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CSP Registration (1/2)

Coupa Supplier Portal Registration:

— You will be receiving a Coupa Supplier Portal (CSP) invite from Babcock via email

I Coupa Supplier Port. Babcock International - Development Environment Registration Instructions — Action Required - Babcock International - De... I

—  Within the email you will be asked to “Join Coupa” for the CSP
— You will then be redirected to the CSP website where you will be asked to fill certain credentials
— These include “Business name” “Password” before clicking “Create an Account”

Create an Account

e . - - . Babcock International - Development Environment is
babCOCk Babcock International - Development Environment Registration using Coupa to transact e‘ect,fmm”ycnd :
I nstru CtiOnS _ ACtiOn Req u ired communicate with you. We'll walk you through a quick

and easy setup of your account with Babcock
International - Development Environment so you're

3‘,’:‘ COUPE\ ready to do business together.

Business Name
Hello Babcock Supplier Babcock Supp!
We handle our business spend electronically in order to prevent lost documents and make sure you are paid on time. Within the next 48 S

mai
hours, click the button below to register your account. If you are not the right person at your company, send this request to the
appropriate person by using the forward link

First Nam * Last Nam«
Note: not registering in a timely manner may impact your ability to do business with us. Let us know if you are unable to register for any Babcock Stppiicr
reason. Passwor d Confirm Password

&

Foivos Zografos
Babcock International - Development Environment ptthe Privacy Policy and th f U

Join Coupa Forward this invitation
Already have an account?LOG IN
O P L
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CSP Registration (2/2)

« Alternatively, if you do have an account click “LOG IN”

* In this case, fill in the following information as displayed on the right. This includes, “Email”, and

“Password”

Create an Account

Babcock International - Development Environment is

using Coupa to transact electronically and

communicate with you. We'll walk you through a quick

and easy setup of your account with Babcock

International - Development Environment so you're

ready to do business together.

* Business Name
Babcock Supplier

* Email

* First Name * Last Name
Babcock Supplier

* Password * Confirm Password

@

(1 accept the Privacy Policy and the Terms of Use

Create an Account

l Already have an account? LOG IN

—
Forward this (0 SomMeone.

Login

* Email

* Password

Classification:UNCLASSIFIED

Forgot your password?

New to Coupa? CREATE AN ACCOUNT
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Navigating the CSP: Homepage Overview (1/2)

Description:

—  “Account”: the user’s account name with a drop down menu to manage CSP account

— “Notifications”: allows suppliers to view and manage notifications and notification preferences

— “Help”: access the CSP help menu

— “Home”: CSP homepage

—  “Profile”: allows suppliers to manage profile information

— “Orders”: allows suppliers access and manage Purchase Orders

— “Invoices”: allows suppliers access, manage and create invoices

— “Setup”: allows suppliers to manage admin tasks and invite additional users, set up remit to addresses, etc

£xcoupa supplier portal N EFEEESETE o B EE

Home Profile Orders Service/Time Sheets ASN Invoices Catalogues Payments Business Performance Sourcing  Add-ons

-

Setup
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Navigating the CSP: Homepage Overview (2/2)

Description:

—  “Profile Summary”: provides summary of profile and other profile information
— “Merge Suggestions”: If applicable, use this section to merge multiple CSP accounts
— “Latest Customers”: lists all of the supplier’s trading customers via Coupa

Classification:UNCLASSIFIED

Profile Progress

iscovered Learn More

Improve Your Profile

Established

i

ANNOUNCEMENTS viewan @)

One-Click Savings viewan

‘5 Start saving today!
Explore

rh-lefge Suggestions D
R
Sii
LS lllllllllllllllll y
Latest Cu er
k Inter
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Inviting Additional Team Members (1/2)

« Once you are logged into the CSP, click “Setup”

— Click on “Invite User” in the Users section
— On the Invite User screen, fill in the required information

Classification:UNCLASSIFIED

Home Profile

Setup

Admin Customer Setup

Admin Users

Users

Mernge Reqguests
Merge Suggestions
Requests to Join

Legal Entity Setup
Fiscal Representatives
Remit-To

Terms of Use

Orders

Users

FZ
foivos.zografos@kpmg.co.uk
Status: Active

Edit

Service/Time Sheets

Invoices  Catalogues

Permissions

ASNs

Admin

Business Performance
Catalogues

Early Payments
Invoicas

Order Changes

‘Order Line Confirmation
Orders

Payments.

