX, the cancellation is not possible.
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① Confirm that the status of the relevant
Service Sheets number is "Draft."

② Click the "×" mark of the target service
sheet to execute the cancellation.

Steps

4-3-2｜Service Sheets Cancellation

Suppliers cancel the Service Sheet.
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4-4-1｜Service Sheets Reference

Suppliers can refer to Service Sheet.

Suppliers access the Service Sheets.

① Click “Service Sheets”

Steps
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① Click the relevant Service Sheet Number.

Steps

4-4-2｜Service Sheets Reference

Suppliers select the Service Sheets for reference.
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① Refer to the relevant contents of the
Service Sheet.

Steps

4-4-3｜Service Sheets Reference

Suppliers refer to the registered contents of the Service Sheet.
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Chapter5 Invoice
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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.
*INPEX will generally not send notices of inspection completion*
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① Click “Orders”

Steps

5-1-1｜Invoice Registration

Suppliers register the invoice for the relevant purchase order.

Suppliers access the purchase order list.
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① Click the "coin icon" of the relevant
purchase order number.

Steps

5-1-2｜Invoice Registration 

Suppliers select relevant PO Number for Invoice Registration.

①
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① Enter header information
Mandatory fields are marked with “*” on CSP screen.
• *Invoice#：Enter the desired invoice number.※1
• *Invoice Date：Enter the billing date.※2※3
• Date of Supply：Enter the delivery date. 
• Delivery Number ： Enter the shipping number.

Input is not required.
• Supplier Note ： Enter any supplemental

information if necessary.
• Attachments ： Enter files, URLs, or text

information if there are any attached documents.
• Supplier CT ID：Select the registration number of

the Qualified Invoice Issuer. Input is not required.
• *Invoice From Address：Enter the billing issuer’s

address.
• *Remit-To Address：Enter the payment receiver’s

address.
• *Ship From Address：Enter the shipping address

from which the invoice is sent.

Steps

5-1-3｜Invoice Registration – Enter Header Information

Suppliers enter the header information of the invoice.

※1 Suppliers cannot use an invoice number that has been used previously. ※2 Enter the service provision date or product shipment date in principle.

※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).
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① Enter Item Details
Mandatory fields are marked with “*” on CSP screen.
• *Quantity：Enter quantity※1
• *Price：Enter the service provision amount.※2
• Credit Line：Select the credit details. Input is not 

required.
• Supplier Part Number：Enter the item number of 

the product.
• *CT Rate：Select the consumption tax rate.
• Tax Reference：Enter the tax reference (National 

Tax Agency website, etc.). Input is not required.

Steps

5-1-4｜Invoice Registration - Enter Item Details

Suppliers enter the details of the invoice items.

①

※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.

※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.
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① Click "Calculate" and confirm that the
total amount including tax is correctly
calculated.

② Click "Submit"
③ Check the pop-up and click "Send

Invoice"※1

Steps

5-1-5｜Invoice Registration - Submission

Suppliers submit invoice to INPEX.

③

① ②

※1 If suppliers need to edit the invoice before sending, click "Continue Editing“, then suppliers will move to the Invoice Registration screen.
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① Check the reason and comments for the 
abandon in the received invoice 
abandoned email.

② Click "View Online"

Steps

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. 
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※1 Before INPEX abandon the invoice, INPEX will request an amendment or submit an abandonment. 

A notification email will also be sent at the time of amendment request issuance or abandonment.
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① Confirm that the status of the relevant
invoice number (Invoice#) is marked as
abandoned.

② Click “Orders”

Steps

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.
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① Click the "coin icon" of the relevant
purchase order number.

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

Steps

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

Suppliers re-register an invoice for the Purchase Order.
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5-3-1｜Invoice Reference

Suppliers review the invoice registered on CSP.

Suppliers access the invoice list.

① Click “Invoices”

Steps
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5-3-2｜Invoice Reference

Suppliers select the relevant invoice.

① Click the relevant invoice number in the
“Invoice#”

Steps

①
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5-3-3｜Invoice Reference

Invoice detail screen will be displayed.

① Confirm the invoice detail.

Steps

①
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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.※1

Suppliers access the invoice list.

① Click “Invoices”

Steps

※1 To check whether an invoice is approved, refer to the "Status" column in the invoice list or invoice detail. 

