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Coupa Introduction




Coupa Introduction

What s toupa’

KPMG China has selected Coupa as the technology platform to streamline the S2P processes and enable electronic Purchase Order transmission.

. Coupa is a leading e-Procurement platform, connecting KPMG China with the suppliers.
. Coupa is an internet-based solution capable of accommodating a variety of different systems.

. The Coupa Supplier Portal (CSP) will be utilized by KPMG China to request materials and services, as well as create and

@ communicate Purchase Orders and Invoices.

Workflow

PO, PO Change

> -
y ‘ N PO Acknowledgement

3-way Match

Invoice




Coupa Introduction

HOW W

you penefitfrom Goupa?

The Coupa Experience with KPMG China will provide you:

P

Better Transaction Status: Track all your Coupa transactions such as POs, invoices, and credit notes.

Automated PO Transmission: Coupa will notify suppliers via Email that a PO is transmitted. Supplier can receive and acknowledge PO
through Email or CSP.

Manage Invoices: Supplier can issue invoices and credit notes on Coupa and monitor the status of the invoices.

Basic Profile Establishment: Use the platform as a self-serve tool to manage their contacts, addresses, and legal entity information.

Most importantly, these services are Free of Charge! There will be no cost for suppliers to use the Coupa Supplier Portal (CSP) or Email
when transacting with KPMG China.
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Training Overview

KBy Project Dates

Key dates for supplier during the whole project:

s © e

June 11th-13th

Receive communication
from KPMG Chinaon
e-Procurement platform
(Coupa) Go-Live

August 24th-26th

Participate in supplier
training organized by
KPMG China

Late September October 8th
Register on CSP and KPMG China will
create profile launch Coupa and

start transaction with
supplier via Coupa
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Key Terminology

Coupa Supplier Portal (CSP) A website portal for supplier to manage business with customers. Supplier could view sourcing events, view and
P PP track the purchase order issued by supplier, as well as create and manage the invoice/credit note on this portal.

Supplier Actionable

Notifications (SAN) Notifications that supplier can receive via email to manage sourcing event, POs and invoices.

The function utilized by customers to collect information and prices from suppliers, in order to be able to select

ST [ ST the best suppliers for requested items and service.

Purchase Order (PO) A legal and commercial document sent from customer to a supplier committing KPMG’s purchase for goods or

services.
Acknowledge PO To receive and confirm the purchase order by supplier, after which the effectiveness of this PO will be admitted.
Invoice Billing document issued to KPMG stating financial obligations for received goods/services performed.
Disputed Invoice The invoice has been rejected and sent back by customer, for supplier to further cancel and re-submit.
Credit Note An invoice with negative value, to offer a credit to your customer or resolve the issue for invoice.

Account where customer pays for their invoices. For suppliers, when creating invoice in CSP, you can just leave
Remit-To Accounts remit-to account as your physical address for KPMG China, since that the actual remit-to will be entered in
KPMG Coupa instance.

The address whether the supplier delivers the items/service to the customer, which is defaulted as the legal

ST entity address.
Payment Term The expected duration between the date your customer received the invoice and sent payment.
Payment Base Date The invoice issue date, which will be the starting date for KPMG China to calculate the payment due date.

kPMG o



Key Terminology

GO

Multiple icons are used to improve user experience.

Purchase Orders €Y Additem
view [ CY o € Delete
PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Assigned To Actions / Edt
= |
P0O1000346 23/7/2021 Issued None 100 Box of Whiteboard Marker - No None ES
Black i
= Print
Create invoice
—1
Invoices == Create credit note
Create Invoice from PO Create Credit Note .
View
Exportto - A" Test v Search
:::|  Calendar
Invoice # Created Date Status PO# Gross Total Unanswered Comments Dispute reason Actions
I Invoice CSP_20210804 4/3/2021 Draft  PO1000346 0.00 CNY No ) (=) Mark as read
CSP_20210717_MaryZhu_Dispute_Void 17/7/2021 Disputed PO1000104 120,000.00 No Attachment missing or in E
HKD incorrect format @ Resolve

-Z@? You can hover over the icon to see
explanation of the icon.

© 2021 KPMG Advisory (China) Limited, a limited liability company in China and a member firm of the KPMG global organisation of independent member firms affiliated with KPMG International Limited, a private English company
limited by guarantee. All rights reserved. Printed in China.
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Training Manual

LoUpa Iraining Guide

Two Interaction Channels:

== Supplier Actionable Notification (SAN)

g

KPMG Purchase Order #PQ1000354

o KPMG <do_not_reply@kpmg-cn-test.coupahost.com>

() 1 the

purchase_orderhtm|
19 KB

EL
]

ad of some pictures in this message

KPMG Purchase Order #201000354

- Acknowledge PO Add Delivery Tracking Add Comment

You can receive SAN by email to participate in the sourcing
event, receive and manage the real-time PO, and create
invoice without registration and login.

P-a
L

.}) Coupa Supplier Portal (CSP)

VA

,¢coupa supplier portal MARY v NOTIFICATIONS @  HELP

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

a

Add-ons  Setup

Q New: Exclusive discounts for your business to thank you for being a part of the Coupa Community. X

Action needed: Complete your profile to get paid faster and get discovered Learn More

Announcements. viewai ()

Profile Progress Last Updated
Improve Your Profile : :
(© about 23 hours ago One-Click Sa\/|ngs View Al
. @ start saving today!
PrOﬂ |e S umma ry Explore deals for your company, exclusive to
the Coupa Community.
AT -~ -

By registering on CSP, suppliers can not only manage the
real-time and historical sourcing events, POs and invoices,
but also can set up profile and contact information by
themselves.

12
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Sourcing Event

» Participate in the Event




Training Manual — Supplier Actionable Notification (SAN)

Sourcing Bvent - Participate In the Even

Invitation - Sourcing Event #54

Click View Event

2 M KPMG <do_not_reply@kpmg-cn-test.coupahost.com>
(D BEE: Tue, 03 Aug 2021 06:23:22 +0000

xPme |nvitation - Sourcing Event #54

£acoupa

KPMG has invited you to the sourcing event. Event # 54

If you intend to participate, review the event timeline and accept the terms and conditions of the event, if applicable. Click the
My Responses” tab to provide your response, which may include Attachments, Forms and Items and Lois.

Response due date: Tuesday. 17 August 2021 05:00 PM CST

Want to participate later? Meed more info?

Click l intend to participate button to let the buyer know. Click View Event and you will be taken to the event page.

15



Training Manual — Supplier Actionable Notification (SAN)

SOUrcing event - Participate In the even

Supplier should respond to the received sourcing event as required.

Sourcing - Event #54 acive Check the box for | intend to participate
in the event

Event Ends v 0
days  hrs If there are any terms or conditions, you
Event Infc will also need to select Yes for all of them
to accept the event

KPMG has invited you to the sourcing event: Event # 54. If you intend to participate, review the event timeline and accept the terms and conditions of the event, if
applicable. Click the "My Responses” tab to provide your response, which may include Attachments, Forms and ltems and Lots.

Click Send to Event Owner to confirm

Do you intend to participate in this event?
your acceptance of the Terms and

m | intend to participate in this event I ong
Event owner be noimed of your intent 10 parncipate Condltlons
Accept Terms and Conditions
Terms and Conditions E Do you accept these Terms and Conditions?
Please read and accept the following terms and conditions: @ Yes
O No

4 Send to Event Owner

16



Training Manual — Supplier Actionable Notification (SAN)

Sourcing Bvent - Participate In the Even

Timeline
o =

&l

You can find the start date and the end
date of the event here

Click Enter Response to confirm to
participate in the event

You will be navigated to Iltems and Lots.
Hover over the item/service, .~ will
show up if it is editable. Click on the
item/service

H

‘= ltems and Lots

Enter Response 6
v

Name My Capacity Expected Qty My Price Price x Expected Qty >

Items Not In Lots (1 items) 0.0000 CNY

ﬁ’ CSP Training Material 2,000 (Each) = * 0.00 CNY

Total 0.00 CNY

© 2021 KPMG Advisory (China) Limited, a limited liability company in China and a member firm of the KPMG global organisation of independent member firms affiliated with KPMG International Limited, a private English company
limited by guarantee. All rights reserved. Printed in China.



Training Manual — Supplier Actionable Notification (SAN)

cipate i the event (4/6)

SOUIC

NOEVent - Part

Supplier should respond to the received sourcing event as required.

