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GETTING STARTED WITH COUPA SUPPLIER PORTAL (CSP)

New suppliers: You will receive an email invitation from Ingham's to register with the Coupa Supplier Portal (CSP). If you have not received an
tnvitation, reach out to your Ingham'’s contact.

Registering: Once you receive the invitation email, click Join Coupa Supplier Portal to begin registration, or use Forward Invitation to send the
link to another user in your organization. If a CSP user cannot see Ingham's in their account after registering, reach out to your Ingham'’s

contact.
Forward Invitation

o
Zcoupa
Business Spend Management
To getimmediate updates by SMS or change notification preferences, go fo here and adjust your settings

Existing suppliers: Log in at https://supplier.coupahost.com using your registered email address and password.
Creating a new account: Click the Create Your Account button from the Purchase Order (PO) email or visit
https://supplier.coupahost.com/sessions/new

£;3coupa supplie

Login

- \-c

Learning resources: Once logged in, access the Take a Tour section within CSP, or watch recorded webinars via this link Webinar Recordings |
Coupa Suppliers

£rzcoupa supplier portal Jv | NoTiFicATIONS @ | HELPv

Compass
ﬁ Invoices Orders Business Profile Service Sheets Items ASN Sourcing Forecasts Catalogs Setup More. Training Webinars
Help Tour .



https://supplier.coupahost.com/sessions/new
https://supplier.coupa.com/webinar-recordings/
https://supplier.coupa.com/webinar-recordings/

REQUIRED SETTINGS

Before transacting with Ingham's, complete the following setup steps in
order:

1. Language & Date Format Set your CSP account language to English
(Australia). This ensures all dates display in the correct format
(DD/MM/YYYY) throughout the platform.

2. Multi-Factor Authentication (MFA) MFA must be configured before you
can create or submit invoices. This is a one-time setup that adds a security
layer to your login. Refer to page 17 for step-by-step instructions.

3. Legal Entity & Payment Method Invoices can only be created once a legal
entity is set up and linked to Ingham's through your payment method
settings. Without this link, invoices cannot be generated. Refer to pages 9-
15 for setup instructions.

4. Remit-To Address When creating an invoice, confirm your remit-to address
is populated with your details. If the field displays "no address selected”,
you will need to manually select your address each time you raise an
invoice. Refer to page 16 for guidance on how to check and update this.

5. Managing CSP User Access As a CSP account administrator, you can
manage which users in your organisation have access to the portal,
including their permission levels and customer access. Refer to pages 6-8
for instructions.

£::coupa supplier portal

0 nvoices Orders Business Profile Service Sheets Items ASN

Sourcing

Fore

coupa
Scroll down at the p..e-.\j-‘sw ..E'Mgmm

bottom of the homepage B3 Engien (ustrae)

© 2006-2026 Coupa Software Incorporat: d
Privacy Policy - Terms of Use

Important Note: Coupa may prompt you to
subscribe to their advanced plan. The CSP is a
free platform for all Ingham's suppliers. An
advanced subscription is not required to create
your profile or transact with Ingham's.
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v" Avoid using multiple channels. You can only use one e-invoicing channel, either Coupa Supplier

Portal OR Supplier Actionable Notification (SAN) to create your invoices.




As a CSP account administrator, you can invite users within your

,zcoupa supplier portal Tesl

ADDING NEW CSP USER

NOTIFICATIONS @  HELP

organisation to access the portal and connect with Ingham'’s.
—ﬁ—m es Orders Business Profile Service Sheets Items ASN Sourcing Forecasts Catalogue
To invite a new user: adrin fonnection Reauests
1. Navigate to Setup > Admin > Users. Admin vsers )
2. Click Invite User. | e bl 2 | 2]
. . ceess User name Email Status Permissions Customer Access Purpose Actions
3. Enter the user's name, email address, and any other
required details.
4. Assign the appropriate permissions and customer access. ,
g Invite User
5. Click Submit. An emalil invitation will be sent to the user to

accept and create their CSP account.

User Information

First Name
Last Name

* Email

Purpose @)

Select Some Options

0-

Phone Number

Country/Region
Area Code
Number

Extension

Permissions @

Al

Customers °

Al



* As a CSP administrator, you can merge another existing CSP zwcoupa supplier portal

account into your organisation's account. This consolidates o

NOTIFICATIONS HELP

COMBINING/MERGING CSP ACCOUNTS (INITATING THE MERGE)

“You are requesting to merge your Coupa Supplier Portal account with YOUR METAL APPAREL REPAIR

