Frequently Asked Questions

How to access Coupa portal again? Forgot password?

How to invite more members from the same organization?

How can vendors select/change customers?

How can we print the PO?

What should be populated on the header text field while creating invoice/credit note?
How to charge only one line out of a multiple line PO?

How to check invoice/credit note status?

Where can disputed or voided invoice can be seen? How can disputed invoice be resolved?

Any further questions?
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Frequently Asked Questions

* How to access Coupa portal again? Forgot

password?

» Please revert to the email invitation and click

on join Coupa and it will revert you back into
the portal.

» If you have forgotten your password — please
open the Coupa portal link and click on forgot
password. Coupa will then take you through
the procedure to reset your password.

» Tip: save the link to your favorites tab once
you open it for the first time.

Ovel Need Coup
Learn more about the Answers to commen Leamn moare about how
Coupa Supplier Portal guestions and issues companies use Coupa

Cadence Design Systems, Inc. Registration Instructions - Action Required inbox x

Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.com=

8TABE Cadence Design Systems, Inc. Registration Instructions - Action Required

i by gpCouUpa
Hello
We handle all our business spend elecirenically in erder to prevent lost documents and make sure you are paid on fime. Within the next
48 hours, click the button below to register your account. If you are net the right person at your company, send this requesi to the

appropriate persen by using the forward link

MNote: not registering in a timely manner may impact your ability fo do business with us. Let us know if you are una

ble to register for any
reason

Forward this invitation

Register Login

New to Coupa? Create your account or click here for help. Welcome back! Login or click here for help.

First Name * Email Address | coupacadence+@gmail.con

Last Name *Password | Password

* Email

=

Forgot Your Password?
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Frequently Asked Questions

« How to invite more members from the same
organization?

» More members can be invited by the main
Coupa member. By clicking on setup, invite
user and enter information as required.

» New members will be able to create an
account and execute all tasks as needed.

Invite User

First Name
Last Name

= Email

Permissions @ Customers

Coups STAGE 3 Coupa Supplier Pr.,

acoupa suppler portal

Home | Profle Orders SeviceimeShees ASN  Imoices Camlops  BusinessPerformence  Sourdng  Addons  Setup

ORI NOTIFICATIONS @ | weLe +

{ ®) New: Exclusie discounts for your business fo thark you for being & part ofth Coupa Commurity ‘

Action needed; Complete your profle to get paid faster and et discovered Leam Wore

Announcements venai

Profle Progress Last Updated
= HoComplee () about 2 months ago One-Click S VINgS vert
{;}mupa Supphe[ pg[tal ORTALY  NOTIFICATIONS @ HELPv

Home Frofle Orers SeviefMmeSees ASN  voices Caiogs  BusiessPerfomance  Sourdng  Adcons | Sefup

Admin— Customer Selup

Admin e

Users Permissions
Users

Customer Access

cadence



Frequently Asked Questions

* How can vendors select/change customers? spcoupa supplerportzl

Home Profile | Orders Service/TimeSheets ASN  Invoices Catalogs  BusinessPerformance  Sourcing Add-ons  Setup

Orders  Order LnZ@ Returns  OrderChanges  Order Line Changes  Shipments

$Select Customer Cadence Design Systems, Inc. - Direct current L v

dence Design Systems, Inc. - Direct current LTD (341-0070034451)
Cadence Design Systems, Inc. - Diect Current LTD (307-0070034452)|

» For viewing orders: Click on Orders, Select Purchase Orders
Customer and choose from the list.

Cadence has specific requirements when it come to invoices related to services performed. 1 Please change the text in the item description to match the services
performed, the time frame, and the number of hours: Example for contractors or consultants “John Doe w/e 09/18/2020 40hrs”, for services “Window cleaning,
San Jose, Sept 2020 2. Header Text field, for Services please copy/paste the same information as ltem Description. For goods, please just put the invoice #
**Should the requirements not be met, the applicable invoice may be returned without payment issued until it is fixed and resubmitted™

» For creating/billing: Click on Invoices, Select
Customer and choose from the list.

Click the “g Action to Invoice from a Purchase Order

Ecoupa supplier portal ORTALv | NOTIFICATIONS HELP v

Home Profile  Orders  Service/TimeSheets ~ASN | Invoices  Catalogs ~ BusinessPerformance  Sourcng  Add-ons  Setup

Invoices  Payment Receipts

Select Customer | | Cadence Design Systems, Inc. - Direct current L v

Ca
Invoices EL

Instructions From Customer

Cadence has specific requirements when it come to invoices related ‘o services performed. 1 Please change the text n the item description fo match the services
performed, the time frame and the number of hours. Example for contractors or consultants “John Doe w/e 09/18/2020 40hrs”, for services “Window cleaning,
San Jose, Sept 2020°. 2. Header Text field, for Services please copy/paste the same information as Item Description. For goods, please just put the invoice #,
**Should the requirements not be met, tre applicable invoice may be returned without payment issued until it s fixed and resubmitted™*