§# 8 :msNotinlots{1items) O 10
ltemn Requested Ship To Item Details
t#3 Service Package i
egal & ent.pdf
My Capacity Expected Quantity My Price * Line Total
1.000 a.00
Your ltem Mame Lead Time
Enter your item or service name Lead Time

KPMG

11 100 usp

Heed By Date

Days

RN
(@]

11

Confirm you can provide this item/service

Ship to: The location where your goods
should be shipped to

Item Details: You can download the
attachment for detailed information
provided by your customer

Need by Date: The customer wants to
receive the item/service before this date

18



Training Manual — Supplier Actionable Notification (SAN)

SOUrCINg Event - Part

Supplier should respond to the received sourcing event as required.

§8f Items NotIn Lots (1 items) 12 0.0000 usD

Line Total

My Capacity Expected Quantity

1.000 0.0

Your ltem Name Lead Time

Enter your item or service name Lead Time Days
ID{Part Number Description

Enter an ID or part number Enter your item or service description

Add Image

Attachments

Click to view

A

Add File | URL | Text

Farm

cpate Inthe Event (o/o

Enter your quoted price

Fill in the fields if you can provide the
relevant information.

Your Item Name: Enter your goods/service name;

Lead Time: The expected days from receiving PO
to shipping the item/service;

ID/Part Number: Component’s specific ID if
applicable;

Description: Description of goods/service;

Image: Image of the goods/service if needed

Provide the detailed supporting
document of the product if applicable,
including product specification, scope of
services, quotations, etc.

Click Save Item

19



Training Manual — Supplier Actionable Notification (SAN)

Sourcing Bvent - Participate In the Even

Confirm the total amount

Event Info My Response
Attachments
Click Submit Response to Buyer

Buyer A KPMG has not provided any Attachments for this event

<
- RN -
(0] ~ (o))

- Forms Coupa will notify you that ‘Response
submitted to Buyer’

Buyer A KPMG has not provided any Forms for this event

‘= |tems and Lots

Name My Capacity Expected Qty My Price Price x Expected Qty >
34,000.0000 CNY

£  Items NotIn Lots (1 items)

= CSP Training Material 2,000 (Each) x 17.00 "~ 34,000.00 CNY

Total 34,000.00 CNY O

Load History Save Submit Response to Buyer

Response submitted to Buyer xX m

© 2021 KPMG Advisory (China) Limited, a limited liability company in China and a member firm of the KPMG global organisation of independent member firms affiliated with KPMG International Limited, a private English company

m limited by guarantee. All rights reserved. Printed in China.
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PUrchase Order (PO)

+ View PO
» Acknowledge PO




Training Manual — Supplier Actionable Notification (SAN)

Supplier can find new PO in email box, which is sent from KPMG China.

KPMG Purchase Order #PO1000354 Double click the attachment
KPMG < >
fo @ Click Open
there are problems with how this message is displayed, click here to view it in a web browser

fotect your privacy, Outlook prevented automatic download of some pictures in this message

purchase_order.html
19 KB

Opening Mail Attachment ot
0 You should only open attachments from a trustworthy source.

Attachment: purchase_grder.html from KPMG Purchase
Order #P01000355 - Message (HTML) (Read-0nly)

ld you like to open the file or save it to your computer?

Save Cancel




Training Manual — Supplier Actionable Notification (SAN)

PU-VIew P

After receiving PO via email, supplier could view the Purchase Order document.

Order Place Date/ T2 HE8

Supplier Name:
EAEFER

[The Supplier R
Contact Person:
BEA:

Telephone:

BiE:

Email:

EBFHEAE:

Address:

EfEE:

— Ship To
KPMG

8th Floor, Prince's Building
10 Chater Road Central,
Hong Kong
FEFMETEI0E AFA
B8t HBUIEES 15/50
£ P O Box 50 General Post
Office Hong Kong

Hong Kong &i&, 000000
Hong Kong

6

Attn: Rebecca Yang

2021-08-20

Heng Kong Supplier - Test

Mary Wong

I Payment Term/MER

60 calendar days

PURCHASE ORDER
»
KT
¢

PO NUMBER
Purchaser:
FEg7T:
[KPMGIEESRE]
Requestor: Requester 020 KPMG
BiEA:
Telephone:
EiE: @
Email Irequesterﬂ!()@chacuo.net
EBFEERE:
CURRENCY CNY
— Bill To

KPMG

8th Floor One AIA Financial

Center 1 East Denghu Road

ITHEIREE 12 REFSRIPL—

EESE

Foshan {11, Guangdong |~

% 528000

China

Attn- KDC Finance Filing

team +86 757 8163 0163

% Materials/Services Description [?;ﬁ:r; Quantity Ugt Unit Price(excl. Total
iy . = e =1
mEIRSRREE etz Al N W

1 Service-HK Supplier Test2 31/8/2021 19.000.00  19,000.00

19,000.00 CNY

KPMG

X

The file of purchase order will be
opened for your reference.

PO NUMBER is provided in PO
template, which should be the key
information for you to create invoice
against.

@ Purchaser’s Email shows the contact
information of KPMG China requester
who places order to you.

Payment Term has been defined in PO,
which will be consistent in the following
invoicing process.

23



Training Manual — Supplier Actionable Notification (SAN)

Supplier should acknowledge PO, after receiving and confirming the order.

KPMG Purchase Order #P01000354

Create Invoice

In PO email, click on Acknowledge PO

A website page will pop up automatically
showing Order acknowledged on the
top

HH

Acknowledge PO | Add Delivery Tracking Add Comment

H

You can find that the box of
Acknowledged is automatically checked

-

Purchase Order #P0O1000349

Order acknowledged ., 2 X Order Acknowledgement means the
supplier has received and confirmed the
Status Issued - Sent via Email 9 Shippi ng order.

Order Date 28/7/2021
rderbate Ship-To Address 8th Floor, Prince’s Building 10 Chater Road Central,

Revision Date 28/7/2021 Hong Kong
EEDHEITE10S ATAESYE BEHEES 558

Requester 505 P O Box 50 General Post Office Hong Kong
Email pmg.com 000000 Hong Kong &i&
Hong Kong
Payment Term 60 calendar days Location Code: 6
Attachments Nope Attn:
Acknowledged m Terms None
- > Chinmant Trarking €3 Add

KPMG



Training Manual — Supplier Actionable Notification (SAN)

PU - Add Gomments on PU

Supplier can add comments on the received purchase order via email.

KPMG Purchase Order #PO1000355 Click on Add Comment in PO email

KPMG < s
To @

P % L
\ i) If there are problems with how this message is displayed, click here to view it in a web browser,

Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message

e purchase_order.html
18 KB

KPMG Purchase Order #P0O1000355

m Acknowledge PO Add Delivery Tracking] Add Comment




Training Manual — Supplier Actionable Notification (SAN)

P - Add Gomments on PO 12/2)

S Comments N You will be navigated to a website page.
"g Supplier can enter the comment with

mentioning KPMG China’s colleague, by
Well received. [@requester001]| typing ‘@name’ (no space between @
and name) and then selecting the name
from the drop-down list of associative
Attachments Add File | URL word search result generated by Coupa.

E» Add Comment File and URL could also be added as
comment attachment

Enter Comment

Once completed, click Add Comment

Participants: Mary Wong Requester 001 KPMG

Your comment will be shown as below
Mary Wong 3072021 at 3:05 PM F
>
Well received! Reguester 001 KPMG
Attachments







Training Manual — Supplier Actionable Notification (SAN)

Supplier could directly create Invoice against received PO in PO email.

KPMG Purchase Order #P01000354 Click on Create Invoice

You will be navigated to Create Invoice

o CEICRNGILE | Acknowledge PO Add Delivery Tracking Add Comment page

Then, click Create New Remit-To in the
’ pop-up window of Choose Invoice-From
Address

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

© 2021 KPMG Advisory (China) Limited, a limited liability company in China and a member firm of the KPMG global organisation of independent member firms affiliated with KPMG International Limited, a private English company 28
limited by guarantee. All rights reserved. Printed in China.



Training Manual — Supplier Actionable Notification (SAN)

voice - Create Invoice

Supplier could directly create Invoice against received PO in PO email.

