Geosyntec £racoupa

family of companies
Detailed Guide
Creating an Invoice from a Contract in Coupa
Navigate to https://supplier.coupahost.com/sessions/new
1. Select the "Invoices" tab at the top of the page
Gacoupa supplerportal P E——— .

((Invoices ) | Orders  Profile  Payments  Setup  Service/TimeSheets ~ ASN  Sourcing  Forecasts  Catalogs  More..

Verify Your Account And Get Noticed

-—
. —
Coupa Verified builds trust and gets you in front of more Get Verified =

customers looking for products like yours.

s1 SIM 10 - Australian Sub =

Profile Progress 24% Last Updat 390 | View Profile

Recent Activity view v @ Announcements

Information Request Dushow  Novi3

Geosynte Family of Companies-TEST o Received today

Information Request

2. Select "Create Invoice from Contract”

£acoupa supplier portal CAROL-  NOTIFICATIONS @  MELP

A @D oces  Pofic  Payments  Setup  ServiceTimeSheets  ASN  Sourcing  Forecasts  Catalogs  More..

Invoices Invoices Lines Payment Receipts Advanced
Select customer  Geosyntec Family of Companies-1
Invoices
Instructions From Customer

(Example text - this is set on your Company Information setup page and wil be displayed for CSP and SAN suppliers on the Invoice list page]
Create Invoices @

Create Blank Invoice Create Credit Note

view [ - ' Search ,OI

Invoice #  Created Date  Status PO#  Total Unanswered Comments Dispute Reason Actions
I 12345 11324 Draft None  2750.00AUD  No 70
Nome 1111324 Daaft 0.00AUD No /70
None 1113724 Draft 0,00 AUD No 70
None 111324 Dratt 0,00 AUD No 70
4562234 1112124 Draft Nons  550000AUD  No 70
75552 111224 Pending Approval Nono 6600 AUD No
11224 Oraft None 165,00 AUD No

If you do not see the Create Invoice from Contract button, see the Manage Users
instructions on page 9 of this document.
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3. Use the drop-down arrow to select the correct contract and select "Create"

£,acoupa supplier portal CAROL~  NOTIFICATIONS @) = HELP -
@ Orders  Profile ~ Payments  Setup  Service/Time Sheets ~ ASN  Sourcing  Forecasts  Catalogs  More...

Invoices Invoices Lines Payment Receipts Advanced

Select customer | Geosyntec Family of Companies-T v

Select Contract

Select a Contract

{wo -AUJ23161-700 v

4. Select the "*Invoice #" field and type the invoice number

Select customar  Geosyntec Famiy of Companies-1

Create Invoice creae
o Gen 9 From
Invoice # \77— l *Supplier SIM 10 - Australian Sub - SC7786

*lnvoice Date. 11328 B *Supplier ABN | 74164697036 w
Payment Term Net 30 *Invoice From Address  SIM 10 - Austrafian Sub,O
PO Box 577
Date of Supply 111324 5] Gymea, NSW 2227
Australia
*Currency AUD v
Delivery Number *Remit-To Address No address selected O
Status Draft * Ship From Address  SIM 10 - Austraian Sub O
PO Box 577
Contract WO -AUJ23161-700 Cyivan, WOV LR
Image Scan [ Choose File | No file chosen Austalle
Supplier Note v To
Customer Geasyniec Family of Companies- TEST
#

o * Bill To Address_Red Earth Engineering Pty LId-0415 O

Note: if you want to upload an attachment add it here in the highlighted area. Please be aware that
there is a size limit, so you may need to resize the file according so that it fits the requirements.
Additionally, please note that if you do a scan, it is best to have it in black font color as the system has
a very hard time reading other colors (like red for example).
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Select Customer  Geowyeiec Family of Companes-1

Create Invoice <«

Genezallain From
woe s | *Suppher S 10 . Acvtaiian S5
ciworceOste N N * Supplier ABN  THIARTIN «
Payment Term Nt X0 * ovoce From Address S 10 . Aatwian '4:‘:‘
DsteorSupty 113N G2 i
Acusts
“Currency AD v
Detivery Number *Rowt-To ASSess Mo 33ress sewcred, O
Status Oram * Shp From Adaress