Profiles

ServicaTime Sheets
Sourzing

Payments  BusinessPerformance  Sourcing

Customer Access

Babeock International - Development Environment

Add-ons

10
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Inviting Additional Team Members (2/2)

— On the Invite User Screen, fill in the required information

— To control the permissions and customers that the new user has access to, check and uncheck the relevant fields in

the Permissions and Customers sections. Only Supplier CSP admin users have the permission to invite users

— Click on “Send Invitation” to send invite via email. Once the invited user registers, they will be able to log into the

CSP using their own log in credentials

Classification:UNCLASSIFIED

Invite User

FFFFFFFF

aaaaaaaaa

() Restricted Access to

666666

Development Environment

11
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Setting Up Legal Entity Information (1/8)

« Onthe CSP homepage, go to “Setup”

— Click on “Customer Setup”
— On the Customer Setup page, click on “Start”
— On the Admin “Legal Entity Setup” page, click on “Add Legal Entity”

Admin Legal Entity Setup

Legal Entity
Users,
Merge Requests Fz
Admin
Merge Suggestions Invoice From Remit-To Accounts Locations TAX IDs Customers
Requests fo Jain 123 fake street Bank Account 1 customer 123 fake sireet GB000000000 Babcock International -
Customer Setu p ondan andon Development Envircnmant
L1AEC Bank Name HSBC L1 ABG
United Kingdom Beneficiary  FZ United Kingdam
iscal ntatives Name
i i i Agcount  seesssssssassess 5675
I S You are a few steps away from doing business with Babcock . pecaunt

Development Environment

International - Development Environment S e s
Code
Request Connection 0 - Early Paymants w Remit-To 123 fake street

Address  london

Early Pay Discounts L1 ABC

sFTP Accounts United Kingdem
Active

XML Errors
1 Fie Erors o Friest
Customers)

Invoice From Remit-To Accounts Locations TAX IDs Customers

28 marsh wall Address 1 customer 26 marsh wall GES00000000

Londen London

Remit-To 26 marsh wall
Address  London
E14 DAK

£14 8AK
United Kingdom

E14 04K
United Kingdom

United Kingdom
Active

Classification: UNCLASSIFIED 13 babcock



Setting Up Legal Entity Information (2/8)

— The “Where’s your business located?” screen pops up. Fill in the “Legal Entity Name” and “Country/Region”
details and click “Continue”

— Fill'in the required Type of Company field (e.g. Limited, LLP etc.). Optionally, fill in the Board of Directors field
— Click “Save & Continue”

. .
Where's your business located? 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.
This is the official name of your ’

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.

) Conducting business in certain
L business that is registered with
countries/regions requires your
the local government and the 0 N ;
invoice fo contain specific
CouniyAegioainhcreptlis o information about your

lecated. company.

S [ oo

Classification: UNCLASSIFIED 14 babcock



Setting Up Legal Entity Information (3/8)

— Select the “Which customers do you want to see this?” legal entity you are creating by ticking the relevant box

— Fill'in the “What address do you invoice from?” fields and choose to use the address for the remit to and or
shipping address by ticking and unticking the appropriate boxes

Tell your customers about your organisation

[";"\"'1 ch customers do you want to see thiS?]
m Al
Babcock International - Development t Environmen t B

What address do you invoice from? \
Address Line 2 REQUIRED FOR
N INVOICING

Enter the registered address of

Stat
your legal entity. This is the
* Post Code same location as where you
receive government
Reg d Kingdom

documents. 0

ion U
Use this address for Remit To o
Use this for Ship-From address o

Classification: UNCLASSIFIED 15 babcock



Setting Up Legal Entity Information (4/8)

* Fill in the “What is your Tax ID?” section:

— Enter your tax country and your local VAT ID number in that country. Click on “Add additional Tax ID” if you are
VAT/GST registered in other countries, which will be used to invoice "Customer"”, and enter the relevant country/VAT
ID details

— If you don’t have a VAT ID, you can check the “I don’t have a VAT/GST Number” box. Then fill in the Local Tax ID field

Optionally, fill in the “Miscellaneous” section. Enter an Invoice-From Code and a preferred language to use in
the CSP. The Invoice-from code is used to tie supplier’'s CSP Invoice From Address to the corresponding
address in the supplier’s ERP. Pr—

Classification: UNCLASSIFIED 16 babcock



Setting Up Legal Entity Information (5/8)

— Ensure your VAT registration number is correct and relates to the country specified. This information will be used by
Coupa to generate a tax invoice on your behalf

— For suppliers using the cXML invoicing method, create an ‘Invoice From Code’ and reference it in your cXML
invoices. This will enhance the success of cXML invoice address information matching with CSP and is strongly
recommended

— If you ticked the box to use Invoice From Address as Remit to and/or Ship From address, they will have the same
code as the Invoice From Address.

