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' Learning Objectives
This training introduces Coupa navigation for Suppliers.

By the end of this session, you will be able to:

Log in and navigate the Coupa Supplier Portal
Receive POs

Request a PO change

Submit invoices

See payment status
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Overview: Coupa Supplier Portal (CSP)

The Coupa Supplier Portal (CSP) is a free tool for you to easily do business with customers
who use Coupa. Using the CSP, you can:

* Manage your company information

« Configure your company PO transmission preferences for each customer
« Create online catalogs for each customer

*  View POs from all your connected customers who use Coupa

* Acknowledge purchase orders

* Flip and send invoices directly in Coupa

« Exchange real-time transactional notes with customer Cou

BUSINESS SPEND
MANAGEMENT
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Accepting an Invitation to the CSP

After you receive an invitation to join Coupa Supplier Portal

T memRe— 0 £rcoupa 9
1 . Cl |Ck On J Ol n CO u p a_ Registration Instructions - Action Required )
N t Th | Create your business account
O e: IS emal Can :';(wpa Coupa is using Coupa to transact electronically and communicate with you. We'll walk you through a quick and easy setup of
also be forwarded to e - Coe
other members of the T
company. - .
2. Set up your paSSWOI"d. ) 1 accept the Privacy Policy and the Terms of Use.
Click Get Started. | D |

3- Fi" Out the relevant e v By 02 COUPA £;zcoupa supplier portal e SUPPLIER  NOTIFICATIONS @ #L ‘m‘
information for your T e

Tell us about your business @

company. Click Next. comearsame | s —
Test Supplier
4. Complete your profile.
Profile Level

Note: you may be prompted to join Coupa Advantage for a fee. This is not required to complete your profile or to
transact with CenterPoint Energy.
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Connecting CenterPoint Energy to Current CSP Account

If your organization already has an account in the CSP, CenterPoint Energy will automatically
show in your customer list. However, you will still receive an email to fully link.

Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.coms
. to cecsupplierdemo+1 =

1. Upon receiVing the notification efm™ ““huSTEST  You are Connected to CenterPoint Energy on Coupa
from Coupa, click Login to Sovered by SFCoUpa
Coupa. Helo Supplr,

2. Cou pa Supplier Portal page will om0 o efrences Crste an ol o) Vi purchaee ariere Cree ccrone moces
be displayed. Enter your .

credentials and click Login.

Login to Coupa

zyscoupa supplier portal & secure

Forgot your password?
Login

New to Coupa? CREATE AN ACCOUNT

CenterPoint Energy — Coupa Supplier Portal (CS Proprietary and Confidential Information 9
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Connecting CenterPoint Energy to Current CSP Account

If your organization already has an account in the CSP,
CenterPoint Energy will automatically show in your
customer list. However, you will still receive an

email to fully link.

3. Once login credentials are
setup, CenterPoint Energy will
be added in your customer
access list automatically.

4. Click Customer Setup.

5. Choose CenterPoint Energy’s
profile and complete the steps
to finish the setup. Click Start.

CenterPoint Energy — Coupa Supplier Portal (CSP

xcoupa supplier portal

Home  Profile  Orders

Sourcing  Add-ons = Setup

Admin Customer Setup

CCC SUPPLIER NOTIFICATIONS HELP ~

Service/Time Sheets ASN Invoices Catalogs Payments Business Performance

Foghormn Therapeutics - CCC

Admin user e e ]
Users Users Permissions e Customer Access
CCC Supplier Demo ASNs CenterPoint Energy -
M R t
i cocsupplierdemo@gmail.com Admin
Merge Suggestions Status: Active Business Performance
Catalogs
Requests to Join Edit Early Payments
Invoices
Legal Entity Setup Order Changes
Order Line Confirmation
Coupa Verified Orders
. Payments
Fiscal Profiles
Representatives Senvice/Time Shests
Sourcing
Remit-To
_e Customer Setup
Customer Setup

You are a few steps away from doing business with CenterPoint

Supplier Demo Energy
QOlive Al - CCC Test Supplier 1
oLy  hubTEST
Specialty Dental Brands - Supplier
1
Proprietary and Confidential Information 10
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Confirm Invoice-From Location

This is the main address of your registered business or the registered entity you will be
invoicing your custarmer from.

oo™ hub-TEST

6. Confirm the Invoice-
from Locatlon, Shlp‘ Use my current legal entity .
to from, etc.. Once oo
done, click Next.

* Address

/. Finish the setup until
Steps are Completed ‘?itv State * Postal Code
and click Finish. E