Custumer Gaoeytec Famdy of Conpares. TEST
S8 T Adovens Sied Farth Cograsrmg o Lssbats O

5. Select the magnifying glass to search for the remit to address

9 From
Q * Supplier SIM 10 - Australian Sub - SC7786
*Supplier ABN | 74164697036 w

*Invoice From Address  SIM 10 - Australian Sub O
PO Box 577
Gymea, NSW 2227
Australia

*Remit-To Address No address selected O

* Ship From Address  SIM 10 - Australian Sub,O
PO Box 577
Gymea, NSW 2227
Australia
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6. Use the drop-down arrow to select the correct remit-to address and select "Save"

+ This customer can pay you by Bank Account.
o This customer also offers payment by Digital Check or Credit Card.

* Legal Entity | SIM 10 - Australian Sub v 0 Add New

Invoice From PO Box 577
Gymea, NSW 2227
Australia

*Remit-To | PO Box 577, Gymea, NSW 222 » |9 Add New

* Ship From Address PO Box 577, Gymea, NSW 22z v 0 Add New

]

7. Use the search icon to find the correct ship to address. This will be a Geosyntec location

2 To
Customer Geosyntec Family of Companies-TEST

*Bill To Address Red Earth Engineering Pty Ltd-0415 O
108 Bowen Street
Spring Hill
Brisbane, QLD 4000
Australia

*Buyer ABN | 46167-393-848
* Ship to Address No address selected) 4 )
Requester Email i
Requester Name

This requisition No
contains retainage

This WO contains [
retainage

8. Use the type ahead to search for the correct Geosyntec location and select “Choose”

~ l Advanced [l syinoy
te State ISO Code Postal Code Country/Region ~ Location Code Attention

USMA 01720 United States MAACTON  None v l Advanced lsydney p]

99503 United States AKANCHOR

48105 United States MIANNARB  None State ISO Code Postal Code Country/Region > Location Code Attention Ac,ﬁm\
AUSYDNEY None

——_ =
91006 United States  CAPASADE  None { .M‘

28801 Unitod States NCASH

78759 Unitod States TXAUSTIN
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9. Next, complete the "Requester Email” and "Requester Name" field.

*Buyer ABN | 46167-393-848 »

* Ship to Address SUITE 3.04, LEVEL 3, 1 YORK (o)
STREET
SYDNEY, NSW 2000
Australia
Location Code: AUSYDNEY

———
Requester Email l'_L_l—j
Requester Name —

This requisition No
contains retainage

This WO contains (]
retainage

aty uom Price

(x]
1.000 100 Lineal Yai v 0.00 OOO

You will find the Requesters information on the Work Order itself under the “Contact at Geosyntec”
section. Use that information to populate the fields.

Geosyntec® .udeom\

consultants

WORK ORDER NO.: 700
WORK ORDER NAME: WO -AUJ23161.700
PROJECT NO.: AUJ23161

mmw-mwmw»mmmmuum

Services ('S ) by and between Red Earth Engineering and
nmmM(MW)mww - Austrakan Sub - SC7786
(“Subcontractor”) October 21, 2020. Capitalized terms used in this Work Order are defined in
the Subcontract. Subcontractor’s Scope of Work is to perform a portion of the Services

s for g under its contract with the Client. A copy of the Prime
Contract with terms and are attached 10 this Work Order and
hereby incorporated herein.

T0 TANT:

The above Work Order Name, Work Order Number and Project Numbers must appear on all
invoices and correspondence. Invoices should be uploaded into the Geosyntec Supplier Podtal
found at this kink bitgs [aupoher COURANDELLOM) Unless other direction has been given.
CONTACT AT GEOSYNTEC:
Jon Smith
muhigeosynioc com

SCOPE OF WORK

The Scope of Work and Schedule are as set forth in Subcontractor’s offer 10 render services

W-waminm.wanwmmnm
for rendering under a contract with the Client.

INSURANCE:

Asa 10 payment, S Is required 10 maintain the information that
has been registered in the Geosyntec Supplier Portal. Subcontractor will maintain required
documentation on a current basis 10 avoid polential delays in processing invoices for payment.