Classification: UNCLASSIFIED 17 babcock



Setting Up Legal Entity Information (6/8)

« Select “Payment Type” — Address, Bank Account or Virtual Card

— For Bank Account, fill in the relevant fields to complete this section. The Remit-To Address is auto-populated if set in.
Click on Save & Continue. For Address, the Remit-To-Address previously entered is shown and users can edit,
deactivate or add Remit-To Addresses

— Click on “Save & Continue”
— Click on “Next” to proceed

Where do you want to receive payment?

[ypa-,-mem—_v.m Adsress v]

dddddd

Address Line 1 Street

uuuuuuuuuuuu

SSSSS

Country/Region United Kingdom

Classification:UNCLASSIFIED

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 more locafions, otherwise click Next

Remit-To Account Remit-To Address Status

HHHHH

Add Remit-To

18
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Setting Up Legal Entity Information (7/8)

« Onthe Where do you ship goods from? Screen, manage Ship From Addresses. This may be auto-

populated if the Ship From Address was set in the previous steps. Click “Add Ship From” and add a new
address. If you would like to use the same address.

— Click “Done” to complete setup

Setup complete

Where do you ship goods from? o

For many countriesfregions, including different shipping details on the inveice is required if they are different to '

where your legal entity is registered.

Title Status I Congratulations!
Active This legal enfity can now be used on new invoices.

Street 1

LOMDOM
To get paid = Most customers require that you send them this payment info in in addition to

providing it on the invoice. [/}
« Click on the Profile Tab to see if your customer has a form that collects payment information

+ Otherwise, you'll have to send it to them through another channel
Deactivate Legal Enfity m ¥ ' ¢

Classification: UNCLASSIFIED 19 babcock



Setting Up Legal Entity Information (8/8)

It is important for tax purposes that you reflect where you ship goods from when it is different to your legally
registered country.

For example, if you are registered in the UK but ship goods from a warehouse in Poland, please ensure that
you add this address here to reflect this accurately when it comes to creating invoices.

babcock
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Manage Remit-To Accounts — Edit or Deactivate (1/2)

« Onthe CSP homepage, go to “Setup”

— Click on “Remit-To”. The Admin Remit-To page contains a log of all Remit-To created. You can edit usage, add and

deactivate Remit-To accounts

Admin Remit-To

Users.

Fiscal Representatives

]

ssssss

ssssss

sssssssss

=

Classification:UNCLASSIFIED
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Manage Remit-To Accounts — Edit or Deactivate (2/2)

« To deactivate a Remit-To account, click on the ® icon. Once deactivated, this cannot be reversed. Coupa
also retains the inactive Remit-To account in the log for audit purposes

— To edit Remit-To Usage, click on the # icon

— To add a customer, click on the “Add Selected” drop down and select customer account to add additional customers
— To remove a customer, click on the @ icon to remove existing customer

* Click on “Next” to save changes

Admin remitTo X
AT Edit Remit-To Usage

lllllll Legal Entity FZ Itd

" Babcock International - Development re Remit-To Street 1, LONDON, E12 85P, United Kingdom

Environment

Which customers can use this account?
A\5abeock International - Developmant r izl
Environment
Add Additional Customers Add selected h
=] Denotes customers that require validation with Coupa Pay. Additionally, Remit-To account details
w hared with these customers.
v
o ==t Vea r« Customer Status Date added
Environment 0
nternational - Development Active & Valid 10/07/2023
Environment Egj
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Manage Remit-To Accounts — Add new Remit-To (1/3)

« Onthe CSP homepage, go to “Setup”

* Click on “Remit-To”

« The Admin Remit-To page contains a log of all Remit-To created. Click “Add Remit-To” to create a new

account

* Click on “Next” on the Add Remit- To page
Qe

Admin remic To

Users

Environment

Enviranment

Lendan Environment

<FTP Accounts

SXML Errors

Classification:UNCLASSIFIED

24

X
Add Remit-To
Legal Entity | & ~ |

Invoice From Address 123 fake street
ondon , L1 ABC
United Kingdom

S

Mext
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Manage Remit-To Accounts — Add new Remit-To (2/3)

« Onthe next page, fill in all the relevant fields

e Click “Save & Continue”

