BD BUYSMART (COUPA)
E-INVOICING GUIDE

Step-by-Step Instructions for Seamless E-Invoicing Process

Abstract
This guide outlines the use of BD BuySmart (Coupa) for e-invoicing, offering step-by-

step instructions for suppliers to manage purchase orders (POs) and invoices, thereby
improving accuracy, speeding up processing, and ensuring compliance.
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BD BuySmart (Coupa) e-Invoice Manual Guide

1.0

2.0

2.1

2.1.1

BD Invoicing Method

BD's preferred method for submitting invoices for POs starting with “69” is via electronic invoicing.
We are committed to making payments as efficiently as possible. BD has partnered with Coupa to
offer three (3) electronic invoicing options: Coupa Supplier Portal (CSP), Supplier Actionable
Notification (SAN), or Coupa cXML integrated invoicing.

How Do I Enroll?

Please note that only invoices for POs starting with "69" can be submitted through e-Invoicing.
Currently, only the following countries are permitted to submit e-Invoices:

Australia, Hong Kong, Indonesia, Malaysia, New Zealand, Philippines, and Singapore.

For countries not listed, please continue to send your invoices through the standard process
designated for your location.

Coupa Supplier Portal (CSP)

Create invoices directly from purchase orders on the Coupa Supplier Portal. This method is ideal for
suppliers with low to medium volume purchase orders and invoices, or those who want to manage all
transactions from their customers who use Coupa in one place.

Pre-requisites for Onboarding New Suppliers to the CSP

For first-time users, follow these steps to receive a Coupa invitation:
Step 1: Create a BD Services Store account
e Visit https://www.bd.com/services,

o C(lick “Create or Update User Account”, fill in the required information and submit.
Note: Use your company’s primary contact email address to register.
e You will receive an acknowledgement email from BD Services, confirming your
Registration Request is pending approval.
e Once approved, you will receive an e-mail with your unique User ID and password.

Step 2: First-time log in to BD Services Store
e Use the User ID and password received via e-mail to signin.
e You will be prompted to set up your permanent password, enter the Current Password,
provide and confirm New Password, and click “Submit.”
Note: If you are an existing user in BD Services Store, you can skip Steps 1 and 2 and
proceed to log in to raise a ticket.

Step 3: Raise a ticket on BD Services Store
o Select the “Req to Pay Inquiry” menu.
e Fill in the mandatory fields and input your query details as: “Request for Coupa
registration email,” then submit.


https://www.bd.com/services

©BD

Step 4: Receive and respond to the Coupa invitation

2.2

e You will receive an email invitation to Coupa within two (2) working days.

e Click the "Join Coupa” button in the email. If you don't see the invite, check your Spam
or Junk folder.

Note: The invitation link to CSP will expire within 48 hours.

Step 5: Complete the registration

e Fillin the mandatory fields on the account creation page and complete the registration.

Step 6: Access the Coupa Supplier Portal

Note:

e Visit https://supplier.coupahost.com
e Onthe login page, enter your registered email address and password, then click "Login.”

e You will be able to view your purchase orders, create and track the status of invoices in
the CSP.

If you encounter any errors, please submit a ticket through the BD Services Store.

For a step-by-step BD Services Store guide, visit https://bd.com/invoicing-and-po-guidelines-
gar, scroll down to the “BD Services Store Guidelines” section, and choose the relevant
document for more information.

Supplier Actionable Notification (SAN)

Suppliers can act on POs directly from email notifications for POs created in BuySmart (Coupa). This
includes options to acknowledge, create an invoice from, and add a comment to a PO. All Suppliers
receiving PO emails will see these options.