SCHEDULE

Time is of the essence and the Subcontracior agrees 1o proceed with the progression of the
Work in accordance with the Schedule set forth in the Prime Contract and the finalized attached
shall be for 0 with delays within the

control of the o manage.
BASIS OF COMPENSATION:

Page 163
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10. Next, select Amt for the "type" and enter the "Description” field.

None

Lines
Type Description Price

Amt ~ 0.
PO Line Service/Time Sheet Line Supplier
None None

€Ol Expiration Indicate if this line for Retainage WO Retai

No o

11. Enter the price into the "Price" field.

(ec

zecoupa

family of companies
Lines
Type Descript Price
Amt v “ ] 0.00
PO Line Service/Time Sheet Line Supplier Part Number
None None

COI Expiration Indicate if this line for Retainage

None No

Lines
Type Description [x]
Amt Mobilization 0.00
PO Line Service/Time Sheet Line Supplier Part Number Lien Waiver required
None None No
COl Expiration Indicate if this line for Retainage WO Retainage?
None No o
Taxes
GST Rate GST Amount Tax Reference

v 0.00

12. Select the “GST Rate”

Taxes

GST Rate

10.0% 0.00

GST Amount

Tax Reference

c Add Line 0 Pick lines from Contract

Totals & Taxes

Lines Net Total|

WO Retainage?
(]
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13. You can add as many invoice lines as needed and complete the same steps as above.

Taxes

GST Rate GST Amount Tax Reference
10.0% ~ 0.00
/q
(\ e}Add Line c Pick lines from Contract Totals & Taxes

Lines Net Total
Lines GST Tot:

14. When finish, use the "Calculate" button at the bottom of the page which calculates the amount
of the invoice and is a way to double check that the amount is correct.

Tax Reference

Total GST 0.00
Net Total 0.00
Gross Total 0.00

e
Delete Cancel Save as Draft m‘ m

y

15. Select “Submit”

GsT v 0.000

Tax Referance.

Total GST 250.00

Net Total 250000

Gross Total 2,750.00

Delete Cancel Save as Draft calcutate | m
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16. Click "Submit" and "Send Invoice"

mtec Family of Companies-TEST

ing warning:

Are You Ready to Send?

invoice 10 this transaction as the Coupa genoratod PDF is your 4

t Managers email and name is entered on the Requester Email and Requester

Continue Editing m/
2

17. The invoice has been successfully submitted.

attaching another
logal invoice

Select customer  Geosyntec Family of Companies-1 w

Invoices

n Sul

SIM 10

SC7786 invoice #123456 s processing

© invoice submitted successtully. However - your customer requested an information update to ensure successful payment: Update

Instructions From Customer

(Example fex - this is set on your Company Information setup page and will be dispiayed for CSP and SAN suppliers on the Invoice list page}

Create Invoices @

Create Invoice from PO Create Invoice from Contract E Create Credit Note
view [ 5 e
Invoice #  Created Date Status. PO#  Total Unanswered Comments Dispute Reason
123456 111324 Processing N 275000AUD  No
12345 11324 Oratt N 275000AU0  No 70
11324 Oratt N 0,00 AUD No 70
Draft N 0.00 AUD No 70
11324 Dratt N 0,00 AUD No 79
11224 Draft N 550000AUD  No 70
nnza Pending Approval N 66.00 AUD No
112724 Oraft N 165,00 AUD No 70
252 e Pending Approval N 550.00 AUD No
Paroace 15 1 45 1 60

zEcoupa

Page 8



— coupa
— 6) Compass EN@ &

What can we help you find? » Products » Coupa Product Documentation > Supplier Resources » For Suppliers >
Getting Started with the Coupa Supplier Portal > Set Up the CSP » Users » Manage Users

Manage Users

Manage user permissions and customer access.

O Tp

Upgrade to Premium Support! Our team of dedicated experts is ready to provide you with

priority assistance, personalized solutions, and rapid issue response.

Permissions grant users the access to corresponding contents and content areas. As an admin

user, you have all the permissions by default.

You can manage user permissions and customer access by assigning certain users to only certain
customers. You can also limit what types of documents your users can access and what functions

they can perform with their assigned customers.

