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What is Coupa?

Jabil has selected Coupa as the technology platform to streamline the procure-to-pay processes
and enable electronic transactions.

 Coupa is a leading E-Procurement platform, connecting buyers with their suppliers

« “Coupa is an internet based solution capable of accommodating a variety of different
systems” (plug and play)

« The Coupa Supplier Portal (CSP) will be utilized by Jabil to request indirect materials and
services, create and communicate purchase orders, and to receive invoices from suppliers

« The Coupa Supplier Portal (CSP) is free, there is no cost for suppliers

Catalogs, Workflow PO, PO Change

Jabil Ze COUP:

3-way Match PO Acknowledgement




How Will You Benefit?

By working with Jabil electronically, you will
increase your order-taking efficiency, reduce
mistakes and delays fulfilling orders, and
maintain a better presence with Jabil.

» Efficient Invoice Processing (PO Flip)

* Instant visibility into Purchase Order and
Invoice Status

 Reduced Manual Paper Transaction
Processing

Reduced
Manual
Handling

Better Cash
Flow

Accurate &
Efficient
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Connection to Jabil via Coupa

It is imperative that all suppliers connect to the Coupa platform to transact with Jabil successfully.
Each of the below steps must happen before a supplier can properly interact with Jabil:

Update Accept
Contact Invitation
Details from CSP

Update Transact

Account with Jabil

* Notify Supplier * Willcome from » Add users * Receive POs
Enablement “Coupa fc’),r « Update profile « Invoice
team of key Suppliers « Merge accounts » View payment
contacts « Will be details
* Primary contact, delivered to the
PO email, primary contact
invoice email, « May land in junk
banking details mail
* Must be a
unique email
address not yet
on file
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Coupa Supplier Portal (CSP)
Introduction

The below introduction letter will come from Coupa for Suppliers. Please alert your teams to
keep a look out for this invitation and act upon it when it comes in.

Please confirm your email Inbox =
Coupa Supplier Portal <do_not_reply@supplier-demo. coupahost. com= 11:52 AM (44 minutes ago) - d
to me =

KPMG would like to be connected with you on Coupa Supplier Network. You will be able to:

Manage your company information
Configure your PO transmission preferences
Create an online catalog

View purchase orders

Create electronic invoices

By participating, suppliers gain access to a low cost, high volume order channel. They increase their order-taking efficiency, reduce mistakes
and delays fulfilling orders, and maintain a better presence with their key customers.

You can also find more information here:

Overview: hitp:/fwww coupa. com/e-procurement/innovations/supplier-network

Getting started guide: https //success coupa. com?cid=supplier-getting-started

Raj Sharma
KPMG

To confirm this request, please click the link below:

https://supplier-demo. coupahost. com/signup/bb22f3add3de7 71082 35d6500f 747 adb0fb84el
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One System, Two Interaction
Methods

As a supplier, you have two ways that you can electronically interact with Jabil.

Via Email Flip

& Acme, INC.
PURCHASE ORDER
Amazon.com PO NUMBER 3387
e E::EENT TERMS 51?3?5” Via the CSP

Seattle, WA 88101

SHIPPIMG TERMS Standard

ALLISON NOTIFICATIONS @ | HELP

Attn: Allison Livingston s T w. - . g
ths.me? +amazan@amailcom CURRENCY usoD ,2coupa supplier portal
CONTRACT
CONTACT Manda Halajenees Profile Orders Service/Time Sheets ASN Invoices Catalogs Admin
nandahalap
Ship To Bill To Orders  Order Lines
Acme, [MC. Acme, [NC.
Jilotepec 10110-34 28 Mevada Bhd
Ciudad Juarez, Chihuahua Laughlin, Ny 84301
32888 Attn: Jill Harkar Configure PO Delivery

Attn: Manda Halappa
Purchase Order #3387

Status Issued - Sentvia Email Sh\ppmg
Line _ . Description Gty  Unit Order Date 0417117 S —
1 Swmgllnf SF'_EE;dP:"nt StaF'FEE" 1 Each Revision Date 04/17H17 32698 Ciudad Juarez Chihuahua
BO00CDOY W1 Mexico
Requester Nanda Halappa Afin: Nanda Halappa
1 Unit Email nandahalappa@kpmg.com