For details on how to confirm the invoice list/invoice details, refer to pages 68~70.

Initial Setup

Initial Setup

Quotation

Quotation

Order Acknowledgement

Order 
Acknowledgement

Service Sheets

Service Sheets

Invoice

Invoice

Appendix.

Appendix.

①



72

① Click “Create Credit Note”

Steps

5-4-2｜Credit Note Registration

Suppliers commence Credit Note Registration
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① Select {Resolve issue for invoice 
number}

② Select the invoice number subject to the 
Credit Note.

③ Click "Continue"
④ Select {Completely cancel the invoice 

with a credit note} ※1
⑤ Click “Create”

Steps

5-4-3｜Credit Note Registration

Suppliers select the relevant invoice to register a Credit Note.

⑤

②

③

①

④

※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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① Enter Header Information
Mandatory fields are marked with “*” on CSP screen.
• *Credit Note#：Enter the credit note number.※1
• *Credit Note Date：Enter the issue date of the

credit note. 
• Supplier Note：Enter any additional information if

necessary.
• Attachments：If there are any attachments, enter

the file, URL, or text information.
• Credit Reason：Enter the reason for the credit

note registration.
• *Invoice From Address：Enter the billing issuer’s

address.
• *Remit-To Address：Enter the payment receiver’s

address.
• *Ship From Address：Enter the shipping address

from which the invoice is sent.

Steps

5-4-4｜Credit Note Registration – Enter Header Information

Suppliers enter header information of the Credit Note.

※1 Previously used credit note numbers cannot be entered.
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① No need to change the details of the
credit note. Ensure that the negative
amount is displayed.

Steps

5-4-5｜Credit Note Registration - Check the Details

Suppliers verify the details of the Credit Note.
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① Click "Submit"
② Click “Send Credit Note”

Steps

5-4-6｜Credit Note Registration - Submission

Suppliers submit Credit Note to INPEX.

①
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Appendix.
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① Click "Setup" on the home screen.

Steps

Appendix.｜Add User

Suppliers add users who will operate the CSP.

Suppliers transfer to the Setup tab.
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① Click “Users”
② Click “Invite User”

Steps

Appendix.｜Add User

Suppliers commence additional CSP user registration.
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① Enter User Information
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.

② Enter the phone number.
③ Set the necessary permissions.
④ 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.

Steps

Appendix.｜Add User

Suppliers set the information and permissions for the new user.
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※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.
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① Click "Setup" on the home screen.

Steps

Appendix.｜Edit User

Suppliers edit users who will operate the CSP.

Suppliers transfer to the Setup tab.
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① Click “Users”
② Click “Edit”

Steps

Appendix.｜Edit User

Suppliers commence CSP user edition.
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Appendix.｜Edit User

Suppliers change the information and permissions for the relevant user.
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① Edit User Information
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

contact information※1

② Edit Phone Number
③ Edit the necessary permissions.
④ 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)
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.

Steps

※1 Only 1 user can be set as the primary contact (CSP invitation recipient, quote request recipient, etc.).
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① Click "Setup" on the home screen.

Steps①

Appendix.｜Add Payee Address※1

Suppliers add Payee Address.

Suppliers transfer to the Setup tab.
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※1 Adding the invoice sender address and shipping address information is not possible. 

Please refer to pages 89-100 for instructions on how to edit these details.
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Appendix.｜Add Payee Address

Suppliers access the list of payee addresses.
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① Click on "Payment Methods"
② Click on "Add Payment Method"

Steps

①
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Appendix.｜Add Payee Address

Suppliers commence Add Payment Method.
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Service Sheets

Service Sheets

Invoice

Invoice

Appendix.

Appendix.

① Click "Next"

Steps

①
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① Select {Address} in the "Payment Type"
field.

② Enter the payee's address information
※1

Mandatory fields are marked with “*” on CSP screen.
• *Address Line1 ： 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.

③ Click “Save & Continue”

Steps

Appendix.｜Add Payee Address

Suppliers register the payee address.

①

③

②

Initial Setup

Initial Setup

Quotation

Quotation

Order Acknowledgement

Order 
Acknowledgement

Service Sheets

Service Sheets

Invoice

Invoice

Appendix.

Appendix.