Powered by £,300UPA
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Becton Dickinson Holdings Pte Ltd Purchase Order #6911874511

Order Summary

Payment Terms 1062 Net 60 Days

Date 03/21/23

Action Buttons in PO Email:

POTotal 1

Shipping Terms DDP

. ¢ Manage Order - View the PO.
¢ Create Invoice — Generate an invoice
based on the PO details via SAN.
¢ Acknowledge PO - Confirm receipt
o ¢ Add Comment - Provide additional
information or notes related to the
o= =\ order.



https://supplier.coupahost.com/
https://bd.com/invoicing-and-po-guidelines-gar
https://bd.com/invoicing-and-po-guidelines-gar

23  Coupa cXML Integrated Invoicing

System integration with BD BuySmart (Coupa) allows you to send cXML invoices directly to BuySmart
(Coupa). This is ideal for suppliers with a high volume of purchase orders or those who automate their
invoicing.
e For Suppliers interested in cXML integration, please raise a ticket via BD Services Store.
For detailed instructions, visit https://bd.com/invoicing-and-po-guidelines-gar, scroll down to the
“BD Services Store Guidelines” section and select the “Raising A Ticket” document.

3.0 CSP Welcome Tour

When you first log in to Coupa Supplier Portal at https://supplier.coupahost.com, a Help Tour will
appear on the Home screen to guide you through the main features and functionalities.

Welcome to Coupa Supplier Portal

+ Create Invoices & Get Status Updates +" Update Profile & Payment Info

+ View & Respond to Purchase Orders +/ Create Time Sheets & ASNs Against Orders

+/ Host & Manage Catalogs +/ Get Real-Time SMS & Email Notifications

gcoupa supplier portal

. B

You can view the Help Tour anytime by clicking on "Help” in the top right corner of the page.

NOTIFICATIONS @  HELP v o

Compass
Training Webinars
Help Tour e —

brecasts Mort
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31 CSP’s Home Page & Important Features - Initial Setup

The Coupa Supplier Portal (CSP) offers a range of features designed to streamline supplier
management and enhance efficiency such as Notifications, Orders, Invoices, and manage your
Account and Setup. Before sending any invoice, please ensure you have set up e-Invoicing with Coupa.

."{,".'::COU[JE! supptier portal ABC PTE LTD NOTIFICATIONS @  HELP
Invonces Busmess Profile Setup Service Sheets ASN Sourcing Forecasts More...
1
_m 4) Orders turns 3) Manage Order Line Changes el 1) Manage (& 2) Notifications
Setup Account alert &
Preferences
Select Customer Becton, Dickinson and Company - SAP_Ever... ~

3.1.1 Legal Entity Setup
As the Admin for this account, you can set up a legal entity by following these steps:

Step 1: Click on the “Setup” tab in the header.

Step 2:
Step 3:
Step 4:
Step 5:

Step 6:

Step 7:
Step 8:

Under Admin page, go to the “Legal Entity Setup” from the left panel of the page.
Click the "Add Legal Entity" button at the upper right corner.
Enter your Legal Entity Name and Country/Region. Click “Continue”

In the next page, fill in all the required fields marked with a red asterisk (*) and your Tax ID.
If you are using the same address as the one provided above, select the checkbox “Use this
address for Remit-To” and “Use this for Ship From address”. Click “Save & Continue”.

Choose Payment Type as Address. If you are using the same address you entered in Step 5
for Remit-To address, it will already be displayed here for you. Click “Save & Continue”

In the next page, review the information, click “Next” and click “Done”.

A “Setup Complete” pop-up message will confirm that this legal entity can now be used on
new invoices.

£,xcoupa supplier portal ABCPTELTD~  NOTIFICATIONS @ = HELP~

A Invoices  Orders  Business Profile m:ceshee(s ASN  Sourcing  Forecasts  Catalogs  Workers  More..

Customer Setup  Connection Requests

Admin Lesal Ent Where's your business located?