Terms Standard
Payment Term Net 30

* Contract file

* Custom Field 1

Attachments

Acknowledged [

Lines

Line Type Item Qty Unit Price Total Invoiced

1 P Swingline Speedpoint Staples 1 Each 360 3.60 0.00

| JABIL




Supplier
Actionable

Notification
(Email Flip)
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Transactions in Coupa Via Email

« With the help of Coupa, Suppliers will be able to quickly
receive and acknowledge POs, and invoice against
those orders via Email

* As the Supplier you will have the ability to act directly
from your inbox when you receive a Purchase Order
(PO) notification email

 The notification email will include action buttons so
depending on what you click you will be able to Create
Invoice, Acknowledge PO or Add Comment to the PO

« There is no need for suppliers to sign into another
website or portal

 Suppliers who are already registered on the Coupa
Supplier Portal can also take advantage of these
actionable notifications

JABIL



Receive a Purchase Order via Email

emailed directly to you

Purchase Orders will show up as Coupa Notifications in your mailbox

If the Supplier email address is added in the Jabil systems, the PO will be automatically

— POs will be issued to a PO email address confirmed by the supplier and not to the primary
contact email address (unless they are identical).

Acme, INC, Purchase Order #3376

Search Current Mailbox [Ctrl+E) 2 Current Mailbox -
All Unread By Date [Conversations) =  MNewest I
4 Today
KPMG 1
Acme, INC, Purchase Crder #3376 5:55 PM
Acme, INC. Purchase Order #3376
KPMG i
Acme, INC, Purchase Crder #3376 5:42 PM
Acme, INC. Purchase Order #3376
Nanda Halappa [
Acme, INC, Purchase Crder #3376 5:42 PM
Acme, INC, Purchase Order #3376
KPMG U
Acme, INC, Purchase Crder #3376 5:29 PM

2 Reply 12 Reply Al (3} Forward G5 IM
KPMG <do_not_reply@kpmg-sandbax coupacloud.com= M sharma, Raj
Acme, INC. Purchase Order #3376

ﬂ If there are problems with how this message is displayed, click here to view it in a web browser,

Message ejpurchase_order.html 6 KB)

Acme, INC. Purchase Order #3376

Acknowledge PO Add Comment

1 5:38 PM
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Acknowledge a Purchase Order via

Email

View the PO information and click on the Acknowledge PO to notify Jabil that you have

received the purchase order.

Acknowledge PO

Add Comment

Jilotepac 10110-34
Ciudad Juarez, Chihuahua
32608

Attn: Manda Halappa

= Acme, INC.
PURCHASE ORDER
Amazon.com PO NUMBER 3387
DATE 0477
1518 2nd A
oo 8101 PAYMENT TERMS  Net30
Attn: P-IIIiE-:-n Livingstan SHIPPING TERMS Standard
) 4 CURREMCY usoD
1 + Ke
rks.me 2 +amazon@amail. com COMTRACT
CONTACT Manda Halappa
nandahalappa@tkpmg.cc
Ship To Bill To
Acme, [MC. Acme, [MNC.

28 Mevada Bhd
Laughlin, MV 84301
Attn: Jill Harker

Notice that you also have the

ability to add a comment or create

an invoice directly from your email

Line Description Gty  Unit Price  Total
1 Swingline Speedpoint Staples 1 Each 3.80 3.80
BOOOCDOYW4-1
1 Unit 3.60 usD
Flease ersune e FO rumber s inclused on all iroices
Stardand Toms and Condiions 2pply par our gneed policy
Acknowledge PO Add Comment
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Acknowledge a Purchase Order via

Email

Coupa will open in a new browser tab or window. You will see the message ‘Order
Acknowledged’ at the top of the screen.

Purchase Order #3387

Order acknowledged

Status

Order Date
Revision Date
Requester
Email

Payment Term

* Contract file
*Custom Field 1

Attachments

Acknowledged

Issued - Sent via Email Shlpplﬂg

047N T Ship-To Address

041717
Manda Halappa
nandahalappai@kpmg.com

Terms
Met 30

Jilotepec 10110-34

32698 Ciudad Juarez Chihuahua
Mexico

Aftn: Nanda Halappa

Standard
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Create Invoices via Email

To flip this PO into an invoice, click Create Invoice.