Advanced Invoicing
Invoice-From Code

Recommended if you plan to use with CenterPaint Energy in integration for inveicing (cXML
or SFTR)

* Preferred Invoicing Language

Tax Country,"ﬁegion Tax D o

United States ~

[ 1don’t have Tax ID Number

@ Additional Tax ID

CenterPoint Energy — Coupa Supplier Portal (CSP) Proprietary and Confidential Information 11
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Management of Your Company’s CSP User Access

As your organization changes, you have the ability to manage what users have access and what
kind of access to the CSP. From the Setup > Admin > Users Tab the steps are below

#,scoupa supplier portal JANE~  NOTIFicATIONS @B HELP

1 . Cllck the Invite User ::::essP::rl:anc:orec:::srdngOr’dj;ronsservlc;f::eShee(s ASN Invoices Catalogs Payments

button to bring up the

invitation form. i 0 .

tation 1o Admin vsers Invite User

2. Populate the Nameand | = , o e

Email of the co-worker. worsamans T S
3. Further review and

1 1 Representatives Parmissions Customens
adjust which e e | o
. . B A B Al
Permissions they @ Admn p—
require. e easns | Action Required - Join the Coupa Supplier Portal © s
. - Coups Seppler Portal o o s i e mn e o

4. Review the Customer - o -

who that user should ~furng £,3COUPA Action Required - Jon the Coupa Suppber Ports

Squort. : ::I"I:‘:. T A LI Y Pl e 6 Ol I S B B0 Ll LR MRGRANEE Ou LI R NG FUPGGE APFTTAE DT CTREE Il TRl
5. Once completed, an T e e

email will be sent to the R ———

user to accept and Join L

Coupa Supplier Portal £3coupa

CenterPoint Energy — Coupa Supplier Portal (CSP 13
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Combining/Linking Account

It is possible that your company has multiple entities in CenterPoint’s systems, this may result in
multiple invites to the CSP. You can merge accounts if desired to simplify and reduce logins. From
the Setup > Admin Tab follow the steps are below:

Admin Merge Requests
1. Select Merge Requests

Initiate M R t
1 ors nitiate Merge Reques

2. Enter the email address
of the user who was
invited to the CSP e o
which you wish to I'm not a robot B

Legal Entity Setup

coupa@coupamail edu
Merge Suggestions

reCAPTCHA is for testing purposes only. Please report to the site admin if
are zesins this

Privacy - Terms

merge. _ _
Fiscal Representatives
3 . Complete the Remit-To 1 Merging will join the accounts and give all combined users the ability to invoice and submit payment
i information to linked customers on behalf of your company. Before sending a merge request, confirm that this
CAPTC HA Early Pay Discounts

email addre gs to a user who Is part of your organization. Once approved, an account merge cannot be
undone. Le about merging accounts.

4. Click the Request

c rrors Request Merge
Merge button.

sFTP File Errors (to
Customers)

CenterPoint Energy — Coupa Supplier Portal (C 14
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CSP - How to Manage Notifications

gcoupa supplier portal SUPPLIER = NOTIFICATIONS @  HELP v

A nt Setting
Home Profile  Orders  Service/TimeSheets ASN  Invoices  Cataloy- @ NSUEMIZEEEVERE Performance

-

Sourcing  Add-ons  Setup

1. Afterlogging in,
hover your mouse
over your name.

Click Notification Grow Your Business with Coupa
Preferences.

2. Click the type of
notifications that
you want to enable
or disable.

Get Noticed by Companies Spending Billions.

Learn More

My Account Notification Preferences

M ‘You will start receiving notifications when your customers enable them
3. Click Save.
Notification Preferences Announcements
Security & Two-Factor New Customer Announcement Online ) Email O sMs

Authentication

Business Performance

Business Performance Role Granted Online O Email

Catalogs
A catalog is about to expire ) Online O Email O sms
A catalog is rejected ) Online O Email O sms
A catalog is approved [ Online [ Email O SMs
Anew comment is received Online Email 0O sSMs

Proprietary and Confidential Information 16
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General Navigation

Login to your Coupa account

{.acoupa supplier portal NOTIFCATIONS @) HeL? ‘m
|

Home Profile  Orders  Service/TimeSheets ASN  Invoices  Catalogs  Business Performance