Merged Account

As the account owner, | will administer

Invoices Orders Business Profile Service Sheets Items ASN Sourcing Forecasts Catalogues ore...
two separate CSP accounts — for example, where a — —
colleague registered separately — under one profile. il | ’
+ Navigate to: Setup > Admin > Merge Requests then AdmInN werge Requests
follow these steps: »
e Initiate Merge Request Request Account Merge
1. Enter the email address of the CSP account you want to Worker Portal Access R B a
coupa@coupamail.edu & SALES. Choose who wi come the owner of the mery account.
merge Merge Requests LES. C ho will be: h h ged
. —ETIT ST Ny My Account
2. Complete the required CAPTCHA [ ] mnotarobot e
Requests to Join ;siAPTTCEnA 2 Myusers

Fiscal Representatives

3. Click Request Merge. This will open the Request
Account Merge page.

sFTP Accounts

CXML Errors

4.  Select who will be the account owner after the merge.
Note: the account owner retains administrator status; the
other account defaults to regular user status. The CSP will
display a visual preview of how data will be distributed
between the two accounts.

sFTP File Errors (to
Customers)

5. Add a note in the Note for Recipient field if you wish to
provide context to the other user (optional).

£,#C0UPA Suppiier Forta

6. Complete the required CAPTCHA

[}

7. Click Send Request.

Admin s

1 Merging will join the accounts and give all combined users the ability to invoice and submit payme
information to linked customers on behalf of your company. Before sending a merge request, confirm that i
email address belongs to a user who is part of your organisation. Once approved, an account merge cannot

undone. Learn more about merging accounts.

Request Merge

Open merge requests

All clearl No open merge requesis

Usar nama Ema Sontus

Note on Ingham'’s access: Merging accounts consolidates two CSP profiles
but does not automatically grant access to Ingham's. User permissions and
customer access should be reviewed and configured separately after the merge
is complete.

i My customers.
E™ My payment information

&) My public profile

Their Account

3 Theirusers
§ Their customers
7 Their payment information

6, Their public profile

* Account Owner @ My Account

O Their Account

1 1 4lcombined users

§§§#§ Al combined customers

5 £ All combined payment information
They will administer only

4 Theirusers

§ Their customers

£ Their payment information

The merged account will use

&) Wy public profile

* Note For Recipient

D I'm not a robot

ne

1 Merging will join the accounts and give all combined users the ability to invoice and

submit payment information to linked customers on behalf of your company. Sefore
sending a merge request, confirm that this email sddress belongs to a usar wha is part of your

organisation. Onee approved. an account merge cannot be undone. Lear more about merging

accounts.




When a merge request is sent to you, you will
receive an email notification containing a "View
Merge Request" link. Clicking this link will direct
you to log in to your CSP account, after which
you will be automatically taken to the Merge
Requests section.

Alternatively, you can navigate via your CSP
account manually. Go to Setup > Admin >
Merge Requests

Locate the pending merge request and click
Respond.

A window will open displaying the details of
the request, including which account has been
nominated as the account owner.

Review the request carefully. Note that the
inttiating user has already selected which
account will hold administrator status after
the merge — confirm you understand and
agree with this before proceeding.

Add a note in the Note field if you wish to
provide context (optional).

Click the tick-box confirming you recognise
the email address

Click Accept to approve the merge or Reject
to decline.

RESPONDING TO A MERGE REQUEST

Upgrade [i=cad NOTIFICATIONS ) | HELP
S Orders Business Profile Service Sheets Items ASN Sourcin: g Forecasts Catalogue: @ ore...

£,xcoupa supplier portal

Admir onnection Requests

Admin werge Requests

Initiate Merge Request
Users

coupa@coupamail.edu

Merge Suggestions
I'm not a robot

Requests to Join
Fiscal Representatives
sFTP Accounts

XML Errors

sFTF File Errors (to

Customers)

Open merge requests

Requested TestA
18/03/26 156 Tessmanns Road

Initisted From Other Company T

Kingaroy QLD 4810

Australia

O Account merges cannot be undone.
Before accepting, verify that the request

has come from a colleague within your
organisation. Do not accept merge
requests from unknown parties.

Merge Request

Test Test of TestA has requested to merge with your Coupa Supplier Portal account. By

accepling this request, the administrator of TestA will become the new account owner.

My Account

4 Myusers

i My customers

ES My payment information

& My public profile

Their Account

4 Theirusers
i Their customers

B Their payment
information

&, Their public profile

Merged Account

As the account owner, they will
administer

1 % Aicombinad users
§¥ ¥4 A combined customers

E™ £ All combined payment
information

I will administer only

1 Myusers

i My customers

B My payment information
The merged account will use

&, Their public profile

Users with access to Test Test { onboardingsupplier707@gmail.com )

merged account

Note from reguester Please ensure this is wrﬂ( ng

Add note for requester

| recognise the email address above as a colleague at my

company, and | agree to merge

Merging will join the accounts and give all combined users the ability to

invoice and submit

ion to linked on behalf of

your company. Only accept this request if you confirm this user is part of your
organisation. Once approved, an account merge cannot be undone. Learn more

about merging accounts.