" Acme, INC.
PURCHASE ORDER
Amazon.com PO HUMBER I38T
DATE 04MTMT
1518 2nd A
caate M 88101 PAYMENT TERMS  Net30
Attn: .":"I.IiE-:ll'l LiVil'IgE-t:ll'l SHIPPING TERMS Standard
rks. me 2 +amazoni@gmail.com EEE&EEE; uso
COMNTACT Nanda Halappa
nandahalappaflk pmg.com
— Ship To —Bill To
Acme, IMC. Acme, [MNC.
Jilotepec 10110-34 28 Mewvads Bhwd
Ciudad Juarez, Chihuahua Laughlin, M 84301
32888 Attn: Jill Harker

Attn: Manda Halappa

Line Description Qty  Unit Price  Total
1 Swingline Speedpoint Staples 1 Each 3.60 3.60
BOOOCDOY 41
1 unit 3.60 usD
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Create Invoices via Email

The Choose Remit-To Address
pop-up will display. Select the
address you would like to remit-to
by clicking Choose.

Note: If there is only one
Remit-To address stored in
your profile, then Coupa will
default to that address and
there will be no pop-up to
choose an address. Or if there
is no Remit-To address stored,
Coupa will ask you to create
one.

— If the correct remit-to address
does not appear, click Create
New Remit-To.

Choose Remit-To Address

Amazon.com @ Choose
AMAZON2

1234, South Avenue

Washington, 90423

United States

United States

Most Recently Used

Amazon.com Q Choose
AMAZON

123, Central Avenue
Washington, 90423
United States
United States

To use a Remit To from your account, please login to
supplier.coupahost.com to create your invoice

Cancel Create New Remit-To

Note that if you create a new address, the invoice will be put “on hold” as the new remit-to address

will need to be approved by the Jabil AP team.
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Create Invoices via Email

On the Create Invoice screen, input the invoice number into the Invoice # field.

Note that all other required fields are indicated by an asterisk.

Zecoupa

Create Invoice create

I * Invoice #

* Invoice Date
Payment Terms
* Currency
Delivery Number

Status

Image Scan

Supplier Note

Attachments

Lines
Type Description
s Swingline
Speedpoint
Staples

0417117 =
Met 30

USD
Draft

Choose File | Mo file chosen

Add File | URL | Text

Gty uom
Each ~

Price

3.60

* Supplier

* Remit-To Address

Supplier Tax 1D
Customer

* Bill To Address

Ship To Address

Buyer Tax 1D

Sign Out

Amazon.com

Amazon.com
AMAZON

123, Central Avenue
Washington, 90423
United States

KPMG

28 Nevada Blvd
Laughlin, NV 94301
United States

Jilotepec 10110-34
32698 Ciudad Juarez Chihuahua
Mexico

) Line Level Taxation

Total

JABIL
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Create Invoices via Email

Scroll down to the Lines section and ensure all details are accurate, specifically the Price and the
Quantity.

| Enter any Shipping and Type E)Ts'cfriition . UDM T:;t;aj 0
handling information. -

» |fapplicable, add any tax in S| v ] S -
the proper section by one of g Nore
the following methods: @ seatre
- SeIeCt a taX COde from T Da;:’:.l::'\:S:;c'\j (5 % 0.000
the Tax Code —
dropdown and CliCk Tex Description (Handiing) - Ll 0.000
C a Ic u Iate Tesx Diescription :r.-'. 5: £% % 0.000
— Manually enter a tax | IR - o
percentage Tota 350
— Manually enter a tax 5 | Bl
amount ($) o
Comments
= Enter any comments for
Jabil and then click Add

Comment.
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Create Invoices via Email

After you click Submit, a pop up appears to confirm if you are ready to send the invoice. Click
Send Invoice to complete the process. Note that once submitted, the invoice cannot be

changed.

Are You Ready to Send?