Enter your Registered company legal

} R - ) : name
Create a Remit To address to make it available on invoices to specify the details
of how you would want to be paid. The Remit To name helps when creating
invoices online. .
Enter your registered address
Company Information
Supplier Hong Kong Supplier - Test 2 CIle create and Use
* Country/Region | Hong Kong v
E"' *Registered company | Hong Kong Supplier - Test 2 E" n You can then create the invoice according
legal name . . .
Create Invoice creste to your own pusmes§ situation by
Address following the instruction of Coupa.
w Remit to name o General Info ) ) .
— How to create the invoice will be
* Line 1 - introduced in detail in the following
* Payment Base Date | 2021/8/4  [3] X
Line 2 sessions from page 60 to page70
Payment Term 60 calendar days
* City *Currency USD w
County Status Draft
* Postal Code o Scanned Invoice No file chosen
Preferred Language | Chinese Traditional (HK) ~ Supplier Note
h 4
Cancel Create and Use ﬁ Attachments Add File | URL | Text

KiAG 2



Coupa Supplier Portal (CSP)
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Training Manual

ieraction Channel? - Coupa supplier Portal (CoP)

€ B
0SP Setting

First time registration

Returning supplier registration

CSP link and recommended browser
Overview of CSP user interface
Change language

Set up Legal Entity information
Invite additional users




Training Manual — Coupa Supplier Portal (CSP)

LOUPA SBTINg - FIrst Time Redistration

Supplier can register on CSP when receiving Coupa registration invitation email.

KPMG Registration Instructions — Action Required

& Reply All —» Forward ses

. Repl
Coupa Supplier Portal <do_not_reply@  Reply
Tue 27/07/2021 3:46 PM

To

@ If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Hello Hong Kong Supplier - Test,

We handle our business spend electronically in order to prevent lost documents and make sure you are paid on time. Within the next 48 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.

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 reason.

Forward this invitation

Click Join Coupa

32



Couna Setting - Frst Time Redistration

Supplier can register on CSP when receiving Coupa registration invitation email.

necoupa Set you password. Check the box to
accept the Privacy Policy and the Terms
Create your business account of Use.
o accomt il KPMG 50 Youre eady o do busness ogethr - ool ooe ! Then, click Get Started
- . Fill in your company information by
aPT— , B Payme 2 Profil following the setup instruction of CSP and
Password Confirmation g” us about you[‘ business 0 CIICk NeXt
O 1 accept the Privacy Policy and the Terms of Use.
*Company Name Chinasuppliertest
| Get Started
Website

* Country/Region v

Having an issue with signup?

*Address Line 1

Forward this to someone
Address Line 2
*City

State

* Postcode




Couna Setting - Frst Time Redistration

Supplier can register on CSP when receiving Coupa registration invitation email.

m ot § Click Next

Would you like to offer discounts to get paid faster? @ 5 COUpa il not|fy you that Welcome to
i Payment discount preferences .x the Coupa Community. You’re all set
e i kbiG with KPMG!
Net30 P [one ~ Eagcs paianr co = e Then, C||Ck X
Netds B[y o
Net60 B = .
Net7s B N e i:%coupa
e ’ b e e Couna commiin \ Al At Witk KPME
Net 120 » N . oupa co ] u're all s C

(0 Use those preferences for allyour customers Make your company stand out in searches.
n Find your next customers by updating your profile.

2=l =
" (O -y
= - ~ .

Show Up in Top Share your Get Invited to
Search Results Diversity Sourcing Events




Training Manual — Coupa Supplier Portal (CSP)

Coupa Setting - Retuming Supplier Registration

kPMeG You are Connected to KPMG on Coupa Click Login to Coupa

Zecoupa Enter your previously used credentials of

the CSP, and click on Log In

Hello Test Supplier 002,

Congratulations! KPMG has added you as a supplier on the Coupa Supplier Portal. Click below to sign in so you can Configure your PO
transmission preferences, Create an online catalogue, View purchase orders, Create electronic invoices.

L LogIn Sign up

Login to your Coupa account

Login to Coupa Email Address |

Enter email address

VG

Password —_

Enter password

o r .
‘ ' Forgot Password? * In case you cannot retrieve your
: ‘ password, you can click on

Forgot Password? to reset it.

prone =



Training Manual — Coupa Supplier Portal (CSP)

Coupa Setting - GSP Link and Recommended Browsers

~Art

zcoupa supplier portal & Secure Link to access Coupa Supplier Portal:

* https://supplier.coupahost.com/

: . Coupa supports the latest versions of
‘ Log In Sign up

‘ these web browsers:

Login to your Coupa account D Google Chrome 91.0

Email Address * Mozilla Firefox 90.0
mecomaledkios *  Microsoft Internet Explorer 11
*  Microsoft Edge 91

Password

Forgot Password?

‘ 1In ]

36
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Training Manual — Coupa Supplier Portal (CSP)

Coupa Setting - Overview of CSP User Interface

Home Profile Orders

-

Add-ons  Setup O

Service/Time Sheets ASN

Invoices Catalogues

MARY ~ NOTIFICATI 5 |

Business Performance Sourcing

b New: Exclusive discounts for your business to thank you for being a part of the Coupa Community.

Action needed: Complete your profile to get paid faster and get discovered Learn More

Profile Progress

Profile Summary

&

0

Legal Entity
Add

& Banking Info & Diversity

Last Updated

(© about 23 hours ago

b §

1

Registered User

& Accelerate

& Bribery Policy

Improve Your Profile

81

1

Connected Customer

Announcements viewai o)

One-Click Savings viewai

@) start saving today!

Explore deals for your company, exclusive to

the Coupa Community.

Merge Accounts

If your company has more than one C

account, we try to list it below. Consider

merging them to reduce confusion for
existing and potential customers.

Not seeing the account you want to m|
with? Click here.

SP

@ Chat with |

HH

E E BB

Home: View and improve public profile
and see the list of connected company.

Profile: Create and manage your profile,
including addresses and contacts.

Orders: View and access the purchase
orders you received from different
customers.

Invoices: Create and manage invoice.

Sourcing: Sourcing event launched by
your customers

Setup: Manage users, remit-to
addresses, merge requests, etc.

Service/Time Sheets and ASN are tabs
that will not be used for KPMG China at
the time of Go-Live.

37



Training Manual — Coupa Supplier Portal (CSP)

Coupa Setting - Change Language

Request Merge Rel Scroll down to the bottom of the page and

KPMG

hover over the current language

Latest Customers

Select the language you preferred

Cestina KPMG
Pycckun
‘na

HEE

=R (2 F)
i (FE)
sh20]

’5 English (Hong Kong)

© 2006-2021 Coupa Software Incorporated
Privacy Policy - Terms of Use

© 2021 KPMG Advisory (China) Limited, a limited liability company in China and a member firm of the KPMG global organisation of independent member firms affiliated with KPMG International Limited, a private English company
limited by guarantee. All rights reserved. Printed in China.
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Training Manual — Coupa Supplier Portal (CSP)

L0UPa oBtling - S8t up Legal Entity Information

Supplier should create the legal entity, to be able to create invoice on CSP.

,;;;écoupa SUDD“er Dor’[al MARY ~ | NOTIFICATIONS @ = HELP ~ C“Ck Setup

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

Add-ons | Setup

Admin Customer Setup

Admin Legal Entity Setup m Add Legal Entity

Users Legal Entity
Merge Requests
I = m Let's get your company set up for electronic invoicing!
Legal Entity Setup
We'll walk you through what's needed and keep it as short as possible.
Fiscal
Representatives
R The first thing you'll need to do is add a legal entity.

Terms of Use

Payment

Preferences w

Static
Discounting

SFTP Accounts

Click Legal Entity Setup

Comecion Recues Click Add Legal Entity

Please note, if you are a European company, or have any operations in Europe, and you are based in one country/region
but are registered for VAT in more than one country/region, you must complete your fiscal representatives before you set
up your legal entity. Once you have set those up, follow the E-Invoicing Setup to continue.

KPMG

© 2021 KPMG Advisory (China) Limited, a limited liability company in China and a member firm of the KPMG global organisation of independent member firms affiliated with KPMG International Limited, a private English company
limited by guarantee. All rights reserved. Printed in China.
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Training Manual — Coupa Supplier Portal (CSP)

Coupa Setting - Set upLegdl Entity Information (2/7

Where's your business located? Fill in your official Legal Entity Name and
located Country/Region by following the
instruction of Coupa in the pop-up
window

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 After filling out the fields, click Continue
possible. to turn to the next page.

* Legal Entity Name

This is the official name of your
Country/Region ~ business that is registered with
the local government and the
country/region where it is

ocated.