Sourcing  Addons  Sewp

Login Signup

1. Login with your email
and password.

2. Click on Profile to
complete your
company’s
relevant information.

3. POsand PO lines can
be found via the
Orders tab. You may
create invoices and
credit notes from POs
on this page.

4. The Orders tab has

| Overview

Download Profike as PDF

Emuail Address

Sunclenfiomal com

Profile Level

an your next badge by adding info about your company

Supplier  WOTFICATIONS @ HELP Supplier [+ NOTEICATONS @ FELP

Fscoupa supplier portal

Home  Profle Orders| SeniceMmesShests ASN  Involces  Catalops  BusiessPerformence  Sourcng  Addors  Setup Home Profile ~Orders| SevicefMime Sheets ASN  Invokes  Catalops  BusiessPerformence  Sourdng  Addors  Setup

several subtabs:
Orders, Order lines,
Order Changes, and
Order Line Changes.

CenterPoint Energy — Coupa Supplier Portal (CS

Purchase Orders

(Click the “2 Action to Invoice from a Purchase Order

T

Purchase Orders

(Click the “e Action to Invoice from a Purchase Order

T T 1

PONumber OrderDate St Ackoowldgedt fems Unanowed Conments. ol AssigredTo Acions PONurbr OOt Stbs Ackowledgd . e UninswsdConmats Tl Asigad T Ackons
am; sued peyr— w 20000 am; e I 10 eachef PPt W 200000
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General Navigation

£.30oupa supplier portal 6 Supplier 1= NOTFATONS @ LS i;@coupasupn.?e::mal e Supplier « NOTFCATIONS @ H£LP

) ) ) fome Prole Ocers SevcemeShees AN [Imokes| Cosogs  Gusnesserormance Seap
5. Invoices and invoice S ——

lines can be found on I - e 5
the Invoice tab. Invoices
Invoices and Credit

Notes can be created

Catalogs

view [ vluvml’»::.; o]

v Submitted Date StartDate Expiration Date Status Unanswered Comments Error Actions

from th|S page ey PSR o ey ey 2R Q2R MR At Gk No 0
Pedegfoprod aTm Ko Q2R RR M2 AcspedtyCuone N [x)
6. HOSted Cata|OgS can :':*::::: ‘:‘ : wan wan M2 Accepted by Customer No
g Welhinc Caog? 22 222 N N Deleed No

be viewed and
maintained via the e

£coupa supplier portal

Catalog tab' Home Profile  Orders Service/Time Sheets  ASN Invoices Catalogs  Business Performance  Sourcing  Add-ons = Setup

/. The Setup tab is
where to manage
legal entities, remit-to o

Legal Entity Setup Business Performance

addresses, and other

Order Changes

—
Supplier” = NOTIFICATIONS @ HELP

Admin  Cuslomer Setup  Connection Requests

pelmin

Users Permissions Customer Access

ASNs Commercial Metals Company

1 1 Remit-To Order Line Confirmation

users within your ous

Terms of Use Pay Me Now
. . Payments
organ 1Ization C—— e
] Service/Time Sheets.

Static Discounting Sourcing
sFTP Accounts
XML Errors
sFTP File Errors (lo
Customers)

CenterPoint Energy — Coupa Supplier Portal (CS Proprietary and Confidential Information 19
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Suppliers may have multiple users within their organization. This is common when multiple customers use Coupa.

1

Add-ons

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

Customer Satup

Admin vsers

2

Hequests to Jain
Busingss Performance
Catalogs

Lagal Entity Setup
Early Payments

= 7 ]
Marge Raquests _
e UserName  Email Status Permissions Customer Access 2 Actions
Merge Suggestions )
Test testsupplier@gmail.com Active ASHs CanterPoint Energy Edit
Supplier Admin

1. To add or manage users, click the Setup tab.

2. Click Invite User. A popup will appear. Clicking Edit on an
existing user open the same popup.

3. Enter the user's first name, last name, and email address.
Check or uncheck permissions and/or customers to manage
users' access.

4. Click Send Invitation.

Note: if editing an existing user, name and email will be prefilled in the popup,
and the blue button will read Save instead of Send Invitation.