You're about to send an invoice to KPMG for a total amount of 4.14. Once sent, you'll have to

contact your customer directly to make changes to the invoice

Continue Editing Send Invoice

JABIL



Coupa Supplier
Portal (CSP)
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Email and CSP are Linked

* You will be notified of the status of your Purchase Order or Invoice via email.
* You can click View Online in the acknowledgement email to check the invoice status.

KPMG <do_not_reply@kpmg-sandbox coupacloud.com= M sharma, Raj B:2€
Invoice 12345 is Approved to Pay

ﬂ If there are problems with how this message is displayed, click here to view it in a web browser,

ﬁcoupalnvoice 12345 is Approved to Pay

Good news,

Your invoice has been approved to pay by your customer, KPMG.
If your customer subsequently marks the invoice as *Paid™, you will get an e-mail nofification that the invoice is being paid.

If you have any questions you can simply contact your customer through normal channels or enter a comment on the invoice if your

customer allows it.
Ta check the status of the invoice or payment, use the button below:

Unanswered Comments Actions

v e vortarey wramn 2919 200 ;
6622522 08M16/13 Approved 2921 81.00
1004-123 10/04/10 Approved 224363
0830-222 08/31/10 Approved 1631 436.94
0830-111 08/31/10 Approved 74 41.30 No
243adf111 10/21/09 Approved 171 209.00 No
88 03/09/09 Approved 83 39.04 No

Per page 15 | 43 90

Invoice Against Contract Create Credit note
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Receive & View Orders

= Regardless of the PO delivery preference set, you will have access to POs within the CSP
= Click Orders from the Menu Bar.

svecoupa supplier portal ALLISON~ | NOTIFICATIONS @ | HELP ~
Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Admin
Amazon.com Merge Accounts

If your company has more than one CSP account, we
A About try to list it below. Consider merging them to reduce
confusion for existing and potential customers.

S Industry
5 Website Not seeing the account you want to merge with? Click
< Established here.
2L Employees
Amazon.com
Improve Your Profile 1516 2nd Ave
Seattle, WA 98101
United States
Joibson@hayesmanagement.com
About Request Merge Remove
Public Profile AMazon.com
https:/fsupplier-demo.coupahost.com/suppliers/public/3849 1516 2nd Ave

Seattle, WA 98101
United States
kathryn. e hamlin@accenture.com

JABIL




Receive & View Orders

= When the page refreshes, select the applicable PO number from the list of purchase orders.
Or use the Search menu to locate the PO.

ALLISON ~ | NOTIFICATIONS @ | HELP ~

gscoupa supplier portal

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Admin

Orders Order Lines

Configure PO Delivery

Purchase Orders

PO Number gOrder Date ~ Status Acknowledged Items Unanswered Comments Total Actions

3387 p4INT Issued 04/17117 1 Each of Swingline Speedpoint Staples No 360USD = Eﬂa

3386 04177 Issued 1 Each of Swingline Speedpoint Staples No 360USD =5 §=

3385 04T lssued 1 Each of Swingline Speedpoint Staples Mo 360USD = Eﬂa

2685 09/30M12 Issued 250 Each of Monogrammed Timbuk2 bags for Mo 32.250.00 =o §=
conference giveaways UsD

2664 05/31/12 Issued 5 Each of Amazon.com: Apple iPod touch 16 GB (2nd  No 6,174.63 = ‘=='Zﬁ
Generation) LATEST MODEL: Electronics UsD

12 Each of Amazon.com: Olympus Stylus Tough-8000

JABIL



Acknowledge Orders

» The page refreshes to display the PO details and shipping address.

» Click the Acknowledged checkbox to notify customer you have received the PO.

* You can print the PO by clicking Print View.

Purchase Order #3387

Status Issued - Sent via Email
Order Date 04/17/17
Revision Date 04/17/17
Requester Nanda Halappa
Email nandahalappa@kpmg.com
Payment Term Net 30
* Contract file
* Custom Field 1

Attachments

I Acknowledged I

2 Shipping

Ship-To Address Jilotepec 10110-34
32698 Ciudad Juarez Chihuahua

Mexico

Attn: Nanda Halappa

Terms Standard

Notice that you also have the
option to Create an Invoice

from this screen.