What is your Remit-To Integration Code? (optional) @
Account Mussbe 0 }
o Who is your Remit-To Contact? (optional)
° >
Which customers can use this account?
Supporing Documents (RS TFIES] Ho e chase
Address Line 1 Babcock International - Development Environment ':I
4
CCCCCC Save & Confinue

Classification: UNCLASSIFIED 25 babcock



anage Remit-To Accounts — Add new Remit-To (3/3)

 Click on “Next”
* Click on “Done”

« Click on “Add Now”

Add a new Remit-To account

Remit-To locations let your customers know whers to send payment fof their invoices. Glick Add Remit-To to Add RemitTo
‘2dd more locations, othenwise click Next.

Remit-To Account Remit-To Address status

Bank Account 123 fake street Active P
andon
L1asc

United Kingdom

123 fake street Active Manage

United Kingdom

Classification:UNCLASSIFIED

Add a new Remit-To account

For many countries/regions, including different shipping details on the inveice is required if they are different to
where your legal entity is registered.

Title Status
122 fake street Active
london

L1ABC

United Kingdom

Deactivate Legal Enfity

26

Add Ship From

Manage

Setup complete

Congratulations!
This legal enfity can now be used on new invoices.
To get paid — Most customers require that you send them this payment info in in addition to
providing it on the invoice. 0

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

Add Later

babcock
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Accepting Terms of Use (1/2)

« Go to Admin, and choose “Terms of Use”
 Read the ‘Terms of Use’ as required

« Accept Terms of Use by clicking | Accept

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Add-ons Admin

Admin rerms of Use

Select Customer | Babcock International - Development Environ... = |

Acceptance Required

The Terms of Use governing your use of Coupa Open Business Network have been updated
Please review them and confirm acceptance of the neWll Tenms o efby clicking the ‘| Accept’ button.

F entatives
Remit -
: If you do not agree, you will not be able to use system integration channels (cXML and EDI) to send compliant e-invoices.
Preferences
SFTP Accounts

Acceptance History

Classification: UNCLASSIFIED 28 babcock



Accepting Terms of Use (2/2)

« As part of the Coupa terms and conditions you explicitly agree to Coupa issuing invoices on your
behalf

 From a VAT perspective, for countries where Coupa creates “compliant invoices”, this means that
the PDF generated by Coupa is your legal invoice (and "Customer’s" evidence to support VAT
recovery). Please refer to the Additional Information section for list of countries with Coupa
compliant e-invoicing

* You must archive this invoice in line with your legal retention periods and requirements. You
should not attach (or issue to "Customer") an invoice from your system after signing up to these
terms

Classification:UNCLASSIFIED 29 babcock






Managing Notifications

* You can manage your notifications by clicking “Notifications”
* Click “Notification Preferences”

* You can enable / disable Online, Email and SMS notifications for “Announcements, Business
Performance, Catalogues” etc

« Once finished, click “Save” to save your notification settings

fAnnouncements ‘
New Customer Announcement 1 Online Email SMS
o N Service/Time Sheets
Business Performance
My Notifications A ServicerT 01 s rejcton Online @ Emai s
Business Performance Role Granted Online Email SMS
A ServiceiTime Sheat is approved @ Oniine = Email sms
Catalogues
Cancel
w comment received Online Email sMs
talogue ed Email sMs
8 fal v e T aloguy ted Online Email SMS
Delete Mark as Read Catalogue about to expire Online Email SMs

Classification: UNCLASSIFIED 31 babcock
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Coupa Compliant E-Invoicing Country List

Coupa compliant e-invoicing country list Coupa compliant e-invoicing country list Coupa compliant e-invoicing country list

Australia Hong Kong Norway
Austria Hungary* Pakistan*
Bahrain India Poland
Bangladesh* Ireland Romania
Belgium Italy Saudi Arabia
Brazil* Japan Serbia
Bulgaria L atvia Singapore
Canada Lithuania Slovakia
Colombia* Slovenia
China* LuxemF)ourg South Africa
Croatia Malaysia South Korea*
Czech Republic Malta Spain
Denmark Mexico Sweden
Estonia Montenegro Switzerland
Finland Myanmar* United Arab Emirates
France Namibia UK
Germany Netherlands USA
Greece New Zealand

Notes

List correct as of 05/2023

Classification: UN\éﬁ)\ g“ggé)nly invoice - Invoice content checks; Coupa does not create the legal invoice on behalf of the supplier; No support for digital babcock’

signatures and Trustweaver archlvmg
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