CenterPoint Energy — Coupa Supplier Portal (CS

Invite User
QirslName
Last Name
* Email
Permissions @ Customers
All All
Admin CenterPoint Energy
Orders

(O Restricted Access to
Orders
@Al

Invoices

Catalogs

Profiles

ASNs

Servicel/Time Sheets

O Restricted Access to
Service/Time Sheets

@Al
Payments
Order Changes
Early Payments
Business Performance
Sourcing
Order Line Confirmation

Proprietary and Confidential Information 20
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Responding to Sourcing Events (Suppliers)
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Suppliers will receive email notification when invited to a sourcing event. The notification will contain

details of the buying need.

1. Click View Event in the
email notification to be
taken to the sourcing event
in a new window. A one-
time verification code will
be sent to your email,
please enter that code in
order to view the Event Info

page.

CenterPoint Energy — Coupa Supplier Portal (C

S

< DV @ % 0O

M Gmail

Compose

Inbox 1328
Starred

Snoozed

Sent

Drafts 1

More

Labels +

Q_ Search mail e
< 0O o B 0O @ m D
Spot Bid from Req #362 invitation - Sourcing Event #352 nbox »
[} CenterPoint Energy
@ e~
e resT Spot Bid from Req #362 invitation - Sourcing Event #352
Powered by £,3COUpa

CenterPoint Energy has invited you to the sourcing event: Spot Bid from Req #362.

If you intend to participate, review the event timeline and accept the terms and conditions of the event, if applicable.
Click the button at the bottom of the page to provide your response, which may include Attachmenis, Forms, and
Items and Services.

RFP Milestones:

- RFP Issue Date:
- Notice of Intent to Bid (“NOI"):
- Question and Answer Period Closes:

- Proposals Due:

- Project Start Date:

Response due date: Friday, 24 March 2023 05:33 AM CDT

Gain Instant Trust of Buyers
Get Verified on Coupa

7 START NOW

All questions should be asked using the event message board (bofiom left of the event). Having technical issues? Contact

sourcing,suppot@coupa.com

Want to participate later? Need more info?
Click | intend to Parficipate button to let the Click View Event and you will be tzken to the

buyer know. event page.

I intend to Participate

Proprietary and Confidential Information 22



Responding to Sourcing Events (Suppliers)
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2.  The Event Info page will open. This page will include details of sourcing event, the status of the sourcing event,

and a few short questions.

3. Check the checkbox next to “I
intend to participate in this event
if you plan to participate.

4. Download and review the
Terms and Conditions.

5. Select Yes or No to accept or
decline the Terms and Conditions.

6. Click Send to Event Owner.
From this point, the Event Owner
will receive your response and
may award business to the
winning response from those
received.

7. The time remaining before the
event closes will be displayed
in the top-right of the screen.

CenterPoint Energy — Coupa Supplier Portal

eSpot Bid from Req #362 - Event #352 e

CenterPoint Energy made the following changes to the sourcing event: Spot Bid from Req #362. If you intend to participate, review the event timeline and accept
the terms and conditions of the event, if applicable. Click the button at the bottom of the page to provide your response, which may include Attachments, Forms, and
ltems and Services.

Event Info

RFP Milestones:

- RFP Issue Date:

- Notice of Intent to Bid ("NOI"):

- Question and Answer Period Closes:
- Proposals Due:

- Project Start Date:

Do you intend to participate in this event?

| intend to participate in this event

Event owmner will be nofified of your intent to participate

. Accept Terms and Conditions

Terms and Conditions

6 Do you accept these Terms and Conditions?
Yes
Send to Event Owner

Template_TC.docx
O No

Proprietary and Confidential Information 23
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Responding to Sourcing Events (Suppliers)

. o: Event Information & Bidding Rules o: Buyer Attachments
Response details can be entered at
the bottom of the Event Info page. Event il end a the Evnt End Time e
After clicking Send to Event Your responses are viewable by buyer once submitied o 2y e o) o1
Owner, the Enter Response i e ot s
button will become available. e

transmission & distribution, power

8. Review any details in the e
Event Information & Bidding e e s ey
R u I eS SeCtl O n . Mississippi, Ohio, and Texas
CenterPoint Energy’s competitive energy
9. Download and read any S
attac h m e n ts p r0V| d ed by th e emciem-:y s_uslainab.mtv and infrastructl-ne
modernization solutions; and construction
B uye r. and repair services for pipeline systems,
primarily natural gas.
10. Review the sourcing event % Timeline
timeline. 0O X2 -
Mar Event Start m Event End
- “ (Start ime may change based on approvals) 24 (End time may change based on approvals)
11. Click Enter Res ponse. 12:33 PM America/Chicago 06:33 AM AmericalChicago

14d : 16h : Omin 00:00

&T

CenterPoint Energy — Coupa Supplier Portal (CSP) Proprietary and Confidential Information 24
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Responding to Sourcing Events (Suppliers)

After clicking Enter Response, the supplier will be able to enter the details of event response.