5

Kbt o



Training Manual — Coupa Supplier Portal (CSP)

Coupa Setting - Set up Legdl Entity Information

Which custorr do v /ant to see this? .
il i I"ﬂ H Select the applicable customers
@Al
— Fill in the registered address of your
What address do you invoice from? i company, and choose if you want to use
« Addross Line 1 this address as Remit To/Ship-From
Address Line 2 add reSS
* City Enter the registered address of ) . . . .
your egal entity, This s the n Miscellaneous: Optional. This field is
State IS < . . . .
e used to tie this registered address with
Post Code [ ] iﬁ:l:;c;; nent your ERP System

Country/Region Hong Kong

3 Use this addressfarRemitToﬂ n CIle Save & Continue

Use this for Ship-From address 0

Miscellaneous

Invoice-From Code o

Preferred Language | Chinese Traditional (HK) »

Cancel I Save & Continue 9
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[0UPa oetling - Set up Ledal entity Information (4/ /)

. (08 Confirm the Payment Type is defaulted to
Where do you want to receive payment? . Addrless Y ypel !
8 If you check the box for ‘Use this
address for Remit To’ in the previous
= Payment Type | Address - Iﬂ i page, the information here will be
defaulted as your registered address
What is your Remit-To Address? h-m
Address Line 1 No. xo¢, Road xx C“Ck Save & Continue

Address Line 2
City Hong Kong
County

Post Code 999027

Counfry/Region Hong Kong

Cancel

Kbt 2
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[0UPa oetling - Set up Ledal entity Infarmation (o/ /)

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 locations, otherwise click Next.

Remit-To Account

Bank Account
Hong Kong Supplier - Test

Remit-To Address

No. xxx, Road xxx
Hong Kong
999027

Hong Kong

Status

Active

Add Remit-To

Cancel

Manage HII

RN
w

RN RN RN
(@] (@)] EEN

Click Add Remit-To to add new Remit-To
address if it is different from the your
previously registered one

Click Manage to manage the existing
address(es)

Click Deactivate Legal Entity to cancel
the current setup of legal entity

Click Next to turn to the next page
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Coupa Setting - Set upLegd Entity Information (6/7)

—
~

. Click Add Ship From to add new
Where do you ship goods from? shipping address if it is different from the
your previously registered one
]

RN
(0]

Click Manage to manage existing

For many countries/regions, inclusion of different shipping details on the invoice is required if they are different Add Ship From address
to where your legal entity is registered.

Title Status Click ‘Deactivate Legal Entity’ to cancel
No. xxx, Road xxx Active :lmmgE ‘ m the current setup of legal entity.

Hong Kong

998027

AL m Click ‘Done’ to finish the procedure.

oot agu oty o]

kbinc .
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L0UPa Setling - Set up Ledal Entity Information

Supplier should create the legal entity, to be able to create invoice on CSP.

Setup complete

Congratulations!

This legal entity 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. i ]
» 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.

Go to Orders Go to Invoices Return to Admin

‘Congratulations!” will show up after
completing the setup.

Then, click Done at the right bottom to
finish the set up
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Coupa Setting - Invite Additional Users

g,zcoupa supplier portal MARY ~ | NOTIFICATIONS HELP ~

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

Admin Customer Setup Connection Request

I Jsers Iﬂm Permissions Customer Access
ary Wona ASNs KPMG

Merge Requests

- Admin

Legal Entity Setup Status: Active Business Performance
Catalogues

Fiscal Representatives EilE Invoices
Order Changes

Remit-To Orders
Pay Me Now

Terms of Use FPayments
Profiles

Payment Preferences v Service/Time Sheets
Sourcing

Static Discounting
SFTP Accounts
cXML Errors

SFTP Ermors

Click Setup on the top menu

Click Users

Click Invite User
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L0UPa oetling -

Supplier can have multiple user accounts.

Invite User

First Name

Last Name

*Email | 12345678@nhongkongsupplier-test.com

Permissions @
All

Admin
Orders

) Restricted Access to Orders

@ All

Invoices
Catalogues

Profiles

ASNs

Service/Time Sheets

Customers
All

KPMG

KPMG

Cancel

[ senarvianon_] % 6

vite Additional Users (2/3)

Fill in contact information of the invited
user. And, email is a mandatory field

Select invited users’ access to CSP
modules (Permissions) and Customers
according to your own company policy

n Click Send Invitation. The invited user
will receive the invitation by email soon

User information (except email) is still
editable at your convenience after the
invited user joins in CSP
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Coupa Setting - Invite Additional Users

Action Required for Hong Kong Supplier - Test Supplier — Click below to join
Coupa

Hi

A coworker invited you to join their account on Coupa. Once registered, you can view and manage purchase orders, create and manage
invoices, get real-time SMS alerts for these transactions and much more when working with buying organisations that use Coupa.

The Coupa Supplier Portal is completely free and helps you better transact and communicate electronically. Find out more using the links

below, and use the button to register. Welcome!

Overview Learn more aboutthe  Need help? Answers to common Coupa Info Learn more about
Coupa Supplier Portal questions and issues how companies use Coupa

Forward this invitation

£r:Coupa

Business Spend Management

7

The invited user can click Join Coupa to
start his/her journey in CSP
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PU - View PU

1 bortal MARY ~ | NOTIFICATIONS @& | HELP ~

£,5coupa supp

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

-~

Add-ons  Setup

Orders Order lines Returns Order Changes Order Line Changes a es

I Select Customer KPMG ~

Configure PO Delivery

Purchase Orders
Instructions From Customer
{Example text - this is set on your Company Information setup page and will be displayed for CSF and SAN suppliers on the Purchase Order list page}

Click the == Action to Accept the Purchase Order and Create an Invoice using i 38

Export to ~ 4 View F|
Showing results for 349 %

PO Number Order Date |Status | Acknowledged At Items Unanswered Comments
I PO1000349 28772021 Issued | 29/7/2021

Total Assigned To Actions

Service-HK Supplier Test No 19,000.00 CNY Eg

Click Orders on the top menu. You can
view all the purchase orders here

Make sure you select KPMG as the
customer when you have multiple
customers using Coupa

You can use the search bar to search for
the relevant purchase order

Status:

Issued: Purchase Order has been created in Coupa
and issued to supplier;

Cancelled: An issued PO that has been cancelled.
There is no need for supplier to deliver
goods/service against this PO;

Soft Closed: A PO is closed but still can be
reopened. Supplier cannot create invoice against a
PO in this status because this transaction has been
marked as completed;

Closed: A closed PO can't be reopened. Supplier
cannot create invoice against a PO in this status
because this transaction has been completed
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Supplier should acknowledge PO, after receiving and confirming the order.

Instructions From Customer

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page}

Click the == Action to Accept the Purchase Order and Create an Inveice using its data

o - C—" caa—m

Showing results for 349»

PO Number Order Date Status Acknowledged At [tems Unanswered Comments Total Assigned To Actions
1 PO1000349 38772021 lssued 29/7/2021 Senvice-HK Supplier Test No 19,000.00 CNY E:E

D g

Purchase Order #P0O1000349

I Order acknowledged 3 X

Status Issued - Sent via Email O Sh|pp\ mg

Order Date 28/7/2021
Ship-To Address 8th Floor, Prince's Building 10 Chater Road Central

Revision Date 28/7/2021 Hong Kong
EEPIEE10S AFAESE BERHEE 5%

Requester Rebecca Yang 50 P O Box 50 General Post Office Hong Kong

Email ry.yang@kpmg.com 000000 Hong Kong &
Hong Kong
Payment Term 60 calendar days Location Code: 6

Attachments None Atin: Rebecca Yang

Terms None
I Acknowledged m
Q) re

Assigned to 7 Shipment Tracking

<

Click on the PO number. Then you will be

navigated to the Purchase Order page
Check the box of Acknowledged

An Order acknowledged message bar
will show up on the top of the PO page

Please do not forget to acknowledge
PO, in order to confirm that you have
received the Purchase Order and you
agreed to the terms & conditions set
out in the Purchase Order

© 2021 KPMG Advisory (China) Limited, a limited liability company in China and a member firm of the KPMG global organisation of independent member firms affiliated with KPMG International Limited, a private English company
limited by guarantee. All rights reserved. Printed in China.
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PU - Add Comments on PU

) Comments Vite Comments Scroll down. Supplier can enter the

comment with mentioning KPMG China’s
Enter Comment "'n colleague, by typing ‘@name’ (no space
Well received! [@requester0di] between @ and name) , and then

selecting the name from the drop-down
list of associative word search result
Attachments Add File | URL generated by COUpa.

