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Satura raditajs

Registrét CSP kontu
Redistrét juridisku personu
Modificet juridisku personu
Pievienot papildus lietotajus
Problemu noversana: Klienti, kuri nav redzami CSP
lzveidot rekinu CSP
lzveidot rékinu, izmantojot SAN (Supplier Actionable
Notifications)

lzveidot kreditrekinu
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CSP konta registrésana

1. Noizvélnes Setup kreisaja augiéja starm noklikskiniet Setup tab, Admin tab, PIEZIMES

izvelieties Legal Entity Setup. ’ igrzlﬁlz%vgs,fwdu’]us

2. Noklikskiniet uz Add Legal Entity ievaditos datus
izmantojot darbibu
Deactivate Legal

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

Add-ons | Setup Entity, kura atrodas
| or Selup - izvélné Actions
* Jums nav iespé&jas
Admin Legai Entity Setup izlabot klodu ka tikai
deaktivizet visu
FeaalEnty Legal Entity

Merge Request > Lithuania Test [ Actions « Visi Legal Entity

: Invoice From Remit-To Accounts Locations TAX IDs Customers ievaditie dati tiks

izmantotii Coupa
izveidotajos rekinos

Address 1 customer LT999999999 Inchcape
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Juridiskas personas registrésana

1. Dodieties uz Set Up izvélni PIEZIMES
2. Nokliskiniet Admin Visi Ju”d'iko )
.. . personu lapas
3. lzvélieties Legal entity set up zmantotie dati
4. Noklikskiniet Add legal entity tiks ieklauti
Coupa
Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing izveid ofgjos
juridiskajos
Add-ons  Setup — s =
rekinos, tapéc
fiem jabot
preciziem
Admin Legal Entity Setup
N Legal Entity
Merge Requests » Lithuania Test . -
Invoice From Remit-To Accounts Locations TAX IDs Customers
Fiscal Kenstitucijos pr Address 1customer  Konstitucijos pr. LT999999999 Inchcape
Representatives 21B, 08130 ) - 21B, 08130
Vilnlus Remil-To  Konslitucijos Vilnius
Remit-To 01107 Address pr. 218 Y
Terms of Use Lithuania S{ﬁ:?i Lithuania
01107
Payment Lithuania
Preferences v Active
Static

5. levadiet sava uznémuma nosaukumu
6. Aflasiet savu Valsti
7. Noklikskiniet Continue

Where's your business located?

s in Coupa will help you meet your cust s invoicing and payment

sults with current and future customers, complete as much information as

* Legal Entity Mam Lithwsania Test
* Country R-Ul::uI Lithusania L I b ness thatl is registered with

o [
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8. Noklikskiniet uz ALL , lai redzétu visus Inchcape saisfitos uznémumus

9. levadiet uznémuma juridisko adresi

10. Atziméjiet lodzinus Use this address for... UN Use this for ship..... Tadé€jadi jums
nevajadzes ievadit adresi vairakas reizes

Tell your customers aboud your organization

REQLARED FOR

11. PVN maksataja statusa registrésana?
e Ja esat registréts ka PVN maksatdjs, ievadiet savu PYN numuru Seit,
pievienojot uznémuma valsts kodu (piem.: LV Latvijai), kas jdnorada pirms
registracijas numura

What is your Tax ID? @

Tax Country/Region

*VAT ID

Ja neesat PVN maksatajs?

e Janeesat registréts ka PVYN maksatdjs, atziméjiet lodzinu “I don't have a
VAT/ GST number”. Talak redzamais lauks ir obligats lauks, tapéc ievadiet
000, lai parietu uz ndkamo darbibu
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What is your Tax ID? @
Country/Region | Lithuania
VATID

I don't have a VAT/GST Number

* Local Tax ID

12. 1zvE€loties Adresi ka maksajuma veidu, jums nav jdievada jebkada bankas
informacija. Pazinojumi par norékiniem joprojam tiks nosuofiti jums e-pasta ka

ieprieks

Where do you want to receive payment?

What is your Remit-To Address?