12. Enter a Name of the Response. Spot Bid from Req #362 - Event #352 »cuie
13. Review any attachments or : :
H H Event Ends
instructions. e T
days hrs
14 Your response to the Terms and EventInfo My Responses  Aris Supplier Ltd - #244
Conditions will be listed. gum
Attachments v
13 Provided by Aris Camitan 14 Your response
Contract T&Cs Response to Contract T&Cs
Instructions Attachment *
Each respondent must submit a mark-up, in redline format, of the attached Add File
pro forma agreement, which must include all requested modifications to the
pro forma agreement with respect to this Sourcing Event. The electronic
copy of the mark-ups must be provided in a format capable of being opened
in Microsoft Word. Respondent may also respond with any currently active
and applicable agreement that it has in place with CenterPoint. CenterPoint
reserves the right to determine the applicability of said agreement.
Attachment
None
CenterPoint Energy — Coupa Supplier Portal (CSP Proprietary and Confidential Information 25
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Responding to Sourcing Events (Suppliers)

Fcrms ~

@ 1. General Business Questionnaire ~

Flease answer the questions belovw.

General Business Questionnaire

Below the attachments and Terms and Conditions, Ve Loge rne
there may be a Form to complete requesting Brs vt -
specific information from the supplier. This screenshot e ot f
shows the General Business Questionnaire. ot o s

*Vendor Main Point of
Contzct Phone

* |5 your business -
considered to be a
diverse supplier?

15. Complete the required (*) fields. — §

subcontractors diverse
suppliers?

16 C“Ck Save * Dioes your company ~

apree with CenterPoint
Emnergy's code of
business conduct,
safety standards, and
requirements? Flease
see below link to
"Ethics and
Compliance Code”

Link "Ethicsand =
Compliance Code”

* CenterPoint Enargy’s -
standard payment
terms are Net 43 (43
days from the date of
invoice). If your
company currently
does not have a Master
PurchaselService
Agreement with
CenterPoint Energy. is
your company willing
to accept these?

CenterPoint Energy — Coupa Supplier Portal (CSP Proprietary and Confidential Information 26




I o conteroin
: : : Energy
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The final section of the sourcing event response page is the Items and Services section, where any included items
or services will be listed.

= |tems and Services ~

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

88 Items NotIn Lots (1 items)

® Laptops 10.00 (Each) x * = 0.00 USD

Total 0.00 USD

19
Export to Excel Import from Excel Load History Save Submit Response
17. Fill in the price and other required information for each line. o
18. If required, expand the full item details by clicking on the line S s
item. Click Save ltem to save item details. T
19. Click Submit Response. You may save the response . .
without submitting by clicking Save.

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

Add Image

Note: for sourcing events with multiple items, services, or lots, you may use

the bulk load function to streamline the event response. Click Export to Excel o
to download the items in an Excel template. Fill in the required details and Cioct e @
save the file, then click Import from Excel.

CenterPoint Energy — Coupa Suppli
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Receiving POs (CSP and Email)

et FhutPULALT.

Orders are sent to suppliers through at least one of several CenterPoint Eneray Purchase Order #4700020930
transmission methods. The most common method is via email. R

POs will also be visible in the Orders tab regardless of s

transmission method. Shiping Tems 24 e pcai

Payment Terms ZN45 | Payment Due Net 45 Days
Contact Test Supplier

testsupplier@gmail.com

1.  When receiving a PO via email, the notification will contain
high level details of the order, along with the option to take
PO actions directly. Note: Suppliers will not be able to create
invoices via email and must submit invoices from within the © ©®
cSP o0 pagmen sCoraen
£2c0upa Supplier wOTEICATIONS i) ¢

Home Profle | Ovders Service/Time Sheets  ASN  dwoices  Calalogs  Business Performance  Sourcing  Add-ons