Create Invoices @

Create Invoice from PO Create Invoice from Con eate Blank Invoice Create Credit Note
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Frequently Asked Questions

* How can we print the PO?

coupa supplier portal

ORTAL~ | NOTIFICATIONS @ | HELP ~
Home  Profile | Orders

Service/Time Sheets  ASN

Invoices  Catalogs

Business Performance
Orders  Order Ling

Sourcng  Add-ons  Setup
Returns Order Changes Order Line Changes Shipments
Select Customer Cadence Design Systems, Inc. - Direct current L ~
Configure PO Delivery
» Click on Orders, find the PO and open it. PUFEESE BrHErs

Instructions From Customer

» Click on print view and it will give you the
option to print.

Cadence fas specific requirements when it come to invoices relaied fo services performed. 1 Please change the text in ihe item description fo match the services
performed, ihe time frame, and the number of hours. Example for contractors or consultants “John Doe wie 00/1812020 40hrs', for Services “Window cleaning,
San Jose, Sep! 2020". 2. Header Text field, for Services please copy/paste the same information as Item Description. For goods, please just put the invoice #
*“Should the requirements not be met, the appiicable invoice may be returned without payment issued ntil it s fixed and resubmitted™

Click the = Action to Invoice from a Purchase Order

view [ ~ | searcn
PO Number Order Date Status Acknowledged At ftems Unanswered Comments Total Assigned To Actions
490135110 1040820 Issued None 2 Each of R27 Test #39 PO#1 - Line No 1,800.00ILS =
#
2 Each of R27 Test #39 POR1 - Line
#
3 Type lem Gty Unat Price Total Invoiced
o R27TTest#30 POS1 -Line# 2 Esch 300.00 600.00 30000
Meed By Part Mumber Manufacturer MName Manufacturer Part Number  Tax Codes
1031720 Maonz s None Nope
Perpape 15| 45 | G0
Total  1,800.00 L5
Create Invoice Save =4 Print View
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Frequently Asked Questions

« What should be populated on the header text

field while creating invoice/credit note?

» Header text field is a compulsory field.

» Tip: use this field for a future reference to be
able to track invoices/payments.

Select Customer

Create Invoice crza=

Gadence Design Systems, Inc: -

Configurs PO Defivery

General Info From
Hlmvgice # * Supplier (341-0070034451)
*Invoice Date = Supplier Tax 1D | 83156402 ~

PaymentTerm NT28 *Invoice From Address

*Curency | ILS ~

Status  Desft
Shipping Term | GR-Ground -
* Remit-To Address
*Image Scan | Choose File | No file chosen
Supplier Note
P

* Ship From Address
Attachments add File | URL | Text

To

st
48010 Te:-Aviv
Israsl

Test

48010 Te-Aviv
Israel

st
48010 Tel-Aviv
Israel

Customer Cadenics Design Systems, Inc

Buyer Tax |D. | RRGG0T

—
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Frequently Asked Questions

* How to charge only one line out of a multiple
line PO?

» Populate all required fields while creating the
invoice/credit note and remove all unbilled
lines by clicking on the red X.

Line Level Taxation

Lines
Type Description aty
o RET Test #28 PO¥E - Li 200
PO Line Contract
4001351101 O Clear .
Billing
341:42703-WPR-K~HIW-MON-849000
Taxes

Tax Description Tax R

IL: Standard Rafe - 1L ~ g
& edoTs
Type Description Gty
- { R27 Test #20 PO#1 - Li 00
PO Line Contract
4001351102 O Clear 5
Billing
341-427034WPR-K-HIW-MON-848000
Taxes

Tax Descriptio Tax Rate

-

€8 AdoTag
Typ Description aty
- 4 R2T Test#20 FO¥ - Ui 1.00

600.00 @

30000 @
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Frequently Asked Questions

» How to select the correct VAT code? . —
:pe D:'::"lr::o:wF'OMvLi QZNOG UEOaTh ~ = 300.00 60000 0

» Select line level taxation while creating the |

invoice and select the correct VAT code from '

your Original inVOice- Ta::Descnplion Tax Rate Tax Amoun! t Tax Refi
> Tip: check the last part of the invoice B

presentation and make sure the total amount gl e e T .

matches your original invoice total. o

T e
Detete neer avessDin | Coicuimte
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Frequently Asked Questions

* How to check invoice/credit note status?

» Invoice status is displayed on the main
Invoices tab.

» Tip: create a new view in the invoice tab and
add extra fields to give a better view about
payments.

» Payment information, Paid (yes/No), Invoice
date and payment terms could be added to
the view by dragging them to the selected
headers. (right column)

#,ecoupa supplier portal

Profile Orders

Payment Receipts

Invoices

Instructions From Customer

Cadence has specific requirements when it come to invoices related to services performed. 1.Please change the text in the item description to match the services
performed, the time frame, and the number of hours. Example for coniractors or consultants “John Doe \we 09/18/2020 40hrs”, for services “Window cleaning,
goods, please just put the invoice #.