Address Line 1 Konstitucijos pr. 21B, 08130
Address Line 2
City Vilnius
State
Postal Code 01107
Country/Region Lithuania

Cancel Save & Continue

13. Maksajumi art turpmak tiks veikti, izmantojot jusu bankas kontu, Coupa

maksajuma procesu hemainis

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

PIEZIMES

elUdzu
nepievienojiet
bankas
rekvizitus.

«STinformacija
afrodas
Inchcape ERP
sistema, nevis
Coupa.

e Ja vélaties mainit
bankas
informaciju, 10dzu,
sazinieties tiesi ar
Inchcape Business
parstavi
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14. Ja adrese, no kuras nosutat preces, atskiras no jusu juridiskas adreses, varat
pievienot atsevisku adresi “Ship from”.

Pieméram, ja esat registréts Apvienotaja Karalisté, bet stat preces no Kinas,
tas var bt janorada réking, jo tas var ietekmeéet nodoklus.

Where do you ship goods from?

For many countrigsiragons including differsnt shipping details on the inveice is redquirsd if they are different to Add Ship From
where your legal entity is registered
Title Status

Active Manag‘

Konstitucijos pr. 218, 08130
Vilnius
107

" oesctve g ] [ ]

Setup Complete

Congratulations!

To get pald - Most customers require that you send them this payment info in In addition to
proeviding it on the involce. L]
» Click on the Profile Tab to see if your customer has a form that collects | 1 ) i
er channe

+ Othenwise, you'll have to send it to them through anoth

1
Go to Grders Go to Invoices Return to Admin I m
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Juridiskas personas modificésana
Informaciju par josu juridisko personu péc saglabdianas nevar redigét.
2. Ja esat pielavis klodu, noklikskiniet uz Actions un péc tam uz Deactivate legal
entity, lai saktu no jauna

p—

Home Profile Orders  Service/TimeSheets ASN  Invoices  Catalogs  Business Performance  Sourcing
Add-ons ~ Setup
stomer Setur onnection Requests
Admin Legal Entity Setup Add Legal Entity
Legal Entity
Users
Merge Requesls ? Lithuania Test
Manage Legal Entity
Invoice From Remit-To Accounts Locations TAX IDs Customers
. e Remit.To Accounts
Konsiitucijos pr Address 1 customer  Konstitucijos pr LT999999999 Inchcape | Deaciivate Legal Entity
21B, 08130 21B, 08130
Vilnius Remit-To. - Konstitucijos Vilnius
01107 Address  pr. 218, ono7
Lithuania Ly Lithuania
Vilnius
01107
Lithuania
Active

pe

Global Business Services

PIEZIMES
Sadala Darbibas
varat “Parvaldit”,
kas lauj atvert
juridiskas personas
informaciju citiem
Coupa klientiem
vai pievienot
nosufisanu un
piegddi no
adresém

LOdzu,
parliecinieties, ka
esat pareizi
iestatijis savu
juridisko personu.
Ir arkartigi svarigi,
lai ta bUtu
pareiza, jo ta bus
redzama visos
Coupa
generétajos
rekinos
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Pievienot papildus lietotajus CSP

Inchcape Coupa portala var iestatit tikai vienu lietotgju, Si persona peéc noklusejuma
ir jOsu uznémuma registrétais CSP administrators

1. Lai pievienotu papildu lietotajus, noklikskiniet uz izvélnes Set up un péc tam

noklikkiniet uz Users PIEZIMES

o Més iesakam
nodrosinat
Home Profile Orders Service/Time Sheets ~ ASN Invoices Catalogs Business Performance  Sourcing piInTgu
administratora
Add-ons | Setup piekluvi vismaz
vél vienai
personai no
josu
Admin users uznémuma

o Tikai lietotdji ar

D Users Permissions Customer Access administratora
e piekluvi var

R Lithuania Test Supplier Inchcape
Merge Requests - . N
ashutosh.bisani@cognizant.com Admin p|e\/|enof/noo
emt juridiskas
personas

Customer Setup Connection Requests

1. levadiet Vardu, Uzvardu un E-pastu
2. lzvelieties attiecigas lietotaja Atlaujas.

