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CSP konto seadistamine

1. Valige vahekaart Haalestus, rida Administraator, valige kUlgmenUUst MARKMED

Juriidilise isiku haadlestus
2. Klikkige k&sul Lisa juriidiline isik

Home  Profile  Orders  Service/Time Sheets ASN  Invoices  Catalogs  Business Performance  Sourcing

Add-ons  Setup
Admin Legal Entity Setup TR
Legal Entity
Reque > Lithuania Test -

nstitucijos Address 1 customer Konstitucijos p 7999999999 Inchcape

+ Juriidilise isiku
deaktiveerimiseks
valige rippmenuust
Toimingud kd&sk
deaktiveeri juriidiline
isik. Asjakohane ka siis
kui sisestamisel tekkis
viga

+ Pdrast salvestamist ei
saa te Uksikasju
muuta, juhul kui tekkis
viga, tuleb
deakfiveerida ja
seadistada digete
Uksikasjadega
juuridiline isik

® Koik juriidilise isiku
lehtedel sisestatud
andmed kaasatakse
Coupas loodud
arvetes.
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Juriidilise isiku seadistamine

1. Avage seadistamise vahekaart MARKUSED
2. Valige Administreerimine K&ik juriidilise
3. Vali Juriidili isik dist . isiku lehel
. C~] ige Jurll I' Ise I.SI U Se“CI. .IS drn.lne kasutatud
4. Klopsake valikul Lisa juriidiline isik andmed
jouavad Coupa
Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing loodud arveteni,
addons (S nii et need
peavad olema
tapsed.

Admin Legal enity setup

Us Legal Entity
ser
Merge Requests » Lithuania Test o
: Invoice From Remit-To Accounts Locations TAX IDs Customers
Fiscal Konstitucijos pr Address 1 customer Konstitucijos pr. LT998999999 ncheape
Representatives 21B, 08130 21B, 08130
§ ) Vilnlus Row.r.il—'lj Konstitucijos Vilnius
SO 01107 bR el 01107
o 08130 Lithuar
Terms of Use Lithuania o Lithuania
01107
Payment Lithuania
Preferences v Active

5. Sisestage oma juriidilise isiku nimi
6. Valige riik
7. Klopsake Jatka

Where's your business located?

ment

‘_c:...IEn-_ll,-h.w--ui Lithuania Test I
* County R—lJl'-II Lithuania UI

o [
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8. Mérgistage KOIK, et saaksite vaadata kdiki Inchcape’i Uksuseid

9. Sisestage oma registreeritud kontori aadress

10. Margistage Kasuta seda aadressi... JA Kasutage seda saatmiseks.... kastid. See
sGdstab teid sellest, et peate oma aadressi mitu korda sisestama

Tell your custormers about your organization
a
o
REQLNRED FOR
INVOICING
o
o o
] L]
i ]
]
-~ T

11. Kas tegemist on kdaibemaksukohustuslasega?
o Kuiolete k@ibemaksukohustuslane, sisestage oma
kdibemaksukohustuslase number siia, peate lisama oma ettevotte eesliite
(nt: EE-Eesti jaoks) enne numbrit, et see salvestuks

What is your Tax ID? @

Tax Country/Region

*VAT ID

Kas tegemist ei ole kdibemaksukohustuslasega?

e Kuite ei ole kGibemaksukohustuslane, markige ruut valiku ,,Mul ei ole
KM/GST-numbrit* korval. Allolev vali on ndutud vali, nii et jGrgmise sammu
juurde liikumiseks sisestage 000
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What is your Tax ID? @

Country/Region | Lithuania v

VAT ID

I don't have a VAT/GST Number

* Local Tax ID

12. Aadressi valimine maksetUUbiks tGhendab, et te ei pea sisestama
pangaandmeid. Arvete saatmine jatkub tavapdrasel viisil

Where do you want to receive payment? MARKUSED

sArge lisage
(3 pangaandmeid.
eSee feave on

. Inchcape'i ERP-
" Payment T‘”"‘ sUsteemis, mitte

Coupas.
What is your Remit-To Address? «eOMma
Address Line 1 Konstitucijos pr. 218, 08130 pongoondmete

muutmiseks votke

Address Line 2 Uhendust otse

Clty Viinivs Inchcape
State Businessi
Postal Code 01107 esindajaga

Country/Region Lithuania

Cancel Save & Continue

13. Makseid tehakse jatkuvalt teie pangakonto kaudu, Coupa ei muuda

makseprotsessi
Where do you want to receive payment?
Remit-To locations let your customers know where to send payment for their invoices. Click Add Remit-To to Add Remit-To

add more locations, otherwise click Next.