Users

Merge Requests
Merge Suggestions
Requests 1o Join

Fiscal Representatives

Payment Methods

Additional Caa$
Information

SFTP Accounts
XML Errors

SFTP File Errors {to

Customers)

SFTP File Status (from

Setting up your business details in Coupa will help you meet your customer's invoicing and payment
requirements. For best results with current and future customers, complete as much information as
possible

o *Legal Entity Name  ABC PTE LTD

* Country/Region | Singapore ~

@ Chatwith Coupa Support
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3.1.2 Language

Select your preferred language by clicking on the default language at the bottom middle of the page.

Dansk (Danmark)
« ooneeesssssssmn  Deutsch (Belgien)
Perpage 5|10 | 15 Deutsch (Deutschland)

(
(

Deutsch (Luxemburg)
(

Deutsch (Schweiz)
Deutsch (Osterreich)
English {Australia)
English {Canada)
I_S English (US)

© 2006-2024 Coupa Software Incorporated
Privacy Policy - Terms of Use

3.1.3 Notification Preferences

Set your notification preference by clicking on "Notifications” at the top right corner of the page.
Adjust your settings and click "Save" at the bottom.

{';_coupa Supp“er portal ABC PTELTD » NDTIFICAT!ONSQ HELP v
ﬁ- Invoices Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts Cata Workers More...
My N Ot|ﬂcat| ons Notification Preferences
view  All -
O Message Received
No Rows.
Delete Mark as Read
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3.1.4 Inviting Additional Users to CSP

To invite additional users, navigate to the Setup tab and select “Invite User” on the Admin Users page.
Fill in the user’s information, choose the appropriate “Permissions” levels and “Customers” for access,
and click “Send Invitation.” The user will receive an email from Coupa to accept the access and create

a password.

User Information
First Name

A5C

Last Name

* Email

ABC DEF@ouwscooccom

Purpose )

|iﬁmunang x

Permissions @

Invite User

Phone Number

Country/Region
Singapore

AreaiCity
Singapore

Local

Extension

Customers

Al

Admin
Orders

@ Al

O Restricted Access to Orders

Invoices
Catalogs

Wiorker Assignments

@ View
) Manage

3.1.5 Security & Multi Factor Authentication

For enhanced security, enable Multi Factor Authentication by following the on-screen instructions.

This step is optional.

Mulfi Factor Authenfication via App

@ Scan this QR code using your mobile device.

oA

Becton, Dickinson and Company -
SAP_Everest_1073025_SG_SINGAPORE

+ Open your prefarmed authenfication ap on your mabile device.

Lezm mare

+ For most apps, select "Add" or *+* to scan the OR code or copy

and paste the security key

Click to copy Security Key

Enter the B-digit verification code from your
device

Note: If you encounter any errors during setup, contact the Coupa Support team via the chat box at
the bottom left of the page. For assistance from the BD support team, submit a ticket through the

BD Services Store.

Coupa Supplier Portal
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40 How to Acknowledge a Purchase Order
4.1 Acknowledging a PO from an HTML-formatted email - SAN

Step 1: You can acknowledge the PO directly from the email without logging into your Coupa Supplier
Portal (CSP) account. Simply locate and click the “Acknowledge PO” button within the email.

Powered by £,3COUPA
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Becton Dickinson Holdings Pte Ltd Purchase Order #6911874511

Order Summary

Date 03/21/23
POTotal 1.00SGD

Shipping Terms  DDP

Payment Terms 1064 Net 50 Days

e ©

Acknoaiedge PO Add Comment

Step 2: You will be prompted to verify your access with a One-Time Password (OTP).

Verify Your Access for Purchase Order #6911874511

Your access to this page has expired. Please click on the button below. You will
receive an email with the One-Time Password (OTP), using which you can access
this page.

Please tick the box below to proceed.

» I'm not a robot

reCAPTCHA
Privacy . Tema

Generate One-Time Password

Already have an account? Log in
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Step 3: Check your email for the 6-digit OTP sent to you. Enter these 6-digits on the OTP page and
click "Verify OTP."