Lines
Line Type Item Qty Unit
1 e Swingline Speedpoint Staples Each
Delivery Date

= Create Invoice

Total 3.60 UsD

0.00

Save I =i Print View I

JABIL



Create Invoices

» Via the CSP you can create invoices directly from POs, often referred to as “flipping the PO”
» Click Orders from the Menu Bar.

svecoupa supplier portal ALLISON~ | NOTIFICATIONS @ | HELP ~
Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Admin
Amazon.com Merge Accounts

If your company has more than one CSP account, we
A About try to list it below. Consider merging them to reduce
confusion for existing and potential customers.

S Industry
5 Website Not seeing the account you want to merge with? Click
< Established here.
2L Employees
Amazon.com
Improve Your Profile 1516 2nd Ave
Seattle, WA 98101
United States
Joibson@hayesmanagement.com
About Request Merge Remove
Public Profile AMazon.com
https:/fsupplier-demo.coupahost.com/suppliers/public/3849 1516 2nd Ave

Seattle, WA 98101
United States
kathryn. e hamlin@accenture.com
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Create Invoices

= Find the PO you would like to flip into an invoice.

=  Within that PO row, under the Actions column, select the yellow coin stack icon = to flip the
PO into an invoice.

ALLISON ~ | NOTIFICATIONS @ | HELP ~

Z,scoupa supplier portal

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Admin

Orders Order Lines

Configure PO Delivery

Purchase Orders

l

PO Number Order Date ~ Status Acknowledged Items Unanswered Comments Total Actions
I 3387 04Ny lssued 04/17117 1 Each of Swingline Speedpoint Staples Mo 3.60 USD

3386 041177 Issued 1 Each of Swingline Speedpoint Staples Mo 360USD = ga

3385 04M7NT Issued 1 Each of Swingline Speedpoint Staples Mo 360USD = §E

2685 09/30/12 Issued 250 Each of Monogrammed Timbuk2 bags for Mo 32.250.00 =o §E
conference giveaways uso

2664 05/31/12 Issued 5 Each of Amazon.com: Apple iPod touch 16 GB (2Znd  No 617463 = 5@
Generation) LATEST MODEL: Electronics usD

12 Each of Amazon.com: Olympus Stylus Tough-8000

JABIL



Create Invoices

» The page refreshes to display the create invoice screen.

» The Choose Remit-To Address pop-up will display. Select the address you would like to
remit-to by clicking Choose.

If there is only one Remit-To address stored in your profile, then Coupa will default to that address and there
will be no pop-up to choose an address. If there is no Remit-To address stored, Coupa will ask you to create
one.

Choose Remit-To Address X _
If the correct Remit-To Address does not

123, Central Avenue | @ Choose | appear and you would like to add that

‘-a".“alshingtnn. 90423 Mot Recenth Usen address, close the pop-up, save the

3:::: ::::: invoice as a draft and then add a new
Remit-To address to your profile.

1234 Central Avenue @ Choose Note: If you submit an invqice with a new Remit_-
Washington, 90423 To address, the invoice will be put on hold until
United States the new address is approved by the Jabil AP
United States team. When you submit the invoice, you will

receive a message saying that it is on hold.
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Create Invoices

= On the Create Invoice screen, input the Invoice # and Invoice Date. Note that required fields
are indicated with asterisks.

Create Invoice crezte

*Invoice # | KP20170417-2 * Supplier Amazon.com
* Invoice Date | 041717 [ * Remit-To Address Amazon.com
123, Central Avenue
Payment Terms Net 30 Washington, 90423

United States
*Currency |USD

Delivery Number Supplier Tax ID
Status Draft Customer KPMG
Image Scan No file chosen Bill To Address 28 Nevada Blvd

Laughlin, NV 94301
United States

Supplier Note
Ship To Address Jilotepec 10110-34

32698 Ciudad Juarez Chihuahua
Mexico

Buyer Tax ID

Attachments Add File | URL | Text

JABIL



Create Invoices

As you scroll down the page, in the Lines section you will find more fields to input information.
Fora Goods PO:

= Enter a price into the Price field.
= Enter the quantity in the Quantity field.