Remit-To Account Remit-To Address Status

Address Konstitucijos pr. 21B, 08130 Active Manage
Vilnius
01107
Lithuania

Deactivate Legal Entity Cancel m
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14. Kui aadress, kust kaubad ladhetate, erineb teie registreeritud asukoha aadressist,
saate lisada eraldi saatmiskoha aadressi

Naiteks kui olete registreeritud Uhendkuningriigis, kuid saadate kaupu Hiinast,
voidakse seda nduda arvel, kuna sellel voib olla maksualane moju.

Where do you ship goods from?

For many countriesiregions including different shipping details on the invoice is required if they are different to Add Ship From

where your |&gal entity is registered

Title Status

Konstitucijos pr. 218, 08130 Activa Manage

Setup Complete

Congratulations!

To get pald - Most customers require that you send them this payment info in In addition to
providing it on the involce. 0

Click on the Profile Tab to see if your customer has a form that collects payment informatior
Otherwise, you'll have to send it to them through another channe

Go to Crders Go to Invoices Return to Admin m
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Juriidilise isiku muutmine

1. Pd&rast salvestamist ei saa teie juriidilise isiku Uksikasju muuta.
2. Kui olete teinud vea, klopsake valikut Toimingud-> Deaktiveeri juriidiline isik
ja seejarel vuesti seadista isik aga digete andmetaga

Home Profile Orders  Service/TimeSheets ASN  Invoices  Catalogs  Business Performance  Sourcing

Add-ons ~ Setup

Admin Legal Entity Setup Add Legal Entity

Legal Entity

¥ Lithuania Test Actions

Manage Legal Entity

Invoice From Remit-To Accounts Locations TAX IDs Customers

Rem)

LT999999999

Inchcape Deactivate Legal Entity

Konstitucijos pr Address 1 customer Ko
21B, 08130 21
Remit-To  Konstitucijos

Vilnius
01107
Lithuania

Address pr. 218

08130

Terms of Use Vilnius
01

Lithuania

Preferences w Aciive

@) Inchcape

Global Business Services

MARKUSED

e Toimingute alt
leiate valiku
,Haldus", mis
voimaldab teil
avada juriidilise
isiku andmed
teistele Coupa
klientidele voi
lisada arvelduse
ja saatmiskoha
aadressid

e Veenduge, et
seadistate oma
juriidilise isiku
digesti. On
aarmiselt
oluline, et
andmed oleksid
tapsed, kuna
need on
ndhtaval koigil
Coupas loodud
arvetel
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Lisakasutajate lisamine CSP-sse

Inchcape saab teile portaalis seadistada ainult Uhe kasutaja, see isik on vaikimisi
teie ettevotte CSP administraator

1. Téiendavate kasutajate lisamiseks kldopsake vahekaardil ,,Seadistamine* ja
seejdrel valikul ,,Kasutajad*.

Home  Profile  Orders  Service/TimeSheets ASN  Invoices  Catalogs  Business Performance  Sourcing

Add-ons ~ Setup

Admin users T e vosr ]
D Users Permissions Customer Access
Merge Requests Lithuania Test Supplier ASNs Inchcape

ashutosh.bisani@cognizant.com Admin

1. Sisestage eesnimi, perekonnanimi jo e-posti aadress
2. Valige asjakohased kasutajadigused.

First Name
Last Name
* Email
Permissions @ Customers
Al All
Admin Inchcape
Orders
(O Restricted Access to
Orders
@Al

Invoices

Catalogs

Profiles

ASNs

Service/Time Sheets
(> Restricted Access to
Service/Time Sheets
@Al

Payments

Order Changes

Pay Me Now

Business Performance

Sourcing

Order Line Confirmation

o

J—

Kldpsake valikul ,Saada kutse*.

A

kutsute neid lituma teie ettevotte Coupa portaaliga, mis on juba
seadistatud.