How to manage or administrate users

As an Admin user, follow the next steps to manage other users in your supplier account:

1. Log in to the CSP and select the Setup tab.
2. Click on the Admin tab just below the main navigation bar.

3. Select the Users option on the left menu.

The screen displays the list of users of your account, as shown in the screenshot below:
Feedback



gxcoupa supplier portal TEST~ | NOTIFICATIONS @ | HELP -

ﬁ Invoices Orders Profile Payments Service/Time Sheets ASN Sourcing Forecasts Catalogs More...

Admin Customer Setup Connection Requests

Admin users

Users

Merge Requests

User Name Email Status Permissions Ci A Acti

Merge Suggestions
-GOom Active

Requests to Join User

Legal Entity Setup
Fiscal Representatives
Remit-To

Early Pay Discounts

sFTP Accounts

OOWTVTTOOOSTMOW®> >

cXML Errors

sFTP File Errors (to Perpage 51101 15
Customers)

4. Click on the Edit button on the far right of the user line.

This opens the Edit user access for [User Name] window, as shown on the screenshot below:



Edit user access for

User Information Phone Number
* First Name Country/Region

[
* Last Name Area/City

* Email Local

Purpose o Extension

Primary Contact o

Current primary contact: wiaiiaia iwas wae

Permissions © Customers
O Al Select "ALL" to view the "Create Al
Admin from Contract"” option under '

Orders invoices.
@Al
(O Restricted Access to Orders
Invoices
Catalogs
Profiles
ASNs
Service/Time Sheets
@ AN

() Restricted Access to Service/Time Sheets
Payments
Order Changes
Early Payments
Business Performance
Sourcing
(@ Private and Public
() Hidden, Private, and Public

Community
Order Line Confirmation
Forecast Planner

[ Workers
(O View
() Manage

] Worker Assignments
(O View

(O Manage

Cancel

Save


Maria Coley
Highlight


From this screen you can change the user's name, modify the user's permissions and customer

access, or deactivate the user.

O Note

The Deactivate User button is inactive when you edit your own access to avoid

deactivating your own account.

You cannot change the user's email address. If a user wants to change the email address, send a

new invitation to that user.

The Invite User and Edit user access for [User Name] windows are almost identical, but when

you invite a user, you can specify an email address.

List of user permissions

The following table presents the names and descriptions of permissions that can be given to

users.
Permissions Description

All Gives full access to all CSP functions, except for user administration.

Admin Has full access to all CSP functions, including user administration. Non-
admin users can still view the Users tab of the Admin page and invite
users, but they cannot edit existing users. The permissions on the
invitation cannot exceed the permissions of the user creating the
invitation.

Orders Allows viewing and managing purchase orders (POs) received from
customers.
For more information, see Purchase Orders.
When selected, All is on by default.

Orders > Allows accessing specific POs (assigned to specific users).

Restricted Access to Orders For more information, see Purchase Orders.

The permission is off by default.



Permissions

Orders >

All

Invoices

Catalogs

Profiles

ASNs

Service/Time Sheets

Service/Time Sheets >
Restricted Access to
Service/Time Sheets

Service/Time Sheets >
All

Payments

Order Changes

Early Payments

Business Performance

Description

Allows viewing and managing all POs received from customers.
For more information, see Purchase Orders.
When Orders is selected, All is on by default.

Allows creating and sending invoices to customers.
For more information, see Invoices.

Allows creating and managing customer-specific electronic catalogs.
For more information, see Catalogs.

Allows modifying customer-specific profiles.
For more information, see Profiles.

O Note

All users, regardless of permissions, can edit the public profile.

Allows creating and sending advance ship notices (ASNs) to customers.
For more information, see ASN.

Allows creating and submitting service/time sheets against POs.
For more information, see Service Time Sheets.
When selected, All is on by default.

Allows accessing specific service/time sheets (assigned to specific
users).

For more information, see Service Time Sheets.

The permission is off by default.

Allows creating and submitting any service/time sheets against POs.
For more information, see Service Time Sheets.
When Service/Time Sheets is selected, it is on by default.