2. When accessing a PO through the CSP,
navigate to the Orders tab.

3. Use the search bar to find specific POs as {9 GROW YOUR BUSNESS WHTH COUPA. et et by e g s START HOW
needed. soct Cntome
4. Click the PO number to open the PO to see Purchase Orders
fU” detalIS Click the “s Action to Imvoice frorn a Purchase Order 3
PO Number Order Dale = Stahus  Acknowledged A1 Hems Unanswened Comments  Tolal Assigned T Actiom
0000IST QRN I E;fl;.s.mr.i: heregy b =g
Fepar Senice
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Acknowledging a PO

CenterPoint Energy — Coupa Supplier Portal (CSP) Trai

Proprietary and Confidential Information 30




Acknowledging a PO

1. Click on the Orders tab to access current
POs.

2. Click on the PO Number to open the full
PO.

3. Check the Acknowledged checkbox to
acknowledge the PO.

Note: POs can be acknowledged directly from the
email notification. See screenshot on previous slide.

CenterPoint Energy — Coupa Supplier Portal (CSP

e CenterPoint.
Energy

Home Profile Orders.

£ GROW YOUR BUSINESS WATH COUPA. Gel nofioed by companies spending bilons

Purchase Orders

PE00000IST QBT -

SEPGLRT ime Shesls ASN

Supplier+  MOTEICATIONS ) HELP~

Business. Performance

Addons  Setup

fvoices  Caalogs SOuncing

Click the "= Acton to Inveice from a Purchase Order

10 each of HP Prinier

1 gexch of 3 Mhg resourd Therepy  Hio &0 00 =g
Equpment, SaaTimens

General Info

Ordder Date: (22272
Revision Date (20272

Requester Jane Wilkams

Fayment Term 2000

3 Attachenents M
=T

Assigned to

Lines

1 Type [Eem

Purchase Order #7600000089

Status Issued - Sentvia Emal

Email noncatindig+123Egmal com

Talel
Shipping
Ship-To Address 123 Test St
Dallas, TX 12345
Unitesd Stales
Locaton Code. 2900
Altn: Jane Wilkams
Legal Entity
Termns Mone

> Shipment Tracking O

Mo shipment fracking

Oty Unit Price Total
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Sending Shipping Notice
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Sending Shipping Notice
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There are two ways to send a Shipping Notice, the CSP or from the email PO notification.

1. Either click the Add Shipment Tracking button on the email notification or the Add button on the PO under
Shipment Tracking.

2. Add Tracking Number, Carrier, and an optional note.

3. Click Save.

0.

oim™  ThubU.AT.

Order Summary
Date 11/02/23
PO Total 8,000.00 USD
Shipping Terms ZNA | Not Applicable

Contact Test Supplier
testsupplier@gmail.com

CenterPoint Energy Purchase Order #4700020¢30

Payment Terms ZN45 | Payment Due Net 45 Days.

Orders dejis below

©

Acknowledge PO

Add Shipment
Tracking

Purchase Order #4700020931

o General Info

[Cemerromt Energy |

9 Shipping

Status Issued - Sent via Email

Order Date 11/0
Revision Date 11/02/23

Requester Sophia Levitt

Email i y ing.com

Payment Term ZN45 | Payment Due Net 45 Days
Buyer Mone
Additional Instructions Mone
Work Order Info None
Attachments MNone
Acknowledged

Assigned to

Ship-To Address CNP - Corp Headquarters
1111 LOUISIANA
HOUSTON, TX 77002-5230
United States

Location Code: 1201

Attn: Sophia Levitt

Terms ZNA | NO

7 Shipment Tracking

No shipment tracking

Create Shipment Tracker

Enter tracking number for entire PO. To ship PO partially, create ASN.

Create Invoice

©

Add Comment

CenterPoint Energy — Coupa Supplier Portal (CSP)

*Tracking Number | 9876544893533

e * Carrier | [l ~

Fedex
Note | USPS
uPs
DHL
OnTrac

Stamps.Com

Asendia - Cancel
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Request for PO Change

Supplier can also initiate PO changes via CSP.

e CenterPoint.
Energy

1. Goto Orders tab, find the PO that requires change then click the PO number.

fecoupa supplier portal

Home Profile Forecasts Orders Service/Time Sheets ASN

F

Setup

Purchase Orders

Instructions From Customer

PO Numbpe Order Date  Status Acknowledged At
4700060824 0117124 Issued None

Orders Order Lines Returns Order Changes Order Line Changes

Items

1 Each of Jacket

Order Confirmations

Invoices Catalogs

Unanswered Comments

Order Confirmation Lines

Select Customer

SUPPLIER » | NOTIFICATIONS HELP ~

Business Performance Sourcing Add-ons

Promised Deliveries Shipments

CenterPoint Energy v

{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

~ l Search yel

Total Assigned To Actions
500.00

=

a

2. At the bottom part of the page, click Request Change button.

Create Invoice

Request Change

Save

=i Print View

CenterPoint Energy — Coupa Supplier Portal (CSP)
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Energy

Request for PO Change

3. Supplier can update the details of the PO i.e Qty or Price. It is required to provide Reason for Change and
Comment (required for "Other").