CRTErTTET "E File and URL could also be added as
comment attachment

Click Add Comment

Participants: Mary Wong Requester 001 KPMG

Your comment will be shown as below

Mary Wong 30712021 at 305 PM.
—
Well received! Requester 001 KPMG
Attachments
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PO - Create View on Historical PO

Instructions From Customer
IExample text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page}

Click the Action to Accept the Purchase Order and Create an Invoice using its data

v [

PO Number Order Date Status Acknowledged At Items

v Search

Unanswe| ;;lar[\ / \Wong's view al Assigned To Actions

I PO1000354 30/7/2021  Issued None Service-HK Supplier Test3 No Open Orders =
Orders not acknowledged
PO1000353 30772021 Issued None Service-HK Supplier Test2 No Orders not invoiced Iy =
- . 5 Orders overdue
PO1000349 28772021 lssued 28/7/2021 Service-HK Supplier Test No IY =

Orders with pending changes

-

Create New data table view

General

| Name KPMG HK

Visibility ® Only Me
O Everyone

Start with view | All v

Conditions ﬂ

Match Conditions | Match all conditions ~

ol

Add group of conditions

Filter By PO Number w | Filter Clause | is v | Filter Text 0

1

Click Create View in the drop-down list of
View. You will be navigated to Create
New data table view page

Name: Name the view

Visibility: Who will see the view. Suggest
always select ‘Only Me’. If you select
Everyone, all other users will be able to
see the report under your created view

Start with View: Allow you to set a
starting condition for the view (i.e. Start
with all Invoices, a specified view)

Conditions: Select Match all conditions
or Match at least one condition to
identify the match conditions of this view.

You can add multiple conditions by
clicking on the ‘@ "icon
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PO - Create View onHistoricdl PO

Columns

Drag columns to the right to select, to the left to unselect and vertically to change column order.

You can also use your keyboard to modify the selected columns. Use TAB to focus and ENTER to move a column to or from the
Selected Column list. To reorder, use SPACE to grab an item and then UP or DOWN to move it. Press SPACE again to drop the item
or ESC to cancel the reordering

Available columns Selected columns Iﬂ

Comments PO Number

Payment Agreements Order Date

PO ID Status

Unanswered Comments

Acknowledged At
ltems

Total

Assigned To

Actions

)

efault Sort Order

Sort by ~ in  ascending s~ | order. i

KPMG

Columns: Drag and drop fields from the
Available columns section to the
Selected columns section. The order of
fields will determine the order they appear
in the view

Defaulted Sort Order: Allow you to sort
the data by specific criteria in the view

Click on Save to complete your setting for
the view

pance! m
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MU - Ureate View on Historical PO

Supplier can create view to filter orders according to his/her own needs.

n A View created message bar will show
up on the top of the page

Select Customer KPMG

Configure PO |

Purchase Orders You can access the view you created by
) clicking it from the drop-down list under

I -
Instructions From Customer VleW

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page}

PO Number Order Date Status Acknowledged At Items Unan1 J:;.Il; Tar s e Iﬂl Assigned To Actions same procedure in Other pageS, SUCh as
I PO1000349 28/7/2021  Issued 29/7/2021 Service-HK Supplier Test No gfde;gzgf’;cknow‘edged CNY = Order Lines, Invoices, Invoice Lines,

Orders not invoiced etC_
Orders overdue

Orders with pending changes
POs with service lines
Create View

© 2021 KPMG Advisory (China) Limited, a limited liability company in China and a member firm of the KPMG global organisation of independent member firms affiliated with KPMG International Limited, a private English company 55
limited by guarantee. All rights reserved. Printed in China.
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PU-

View ACIUg

RECEt (1

Supplier can create view to check actual receipt confirmed by KPMG by PO line.

Home Profile Orders Service/Time Sheets

ASN Invoices Catalogues

Orders - 1 S Order Changes Order Line Changes Deliveries

Purchase Order Lines

PO Number (Header) Line Order Status (Header) Item
PO1000354 1 Issued Service-HK Supplier Test3

Business Performance

Select

Customer KPMG

V(2" Receipt ~

No

Sourcing  Ad

Search

All

Tot . nint
ad D
e ver Py

Line Total

9000.00

.

General

Create New data table view

Name

Visibility @ Only Me
O Everyone

Start with view | All ~

KPMG

B B BB

Click Order lines under Order tab

Click Create View in the drop-down list of
View

You will be navigated to Create New data
table view page

Name: Name the view
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Supplier can create view to check actual receipt confirmed by KPMG by PO line.

Columns "B

Drag columns to the right to select, to the lefi to unselect and vertically to change column order.
You can also use your keyboard to modify the selected columns. Use TAE to focus and ENTER to move a column to or from the
Selected Column list. To reorder, use SPACE to grab an item and then UP or DOWN to move it. Press SPACE again to drop the item

or ESC fo cancel the reordering.
Available columns

ASN Lines
Carner
Contract

Delivery Address
(Header)

Delivery Date
Delivery-to (Header)
Invoiced
Manufacturer Name

Manufacturer Part
Mumber

MNeed By

Selected columns

PO Mumber (Header)

Line

Order Status (Header)

Item
Total ltem Quantity

Line Total

Received

Scroll down to Columns

Drag Received from Available columns
to Selected columns
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MU - View ACTual Rece

Supplier can create view to check actual receipt confirmed by KPMG by PO line.

Default Sort Order

Sort by ~ | in |ascending ~ | order.

-

Business Performance Sourcing Add-ons Setup

Profile Orders Service/Time Sheets ~ ASN Invoices Catalogues

Order lines Returns Order Changes Order Line Changes Deliveries

Select Customer KPMG
Configure PO De

Purchase Order Lines

v Search

Exportto - A2 Receipt
A
PO Number (Header) Line Order Status (Header) Item Toine Tothl Received
I PO1000354 1 Issued Service-HK Supplier Test3 Nor S steNiE 19000.§0 0.00
PO1000353 1 Issued Service-HK Supplier Test2 None 19000.90 19,000.00
PO1000349 1 Issued Service-HK Supplier Test None 19000.90 19,000.00

@] [

Click Save to save the view

Click the view that you just created in the
drop-down list of View

You can find the actual receipt
amount/quantity of each line received by

the customer

© 2021 KPMG Advisory (China) Limited, a limited liability company in China and a member firm of the KPMG global organisation of independent member firms affiliated with KPMG International Limited, a private English company

m limited by guarantee. All rights reserved. Printed in China.
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voIce - Creale Invoices

Supplier can directly create invoice against PO in CSP.

Home Profile Orders  Service/Time Sheets ~ ASN Invoices Catalogues Business Perfarmance sourcing
F N

Add-ons  Setup

Orders Order lines Returns Order Changes Order Line Changes Deliveries

Select Customer KPMG ~

Configure PO Delivery

Purchase Orders

Instructions From Customer

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page}

Click the “= Action to Accept the Purchase Order and Create an Invoice using its data

oE e C— o—

Showing results for 248 %

PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Assigned To Jctions

I PO1000349 28712021 Issued 2097772021 Service-HK Supplier Test No 19,000.00 CNY

Click Orders

Find relevant PO. Click to trigger the
action of flipping the PO into an invoice

If there is any issue with your CSP account,
please send invoice through backup channels:

1. Paper Invoice:Send original version to KPMG DC
* Recipient: KPMG KDC Finance Filing team
» Address: 8th Floor One AlA Financial Center 1 East
Denghu Road, 528000 Foshan, Guangdong, China
* Tel: +86 757 8163 0163

2. E-Invoice: Please send the original file to KPMG

DC AP functional mailbox:
« Address: cn-accountspayable@kpmg.com
» Subject: PO Number + Supplier Name

Please remark PO number (You can use ‘/’ to
separate multiple PO numbers) on the invoice.
Otherwise, payment could be delayed.

Once KPMG AP receives the invoice, KPMG China
will start processing invoice in Coupa.

© 2021 KPMG Advisory (China) Limited, a limited liability company in China and a member firm of the KPMG global organisation of independent member firms affiliated with KPMG International Limited, a private English company 60
limited by guarantee. All rights reserved. Printed in China.
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voIce - Creale Invoices

Supplier can directly create invoice against PO in CSP.

s@coupa supplier portal MARY ~ | NOTIFICATIONS @ | HeLP ~

The first time you conduct this procedure,
Business Performance  Sourcing  Add-ons  Setup a notification will show up.

Click I Accept

Home  Profile = Orders  Service/Time Sheets ASN  Invoices  Catalogues

Orders Order lines Returns Order Changes Order Line Changes Deliveries

Select Customer KPMG

-

Configure PO Delivery You will be navigated to Create Invoice

Our compliant invoicing Terms of Use have been revised
Please confirm that you have read and agree to the current Terms of Use
If you do not agree, you will not be able to send inveices to Coupa compliant customers.

et

Create INVOICe creae It-n

I Accept

General Info 9 From
*Invoice # * Supplier Hong Kong Supplier - Test
* Payment Base Date | 30/7/2021 |_| * Invoice-From Address Hong Kong Supplier - Test
No. xx, Road xox
Payment Term 60 calendar days 999027 Hong Kong
\ P Hong Kong
Date of Supply | 30/7/2021 [
*Currency CNY *Remit-To Address Hong Kong Supplier - Test
g Dood
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voIce - Creale Invoices

Supplier can directly create invoice against PO in CSP.