Invite User
First Name
Last Name
* Email
Permissions @ Customers

All All
Admin Inchcape
Orders

(O Restricted Access to
Orders

@Al
Invoices

Catalogs

Profiles

ASNs

Service/Time Sheets

(O Restricted Access to
Service/Time Sheets

@Al
Payments

Order Changes

Pay Me Now

Business Performance
Sourcing

Order Line Confirmation

Cancel Send Invitation

1. Noklikskiniet uz Send Invitation

2. Persona, kuru esat pievienojis ka lietotaju, sanems uzaicingjumu pievienoties
jusu uznémuma profilam portala

3. Papildus lietotdjiem nav nepieciesams registrét uznémumu no jauna, jo jUs
uzaicinat vinus pievienoties sava uznémuma profilom Coupa portald, kas jau
ir pieregistréts.
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Klienti, kuri nav redzami CSP

Ja sava profild neredzat nevienu klientu

1. Dodieties uz izvélni Set Up

2. izvélieties Admin

3. lzvélieties Legal entity set up

4. Noklikskiniet Actions un Manage Legal entity

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

Add-ons = Setup

Admin Legal Entity Setup Add Legal Entity

i Legal Entity
User
> Lithuania Test Actions
) ) Manage Legal Entity
Invoice From Remit-To Accounts Locations TAX IDs Custome!
Manage Remit-To Accounts
- Konstitucijos pr Address 1 customer Konstitucijos pr. LT999999999 Inchcape Deactivate Legal Entity
Representatives 21B, 08130 21B, 08130
o Vinlus Remit-To Konstitucijos Vilnius
Remit-To 01107 Address ')l %WB. 01107
X Lithuania 08130 Lithuania
Terms of Use Vilnius
) 01107
[REEil Lithuania
Preferences v Active

5. Noklikskinat Save un Continue

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

+ Country/Region » Conducting business in certair
countries/regions requi ur
invoice to contain specific
information about your
company

v

© Inchcape 2023. Visas tiesibas aizsargatas



B

: v/
COUPA =~ ¢ @ Inchcape

ATRAS UZZINAS Global Business Services

Piegadatajiem

6. Parliecinieties, vaiir atziméta opcija ALL, péc tam ekrana apaksé€ja labaja stort
noklikskiniet uz Continue

Tell your customers about your organization

-
ich customers do you want ee tf
3 Inchcape
* Address Line 1 | Kenssitucios pr. 218, 08120

REQUIRED FOR
INVOICING

7. Turpiniet noklikSkinat uz Next, idz visas lapas ir pabeigtas

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

© Inchcape 2023. Visas tiesibas aizsargatas
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8. Tagad jums vajadzetu redzet klientus, kas ir saistiti ar jUsu uznémumu

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

Deactivate Legal Entity m
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Izveidot Rékinu no PO (pirkuma pasutijuma)

1. Sakumlapad atveriet izveélni Orders.
2. Atlasiet Inchcape zem izvélnes Select Customer (Atlasit klientu)
3. Afziméjiet attiecigo PO (pirkuma pasutijuma) numuru un noklikskiniet uz

ikonas Zelta monétas.

Home  Profile = Orders  Service/Time Sheets

ASN Invoices Catalogs Business Performance Sourcing
-~
Add-ons  Setup
Order Line Returns Orde ge Order Line Changes Order Header Confirmations Shipments
Select Customer Inchcape -

Purchase Orders

Click the Action to Invoice from a Purchase Order

Exportto - View I

PO Number Order Date Status Acknowledged At Items

~ I Search ,D]

Total Assigned To Actions

1,000.00 EUR DE

Unanswered Comments

LT00004936 01/26/23 Issued  None 100 Each of Test I No

General Info

* Invoice #

I *Invoice Date 02/03/23 [ I

4. Aizpildiet attiecigos laukus un
5. Péc tam nokliskiniet Submit

noklikskiniet Calculate, lai aprékinatu PVN

PIEZIMES

Rékina datumam ir
jabut ta apmaksas
datumam.
Neizvélieties rékina
izraksfisanas datumu,
jo tas izraisis rékina
apmaksas kavéjumu.

ines
Type Description Qty uom Price 1 IF‘\I’] 0 |’] 0 [x]
o Tast 100 Each - 10.00 [t tdd
PO Line Service/Time Sheet Line Contract Supplier Part Number
LTO0004038-1 Jone

Tax Code Default Vehicle Identification Number (VIN)

Billing
K-2022204011-821115

Taxes

VAT Rate VAT Amount Tax Reference

&) Add Line

Totals & Taxes

Lines Net Total
Lines VAT Totals

Total VAT

Net Total

Gross Total
Delete

Cancel Save as Draft

© Inchcape 2023. Visas tiesibas aizsargatas
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Rékinu izveidosana, izmantojot SAN (Supplier Actionable
Notifications)

Ko nozimé SAN?