Lines
Type Iltem ® Qty Unit * Price Total
1 -4 Jacket 1.00 Each ~ 500.000000 50000 €3
Need By Date
Item Detailed Text SAP Plant SAP Storage Location
None None None
ERS Indicator

No

Cancel Request PO Cancellation Save Change Request Submit Change Request

* Reason for Change |

Other e Change request for Purchase Order #4700060824 has been submitted for approval.

Total 500.00 usD

* Comment (required for "Other”)

Price update

4. Once all required fields are populated, click Submit Change Request button. This changes will be sent to the
requester for approvals.

CenterPoint Energy — Coupa Supplier Portal (CSP Proprietary and Confidential Information 36
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- o Contepoin:
Energy

Create an Invoice from PO (1/3)

There are two ways to create an invoice or credit note from a PO, from within a PO or from the main Orders tab.
1. From the Orders tab, click the ( E) yellow coins Invoice icon or the ( EE) red coins Credit Note button.

2. You may also open a PO from the Orders tab, then click Create Invoice under the line items.

Purchase Orders

Instructions From Customer

{Example text - thiz 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 =g Action to Accept the Purchase Order and Create an Invoice using its data

Em e C—" ea—m

PO Number Order Date Status Acknowledged At Iltems Unanswered Comments Total Assigned To Actions
| 4700020931 11/02/23 Issued 11/02/23 10 Each of Laptops No 8,000.00 5%
4700020930 11/02/23 Issued None 10 Each of Laptops No 8,000.00 55,9
Lines
1 Type Item Qty Unit Price Total Invoiced
- Laptops 10 Each 800.00 8,000.00 0.00

Supplier Part Number  Manufacturer-Part Number [tem Detailed Text SAP Plant SAP Storage Location ERS Indicator
None None None None None No

Perpage 15 | 45 | 90

Total usD 8,000.00

e Create Invoice Save =i Print View
CenterPoint Energy — Coupa Supplier Portal (CSP Proprietary and Confidential Information 38




- o Contepoin:
Energy

Create an Invoice from PO (2/3)

Create Invoice creze

A draft Invoice will open with data prefilled from the PO.
- General Info

3. Review the header details and add any missing information Y - R
or required fields. © v 1o
a. Invoice Number: the invoice number must be unique Payment Term ZN45 | Payment Due Net 45 Days
b.  Invoice Date: choose the invoice date * Currency USD
c. Image Scan: upload a text-based PDF copy of the invoice peliverny Humber
. Diraft
d. Attachments: include any needed attachments. s
G Image Scan Mo file chosen
Supplier Note
Vi
@ Aftachments Add File | URL | Text
Proprietary and Confidential Information 39




@ CenterPoint.
: Energy
Create an Invoice from PO (3/3)

This example is for a Qty PO. An Amt PO would include a Price field instead of Qty.

4. Review the line-level details and add any o Hnes o [ Line Level Taxaton
missing information or required fields. . e o T 300000 ©
a. QTY or AMT: enter either the quantity to be
paid or the amount of service to be paid. Pt Soniellime shestne _ e
b.  Shipping: enter any applicable shipping costs S .

533010-K-156211-0002-1156200

5. Click Calculate to total the invoice.
6. Click Save as Draft or Submit.

€ AddLine ) Fick lines from Contract Totals & Taxes

7. Use the Comment section to communicate |
with CenterPoint Energy about specific invoices. e e

Q Shipping

Delete Cancel Save as Draft Calculate
Tax - 0.000 | % 0.000
e i Total Tax 0.00
Comment Muie Comments  #
Met Total 8,000.00
Enfer Comment Total 8,000.00

Add File | URL

Delete Cancel Sawve a5 Draft Calculate m
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@ CenterPoint.
_ _ Energy
Creating an Invoice Backed by a Contract