Allows viewing payments and downloading digital checks.
For more information, see Payments.

Allows submitting PO change requests.
For more information, see Edit a PO.

Available only if your customers use Coupa Pay and enabled the feature
related to this permission.
For more information, see View and Manage Early Payments.

Allows viewing business performance information, for example, order,
invoice, and delivery trends.
For more information, see Business Performance.




Permissions

Sourcing
Sourcing >
Private and Public

Sourcing >
Hidden, Private and Public

Community

Order Line Confirmation

Forecast Planner

Workers

Workers >
View

Workers >
Manage

Worker Assignments

Worker Assignments >
View

Description

Allows viewing of sourcing events.
For more information, see Sourcing.

Allows viewing of Private and Public sourcing events.
For more information, see Sourcing.

Allows viewing of Hidden, Private and Public sourcing events.
For more information, see Sourcing.

Available only for Coupa Advanced suppliers. Allows users to join the
supplier community and collaborate with its members, learn and share
best practices, as well as give feedback on future Coupa features.

For more information, see Coupa Advanced.

Allows users to confirm specific lines of PO.
For more information, see View PO Lines.

Available only if a buyer has Coupa Forecast Collaboration, part of
Supply Chain Collaboration. With Coupa Forecast Collaboration, demand
changes are shared in real-time, enabling buyers and suppliers to
rebalance their supply chains and minimize unnecessary inventory,
ultimately increasing service levels and profitability.

This permission allows users access to the Forecast menus in the CSP.
For more information, see Forecast Collaboration.

Allows users to manage direct engagements with individual workers.
For more information, see Manage Workers and Assignments in the CSP.

Allows users to access a list of workers and view individual worker
profiles. It is intended for users who need read-only access to basic
worker information.

For more information, see View and Edit Worker Information in the CSP.

Allows users to create, update, and export worker profiles, view sensitive
information (such as national identifiers), and manage various cards on a
worker’s profile.

For more information, see Assign Workers to an Order Line in the CSP.

Assignments let you track workers, so you know who is working on what,
as well as which workers are currently active and which are available,
helping you allocate resources more efficiently.

For more information, see Assign Workers to an Order Line in the CSP.

Allows users to view assignment details and access lists or grids of
worker assignments. This includes viewing assignments associated with
specific purchase order lines, allowing users to monitor assignments
without editing rights.

For more information, see Manage Assignments in the CSP.




Permissions Description

Worker Assignments > Allows users to create, update, confirm, and close assignments. It
Manage includes access to assignment history logs and the ability to reopen
assignments.
For more information, see Manage Assignments in the CSP.

O Tp

Hover over the Info (o) icon next to the Permissions header for more information.

Info tooltip

The Info (i ) icon tooltip displays a textbox with the following information:
Permissions grant access for the user to the corresponding menu items.

For Orders and Service/Time Sheets, an additional level of granularity allows restricting a user’s
access to documents that are specifically assigned to them. If you want to apply this restriction,
select the Restricted Access to Orders and Restricted Access to Service/Time Sheets

permissions.

Some customers may not support restricting access to orders and service/time sheets. Contact the

Customer Company Admin to confirm if needed.

O Note

For auditing purposes, Coupa does not allow users to be deleted, so you cannot delete a
user from your profile. Instead, you can deactivate a user when you no longer want that

user to be able to access the account.

Reactivate users



You can deactivate users when necessary. Also, users are deactivated automatically due to

inactivity. For more information, see Inactivity in Log_in to the CSP.

You can see the relevant user status: inactive or deactivated. If you hover over a user's status, the

following tooltip text is displayed informing you about the reason why a supplier user is not active:

e Deactivated: This user has been manually deactivated by an admin. It can be reactivated only
by admin reactivation.

¢ Inactive: This user's account has been deactivated due to inactivity. It can be reactivated by
validating the user's email during their next login attempt.

You can activate both inactive and deactivated users. If you activate them, they receive an email

notification to verify their email.

If you deactivate users, you can always reactivate them later. If you reactivate a user, the customer

access is reset for that user, so you'll have to assign customers to that user again.

O Tp

Didn't find what you were looking for? Upgrade to Premium Support today to unlock more

support functionality.