Select Customer KPMG
Create Invoice creze
General Info From
*Invoice # I * Supplier Hong Kong Supplier - Test

* Payment Base Date

30712021 [

* Invoice-From Address

Payment Term

60 calendar days

Date of Supply

30712021 [z

* Currency

* Remit-To Address

Attachments @ Add File | URL | Text

KPMG

Delivery Number

Status

Scanned Invoice

Supplier Note

Draft

Choose File | No file chosen

Beneficiary Name:

* Ship-From Address

) To

Hong Kong Supplier - Test
No. 0, Road xx
999027 Hong Kong

Hong Kong

Hong Kong Supplier - Test
No. xxx, Road xxx
999027 Hong Keng

Hong Kong

Hong Keng Supplier - Test

Hong Keong Supplier - Test
No. xoc, Road xxx
999027 Hong Kong

Hong Kong

EEE B

Confirm KPMG is selected as customer
Invoice#: Fill in invoice number
Payment Base Date: Fill in invoice date.
It should be the date you create this
invoice

Payment Term: Confirm payment term,
which is the duration between the date
your customer received the invoice and
sent payment

Date of Supply: Select supply date
Currency: Confirm currency

If you have any question on the non-

editable fields, please reach to the point
of contact within KPMG China
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voIce - Creale Invoices

Supplier can directly create invoice against PO in CSP.

Create Invoice create

General Info

Select Customer KPMG

From

*Invoice #
* Payment Base Date | 30/7/2021 [

Payment Term 60 calendar days

Date of Supply | 30/7/2021 [

*Currency CNY

* Supplier

* Invoice-From Address

* Remit-To Address

m Delivery Number

Status Draft

EI Scanned Invoice | Choose File | No file chosen I

Beneficiary Name:

E Supplier Note

* Ship-From Address

m.;l Attachments @) Add File | URL | Text |

KPMG

> To

Hong Kong Supplier - Test

Hong Kong Supplier - Test
No. xxx, Road xxx
999027 Hong Kong

Hong Kong

Hong Kong Supplier - Test
No. xxx, Road xxx
999027 Hong Kong

Hong Kong

Hong Kong Supplier - Test

Hong Kong Supplier - Test
No. xxx, Road xxx
999027 Hong Kong

Hong Kong

11

Delivery Number: Courier No. of the
delivered item’s parcel

Scanned Invoice: If the current invoice
has a printed version, you can upload the
scanned one here

Supplier note: Not required

Attachments: Upload related supporting
documents as required

Please also remark the PO number on
the Scanned Invoice. If the invoice
contains several PO, use slash /' to
separate the PO number.

If the Coupa invoice you have created is
not consistent with information contained
in Scanned Invoice, KPMG China will
return this invoice, which may result to
delayed payment.
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voIce - Creale Invoices

Supplier can directly create invoice against PO in CSP.

Create Invoice create

General Info

* Invoice #
* Payment Base Date

Payment Term

Date of Supply
* Currency
Delivery Number

Status

Scanned Invoice

Supplier Note

Attachments 0

30772021 [im)

60 calendar days
30772021 [am)

L

Draft

Choose File | No file chosen

Add File | URL | Text

Select Customer KPMG

) From

* Supplier

* Invoice-From Address

* Remit-To Address

Beneficiary Name:

* Ship-From Address

Hong Kong Supplier - Test

Hong Kong Su n;ﬂ t

No. xxx, Road xxx
999027 Hong Kong
Hong Kong

Hong Kong Supplier - Te:

No. xxx, Road xxx
999027 Hong Kong
Hong Kong

Hong Kong Supplier - Test

Hong Kong Supplier - Te:

No. xxx, Road xxx
999027 Hong Kong
Hong Kong

) To

Customer

KPMG

These fields will be filled automatically if
you only set up one legal entity.

Invoice-From Address: Where your
legal entity registered. Should be same as
the Remit-To address;

Remit-To Address: Where you want to
receive payment;

Ship-From Address: Where your goods
ship from.

Click

to select other addresses
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voIce - Create Invoices (6/11)

Supplier can directly create invoice against PO in CSP.

Choose Invoicing Details X Select the legal entity or address you

want from the drop-down list

* Legal Entity ‘ Hong Kong Supplier - Test ~ ‘lo Add New HE

i Select Click Add New to add new legal entity or
Invoice From ; . mlier - T

Hong Kong Supplier - Test address.

[Hong Kong Supplier - Test2|tm .

Hong Kong Please refer to Coupa Setting — Set up
Profile and Payment Information from

* Remit-To | No. xxx, Road xxx, 999027 Hor ~ 0 Add New page 40 to 45 for Step_by_step

instructions

* Ship-From Address | No. xxx, Road xxx, 999027 Hor ~ @) Add New

Click Save
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voIce - Creale Invoices

Supplier can directly create invoice against PO in CSP.

To

Customer

* Bill-To Address

Buyer VAT ID

Ship To Address

KPMG

8th Floor One AlA Financial Center 1
East Denghu Road

&S RSSO —EB8E
Foshan 5L

Guangdong I %

China

8th Floor, Prince’s Building 10 Chater
Road Central, Hong Kong
EETHIEEI0S A7 AEE &
EHHEF 57505 P O Box 50
General Post Office Hong Kong
000000 Hong Kong Z3&

Hong Kong

Location Code: 6

The address under To section is
defaulted from PO
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VOICES (8/11)

Item-based lines:

Supplier can directly create invoice against PO in CSP.

Price

v 1,000.00

Supplier part number

19,000.00 m

Lines

Type Description Qty M

-4 Qty based CSP Training | | 19 i

PO Line Contract

PO1000355-1 Clear -
Service-based lines:

Type Description Price

] Service-HK Supplier Te

PO Line Contract

PO1000349-1 Clear

Billing

v

24790590-476P-700000004950-70111201

€ Add Line | € Pick lines from PO

& Pick lines from Contract

Totals

Supplier part number

19,000.00 @

19,000.00 @

For more PO details, click PO Number,
you will be navigated to the PO page

For item-based lines:
You can modify Qty to create a partial
invoice if the PO is quantity based

For service-based lines:

You can modify the Price to create a
partial invoice

If you want to have several PO lines on
this invoice, click Pick lines from PO,
otherwise skip step 25 to 28.
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voIce - Creale Invoices

Supplier can directly create invoice against PO in CSP.

Pick Lines to Add

Invoice #

Line Desc Total

19,000.00 0

1lines €3 Delete Invoice
v N 25

1 Service-HK Supplier Test

PO Number Line » Description UoMm Qty Price Invoiced Actions
IPO10()0353 1 Service-HK Supplier Test2 None None 19000.00 0.00 o
PO1000354 1 Service-HK Supplier Test3 None None 19000.00 0.00
Invoice #
Line Desc Total
1 Service-HK Supplier Test 18,000.00
|2 Service-HK Supplier Test2 19,000.00
2Llines € Delete Invoice m
All v Advanced Search I
PO Number Line » Description uom Qty Price Invoiced Actions
PO1000354 1 Service-HK Supplier Test3 None None 19000.00 0.00 o

KPMG

N
H

N N
~ (o))

N
E

-PIcK Lines from PU

Pick Lines to Add page shows up.
Search the PO you want to include in this
invoice

Click €@ to add the line in the invoice

The PO line will be removed automatically
from the available column to the selected
lines on the top

Click Finish. You will be navigated back
to the Create Invoice page
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voice - Create Invoices (10/11) - Over-nvaicing

Lines "E In the Lines section, you can find all the

Type Description Qty uom Price (%] lines you jUSt pICked from PO

= Service-HK Supplier Te 10 v 1,000.00 T 9’OOOOO

PO Line Contract Supplier part number If yOU Smeit the ian)ice Wlth a_ price

PO1000355-1 O Clear . larger than non-invoiced PO price, CSP
will inform you that price needs to be

Billing between 0 and xxxx(PO line price)

24793761-4728-210000004473-73511209

Type Description Price o
O Service-HK Supplier Te 20,000.00 7 9,00000
A\ needs 10 be between 0 and 19000 00
PO Line Contract Supplier part number
P0O1000353-1 Clear -
Billing

24790590-476P-700000004950-70111201



Training Manual — Coupa Supplier Portal (CSP)

Supplier can directly create invoice against PO in CSP.

volce - Ureale

vaices {111

Totals

Lines Net Total

Net Total

Total

tlete

Cancel

Save as draft

38,000.00

38,000.00

@ 38,000.00

Calculate

Totals

Net Total

Lines Net Total

29,000.00

29,000.00

Total

29,000.00 rﬂ

ete

Cancel

Save as draft

Calculate m |ﬂ

Continue Editing

Are you ready to send? X

Coupa is about to create an invoice on your behalf. Please make sure you are not attaching another
invoice to this transaction as the Coupa generated PDF is your and your customers legal invoice.