Verify Your Access for Purchase Order #6911874511

Enter the One-Time Password sent to bd*********ggy**rersess

$ BD BuySmart Enter One-Time Password

Verify Your Access for Purchase Order #6911874511 ‘ saries
Below is your One-Time Password(OTP): / Please tick the box below to proceed

987184 e

This p:

d v I'mnota robot
will expire in 24 hours !-l‘: LPIL:I—L

g

Step 4: You will be directed to the PO page. Click the “Acknowledged” checkbox to confirm receipt

of the order.

42  Acknowledging a PO in the Coupa Supplier Portal (CSP)
Step 1: Login to the CSP, go to the “Orders” tab and select your customer name from the dropdown
list.
Step 2: Click on the PO number hyperlink and you will be directed to the PO page.
Step 3: Check the "Acknowledged” box to confirm the order.
§,2coupa supplier portal ABCPTELTD ™ | NOTIFICATIONS @ | HELP -
A nvoices (EPEE BusinessProfile  Setup  ServiceSheets  ASN  Sourcing  Forecasts  Catalogs  Werkers  More..
L Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...

[ Acnowedged O

Select Customer Becton, Dickinson and Company - SAP_Ever... ~ |

Purchase Order #6901349457

General Info 9 Shipping
Status Issued - Sent via Email Ship-To Address The Strategy #Us-Us
Singapore 609935
Order Date ****om+ Singapore
Revision Date
Requester
Email
Terms
Payment Term None ”
T Shipment Tracking O 4

Compliance Approval None
Source

b=
-]
T

No shipment tracking.
Attachments None
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5.0

6.0
6.1

Invoicing and Credit Notes Requirement
To ensure timely payment from BD:

e Your invoices must comply with all relevant country, legal, tax, and BD requirements.

e If your invoices do not meet these requirements, BD will dispute them and provide comments
explaining the reasons for the return. A credit note may or may not be required in such cases.

e Payments are processed weekly. Invoices are paid in the next payment run following the maturity
of payment terms.

e Refer Appendix A for more information.

How to Create an Invoice
Creating an Invoice against a PO
You can create invoices directly from the purchase order.

Step 1: Click the "Create Invoice"” button or the "yellow coins” icon in the Actions column of the related

PO line.
Purchase Orders |
Instructions From Customer Act i o n S

Please acknowledge all POs upon receipt. POs are subject to BD's Purchase Order Terms and Conditions, which can be found at
hitp:fiwww bd comirading/suppliers/pdfs/US_Purchase-Order-Terms-Conditions pdf. If you have questions or need assistance, please visit our seli-help portal at
http: e bd. com/services

Click the Action to Invoice from a Purchase Qrder

T 3 £ 1@

PO Number Order Date Status Acknowledged At ltiems Unanswered Comments Total Assigned To do
. = . _ _ Create
6911019379 110521 lssued | 100,000 each of item type 1 test No 300,000.00 SGD

100,000 each of em type 2 test Invoice

9357 1021721 Issued | 1 each of Alr-Purifier Rental No 600.00 EUR ;B

3 1021721 Issued N 1 each of Alr-Purifier Rental Ne 600.00 EUR =

6911019332 1013721 lssued Mo 1 each of test No 100.00 SGD =

Step 2: On the Create Invoice page, complete all fields marked with a red asterisk (*). These fields
are mandatory.

Step 3: Make sure the invoice number and date matches your invoice. Note that the BD system only
accepts up to 16 characters in the Invoice Number field and does not allow backdated
invoices.