Isik, kelle olete kasutajaks lisanud, saab kutse lituda teie ettevotte portaaliga
3. Tdiendavad kasutajad ei pea Uhtegi seadistust vai juriidilist isikut looma, kuna

@) Inchcape

Global Business Services

MARKUSED

e Soovitame
anda tdieliku
administraator
i juurdepddsu
vahemalt
Uhele
tdiendavale
isikule teie
ettevottes

o Juriidilisi isikuid
saavad
lisada/eemald
ada ainult
administraator
i
juurdepd&dsug
a kasutajad
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Kliendid pole CSP-s nahtavad

Kui te ei nGe oma portaalis Uhtegi klienti

Avage vahekaart Seadistamine

Valige Administreerimine

Valige Juriidilise isiku seadistamine

Kidpsake valikut Toimingud ja valige Halda juriidilist isikut

oM

Home  Profile  Orders  Service/TimeSheets ~ASN  Invoices Catalogs  Business Performance  Sourcing

Add-ons ~ Setup

Admin Legal Entity Setup Add Legal Entity

Legal Entity
> Lithuania Test Actions
) ) Manage Legal Entity
Invoice From Remit-To Accounts Locations TAX IDs Ci
Manage Remit-To Accounts
Konstitucijos pr Address 1 customer Konstitucijos pr 7999999999 Inchcape Deactivate Legal Entity
21B, 08130 21B, 08130
Vinlus Remit-To K:uulsl\lm.w_:m Vilnius
01107 Address ‘l 21B, 01107
2 Lithuania LAkt Lithuania
Te of Ust Vilnius
01107

Lithuania
Active

5. Klopsake Salvesta ja jatka

Miscellaneous Information

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.

* Legal Entity Name

Conducting business in certair
* Country/Region “onducting business in cert

ons requ
invoice to contain specific
information about your

company

e
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6. Veenduge, et Koik on margistatud, seejdrel kerige lehe alumisse ossa ja kldpsake nuppu
Jatka

Tell your customers about your organization

-

8 Incheap

* Address Line 1  Konstitucijos pr. 218, 08130

7. Jatkake igal ekraanil kiopsamist Edasi, kuni kdik lehed on I6petatud

Where do you want to receive payment?

Remit-To locations let your customers know where to send payment for their invoices. Click Add Remit-To to Add Remit-To

add more locations, otherwise click Next

Remit-To Account Remit-To Address Status

Address Konstitucijos pr. 21B, 08130 Active Manage
Vilnius
01107
Lithuania
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8. Peaksite nUUd ndgema kliente, kes on teie juriidilise isikuga seotud

Where do you ship goods from?

For many countries/regions including different shipping details on the invoice is required if they are different to Add Ship From
where your legal entity is registered.
Title Status
Konstitucijos pr. 21B, 08130 Active Manage
Vilnius
01107
Lithuania

ootz § owe )
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Arve loomine ostutellimusest

1. Avage avalehel vahekaart Tellimused.

2. Valige rippmenUust Vali klient Inchcape.
3. Sisestage vastav ostutellimus ja kldpsake kuldmuintide ikoonil.
ASN Business Performance

Orders  Service/Time Sheets Invoices

-~

Home  Profile Catalogs

Add-ons

Setup

Order Line Changes Order Header Confirmations Shipments

Sourcing

Select Customer Inchcape

Purchase Orders

Click the Action to Invoice from a Purchase Order

Exportto ~ View [l ~ | Search

I |

PO Number Order Date Status Acknowledged At Items Unanswered Comments

Total Assigned To Actions

f Lro0004636 0172623 Issued ! 100 Each of Test | No 1,000.00 EUR DE
General Info
* Invoice #
*Invoice Date  02/03/23

MARKMED

Arve kuupdev peab
olema selle
maksustamise
kuupdev. Arge
pange sinna arve
vdljastamis
kuupd&eva, kuna see
voib pohjustada arve
fasumise viivitamist.

4. Taitke vastavad vdljad ja vajudetes Arvutage, leitakse arve kdibemaks
5. Vajutage Esita
25
Type Description Qty uom Price PR < ]
- Test 100 Each - 10.00 1 -l"”‘] U'I‘] U
Service/Time Sheet Line Contract Supplier Part Number
Tax Code Default Viehicle Identification Number (VIN)
Billing
K-3023204011-821115
VAT Rate VAT Amount Tax Reference
~ 0.00
@ Adaline () Picklins, aniract Totals & Taxes
Lines Net Total 1,000.00
Lines VAT Totals ]
Total WAT 0.00
Net Total 1,000.00
Gross Total 1,000.00
Delete Cancel Save as Draft Calculate m
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Arveldamine SAN-iga (Supplier Actionable Notifications)

Mis on SAN?