Type Description

Swingline

Speedpoint

Staples

Qty LOM

1 Each -

PO Line Contract Billing

3386-1

Tags

O Add Line

S

‘1}

Saint Louis-Operations-Indirect

Price

3.60

Subtotal

Shipping

Tax Description (Shipping)

Total
3.60

3.60

%o 0.000

JABIL



Create Invoices

For a Services PO:
» Enter a price in the Price field. Since it is a Services only PO, only the amount is required.

1 Type Description Price Total @.

Amt s Warranty Repair Services 1,200.00 1,200.00

PO Line Contract

b
Tags G
€ AddLine Subtotal 1,200.00
Shipping
Tax Description (Shipping) ~ %o 0.000

JABIL



Create Invoices

= Enter any shipping and handling information.
= Enter any tax information
= |f applicable, add any tax in the proper section by one of the following methods:
= Select a tax code from the Tax Code dropdown and click Calculate.
= Manually enter a tax percentage.

= Manually enter a tax amount ($)

&) Add Line Subtotal 3.60
Shipping
Tax Description (Shipping) ~ % 0.000
Handling
Tax Description (Handling) w % 0.000
Misc
Tax Description (Misc) ~ %o 0.000
Tax Description w |15 % | 0.54 o
Total Tax 0.54
Total 414

€3 Delete Cancel Save as draft Calculate



Create Invoices

» Before submitting, a pop-up window will appear to confirm.
- Click Send Invoice when you are ready to submit.
- Any invoice changes after invoice submission must be made directly through Jabil.
- If you wish to go back to edit, click Continue Editing.

Are You Ready to Send?

You're about to send an invoice to KPMG for a total amount of 4.14. Once sent, you'll have to
contact your customer directly to make changes to the invoice

Continue Editing Send Invoice

JABIL



Create Invoices

» After submitting, the page will refresh to display the invoice is processing.

Note: If you submitted the invoice with a new Remit-To address, the status will display as ‘On
Hold.’

= To check the status of the invoice, from the home page, click the invoice hyperlink in the menu
bar.

Invoices

Amazon.com invoice #KP20170417-02 is processing

Invoice # Created Date = Status PO # Total Unanswered Comments Actions
| KP2017041702 0411717 3387 3.60 No
KP20170417-2 04177 Processing 3387 360 Mo

= After the invoice is approved and matched with the PO, the invoice will be paid according to
Jabil's standard payment terms, or to the payment terms contractually agreed upon between
Jabil and the supplier. Payment details will be reflected in Coupa and the CSP.

JABIL



Invoice Status

» A supplier can view the following invoice statuses in the CSP:

- Draft — Draft invoice that has not yet been submitted

- Processing — Invoice that is between invoice being submitted by the Supplier and the
submission being recorded in Jabil's instance

- Pending Approval — Invoice undergoing any Jabil-internal process to allow final
approval. This could be pending receipt or pending approval.

- Disputed — Invoice that is currently being disputed by the business or AP

- Approved — Invoice that is approved and ready for payment as per the pay terms or
immediately if overdue

- Voided - Invoice voided after being fully approved and processed

JABIL



Create Credit Notes

= Find the PO you would like to create a Credit Note.

= Within that PO row, under the Actions column, select the red coin stack icon EﬂE to create the
Credit Note.

ﬁcoupa SUDpHEF pgrt dl JABIL NOTIFICATIONS HELP

Home  Profile = Orders  Service/Time Sheets ASN  Invoices  Catalogs  Admin

Orders Order Lines

Select Customer Jabil Circuit Inc. -

Configure PO Delivery

Purchase Orders

Instructions From Customer

Please acknowledge the PO upon receipt. Please use ASH, if possible. Please contact the Jabil Requestor mentioned on the PO for questions regarding the delivery of this
order. Please Invoice via the CEP when possible.

view [ z

PO Number Order Date « Status Acknowledged At ltems Unanswered Comments Total Actions
| 9 07T Issued Mone 1 Each of Invoice Inbox Test Mo 10.00 USD _ o
10 071117 Issued MNone 1 Each of Invoice Inbox Test Mo 10.00 USD = EE [ o
JAB-1000017 0772017 Issued Mone 1 Each of Water Mo 100USD - B2 O] &
JAB-1000025 0773117 Issued Mone 1 Bag of Questionnaire ltem Mo 0.00 USD = EE - 8

JABIL



Create ASN

= Find the PO you would like to create an Advance Ship Notice.