10
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Create Invoice creze

Payment Term

Date of Supply

Delivery Number

1059 Net 45 Days

110521

SGD

Status Draft

DAP

o i cren

Warnings: Shipping Tem
Do NOT use Image
Scan field to attach

your documents

image Scan

Supplier Note

Anachments @) Add File | URL | Text

* Invoice From Address

M Remit. To Address

* Ship From Address

9 To
Customer

* Bl To Address

Buyer GST ID

Ship To Address

General Info 9 From
i *F invoice # * Supplier SAP_Everest_1093338_SG_ABC FTELTD
Finvoice Date | 110521 [
* Supplier GSTID | M209225153

ABC PTELTD
J—
g
Singapore

ABC PTE LTD
Ji—
o
Singapore

ABC PTE LTD
sooa00t
=
Singapore

Becton, Dickinson and Company
Becion Dickingon Holdings Pte Lid
30 Tuas Avenue 2

Singapore 639461

Singapore

MRES002558 ~

34 Imemational Business Park.
ICUN@IE’!IZ-‘DHE Tower B,
Singapore 609935

Singapore.

Lines

Type
4

Description

Item type 1 test 1.00

PO Line
6911019332-1

Contract

Billing
3150-R-3009-30090101-778000

Taxes

GST Rate GSTAmount

7.0% - Customer Accounting}
0.0%

Exempt

Reverse Charge

Out of Scope ooy

oA

uom Price

each

umber

Tax Reference

=

100.00 ©

100.00

HCP/HCO Related Payment
Purpose

None

Warnings:

and Misc. fields

Totals & Taxes

Lines Net Total
Shipging

Tax

(]

Do NOT use handling

Total Tax

Mt Total

Total

10.00

0.000

Tax Reference

0.000

Tax Reference

0.000

Tax Reference

100.00

107.00

11
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Notes:

The local currency tax and total amount will be calculated base

If you are creating an invoice in a different currency, enter the exchange rate in the provided box.

d on this rate.

o If the “Invoice From Address”, “Remit-To Address”, or “Ship From Address” do not appear, click
the magnifying glass to select the respective addresses. If nothing appears, setup for the Legal
Entity Setup.

o If there are multiple invoices for a purchase order, the invoices must be submitted separately.

Special Condition:

n “Line Level Taxation” checkbox.

[ ” H .
e If youdo not see the “Taxes” field as shown above, please click o

Li Click Line Level Taxation to L\.\

Ines enable line Taxes column below @ Line Level Taxation
Type Description Qty uoMm Price - 0
! test 1.00 v 1,000,000.00 ‘ 'OOO’O()O
PO Line Service/Time Sheet Line Contract Supplier Part Number
6911874662-1 o
HCP/HCO Related Payment
Purpose
Billing
3505-R-3308-33091103-792010
Taxes

Tax Description Tax Rate Tax Amount Tax Reference
0 (+
6) Select the correct Tax %
0 - Input VAT - 0.0%

ID: V1 - Input VAT - 10.0% Enter in the correct tax percentage; the Tax Amount will

ID- V2 - Input VAT for travel agent, courier & . - 1.0%| automatically be calculated. Foreign vendor who do not

:; ti . ;”p“’:jiI - 11[?" I charge VAT, will still need to enable the Line Level

O A I".’ZUI Lk | Taxation and input a tax percentage of 0%.
. . . “«“ B »”
e For Indonesia only — Supplier to input “Faktur Pajak Number” at the Structure Payment

Reference, under “To” field. The Format is to add “FM” at the beginning, followed by 16 characters

of Faktur Pajak Number without punctuation.
Example: FM0100032122222222

sh

Faktur Pajak

o To Andress 5

Kode dan Nomor Sen Fakiur Pajak : 010.002-21.64531798

= FMO01000221645317

»

Pengusaha Kena Pajak

12
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7.0 How to Create a Credit Note

71 Creating a Credit Note Against a PO
¢ Invoices with price or quantity discrepancies, or incorrect/incomplete information, will be rejected
and disputed by the payable processor.
e When the invoice status changes to “Dispute”, you will receive an email notification from Coupa
with the invoice number, the date of dispute and the dispute reason.
e The payable processor will also indicate in the dispute email if a credit note is required.
e You can create a Credit Note directly from the purchase order.

Step 1: Click the “red coins” icon in the Action’s column of the related PO line.