Supplier Actionable Nofification (SAN) on Uks e-arveldamise kanaleid, mis
suudab arveid tarnija juurest otse Coupasse edastada. Supplier Actionable
Notification (SAN) véimaldavab teil tegutseda ostutellimustega otse Coupa
loodud ostutellimuse meiliteatistest, millel on veimalus luua arve vaoi luua CSP
konto, kui soovite kasutada oma klientidega CSP kaudu té6tamise eeliseid.

Kvidas luua e-arvet SAN-i abil

1. Avage postkast, kuhu saate ostutellimused (PO)
2. Avage e-kiri ja kldpsake lingil Loo arve

Autovista UAB Purchase Order #L.T00009860

Order Summary
Date 23/05/2023
PO Total 100000 EUR
Delivery Terms Standard

Payment Terms Z000_P;

Contact Deepak
deepak,

Manage Order Create Invoice ]

3. Enne arve loomist peate looma uue arveldusaadressi

Create Invoice creae

©: General Info

*Invoice # |

Choose Invoice-From Address
No invoice from addresses to choose from

*Invoice Date | 25/05/20

To add a new address click Create New Remit-To

Create New Remit-To

Payment Term Z000_Paj
* Currency lEUR

Cancel
Status Draft

Image Scan | Choose File | No file chose!

Buyer VAT IDVAT  LT100001326213 v

Supplier Note

Attachments Add File | URL | Text
Payment Order | \
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4. Taitke noutud Uksikasjad

Enter a new address X

Create a Remit To address to make it available on invoices to specify the details of MARKUSED

how you would want to be paid. The Remit To name helps when creating invoices .

online. » Valige oma
rik/regioon,

Company Information ettevotte nimi,

ettevotte aadress
+ Vdljad, mille korval
* Country/Region | United States v on*, on
kohustuslikud

Supplier GDPR_Ethan

*

Registered company
legal name

Address

Remit to name
*Line 1

Line 2

Line 3

Line 4

Cancel Create and Use

5. Parast t&itmist kidpsake nuppu Loo ja kasuta

Enter a new address b 4
Remit to name N MARKUSED

« Taitke linn,

*Line 1 sintnumber ja
Line 2 m..o.kSUkoo.d -
« Vdljad, mille korval
Line 3 on* on
kohustuslikud
Line 4
* City
County ~

*Postal Code

Preferred Language  English

Tax Registration

Tax Country/Region | United States ~
Tax ID
Not For Cross-Border O -
Cancel Create and Use
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6. Sisestage unikaalne arve nr, arve kuupaev

Create Invoice create MARKUSED
* Veenduge, et arve
kuupd&ev on
General Info muudetud arve
. maksustamiskuupd
Invoice # evaks. Arge jéta
*Invoice Date | 25/05/2023 [ seplo .
— esitamiskuupdevaks
Payment Term Z000_Payable immediately Due net , kuna see
Date of Supply | 25/05/2023 i) p.o.hjusf.ob maksete
= hilinemist
*Currency EUR ~ » Valige kujutise

skannimise jaotisest

Delivery Number arve manus PDF-

Status Draft vormingus
Image Scan Np file chosen
Supplier Note
%
7. Taitke asjakohased vdaljad ja klopsake nuppu Arvuta arve KM-elemendi

arvutamiseks ja kldpsake nuppu Esita.