Cancel m m
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WHAT'S COVERED IN THIS SECTION?

Using Coupa:
How to create a legal entity and add a payment method in Coupa Supplier Portal (CSP)
How to set up multi-factor authentication (MFA)

v' Creating a legal entity is required for all invoicing methods.
v" You will be required to set up multi-factor authentication (MFA) once to be able to do so.

Please refer to page 17 on how to set up your MFA.

v Bank details are taken from the supplier record in Ingham’s Coupa system—not from your invoice, remit-
to information, or your Coupa business profile. If you need to update your bank details, please contact
your Ingham’s representative to request a supplier update form.

10



CREATING A LEGAL ENTITY

When creating an invoice for the first time, you will be prompted to set up a
legal entity.

1. If you have an existing legal entity, select it from the drop-down list.

If you do not have an existing legal entity, click Create Legal Entity. You
will be directed to the Business Profile tab to create one.

Choose Invoicing Details

i eCoupasu | Jv | NOTIFICATIONS @ | HEL
* Legal Entity | Select - | | Zpcoupa sup
ﬁ Invoices Order| Business Profile Servife Sheets Items ASN Sourcing Farecasts Catalogs Setup More...
*Remit-To  Select ~ l
egal Entities
~

Business Profile Profile Submissions Payment Methods Information Requests Performance Evaluation Subscriptions

* Ship From Address Select

o Click on the Create Legal Entity to proceed Legal‘ Entities

Create QY

Legal Entity Name Invoice From Address Tax 1D Linked Payment Method Payment Information Customers

Mo legal entity found. Please create a legal enfity

\ 4

Proceed to next page for this section

11



CREATING A LEGAL ENTITY

{.‘;:Coupa S ‘[i'ﬂ‘i’»"” P‘;)Mi(ﬂ J NOTIFICATIONS €D | HELP

A nvoices  Orders (ENENCILEITY  Service Sheets  Items  ASN  Sourcin g Forecas| ts  Catalogs  Setup  More,

C lete the L | Entity Set
o m p e e e ega n I y e u p Business Profile Profile Submissions Legal Entitiy Payment Methods Information Requests Performance Evaluation Subscriptions

Legal Entities

1. Click Create. R
2 C O m p lete a ll m a n d ato ry fi'e ld S m a r ked W.lt h a re d Legal Entity Name Invoice From Address  Tax ID Linked Payment Method ~ Payment Information ~ Customers
asterisk (*).
Create Legal Entity X

w

Click Save to proceed.

4. A confirmation pop-up will confirm that your QP y :
legal entity has been created. Click Continue.

5. You will be redirected to the Payment Methods LTe:S:::&:::erj::’:ﬂiffuu\nvmcefromortheaddresswherevaureceivepostedanuin-parsonuavments. a

tab. Proceed to add your preferred payment

method (see pages 13-14).

Ship-From Address R

Please enter the physical address that your goods are shipped from. This can be a warehouse address.

Same as Invoice-From Address

Business Legal Entity successfully created. Next, you must add payment info or a
@ Remit-to address required for invoicing. Go to Payment Methods and click 'Add

Payment Method' to complete this.
Close| Continue e




ADDING A PAYMENT METHOD

Adding a payment method

1. Navigate to Business Profile > Payment Methods.
2. Click the ‘Add Payment Method' button. From the drop-down menu, select your preferred payment method.

.*,':.'?C(Jl.lpa Supp'.'ler portal TEST~ | NOTIFICATIONS @ | HELP v

ﬁ Invoices Ordefs Business Profile S#rvice Sheets ltems ASN Sourcing Forecasts Catalogs Setup More...

Business Profile Profile Submissions Legal Entitjes Payment Methods nformation Requests Performance Evaluation Subscriptions

Payment Methods

@ Test has been successfully deactivated. ®
e Add Payment Method ~ Y Q
Bank Transfer

) Payment Method Name Country Currency Linked Legal Entity Shared With Customers Payment Method Status Actions
Virtual Card

No Payment Account found.

13



ADDING A PAYMENT METHOD

Add Payment Method X
1. Choose the legal entity from the drop-

down menu that you want this payment —2ymenttethod (Sank Account)

Associated Legal Entity *
method to be associated with. (inghams
* Name the payment method so it
can be easily identified if multiple Bank Transfer
methods are set up.
2. Complete all mandatory fields marked e ediane £ O
with a red asterisk (¥).
3. Click Save to continue to the next page. New Zeatand - o .
4. Select Ingham's as your customer by Add Payment Method
checking the box. o e o ekt e

5. If you work with multiple customers,
select all applicable customers to enable Bk Code @

this payment method for them. —_—
6. Click Save to continue. O M company expects i eceve o
7. Your setup is complete. The new e o

payment method will appear in the list,

linked to the associated Legal Entity. .