※1 By clicking the "+" button to the right of the "Address 1" field, "Address 2" will be displayed.
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Appendix.｜ Editing Payee/Invoice Sender/Shipping Addresses

Initial Setup

Initial Setup

Quotation

Quotation

Order Acknowledgement

Order 
Acknowledgement

Service Sheets

Service Sheets

Invoice

Invoice

Appendix.

Appendix.

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.
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① Click “Business Profile" on the home
screen.

Steps

Appendix.｜ Editing Payee/Invoice Sender/Shipping Addresses

Suppliers can modify the payee, invoice sender, and shipping addresses from the Business Profile tab.

Initial Setup

Initial Setup

Quotation

Quotation

Order Acknowledgement

Order 
Acknowledgement

Service Sheets

Service Sheets

Invoice

Invoice

Appendix.

Appendix.

①
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Appendix.｜ Editing Payee/Invoice Sender/Shipping Addresses - Deactivation

Suppliers deactivate the applicable entity.

Initial Setup

Initial Setup

Quotation

Quotation

Order Acknowledgement

Order 
Acknowledgement

Service Sheets

Service Sheets

Invoice

Invoice

Appendix.

Appendix.

① Click “Legal Entities”
② Click “applicable legal entity name”

Steps

②

①
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Appendix.｜ Editing Payee/Invoice Sender/Shipping Addresses - Deactivation

Suppliers deactivate the applicable entity.

Initial Setup

Initial Setup

Quotation

Quotation

Order Acknowledgement

Order 
Acknowledgement

Service Sheets

Service Sheets

Invoice

Invoice

Appendix.

Appendix.

① Click “Manage”

Steps

①
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Appendix.｜ Editing Payee/Invoice Sender/Shipping Addresses - Deactivation

Suppliers deactivate the applicable entity.

Initial Setup

Initial Setup

Quotation

Quotation

Order Acknowledgement

Order 
Acknowledgement

Service Sheets

Service Sheets

Invoice

Invoice

Appendix.

Appendix.

① Click “Manage”

Steps

①
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Appendix.｜ Editing Payee/Invoice Sender/Shipping Addresses - Deactivation

Suppliers deactivate the applicable entity.

Initial Setup

Initial Setup

Quotation

Quotation

Order Acknowledgement

Order 
Acknowledgement

Service Sheets

Service Sheets

Invoice

Invoice

Appendix.

Appendix.

① Click “Deactivate Ship From”

Steps

①
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Appendix.｜ Editing Payee/Invoice Sender/Shipping Addresses - Re-registration

Suppliers commence Re-register the applicable legal entities.

Initial Setup

Initial Setup

Quotation

Quotation

Order Acknowledgement

Order 
Acknowledgement

Service Sheets

Service Sheets

Invoice

Invoice

Appendix.

Appendix.

① Click “Legal Entities”
② Click “Create”

Steps

②

①



95

① Enter the entity name and country/region
Mandatory fields are marked with “*” on CSP screen.
• *Legal Entity Name：Enter the name of the entity.
• *Country/Region ： Enter the country/region where the entity is

located.
• *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

issuing qualified invoices should enter the registration number
starting with T followed by a 13-digit number. For tax-exempt
entities, input is not required.

• Entity Number：After entering the country/region, you can select.
Enter the entity number.

• *Address Line1 ： 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.
• Invoice From Code：For general suppliers, input is not required.※2
• Same as Invoice From Address ： Set if you wish to use the

registered address information as the shipping address.※3
• Preferred Language：Set the language for issuing legal invoices.※4

② Click "Save"

Appendix.｜ Editing Payee/Invoice Sender/Shipping Addresses - Re-registration

Suppliers enter the entity name and country/region information. 

②

Initial Setup

Initial Setup

Quotation

Quotation

Order Acknowledgement

Order 
Acknowledgement

Service Sheets

Service Sheets

Invoice

Invoice

Appendix.

Appendix.

①

※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 
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.

Steps
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① Click on the language shown at the
bottom of the page.

② Select the language you wish to use.

Steps

Appendix.｜Language Settings

Suppliers can change the CSP language from the bottom of the page below.

Initial Setup

Initial Setup

Quotation

Quotation

Order Acknowledgement

Order 
Acknowledgement

Service Sheets

Service Sheets

Invoice

Invoice

Appendix.

Appendix.

①

②
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