Purchase Orders

Instructions From Customer

Please acknowledge all POs upon receipt. POs are subject ta BD's Purchase Order Terms and Conditions, which can be found at

oy bd, comiservices

Click the == Action to Invoice from a Purchase Order

d.comitrading/suppliers/pdis/US_Purchase-Order-Terms-Conditions pdf. If you have questions or need assistance, please visit our self-help porti

Act'ions

— e = I s

o
N

PO Number Order Date Status Acknowledged At ltems Unanswered Comments

| 6911019379 110521 Issued N 100,000 each of item type 1test Mo 300,000.00 SGD
100,000 each of item type 2 test

911019357 1021721 lssued None 1 each of Alr-Purifier Rental Mo 500.00 EUR

302921 lssued Nor 1 each of Air-Purifier Rental No 60000 EUR

2 10M1321 Issued Nor 1 each of test No 100.00 SGD

Total Assigned To Ailil nI

Create
Credit
Note

Step 2: On the Create Credit Note page, complete all fields marked with a red asterisk (*). These

fields are mandatory.

Create Credit Note

1) Unique Credit
Note Number

#Supplier SAP_Everest 1093298 55 ARCFTE LTD

# Credin Note
s " Supplier GSTID | M
Payment T

¥ irvaice Froem Adds

Owiginal Date of Supply = 110572

#Curency SCD
Delivery Number o
! * Romi. To Address “5CFTE

Ststus Drafl

2) Input Original .
Invoice Number, l oo
Date and Credit
Reason

* Shiip Froem Address

*Original

n | Choose File | No file chosen

3) Supplier’s
company name
and Remit-To
Address

13



A'VA

69110193321

Billing

Taxes

GST Rate

Reverse Charge
Out of Scope

Lines

Type Description Qty
- Item type 1 test 1.0
PO Line Contract

3150-R-3009-30080101-778000

GST Amount

-7.00

-

mjontract

Type Description aty uom Price
= empe 2 e 1000 wn v 10000 -100.00
uom Price

each ~ 100.00

4) Enter negative “— NNN”

HCP/HCO Related Payment

figure for QTY or PRICE field Purpoes

Tax Reference

5) Choose Tax Percentage

Choose the correct Tax percentage;

The Tax Amount will automatically be calculated.
Foreign vendor who do not charge VAT, will still
need to input a tax percentage of 0%.

‘Warnings:

Do NOT use handling B4

and Misc. fields

Totals & Taxes

Lines Net Total 10.00
Shipping
Tax ~ % 0.000

0 Tax Reference

d Handling

o - % 0.000

@  TaxReference

Tax " % 0.000

9 Tax Reference

Total Tax o

Net Total et

Total =hics

Delete Cancel Save as Draft Calculate m' 7) Submit

*®

6) Click “Calculate” & check Total
is ““NNN" and gty is correct

14
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8.0

How to Check the Status of an Invoice or Credit Note

e Suppliers can check the status of invoices and credit notes in the Invoices tab.
o Invoice lines appear as positive figures, while credit notes appear as negative figures (— NNN) in
the Total field.
Select Customer Becton, Dickinson and Company - ABC PTE LTD v
Invoices
Instructions From Customer
Instructions Area
Create Invoices = 5
Invoice & Credit
Create Invoice from PO Note Status Create Credit Note
Invoice # Created Date Status PO # Total Unanswered Comments Dispute Reason Actions
11/09/21 Pending Approval 3 -3.00 SGD No
1110821 Pending Approval 3.00 SGD No
12121 Approved -1,000.00 USD No
10007721 Pending Approval 107,000.00 EUR No
1000621 Approved 1,926.00 EUR No
e Invoices status description:

Draft:

Processing:

Pending Approval:
Voided / Disputed:

Approved:

The invoice has been created but not yet submitted.

The invoice has been submitted and is being processed by the Accounts
Payable (AP) processor.

The invoice is currently under review.

There is an issue with the invoice. Please refer to the dispute email or note
for further information and any required actions.