Canca m B y




LINKING A CUSTOMER IN YOUR CURRENT A LEGAL ENTITY

Edit Legal Entity x

i}coupa Supplier Portal

Open the Legal Entity — Hover over the
legal entity name and click the pencil icon to
open the Edit Legal Entity page.

Update the Remit-To Address — Scroll
down to the Remit-To Address section.

Untick "Same as Invoice From Address" and R ——

click Manage. 0 - T
Edit or Add a Remit-To Address — If a

remit-to address already exists, click the edit

icon under the Actions column. To add a

new one, click Add Remit-To.

Link Ingham's as a Customer — Scroll Remit-To Addresses B e sy o
down to "Which customer do you want to hese are the addrasses you weuld ke customers to associate with your involces.

see this?" and select the checkbox for

Invoice From Address
Plasse enter the sddress that you invaics fram or

iness Profile Profile Submissions Legal Entities Payment Methods Information R

nnnnnn

Legal Entities

s o which you receive in-person payments

What is your Remit-To Address?

Address Status Action jion * Address Line 1 * Address Line 2
Ingham's. Click Submit. (o l Frir——
. . . 14 Univ.ers'\tv Drive, Robina, Queensland, 4226, Active o
Confirm the Change — A confirmation ° .
pop-up will appear. Click Confirm to © dd remiTo — e
proceed.
verify the Update _ Retu rn tO the Legal What is your Remit-To Integration Code? @

Code

Entities tab. Ingham's should now appear
under the Customer column for that legal o

e nt[ty. Which customer do you want to see this?

@ Au @ Ingham's (TEST) - TestA

15



ADDITIONAL GUIDELINES

1. Once the legal entity and payment method have been set up, you'll now be
able to create an invoice.

2. Important: Always check the remit-to address section of the invoice
creation page. If it shows 'no address selected, click this first before going voice From Address. B0 o
through the invoice line detatlls. i e

2 From

* Supplier BIOPROPERTIES (AUST) PTY LTD_AU-AUD-GNL1

* Supplier ABN | 12345673911 ~

Kingaroy, QLD 4610

* Under the remit-to field, you can choose to display the address only —
or include your bank account detail. o “Remit-To Adress. Noaddres seloced,O
3. The remit-to address is a mandatory field. If you don’t want to include the e —
bank account detalls, unlink Ingham'’s in the payment method. Go to Kngaroy LD 410
business profile > payment methods > click the ‘Manage Linked Customers'
con. Choose Invoicing Derails
*Legal Entity | Bio
aacoupa supplier port al TEST ~ NOTIFICATIONS @ | HELP - aice From 1558 Tosemenm Road
M Invoices Orders Service Sheets Items ASH Sourcing Farecasts Catalogs Setup More... m —
Business Profile  Profile Submissions  Legal Entities  Payment Methods  Information Requests  Performance Evaluation  Subscriptions RemitTo | saect

* snip Fror) Acaress

Addresses
156 Tessmanns Road, Kingaroy, QLD 4610, Australia
Bank Accounts
‘WestPac ***789 (156 Tessmanns Road, Kingaroy, QLD 4610, Australia

Payment Methods

Add Payment Method ~ Y Q

Pay t Method Pay t Method Name  Country  Currency Linked Legal Entity Shared With Customers Payment Method Status  Actions

i Bank Transfer  Test Australia  AUD Bio Ingham's (TEST) - TestA, ( Active} VA=)
Ingham's (TEST) -
BIOPROPERTIES {(AUST) PTY Manage Linkad Customers

LTD_AU-AUD-GNL1

16




SETTING MULTI-FACTOR AUTHENTICATION (MFA)

,zcoupa supplier portal TEST~ | HOTIFICATIONS @@ | HELP -

When creating a legal entity in Coupa, you will be prompted to set up

. . . R ) ) count Settings
multl_factor authentlcatlon (M FA). A Invoices Orders Service Sheets Items ASN Sourcing Forecast o
YO u can g (@) d i.re Ct ly to Sec u rlty & M FA fro m yo ur Co u pa accou nt Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Perfpr

Tog oat

settings. A pop-up window will appear prompting you to set up MFA
via an authenticator app. If you prefer this method, you can follow

I Anrsl Entidines

the on-screen instruction and click the enable button. Mkl e Aucicoon i Agp

If you prefer‘to‘create: an MFA via text message, you can dismiss the © Sean s GR coceusing yout ol devie
prompt by clicking X in the top-right corner. You will be taken back to - Open your et ket on e devc,Leam o
the MFA Opt‘lons page. B [rno;g:z;:aﬁ;se\ecl “ADO" or “#° 10 scan the QR code or copy and paste

If you choose Via Text Message, a new pop-up will appear prompting
you to enter your mobile number. Follow the on-screen steps and enter
the verification code. Click Enable to finalise the setup.