.

Send Invoice

H

1

(GY) w w

If you adjust the amount of the invoice,
Net Total won’t change automatically.
Always click Calculate before submitting

Confirm the total amount of the invoice

Click Submit

Click Send Invoice in the pop-up window.
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volce - Ureate redit Notes

Supplier can directly create credit note against PO in CSP.

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

Add-ons  Setup

Orders Order lines Returns Order Changes Order Line Changes Deliveries

Select Customer KPMG

~

Configure PO Delivery

Purchase Orders

Instructions From Customer

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page}

Click the == Action to Accept the Purchase Order and Create an Invoice using its data

Export to ~ View Rl v Search

PO Number Order Date Status Acknowledged At Items Unanswered Comments

I PO1000354 30/7/2021 Issued None Service-HK Supplier Test3 No 19,000.00 CNY
PO1000353 30/7/2021 Issued None Service-HK Supplier Test2 No 19,000.00 CNY
PO1000349 28/7/2021 Issued 29/7/2021 Service-HK Supplier Test No 19,000.00 CNY

Total Assigned To Actions

2

1 Click Orders

Click = to trigger the action of flipping
the PO into a credit note

If there is any issue with your CSP account, please
send credit note through backup channels:

1. Paper Credit Note: Send original version to KPMG DC
* Recipient: KPMG KDC Finance Filing team
* Address: 8th Floor One AIA Financial Center 1 East
Denghu Road, 528000 Foshan, Guangdong, China
« Tel: +86 757 8163 0163

2. E-Credit Note: Please send the original file to KPMG

DC AP functional mailbox:
» Address: cn-accountspayable@kpmg.com
» Subject: PO Number + Supplier Name

Please remark PO number (You can use ‘/’ to separate
PO number) on the credit note, if it is to resolve the
invoice issue.

Once KPMG AP receives the credit note, KPMG China
will start processing in Coupa.

© 2021 KPMG Advisory (China) Limited, a limited liability company in China and a member firm of the KPMG global organisation of independent member firms affiliated with KPMG International Limited, a private English company 71
limited by guarantee. All rights reserved. Printed in China.
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volce - Ureate redit Notes

Supplier can directly create credit note against PO in CSP.

Create Credit Note creare Fill in ‘Credit Note#’

This credit note applies to invoice HK Supplier Test Inveoice1. When approved, the credit will fully cancel the invoice's impact to the transaction.

Credit Note Date: It should be the date

> f o

General Info o From you create and issue this Coupa credit
m * Credit Note # * Supplier Hong Kong Supplier - Test nOte
m * Credit Note Date | 2/8/2021 I:I I * Invoice-From Address Hong Kong Supplier - Test . .
No. xxx, Road xocx Sl Supplier Note: Not required
Payment Term 60 calendar days 999027 Hong Kong
- Hong Kon
Original Date of Supply  30/7/2021 [ g 9 . .
Attachments: Upload related supporting
*Currency CNY w * Remit-To Address Hong Kong Supplier - Test document as required
No. xxx, Road xxx
Delivery Number 999027 Hong Kong
Hong Kong
Status Draft
Original Invoice HK Supplier Test Invoice1 Beneficiary Name: Hong Kong Supplier - Test
Number . :
* Ship-From Address Hong Kong Supplier - Test
Original Invoice Date 30/7/2021 No. xxx, Road xxx
; - X 998027 Hong Kong
Scanned Invoice | Choose File | No file chosen
Hong Kong
EI Supplier Note TO
Customer KPMG
m Attachments @ Add File | URL | Text = Bill-To Address  8th Floor One AIA Financial Center 1

KPMG



Training Manual — Coupa Supplier Portal (CSP)

volce - Ureate redit Notes

Supplier can directly create credit note against PO in CSP.

From

* Supplier

* Invoice-From Address

* Remit-To Address

Beneficiary Name:

* Ship-From Address

Hong Kong Supplier - Test

Hong Kong Supplier - Test
No. x0¢, Road xxx

999027 Hong Kong

Hong Kong

Hong Kong Supplier - Test
No. x0¢, Road xo

999027 Hong Kong

Hong Kong

Hong Kong Supplier - Test

Hong Kong Supplier - Test
No. x0¢, Road xo

999027 Hong Kong

Hong Kong

To

Customer

* Bill-To Address

Buyer Tax Number

Ship To Address

KPMG

8th Floor One AlA Financial Center 1
East Denghu Road

THEFR1S BReRDL—E8E
528000 Foshan LU Guangdong [~
e

China
91440605066721417X ~

8th Floor, Prince's Building 10 Chater
Road Central, Hong Kong
EEFIHEEINS AFAESLE &
EHELEF 578505 P O Box 50
General Post Office Hong Kong
000000 Hong Kong &&

Hong Kong

Location Code: 6

As the credit note is created based on an

existing invoice, the information of From
and To sections are defaulted and non-
editable
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voice - Create Credit Notes (4/5)

Item-based lines:

Lines
| Quantity |
Type [ Price Qty OM Price S ]
- -/00.00
= Other -1.0 ach ~

Service-based lines:

Lines

Adjustment Type PFrice v

Type Description Price ~ Q
_1C
(T Service-HK Supplier Te -1900 Iﬂ 1 -a-' OOO ' O O

PO Line Contract Supplier part number
PO1000:349-1

~

Billing
24790590-476P-700000004950-70111201

KPMG

For item-based lines:

n You can choose the adjustment type:
1. Quantity: Only qty is editable;
2. Price: Only unit Price is editable;

3. Other: Both Qty and Unit Price are
editable

For service-based lines:

n Price is editable

The value of credit note must be negative
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vaice - breate CreditNotes (o/o

Supplier can directly create credit note against PO in CSP.

Totals Totals
Lines Net Total -38,000.00 Lines Net Total
Net Total -38,000.00 et Total

-3,800.00

-3,800.00

-3,800.00

Total m,ooo.oo Total

Hlete Cancel Save as draft Calculate m slete Cancel

Save as draft Calculate |m

-

 Are you ready to send? )4

legal credit note.

Continue Editing

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 PDF is your and your customer's

3

Send Credit Note |

12|

RN N - RN
w N — (@]

As you adjust the price, click Calculate
Total of this credit note will be updated
Click Submit

Click Send Credit Note in the pop-up
window
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VoIce - Managde a bisputed Invaice (1

Supplier can access and manage disputed invoices from notification/email box.

Method 1 to access the disputed invoice:

Invoice #HK Supplier Test Invoice1 is in dispute . . . .
i i PRSP N Find the email in your email box with
KPMG <do_not_reply@k -cn-test. host. > o a a_. Qo . .
° To @vang Rebwes GHAMD | e o subject <Invoice # is in dispute>. Click
View Online

@ If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Resolving the disputed invoice links the corrected, and the disputed invoices. Unless you resolve the disputed invoice, KPMG can CI | Ck E

choose to withdraw it from this status.

If you are a supplier using Coupa Invoicing in European countries/regions, please note that to cancel an invoice, you must first
create and submit a credit note. If the prior invoice is cancelled, you can create and submit a new invoice with a different number.

This process is recommended to comply with tax laws across all European countries/regions, so that you do not expose yourself or

your customer to any unnecessary risk as the invoice is corrected.

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Invoice list page}

Create Invoices @

Invoices

Instructions From Customer

Create Invoice from PO Create Credit Note

view [ 3 EX ]

Invoice # Created Date Status PO # Total Unanswered Comments Dispute reason Actions
HK Supplier Test 2/8/2021 Pending PO1000349 -3,800.00 No
CreditNote1 Approval CNY
HK Supplier Test Invoice1 30/7/2021 Disputed PO1000349 38,000.00 No Attachment missing or in incorrect E %
CNY format
Test 28/7/2021 Approved None 100.00 CNY  No

KPMG
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VoIce - Managde a bisputed Invaice (1

Supplier can access and manage disputed invoices from notification/email box.

,xcoupa supplier portal MARY I NOTIFICATIONS @ Iﬂ

Home Profile  Orders  Service/Time Sheets ASN  Invoices  Catalogues |pUNUNIC-RERe olViictel

-

been disputed by KPMG.
Add-ons  Setup ! y

Invoice HK Supplier Test Invoice1 for ¥38,000.00 has -

NEVW F U TELEIVEU

New PO received

b New: Exclusive discounts for your business to thank you for being a part of the Coupa Community. I

See all Notifications

Action needed: Complete your profile to get paid faster and get discovered Learn More AT YU TICTI T IS LS VIEW Al {U)
Profile Progress Last Updated
Improve Your Profile : :
(© about 4 hours ago One-Click Savings viewai
. Start saving today!
5 ©
rOﬂ |e S umma ry Explore deals for your company, exclusive to

the Coupa Community.