The invoice has been accepted for payment.

15
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9.0 How to Export List of Orders and Invoices Report to Excel

You can export your list of purchase orders and invoices as a CSV or Excel report.

[ )
To generate purchase order reports, navigate to the Orders or Order Lines sub-tab.

g.ecoupa supplier portal

ﬁ Invoices msiness Profile Setup Service Sheets ASN

Orders Order Lines ons Order Changes Order Line Changes Order

Select Custome

Purchase Order Lines

| CSV plain (current columns) lér Status (Header)  Item

CS8V for Excel (current columns
( ) gad Test

Excel (current columns)
.ed 1 each of Test

e To generate invoices reports, go to either Invoices tab or Invoices Lines tab.

gcoupa supplier portal

ﬁ Mers Business Profile Setup Service Sheets
| Invoices Invoices Lines ]e'lent Receipts

Select
Invoices

Instructions From Customer

Instructions Area

Create Invoices @

Create Invoice from PO

CSV plain (current columns) Status PO # Total
CSV for Excel (current columns) Draft 6911019379 300.,000.00
Excel (current columns)

Draft 6911019405 10.00 SGD

Legal Invoice (zip)
m 11162 nrﬂ‘l

6911019379 300 000 00
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Appendices
Appendix A | Guidelines for Creating Invoices and Credit Notes

/ Invoices \

¢ Invoices can only have positive values (+).

For CSP:
e Invoices can be created by: ‘
— Selecting the yellow coins on the PO line.
— Selecting “Create Invoice” when you have clicked onto the PO. Create Invoice ’

For SAN:

e Invoices can be created by:
\ — Selecting “Create Invoice” from the PO email. /
/ Credit Notes \

For CSP:
e Credit notes can only be created using CSP by selecting the red coins on the PO line. "‘%
e Credit notes must always have a negative values (-).
— For quantity-based POs, the quantity must be negative (-) and the price positive (+) to
ensure the total is negative (-).
— For amount-based POs (no quantity option), the price must be negative (-) to ensure the
total is negative (-).

Tl,pe Descri p)pﬂ \ \/ Price
“Q,"\ \ J 98.00
Total \ /

((
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Appendices
Appendix A | Guidelines for Creating Invoices and Credit Notes

Both Invoices and Credit Notes

Length
e The Invoice/Credit Note number field is limited to 16 characters.
— DO NOT ignore the warning messages that appear on the screen.

Warning from Becton, Dickinson and Company X

This Invoice has the following warning:

« BD's System accepts only 16 characters in the Invoice Number field. Please review the Invoice Number to
avoid the Invoice being disputed. Choose “Caontinue Editing” to go back and correct the Invoice

Continue Editing m/
2L

Unit of Measure (UOM) & Currency
e The UOM and currency must be consistent with the original PO.
— DO NOT ignore the warning messages that appear on the screen.

Warning from Becton, Dickinson and Company

This Invoice has the following warning:

= The Unit of Measure (UOM) on the invoice does not match the PO. please review UOM to avoid the Invoice
being disputed. Choose “Continue Editing” to go back and correct the Invoice

Lines
o If the Invoice/Credit Note does not include one of the lines on a PO, DELETE the line by

selecting this button €. DO NOT leave a “0” quantity or “0” price.

Lime Level Taxation

aty uomMm Price \ 00 a
L.k

FO Line Contract Supplier Part Number

w

Decimal Place
e BD allows pricing only up to two decimal places.