MP3USKBPCKCE2VLYGBBOAFFJ
UNGUKTCT

Click 10 Copy Secunty Key

Security & Multi Factor

i ot (@ For Payment Changes (Required for changing Legal Entity or Remit-To)
Authentication

() For Both Account Access (Login) and Payment Changes

App Connections e Enter the 6-digit verification code from your device.

Via Authenticator App Multi Factor Authentication via SMS

Use an Authenticator App available from your mobile phone app A code will be sent to your phone as an SMS Text Message Phone Number
Default (SMS rates may apply). v

Via Text Message Confirm Recaptcha
Use a code sent via text message to your phone number.
Default

Enter the 6-digit verification code sent to your phone.

17
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VIEWING ORDERS IN CSP

18



VIEWING ORDERS

Fcoupasup lier portal Jv | NOTIFICATIONS (@
1 . Th e O rd e r ta b d lS p |-a yS a l-l- P u rc h a Se O rd e rS (POS) th at h aVe ﬁ Invaoicks @ siness Profile Service Sheets Items ASN Sourcing Forecasts Catalogs Setup More.
bee n a p p roved a n d i.SS u ed by I n g h a m 'S . TO a Ccess yo u r Orders UMTS Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...

orders:
a) Select Ingham's in the Select Customer field. I

b) Use the Custom View field to filter and report on urchase Orders
applicable PO lines.

c) Click a PO number to view its detalls. Click the % Action to Accept the Purchase Orde

2. From within the PO, scroll down to create an invoice

directly or add comments via the comment field.

glicrs on the Purchase Order list page}

te an Invoice using its data

~ I earch A

Xssigned To  Actions

PO Number

Order Date  Status ~ Acknowledged At Items

AL-001820 02/10/26 Issued Mone 10 EACH of SuppliesA No 11,080.00 AUD ;fg
100 EACH of SuppliesB

50 EACH of SuppliesC

SuppliesD

AU-001816 02/03/26 Issued  Mone 20 EACH of Test - CouPaB No 2,000.00 AUD

éﬁ[ 1]

Create Invoice Ve =i Print View

1 Comment Mute Comments

Enter Comment

Add File 1URL

19




COUPA SUPPLIER GUIDE
CREATING INVOICE FROM PURCHASE ORDER IN CSP
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WHAT'S COVERED IN THIS SECTION?

Using Coupa:
How to create and submit an invoice in the Coupa Supplier Portal (CSP)

v" You must be registered on the Coupa Supplier Portal (CSP) to generate invoices using this method.
v' All invoices must have a valid Purchase Order Number issued by Ingham’s, prior to supplying

products and services. A valid PO starts with AU or NZ followed by 6 digits, e.g. AU-123456 or NZ-
123456

v It is mandatory to attach a tax invoice generated from your accounting or invoice-generation

system in the Image Scan section. The invoice cannot be submitted unless this document has
been attached.

21
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Guidelines on Invoicing

Q

U

OO0

The invoice must be raised against the correct site’s purchase order (PO). Each PO is site-specific — invoices must match the PO
issued by the relevant Ingham's site.
For national account suppliers managing multiple sites - each invoice must reference the PO issued by the specific site being
invoiced. Do not consolidate invoices across multiple sites under a single PO as it can be disputed. For exceptions, please contact
your Ingham's representative.
Only one (1) invoice number is permitted per invoice.
Partial invoicing against a PO s permitted.
If a PO line is not included in the invoice, delete the PO line to avoid the invoice being disputed. Refer to page 25 for instructions.
Before submitting, verify the following to avoid an invoice dispute:

» The correct tax rate has been applied.

» The invoice is raised for Ingham's only and does not include charges for other customers.

» PO line detalls, including quantities and pricing, are accurate.

» The invoice created in Coupa matches the invoice generated from your accounting system.

» A copy of your actual invoice is attached when submitting through Coupa
Adding non-PO lines is not permitted. If you attempt to do so, you will receive the message: "Adding non-PO lines is not permitted.”
If changes are required to the PO, such as pricing or quantities, please contact your Ingham's site contact before submitting the
invoice.
Simitlar to any other invoice-generation system, invoices cannot be amended once they have been submitted. In these cases, a credit
note must first be processed, and the invoice can then be resubmitted with the correct details.