Supplier Actionable Nofifications (SAN) ir viena no e-rékinu izveidoSanas
iespéjam, kura lauj nosufit rekinus no piegadatdja tiesi uz Coupa. Sanemot e-
pastu ar SAN pazinojumu par PO, jus tiesi e-pasta varat izveidot rékinu vai

izveidot CSP kontu, ja vélaties izmantot priekSrocibas, ko sniedz sadarbiba ar
klientiem, izmantojot CSP.

Ka izveidot rékinu ar SAN?

1. Atveriet savu pastkasti, kurd sanemat Pirkuma pasuotijumus (PO)
2. Atveriet e-pastu un noklikskiniet uz Create Invoice

Autovista UAB Purchase Order #L.T00009860

Order Summary
Date 23/05/2023
PO Total 1,000 00EUR
Delivery Terms Standard
Payment Terms Z000_Payable immediately Due net

Contact Deepak Sharma
deepak.sharma@inchcape.com

Manage Order Create Invoice
Ore

3. Laivarétu izveidot rékinu, jums ir jauzklikskina uz Create New Remit-To

Choose Invoice-From Address

No invoice from addresses to choose from.

To add a new address click Create New Remit-To.

Create New Remit-To

© Inchcape 2023. Visas tiesibas aizsargatas
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4. levadiet nepiecieSamo informaciju

Enter a new address X

Create a Remit To address to make it available on invoices to specify the details of « Izvélieties savu
how you would want to be paid. The Remit To name helps when creating invoices volsﬁ/regionu
online. _ !
uznemuma
. nosauvkumu,
Company Information - .
’ uznemuma adresi
Supplier GDPR_Ethan » Lauki, kas atziméti

. I
* Country/Region | United States v ar * ir obligati

* Registered company
legal name

Address

Remit to name
*Line 1

Line 2

Line 3

Line 4

Cancel Create and Use

5. Péc aizpildisanas noklikskiniet uz Create and Use

Enter a new address X PIEZIMES

- » Aizpildiet pilsétu,
pasta indeksu un
*Line 1 nodoklu ID numuru
» Lauki, kas atzimeti
Line 2 ar * ir abligati

Remit to name

Line 3
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 |

© Inchcape 2023. Visas tiesibas aizsargatas
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6. levadiet rekina numuru, rékina datumu
PIEZIMES

. » Parliecinieties, ka
Create Invoice creae rékina datums ir
pareizs. Neafstgjiet

General Info fo ka dokumenta
iesniegSanas
* Invoice # datumu, jo tas
— aizkaves jusu
* Invoice Date | 25/05/2023 [ maksajumus
» Sadald Image Scan

pievienojiet PDF
Date of Supply | 25/05/2023 [z formata rékinu

Payment Term Z000_Payable immediately Due net

*Currency |[EUR
Delivery Number

Status Draft

Image Scan | Choose File | Np file chosen

Supplier Note

7. Aizpildiet atbilstoSos laukus un noklikskiniet uz Calculate, lai aprekinatu
rekina PVN summu, un noklikskiniet uz Submit

Lines

Type Description Price

4 d 1,00000 @

= Item 1 1,000.00 it

PO Line Service/Time Sheets Line Contract Period

ann 4 \ .