= Within that PO row, under the Actions column, select the Flip to ASN icon '_.

Advance Ship Notification.

to submit an

£,:coupa supplier portal JABIL~  NOTIFICATIONS HELP
Home  Profile = Orders  Service/Time Sheets ASN  Invoices  Catalogs  Admin
Orders Order Lines
Select Customer Jabil Circuit Inc. -

Purchase Orders

Instructions From Customer

Please acknowledge the PO upon receipt. Please use ASH, if possible. Please contact the Jabil Requestor mentioned on the PO for questions regarding the delivery of this

order. Please Invoice via the CEP when possible.

view [ z

PO Number Order Date « Status Acknowledged At ltems Unanswered Comments Total Actions
| 9 ovimnT Issued MNone 1 Each of Invoice Inbox Test Mo 10.00USD =. Ed - &
10 07/11AT lssued Mone 1 Each of Inveice Inbox Test No 10.00USD EE 5 &
JAB-1000017 077200117 Issued Mone 1 Each of Water Mo 1.00USD = % E &
JAB-1000025 0773117 Issued Mone 1 Bag of Questionnaire ltem Mo 0.00 USD = ‘=__:E G &

Configure PO Delivery




Update Profile Settings

» Available once you click the emailed link and sign-up for the CSP.
» Click Profile from the Menu Bar.

svecoupa supplier portal ALLISON~ | NOTIFICATIONS @ | HELP ~
Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Admin
Amazon.com Merge Accounts

If your company has more than one CSP account, we
A About try to list it below. Consider merging them to reduce
confusion for existing and potential customers.

S Industry
5 Website Not seeing the account you want to merge with? Click
< Established here.
2L Employees
Amazon.com
Improve Your Profile 1516 2nd Ave
Seattle, WA 98101
United States
Joibson@hayesmanagement.com
About Request Merge Remove
Public Profile AMazon.com
https:/fsupplier-demo.coupahost.com/suppliers/public/3849 1516 2nd Ave

Seattle, WA 98101
United States
kathryn. e hamlin@accenture.com
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Update Profile Settings

To start, complete your
Public Profile:

=  Click Profile from the Menu
Bar.

= (Click Edit Profile.

= Enter your company
information into the applicable
fields.

» Required fields are marked with
an asterisk.

= (Click Save when finished.

Note: When enabled for a given customer, a
user can access all POs and create invoices for
that customer.

Add Remit

To Address To add new Remit To addresses:

Click the Admin from the Menu Bar and
then the E-Invoicing Setup tab at the left.

» Click Add Legal Entity button to get
started.

Allow additional users access to
Add Users your supplier account to perform all
tasks.

Click the Admin from the Menu Bar and then the
User tab at the left and click Invite User.

= Enter the employee’s email address in the text
box provided and click Send Invitation.

* You can restrict access to specific customers by
checking/unchecking the box under the customer
name in the user table.

* You can delete a user by clicking the Delete icon.
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Next Steps
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Next Steps for CSP Enablement

 Make sure to accept the Coupa Supplier Portal email invite.
« Update all profile and admin information in the CSP as soon as your connected account is
created.

« Align with your Accounts Receivable team.
* Forward this deck onto A/R and include in any follow-up calls as needed.
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Wrap Up
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Key Points

Coupa centralizes Jabil’s procure to pay processes and
practices and provides our strategic supplier
relationships several benefits

— You are able to view invoice payment status online

Suppliers have expanded online capabilities: manage
catalogs and pricing, receive/acknowledge purchase
orders, send invoices online, create hosted catalogs (if
enabled on CSP), and check the status of their

payment

Supplier expectations: Working online (no paper) and
ensuring a PO is referenced on each invoice

— Invoices are automatically paid (according to
established payment terms) when the purchase
order amount equals the amount received and
invoice received; no further action required by Jabil
colleagues (ensuring timely payment).
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Thank you!

JABIL