Invoice status can be tracked at any time under the Invoices tab
22



CREATING AN INVOICE FROM A PURCHASE ORDER

1. Go to the Orders page and select Ingham'’s in the select customer field
2. Locate the Purchase Order (PO) number you wish to raise an invoice against
3. Click on the Create Invoice using the Gold Stack icon

ﬁ Invoices Business Profile Service Sheets ltems ASN Sourcing Forecasts Catalogs Setup More...

Orders QOrder Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...

Select Customer

\ 4

Ingham's (JEST) =

Purchase Orders

Instructions From Customer

o PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Assigned To Actions
||AU-:J 1566 09/08/25 Issued None Test V2 PO email No 2,000.00 AUD D o

AU-001565 09/08/25 Issued None Test No 2,000.00 AUD

lE’HI li'[il



CREATING AN INVOICE FROM A PURCHASE ORDER

The invoice creation page opens up with pre-populated information from the Purchase Order (PO) in the invoice entry. Follow
the steps to complete the invoice (note all fields with * are mandatory and must be populated)

= Derived from the
1. General information section: ‘ legal entity
«  Invoice Number Create Invoice create you Zﬁ;rreegted
« Invoice Date (will default to today. Ensure it
\S the same as yOU r attaChed lnvolce Co p}’) Creating your first invoice? Just enter in your invoice number. Check the line details, make any nece
2. Su pp[ler Info = The ‘Remit To' section will charges. Once you are ready, click Submit. You'll be notified if the invoice is approved or placed on
populate automatically (after you have G inf E
completed your initial set-up in your CSP =herar o rom
account) a * Invoice # * Supplier BRIDC a
I=
* Invoice Date | 0218126 E * Supplier GSTID | 1234
» It is mandatory to attach a tax invoice o
generated from your accounting or PayTIenT Term—2T nvoice From Address - Ingha ——
127 G
invoice-generation system in the Image *Cumency AUD ~ Wellin
Scan section. The invoice cannot be Weliin . If the remit-to is
submitted unless this document has been Delivery Number New 3 A
e showing “no
attached. N e e e =
_— : ' address
I' +RemitToAddress 1dara==T["|  selected,” refer
= In this section, you can add any notes about Image Scan Mo file chosen L e rafe to page 16 for
the delivery/service that you've provided. Wellin instructions
* You can also attach supporting files (e.g. Supplier Note Wellin
packing list, delivery list). Attaching R New
supporting documents is highly g p
recommended, as it can help validate CSP _ * Ship From Address Ingha
invoices should any issues arise. Attachments @) Add File | URL | Text o 197 24




Below the general info section is the Lines section. Update the relevant fields based on your PO
type:

*  Amount-based PO: Review and update the Price field for each line to match your invoice
amount (enter the GST-exclusive amount).
. Quantity-based PO: Update the Quantity field to match your invoice.
Important Note: If the PO price or quantity is incorrect, contact your Ingham's representative
before proceeding with invoicing.
Under Taxes section, select the relevant Tax code

O AU Suppliers

»  Select GST Taxable 10% for GST-applicable lines (do not select Rabo Taxable 10%).
Select 0% for non-GST lines.

» If invoicing multiple PO lines with different GST rates, select the Line Level Taxation
checkbox.

O NZSuppliers
»  Select GST Taxable 15% for GST-applicable lines (do not select 9%, Exempt, or Reverse
Charge; Select 0% for non-GST lines.

> Important Note: Selecting an incorrect tax code will result in the invoice being disputed.
Continue for all lines in the invoice entry. Delete any lines that are NOT required for your invoice,

using the @ icon). These lines can still be invoiced in the future, provided the PO line has not been
fully invoiced or closed.

Select Calculate. Ensure total is correct and click Submit to send your invoice.

@ AddLine [ Pick lines from Contract
Total Taxes
/ Lines Net Total 347728

= Adding non-PO lines is not permitted. Contact
your Ingham's representative if any PO e e
. Net Total 347728
changes are required. Total +825.01
ota . .

Delete Cancel Save as draft Calculate m

Amount-based PO

Lines

T Type Description
= WASHING YELLOW CC

PO Line Contract

CREATING AN INVOICE FROM A PURCHASE ORDER

Quantity-based PO

Lines

..........