Supplier part number Tax Code Default

Billing

K-3000600017--832100

Taxes

VAT Rate VAT Amount Tax Reference
S [ @ AddLine ) Pick lines 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

© Inchcape 2023. Visas fiesibas aizsargatas
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Kreditrékina izveidosana - 1. opcija

1. Sakumlapd dodieties uz izveélni Orders, atrodiet attiecigo PO (pirkSanas pasutijumu) un

noklikskiniet uz ikonas Sarkands monétas

Purchase Orders

Click the

Action to Invoice from a Purchase Order

Exportto - View LU

~ I Search ,U'l

PO Number Order Date
I LT00004936 01/26/23

Status  Acknowledged At Iltems

Issued 100 Each of Test No

LT00004876 01/12/23 Cancelled 3 Each of Smoke detector 02 No

Create Credit Note creat

General Info
* Credit Note #

* Credit Note Date | 0372323 i3]

Payment Term Z000_Payable immediately Due net
Original Date of Supply |03/23/23 i
*Currency EUR w
Delivery Number

Status Draft

* Original Invoice #

* Original Invoice Date \;e;l Lines

Unanswered Comments

Total Assigned To Actions

1,000.00 EUR =)
300.00 EUR

2. Aizpildiet obligatos laukus

Image Scan | Choose File | No file chosen Adjustment Type | Quantty
Type Description
= Test

3. Aizpildiet atftiecigos laukus
un noklikskiniet Calculate, Frosensee
lai aprékinatu PYN

4. Péc tam nokliskiniet Submit

Tax Code Default

Billing
K-2023204011-821115

Taxes

VAT Rate

Gty uom Price ] 000 00 [x]
W00 00
-100.0 Each - 10,00 AVIVIVRVLY
Service/Time Sheet Line Contract Supplier Part Number
Vehicle Identification Number (VIN}
VAT Amount Tax Reference
0.00
m Seniract Totals & Taxes
Lines Met Total 1,000.00
Lines VAT Totals a
Total VAT 0.00
Met Total 1.000.00
Gross Total 1,000.00
Delete Cancel Save as Draft Calculate m
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Kreditrékina izveidosana - 2. opcija

1. Vai an dodieties uz izvélni Invoices un noklikskiniet uz Create Credit Note

Home  Profile  Orders  Service/Time Sheets ASN | Invoices  Catalogues  Business Performance  Sourcing Pl EZ'MES
= JUs varat izveidot
falias - Seiy kreditrékinus tikai tiem
Invoices Invoices Lines Payment Receipts 'rel,(njlerp, kurus esat
izveidojis CSP
Select Customer Inchcape -

Invoices
Create Invoices @

Create Invoice from PO Create Credit Note
cm o —" oo

Invoice # Created Date  Status PO # Gross Total Unanswered Comments Dispute reason Actions
None 20/04/23 Draft LT00004936 1,000.00 EUR No 79

2. Aftlasiet attiecigo rékinu un noklikskiniet uz Continue

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.

Reasorl @ Resolve issue for invoice number 121212 v

3. lzvélieties, ka vélaties labot rekinu, un noklikskiniet uz Create

Other (e.g. rebate)

Credit Note

|

How do you want to correct invoice "121212" ?

|@|Completely cancel the invoice with a credit note O
(O Adjust invoice with a credit note o

© Inchcape 2023. Visas tiesibas aizsargatas
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4. Aizpildiet obligatos laukus PIEZIMES

Varat pievienot

o: General Info rekina/kreditrékina

kopiju lauka Image
Credit Note # Scan un pievienot

[ Credit Note Date 210423 _ {5} papildus dokumentus
Payment Term Z000_Payable immediately Due net IGUka AHGChmen's

Original Date of Supply 20/04/23 [
“Currency EUR
Delivery Number

Status Draft

Original Invoice 121212
Number

Original Invoice Date 20/04/23

Image Scan | Choose File |No file chosen

Supplier Note

“
Attachments @) Add File | URL | Text
Cash Accounting
I" Credit Reason I
vy e e .
5. Noklikskiniet uz Submit
Lines
Adjustment Type Quantiy =
Type Description City UoM Price FrfFT, (T
o . - -1,000.00
=1 est -100 Each w 10.00 5 .
PO Line Service/Time Sheets Line Contract Supplier part number
Tax Code Default Vehicle Identification Number (VIN)
Billing
K2 011-821115
Taxes
VAT Rate VAT Amount Tax Reference

24.0% - -240.00

Total Taxes

Lines Met Total

Lines VAT Totals

Total VAT

MNet Total

Gross Total -1,240.00

Delete Cancel Save as draft Calculate m
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