@ L 4& Merge Accounts

2 1 1

. If your company has more than one CSP
Legal Entities Registered User Connected Customer

account, we try to list it below. Consider
merging them to reduce confusion for
existing and potential customers.

View

+ Banking Info & Diversity & Accelerate & Bribery Policy Not seeing the account you want to m

New PO PO1000354 for ¥19,000.00 issued by KPMG.

New PO PO1000353 for ¥19,000.00 issued by KPMG.

Method 2 to access the disputed invoice:
Hover over NOTIFICATIONS

Click the relevant notification, with
message ‘An invoice is disputed’

© 2021 KPMG Advisory (China) Limited, a limited liability company in China and a member firm of the KPMG global organisation of independent member firms affiliated with KPMG International Limited, a private English company
limited by guarantee. All rights reserved. Printed in China.
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Voice - Manage a Disputed Invaice

Invoice #HK Supplier Test Invoice gacx "H

Please review the invoice and determine the resolution option:

Cancel Invoice
If this invoice was issued in duplicate, or if you require to amend non price or quantity information on this invoice, please cancel the invoice by choosing this

option. We will guide you through a cancelation credit note and a replacement invoice creation.

Adjust
If you need to fix the price and/or quantity on this invoice choose this option. You would be required to choose the credit line adjustment type to denote if you
are attempting to issue credit to reduce quantity, reduce price or issue an amount based credit.

O HK

General Info 9 Bill To & Ship To
Net Total 38,000.00
Total 38,000.00

4

You will be navigated to Invoice #xxx
page.

Scroll down to the end of the page.
Only click Cancel Invoice
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VoIce - Manade a Uisputed Invoice

Supplier can access and manage disputed invoices from notification/email box.

Create Credit Note create

This credit note applies to invoice HK Supplier Test Invoice1. When approved, the credit will fully cancel the invoice's impact to the transaction.

o General Info

9 From

‘E You will be navigated to ‘Create Credit
Note’ page

Please refer to ‘Invoice — Create Credit
Notes’ from page 71 to 75 for step-by-

* Credit Note #
* Credit Note Date

Payment Term

Original Date of Supply
* Currency

Delivery Number

282021 [
60 calendar days

30/7/2021 [

CNY ~

* Supplier Hong Kong Supplier - Test

*Invoice-From Address

* Remit-To Address

Hong Kong Supplier - Test
No. xxx, Road xxx
999027 Hong Kong

Hong Kong

Hong Kong Supplier - Test
No. xxx, Road xxx
999027 Hong Kong

Hong Kong

step instructions

n After submitting the credit note, click ‘Yes’
to create a replacement invoice in the
pop-up window.

Create Replacement Invoice

Do you want to create a new invoice to replace the one you just canceled?
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Voice - Manage a Disputed Invaice

Create Invoice create

This invoice is a carrection for invoice HK Supplier Test Invoice1 that was canceled by credit note Manage a disputed invoice1. m

O: General Info

From

* Invoice #
* Payment Base Date | 30/7/2021  [i]

Payment Term 60 calendar days

Date of Supply | 30/7/2021 [
*Currency CNY
Delivery Number

Status Draft

Scanned Invoice | Choose File | No file chosen

Supplier Note

Attachments @ Add File | URL | Text

KPMG

* Supplier

* Invoice-From Address

* Remit-To Address

Beneficiary Name:

* Ship-From Address

) To

Hong Kong Supplier - Test

Hong Kong Supplier - Test
No. xxx, Road xxx
999027 Hong Kong

Hong Kong

Hong Kong Supplier - Test
No. xxx, Road xxx
999027 Hong Kong

Hong Kong

Hong Kong Supplier - Test

Hong Kong Supplier - Test
No. xxx, Road xxx
999027 Hong Kong

Hong Kong

1 m
o

A notification message bar will show up
on the top of the page

You will be navigated to ‘Create Invoice’
page
Please refer to ‘Invoice — Create

Invoices’ from page 60 to 70 for step-by-
step instructions

Similarly, if your credit note has been
disputed, you need also cancel the
disputed credit note with an invoice for
correction.

Then, you can create a new credit note if
needed.
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voce -V

W Invoices/Uredit NOTes

Supplier has access to all his/her invoices.

Profle  Orders  Service/Time Sheets  ASN || Invoices  Catalogues  Business Performance  Sourcing  Add-o

Invoices

Invoices Lines Payment Receipts

Select Customer KPMG

Invoices

Instructions From Customer

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Invoice list page}

Create Invoices @

Create Invoice from PO Create Credit Note
2 3 4 view [ 3 BN
Invoice # Created Datqg | Status PO # Total Unanswered Comments Dispute reason
HK Supplier Test Invoice | J2/8/2021 Pending PO1000349 38,000.00 No
correction1 Approval CNY
Manage a disputed invoice 1] J2/8/2021 Approved PO1000349 -38,000.00 No
CNY
HK Supplier Test CreditNote ] J2/8/2021 Pending PO1000349 -3,800.00 No
Approval CNY
HK Supplier Test Invoice1 | |30/7/2021 Approved PO1000349 38,000.00 No Attachment missing or in incorrect
CNY format
Test 28/7/2021 Approved None 100.00 CNY  No

Click ‘Invoices’. You can have access to
all your invoices/credit notes in this tab

Click ‘Invoice#, you can view the detail
of this invoice

Created Date: Created date of the
invoice/credit note

Status:

» Draft: Invoice created but not submitted yet.

» Pending Approval: Invoice currently under
reviewed by KPMG China.

» Approved: Invoice accepted for payment.

» Disputed: Invoice is disputed by KPMG and
needs supplier’s correction. The disputed
reason will be provided.
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voce -V

W Invoices/Uredit NOTes

Supplier has access to all his/her invoices.

Home

Invoices

Profile Orders Service/Time Sheets

Invoices Lines Payment Receipts

Invoices

Instructions From Customer

ASN

Invoices

Catalogues Business Performance Sourcing Add-on

Select Customer KPMG

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Invoice list page}

Create Invoices @

Create Invoice from PO

Create Credit Note

Invoice # Created Date Status

HK Supplier Test Invoice  2/8/2021
correction1

Manage a disputed inveoice1 2/8/2021

HK Supplier Test CreditNote1 2/8/2021

HK Supplier Test Invoice1  30/7/2021

Test 28772021

Pending
Approval

Approved
Pending
Approval

Approved

Approved

Unanswered Commentg [Dispute reason

No

No

No

No Pittachment missing or in incorrect
ormat

No

H

Click ‘PO#, you can view the detail of the
related PO

Total: Total amount involved in the
invoice/credit note

Unanswered Comments: If there is
comment that you haven’t answered

Dispute reason: The reason why this
invoice is disputed given by KPMG China
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Next Step

\NeXT olep

Following steps that supplier should pay attention to:

Go Live Time: October 8th

KPMG China goes live on
Coupa and start transaction
with supplier via Coup.

CSP is the required channel for suppliers to manage the business with KPMG China, including
creating invoice/credit note, managing purchase order and etc.

If there is any issue with your CSP account, please send the paper invoice or e-invoice to KPMG DC:

o Paper Invoice: Please deliveritto KPMG DC Team

Recipient: KPMG KDC Finance Filingteam Tel: +86 757 8163 0163

Address: 8th Floor One AIA Financial Center 1 East Denghu Road, Foshan, Guangdong, China
o E-Invoice: Please send the original file to KPMG KDC AP functional mailbox:

Address: cn-accountspayable@kpmg.com

Subject: PO Number + Supplier Name

Please make sure to accept the email invitation to register on Coupa Supplier Portal, which will be sent
out in late September.

o After invitation acceptance, please complete the CSP legal entity information at your convenience.

Suppliers will receive Coupa emails successively after Go-Live. If supplier’s contact email address is
provided by 126, 163 or QQ mailbox, the notification sent from Coupa may be tagged as junk email. Please
kindly check junk email folder, to avoid missing any purchase order or urgent notification

Training materials and videos will be shared in the Coupa Go-Live announcement email. If you have
any questions regarding CSP, please reach to your point of contact from KPMG China.

KPMG China will arrange cutover against the current transactions. It is possible that supplier may receive
duplicated PO after Coupa Go-live. Please reach to your point of contact if you meet with this issue.
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