1,738.64 *

I 41 VTX01 - GST TAXABLE - 10.0%
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CREATING A CREDIT NOTE AGAINST AN INVOICE

Credit Notes are to be raised against an existing invoice if the purpose is to negate that original invoice charge.
There are two methods on how to create a credit note in Coupa. Use the following method to raise a credit note to
negate an existing invoice entry (or partial):

O An invoice entry needs to exist to be

able to upload a credit note against
O When creating a credit note, use the

1. Open your Cou pa Su pplier Portal (CSP) and ﬁ m Orders Business Profile Service Sheets Items ASN Sourcing Forecasts Catalogu‘l SiThe igvoi:ce num.bfetLbut Wth a l‘:CN’
M H H 1 Invoices Invoices Lijes Payment Receipts a € beginning o € numper. For
navigate to the Invoices tab. Click Create Credit — sl vt e puslher i
Note button #1234, the credit note should be
2. In the popup box ensure the ‘Resolve issue for Selct customer #CN1234
invoice number” is ticked and select the relevant Invoices The credit note’s date should be the
invoice number from the drop-down list. Select original invoice’s date.
CO ﬂtln ue Instructions From Customer
3. Choose how you want to resolve the issue: Select if Ihants acommond oot et o otk i auantton.picng andok cotos r cometbfore . oncstansactin
you want to 1) ;ompletely cance! the invoice or 2) Croats mvoices g = i %
Adjust the invoice with your credit note _ _ 1
Create Invoice from PO Create Credit Note A ing a credit note in regards to a problem with an invoice or goods shipped, please
4. Select Create

B linclude the invoice number. If you are issuing a credit note purely to offer a credit to your 2

customer, please select other.

Reasqn[@|Resolve issue for invoice number 834995 -~
— e

. Cancel Conti
CediNate X a1

How do you want to correct invoice "834995" 7

Completely cancel the invoice with a credit note o

(O) Adjust invoice with a credit note o
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10.

The ‘Create Credit Note’ screen of your chosen PO
opens. Enter your Credit Note # into this field.
Important notes:
When creating a credit note, use the same invoice
number but with a ‘CN’ at the beginning of the number.
For example, if your invoice number is #1234, the credit
note should be #CN1234.
The credit note’s date should be the original
invoice’s date.

Scroll down to the lines section and enter the value
(ensure it is a negative value e.g. -900.00) for all
relevant lines required

Note: You can enter a partial value if the credit
amount is lesser than the invoice line

Under Taxes section, check that the GST rate is
correct. Review page 25 if unsure of what GST rate is
applicable

Select Calculate. Ensure total is correct and click
Submit

A confirmation prompt will appear asking you to
verify before sending. Click Send Credit Note to
proceed

A Create Replacement Invoice prompt will appear.
Click Yes to create a new invoice to replace the
cancelled one, or No to skip.

CREATING A CREDIT NOTE AGAINST AN INVOICE

Create Credit Note create

X

Creating your first invoice? Just enter in your invoice number. Check the line details, make any necessary changes and put in any extra
charges. Once . click Sul < notified if the invoi laced on hold.

Are you ready to send? x Gross Total

Coupa is about to create a credit note on your behalf. Please make sure you are not attaching
another credit note to this transaction as the Coupa-generated credit note is your and your
customer’s legal credit note.

9

Continue Editing

| Send Credit Note |

This credit note applies to invoice test invoice. When a) redit wil &l the invoice's impact to the transaction.
o' General Info < From Lines
* Credit Note # * Supplier MV Adjustment Type P
* Credit Note Date | 18/5/2026 ) Supplier ABN ~ + Type Description Price 900.00
—_—> Payment Term 45 *Invoice From Address MV t= new PO -800.00 - -
Siry
*Currency AUD ~ 12z
gt" PO Line Contract Supplier Part Number
ity
Al AU-001583-1 MV Contract (Published) ~
*Remit-To Address MV
St Billing
Original Invoice Date 29/9/2025 12 10-02-/1-740-0900-0504
Stre
Image Scan _Chouse File | No file chosen City
o Taxes
Supplier Note
* Ship-From Address. MV
Sy GST Rate ST Amount Tax Reference
122
Attachments @) Add File | URL | Text sty 100% _90.00
Credit Reason Gity
Aug
Total Taxes
Lines Net Total -900.00
Lines GST Totals -90.00
Total GST -90.00
Net Total -900.00

-990.00
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COUPA SUPPLIER GUIDE

v A credit note cannot be created against the original invoice if the purchase order (PO) linked to that
invoice has been fully invoiced and paid.

v" For this scenario, please reach out to your Ingham’s contact or email
supplier.enablement@inghams.com.au
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Ingham'’s will dispute an invoice if it is incorrect. Each disputed invoice will include a comment to highlight the reason
for the Dispute. Suppliers will need to action the entry to either cancel or resubmit. Actioning Disputed invoices is

RESOLVING A DISPUTED INVOICE

managed via the Coupa Supplier Portal (CSP).

1.