Qty Unit Price Total
30,000 each >@ 2,925.00 USD
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Appendices

Appendix A | Guidelines for Creating Invoices and Credit Notes

G)th Invoices / Credit Notes — continued \

TOX P Check Line Do
e Ensure the appropriate tax percentage is e e s T eve — 20000 ©
selected for each invoice line in the "Taxes"
field' Taxes4ﬁelc‘ivwill :
e [f the tax rate is 0%, choose the 0% code; do Bedisplayed T, v,
not leave the field blank.
o [f the "Taxes" field Ensure the appropriate L s
tax percentage is selected for each invoice ey R BB e S
. . " n . 00se lax 2 2
Ilne n the Taxes f|e|d. Percentage Ez.rf,‘.i:ﬁgﬁ:mt::;z;:ggi;’g: !
percent (0%).
Shipping, Miscellaneous and Handling sonsocklilesien
e Do not input any information under Lines Net Total 10.00
“Shipping”, "Handling” and "Miscellaneous”
fle|d5 Shipping
Tax o
0 Tax Reference
Handling
Tax v
C} Tax Reference
Misc
Tax e
0 Tax Reference
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Appendices
Appendix B | FAQ - Frequently Asked Questions

/ Log In/Access/Notifications \

U Is there a fee to enroll with CSP?
It's free! There is no cost for registration and usage of Coupa Supplier Portal (CSP).

U How do I access the CSP login portal?
Sign in at https://supplier.coupahost.com/ (Please use Google Chrome).

O What do we do if we forgot our password?
Select ‘Forgot username or password?’ and follow the reset process.

U Can more than one person receive access to my company’s CSP account?
Yes, multiple users can be provided access by your company’s CSP admin.

U How do suppliers add additional employees?
Click on Setup, then select Admin from the menu. Choose the Users tab and click Invite User.
Provide the required information in the window that opens.

U I cannot view PO’s or submit invoices within CSP.
Contact your company's CSP Admin; they can review your access permissions.

Purchase Orders

U How do I see my BD purchase orders?
Click on Orders in the menu. If you are connected to more than one Coupa customer, select
Becton, Dickinson & Company from customer dropdown menu.

U What if the pricing is incorrect on the PO even after confirmation?
If you find that the pricing, quantity, or any other information on the PO is incorrect after
confirmation, you can reach out to the respective BD contact person for resolution.

U I am not receiving email notifications when a PO is Received.
You can update your notification preferences through your CSP account settings by selecting
the "PO is Received” checkbox.

U CanIsetit so I can only see purchase orders that haven't been invoiced yet?
Yes. In the Purchase Orders table, select "Orders not invoiced” from the View dropdown.

U How do I change a price on a purchase order in CSP?
You cannot change a price on a PO through the CSP. If a change is needed, talk to your BD
contact person and provide proper justification.

- J
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Appendices
Appendix B | FAQ - Frequently Asked Questions

/ Invoices \

U Where does the invoice number come from?
The invoice number is generated by the supplier’s system and entered into the CSP. Upon
creating the invoice, suppliers must update the Invoice Number text field, which has a
maximum of 16 characters.

U How do I invoice a blanket purchase order?
You can invoice multiple times against a single PO. Click the yellow coins icon for the PO and

enter the amount to invoice. Follow the same steps each time you need to invoice against the
PO.

U Can I reuse an invoice number once my customer has “Disputed” it?
No, you cannot reuse an invoice number for a compliance invoice, even if the BD AP processor
has disputed or voided the invoice.

U Once an invoice has been approved, what do I need to do next?
No further action is needed. The invoice is in your customer's queue, and payment will be made
based on the agreed terms/schedule.

U What should I do if an invoice hasn’t been paid?
For any payment-related inquiries, please submit a ticket via the BD Services Store. Our
customer service team will respond to your query and provide the necessary information.

O What should I do if the PO amount/quantity is insufficient for creating an invoice in CSP?

If the PO amount/quantity is insufficient for creating an invoice, follow these steps:

a) Contact the BD contact person to request a revision of the PO amount/quantity,
providing proper justification and a quotation.

b) The BD contact person will advise if a PO revision or a new PO is required.

c¢) Once you receive the PO, review it to ensure it accurately reflects the required
amount/quantity.

d) Ensure that the PO number on your system-generated invoice is updated before creating
and submitting the invoice in CSP.

- /
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