San Jose, Sept 2020° 2 Header Text field, fo

Service/Time Sheets  ASN

Invoices

Cartalogs

Business Performance

NoTIFIcATIONS G | HELP

Sourcing Add-ons

Select Customer

£ Services please

*Should the requirements not be met, the applicable invoice may be returned without payment issued unm itis fixed and resubmitted=

Creare Invoices @ q

Setup

Create Invoice from PO

Created Date

Invoice #

I Test Demo 1234 11105120
Test Demo 1234 11105120

Test Demo 1234 11705720

Test Tax code 1221 11/05/20

Status PO#
Disputed 490135110
Disputed 490135110
Voided 490135110
Pending Approval 490135110

Create Credit Note

test 123 341

Total
1.755.00 ILS
1.755.00 ILS
1.500.00 ILS
1,500.00 ILS

Unanswered Comments Actions.

Yes =
Yes =
Yes

No

No

No
No

£,mcoupa supplier portal

profile  Orders

Payment Recetpis

Invoices

Instructions From Customer

Cadence has specific requirements when it come to invoices refated o services performed. 1.Please change the text in the item description to match the services
number of nours. Example for or
2 Fiaadar Taxt field, for Services please cony/pacta the same information A5 item Nescripion For gonds, plaase JUSt put the inveics %

performed, the time frame, and the
San dose. Sept 20207

Service/Time Sheets

Caralogs

Business Performance

ORTAL

Sourcing  Add ons

Select Customer

Doe wie

e 09/1 40Nrs”, for services “Window cleaning,

**Should the requirements not be met, the applicable invoice may be returned without payment issued until it is fixed and resubmitted =

Create Invoices @

NOTIFICATIONS HELP

Setup

Cadence Design Systems, Inc. - Direct current L ~

o
Create Invoice from PO Create Credit Note
test 123 341 - Sarch
invoice # Created Date Status PO # Total Actions  Paid
| Test Demo 1234 1140520 Disputed 480135110 175500 ILS = No
TestDemo 1234 110520 Disputed 480135110 1.755.00 iL = No
. - Disputes with a supplier response
TestDemo 1234 1105420 Voided 480125110 1,500.00 L] Dbotns Wit Sraer ebaaae o
Test Tax code 1221 11/05/20 Pending Approval 430135110 1,500.00 LY o
= J Paia invoices
test VAT 222 11405120 Pending Approval 490135110 150000 Iy pot SRS o
Test vat code 2 iosizo Pending Approval 490135110 1,500.00 1LY o
test vat code 11105120 Pending Approval 490135110 1,500.00 1LY o
test VAT 11405120 Pending Approval 490135110 1,500.00 1LY No
Test Demo 11105120 Pending Approval 490135110 1,500.00 ILS e
TestTaxcode 12 11/05/20 Pending Approval 490135110 1.500.00 LS No No
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Frequently Asked Questions

» Where can disputed or voided invoice can be

seen? How can disputed invoice be resolved?

» All disputed / voided invoices are sent back to

the vendors as an e-mail message and
notification in Coupa portal.

» Notifications can be found at the top right
corner and the reason of dispute can be
viewed there.

» Invoice/credit note resolution can be done by
going to Invoices tab, choose the relevant
invoice/credit note and by clicking on the
resolve button, corrections can be made and
re-submitted.

£,3coupa supplier porta

Home Profile Orders Service/Time Sheets ASN nvoices Catalogs Business Performance

My Notifications Notfication Preferences
View |Al ~
o Message Received
o \TTESTR27! il Cade: ems, 18720 O
" v comment from Cadence Design Systems, nc.on Invoioe Test Dem 1224
II ] nvoice Test Demo 1234 for =4,500.00 has been disputed by Cadence Design Systems, Inc.. 105720 10:00 AM I
a 1234 for m1,500.00 has been disputed by Cadence Design Systems, Inc.
= v vommentrom Cadense Design Systems, na.on Inveioe Tést Dema 1224 520
o = |lnoice Test Damo 1224 for m1,500.00 has been disputed by Cadence Design Systems, inc.. 11/05/20 08:47 AM

£,3coupa supplier porta

Create Invoices @

ORTAL

MNOTIFICATIONS HELR

Create Invoice from PO

Create Credit Note

Exportto - View

test

~ . Search

Invoice # Created Date Status  PO# Total  Unanswered Comments Actions

Paid Payment information Payment Term

| None nize “® NT35
UATTESTR27%33_v.3_erecit 11/09/20 No NT35
UATTESTRZTH 110aZ0 No NTiE

l Test O 110520 No NT35 |
Test Demn 12 11105720 e T35
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Frequently Asked Questions

* Any further Questions?

» Please contact: gssemeaproc@cadence.com
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