Invoice # Created Date

wu

Any invoice entry that is disputed needs to be negated at the Supplier’s end (like cancelling out that entry). On the

right-hand side of the disputed invoice entry is a square (hover over it and it'll reveal ‘Resolve’)

Status

INV 7236 12/5/26 Disputed

Click the Resolve button

PO # Total

NZ-033739 563.50 NZD

Unanswered Comments

Yes

At the bottom, you are given the option to cancel or adjust

Dispute reason

PO Number missing or incorrect

o

U When creating a credit note,
use the same invoice number
but with a ‘CN’ at the beginning
of the number. For example, if
your invoice number is #1234,
the credit note should be

» Selecting either option will bring up a credit note screen. This is an entry to negate the original
invoice entry. When creating a credit note, use the same invoice number but with a ‘CN’ at the
beginning of the number. For example, if your invoice number is #1234, the credit note should be
#CN1234. The credit note’s date should be the original invoice's date.

Calculate and then Submit.

cancelled one, or No to skip.

Follow the prompts in creating a credit note, and ensure all details are correct and accurate. Select

A confirmation prompt will appear asking you to verify before sending. Click Send Credit Note to proceed
A Create Replacement Invoice prompt will appear. Click Yes to create a new invoice to replace the

* If creating a replacement invoice, you will need to create a new invoice number

#CN1234
Actions The credit note’s date should
be the original invoice’s date.
- .
- Use a new invoice number for
the replacement invoice,
Resolve
Lines Net Total 490.00
Lines GST Totals GST 15.0% 73.50
Total GST 7350
Net Total 490.00
Gross Total 563.50

Are you ready to send?

Coupa is about to create a credit note on your behalf. Please make sure you are not attaching
another credit note to this fransaction as the Coupa-generated credit note is your and your
customer's legal credit note.

5

Continue Editing

[ Send Credit Note ‘|
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ADDITIONAL RESOURCES

For more information on Coupa Supplier Portal (CSP), you can refer to Coupa'’s official documentation on their
website below:

« For Suppliers | Coupa
* https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-
suppliers#lnvoices
» Webinar Recordings | Coupa Suppliers po—
* https://supplier.coupa.com/webinar-recordings/ - — e——

If you encounter difficulties in using the system
(e.g., CSP access, MFA issues), please contact supplier@coupa.com

You can also contact Coupa support via the site’s chat icon.

gpcoupa
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https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers#Invoices
https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers#Invoices
https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers#Invoices
https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers#Invoices
https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers#Invoices
https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers#Invoices
https://supplier.coupa.com/webinar-recordings/
https://supplier.coupa.com/webinar-recordings/
https://supplier.coupa.com/webinar-recordings/
https://supplier.coupa.com/webinar-recordings/
https://supplier.coupa.com/webinar-recordings/
https://supplier.coupa.com/webinar-recordings/
mailto:supplier@coupa.com

What is the Coupa Supplier Portal (CSP)?

The CSP is a free, secure online platform Ingham's uses to manage supplier
transactions. Through it, you can receive purchase orders, submit invoices, and track
transaction status — all in one place.

Is there a cost to join the CSP?

No. Registering and using the CSP is completely free for all Ingham's suppliers. You will
receive an email invitation from us to get started. If you haven't received any, please
contact your Ingham's representative.

I have an existing CSP account. Do | need to re-register?

No. Simply use your existing account and connect to Ingham's when you receive our
invitation. There is no need to create a new account. If you don't see Ingham’s in the
list, please contact your Ingham'’s representative.

How do | submit an invoice to Ingham's?

Log in to the CSP, go to the Orders tab, open the relevant PO, and select the option to
create an invoice directly from it. Ensure all details match your tax invoice before
submitting.

Does my invoice need to reference a PO number?

Yes. All invoices must reference a valid Ingham's Purchase Order number. If you haven't

received a PO, contact your Ingham's representative before invoicing.

FREQUENTLY ASKED QUESTIONS (FAQ)

What does 'Pending Receipt’ mean on my invoice?

'Pending Receipt' means the Ingham's team is confirming delivery of the goods or
services in the system. Once receipted, your invoice will be matched and progress to
approval, unless there is an issue with the invoice (e.g., amount/quantity)

Can | attach my own tax invoice copy when submitting?

Yes. When creating an invoice in the CSP, you can attach a copy of your tax invoice.

What do the invoice statuses mean?

Draft: saved, not yet sent. Processing: received and under review. Approved: queued
for payment. Pending Receipt: awaiting goods confirmation. Disputed: requires
correction.

Can | make changes after submitting an invoice?

Submitted invoices are locked. If a correction is needed, contact your Ingham’s contact
to have it disputed. You can then resubmit a corrected version.

How do | raise a credit note or correct a billed invoice?

In the CSP, go to the Invoices tab and select 'Create Credit Note' against the relevant
invoice. For further assistance, contact your Ingham'’s representative.
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