Lines

Type Description Price i

ftem 1 1 '/)()”U() 0

PO Line Service/Time Sheets Line Contract Period

Supplier part number Tax Code Default

Billing

K-3000600017--832100

Taxes

VAT Rate VAT Amount Tax Reference
e 7 @ AddLine @ Picklines from Contract Total Taxes

Lines Net Total 1,000.00
Lines VAT Totals 0
Total VAT 0.00
Net Total 1,000.00
Gross Total 1,000.00

Email me status updates for invoices | create this way

Delete Cancel Save as draft Calculate
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Kreeditarve esitamine - Voimalus 1

1. Minge avalehelt vahekaardile Tellimused, leidke ostutellimus ja kldpsake punase mindi ikooni
Purchase Orders

Click the Action to Invoice from a Purchase Order

Exportto ~ view [ - I Search F ]

PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Assigned To Actions
I LTO0004936 01/26/23 Issued 100 Each of Test No 1,000.00 EUR
LT00004876 01/12/23 Cancelled 3 Each of Smoke detector 02 No 300.00 EUR

Create Credit Note crec 2. Taitke kohustusiikud véiliad, Kreeditarve #,

Kreeditarve kuupdev, Algne arve # ja Algne
arve kuupdev, valuutavaljad

General Info
* Credit Note #

*Credit Note Date  03/23/23  [iz]

Payment Term Z000_Payable immediately Due net

Original Date of Supply  03/23/23 \:\
*Currency EUR w
Delivery Number

Status Draft

* Original Invoice #

* Original Invoice Date \_\

Image Scan | Choose File | No file chosen Lines

Adjustment Type | Quartty ~

Type Description Qty uom Frice 1.000.00 [x]
= . = Test 1000 Each - 10.00 UUUU
3. Tditke vastavad vdljad,
k|6psg ke nupul Arvufq , F‘E)-I:ir\-e_‘é: ) Service/Time Sheet Line Contract Supplier Part Number
et arvutada vdlja arve
kd i b e m O ks Tax Code Default Vehicle Identification Number (VIN)
4. Vajutage Esita B
E’-‘!‘C“:i::‘:l 821115
VAT Rate VAT Amount Tax Reference
0 Aod Line 0 Fick lines from Contract Totals & Taxes
Lines Net Tots 1,000.00
Lines VAT Totals 0
Total VAT 0.00
MNet Total 1,000.00
Gross Total 1,000.00

Delete Cancel Save as Draft Calculate m
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Kreeditarve esitamine - Voimalus 2

1. Teise voimalusena minge vahekaardile Arved ja kldpsake nuppu Loo

kreeditarve
Home  Profile  Orders  Service/Time Sheets ASN  Invoices  Catalogues  Business Performance  Sourcing MARKMED
" = . Kreeditarve
Add-ons  Sewp saate luua ainult
T e teie poolt
loodud CSP-s
arvetele
Select Customer Inchcape -
Invoices
Create Invoices @
Create Invoice from PO Create Credit Note
Invoice # Created Date Status PO # Gross Total Unanswered Comments Dispute reason Actions
I None 20/04/23 Draft LT00004936  1,000.00 EUR No 70

2. Valige rippmenUust Arve ja kldpsake nuppu Jatka

Credit Note

]

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

Reasor] @ Resolve issue for invoice number 121212 v

e [ ]

Other (e.g. rebate)

3. Valige, kuidas soovite arvet parandada, ja kldpsake nuppu Loo

Credit Note

!

How do you want to correct invoice "121212" ?

|@ Completely cancel the invoice with a credit note (i )
(O Adjust invoice with a credit note o
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4. Sisestage kreeditarve #, kreeditarve kuupdev ja krediidi pohjus MARKMED

. Saate lisada
arve/kreeditarve
koopia vdljale
Pildi skannimine

General Info

* Credit Note #

* Credit Note Date | 21/04/23 (i)
—

ja lisada
Payment Term Z000_Payable immediately Due net .
Original Date of Supply 2000423 [ t&iendavaid
riginal Date of Supply 20104723  [i&
dokumente

* Currency

vdljale Manused

Delivery Number

Status Draft

Original Invoice 121212
Number

Original Invoice Date 20/04/23

Image Sean [ Choose File | No file chosen

Supplier Note

%
Attachments @) Add File | URL | Text
Cash Accounting
I“ Credit Reason I
Lines
Adjustment Type
Type Description Qty uom Price e
_1 000 0f
1| Test -100 v 10.00 LML
PO Line Service/Time Sheets Line Contract Supplier part number
Tax Code Default WVehicle Identification Number {VIN}
Billing
K-3023204011-821115
axes
VAT Rate VAT Amount Tax Reference

-240.00

Total Taxes

Lines MNet Total -1,000.00
Lines VAT Totals -240.00

Total VAT

Net Total -1.000.00

Gross Total -1,240.00
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