1. GotoInvoice tab, click on Create Invoice from Contract

gacoupa supplier portal SUPPLER v | NOTIFICATIONS HELP v

Home Profile Forecasts Orders Service/Time Sheets ASN

Invoices Cartalogs Business Performance Sourcing Add-ons

-~

Setup

Invoices Invoices Lines Payment Receipts

Invoices

Select Customer CenterPoint Energy -

Instructions From Customer

DRAFT - If you are Web Based Supplier, please invoice directly against the appropriate contract.
Create Invoices @

Create Invoice from PO I Create Invoice from Contract I Create Blank Invoice Create Credit Note

2. Select the valid contract to create the invoice against, then click Create button.

Select Contract ) 4

Select a Contract

Test Supplier Contract | 2022-2023 | 4600030123 ~

Cancel Create

CenterPoint Energy — Coupa Supplier Portal (CSP) T Proprietary and Confidential Information 42




@ CenterPoint.
_ _ Energy
Creating an Invoice Backed by a Contract

3. Create Invoice page will be displayed, populate all required fields on the invoice header section.

Select Customer CenterPoint Energy -
Create Invoice creae
o: General Info 9 From
* Invoice # * Supplier 119123 - Test Supplier
*Invoice Date | 01/17/24 Supplier TaxID | ~
rm ZN30 | Payment Due Net 30 Days *Invoice From Address Test Supplier
1608 MARGARET ST
rrency USD HOUSTON, TX 81910
Delivery Number United States
Status Draft *Remit-To Address Test Supplier B
. 1608 MARGARET ST
Contract Test Supplier 123 [2022-2023 | 4600030123 HOUSTON. TX 91910
Ilmage Scan | Choose File | No file chosen I United States
Supplier Note * Ship From Address Test Supplier B
1608 MARGARET ST
p HOUSTON, TX 91910
: United States
Attachments Add File | URL | Text
2 To
Customer CenterPoint Energy
Bill To Address Mo address selected 'D
Ship to Address Mo address selected O
Requester Email
Requester Name
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Energy

Creating an Invoice Backed by a Contract

4.

Populate the invoice Line level section and then click Submit. Popup window will be displayed to verify the
total amount of invoice to be submitted, click Send Invoice to complete the process.

I Lines

O Line Level Taxation

Type
Qy ~

Description

Tools

Qty uoMm

1.000

Price

Q
1/cubic centim ~ 1,000.00 1 :OOOOO

PO Line
None

Service/Time Sheet Line
None

@ AddLine ) Pick lines from Contract

Supplier Part Number

Totals & Taxes

Delete

Lines Net Total 1,000.00

Shipping

ax v % 0.000

Total Tax 0.00
Net Total 1,000.00
Total 1,000.00

Concel  Save as Dralt -

CenterPoint Energy — Coupa Supplier Portal (CSP) T

Are You Ready to Send?

You're about to send an invoice to CenterPoint Energy for a total amount of 1,000.00. Once sent,
you'll have to contact your customer directly to make changes to the invoice.

Continue Editing Send Invoice

119123-  Test Supplier invoice #INV Contract 1 is processing
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e CenterPoint.
Energy

Checking Invoice Status

Use the Invoice tab to check the status of Invoices. Preconfigured views allow you to see different sets of invoices.

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 Inveice list page}
Create Invoices @

Create Invoice from PO Create Invoice from Contract Create Blank Invoice Create Credit Note
view
All @
Invoice # Created Date Status PO#  Total Unanswered| Ahandoned 50N Actions
. Approved
I TST-POF_INVOA 101123 Approved 4 1,500.00 USD ] Cradit Notes
TST-CSP_INVO01 1011123 Approved 3 1,500.00 USD No Disputed
Disputes with a supplier response
Perpage 15 | 45 | 90 Disputes without supplier response| 2 3
Draft

Overdue invoices
Payment Information
Pending Approval
Processing

Unpaid invoices
Voided

Create View
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Checking Paid Invoices

To view all invoices,
click Invoices.

£,coupa supplier portal

Home Profile Forecasts Orders

Click Create View on
the View dropdown.

Sourcing  Addons  Setup

Invoices  Invoices Lines  Payment Receipls

Enter the name of
the report.

Invoices
Instructions From Customer

Create Invoices @

Service/Time Sheets

ASN

Invoices

Catalogs

JANE~ | NOTIFICATIC

Payments  Business Performand

Select Customer

| CenterPoint Energy

{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 Invoice from PO

Add condition:
Paid=Yes.

Drag the information
that you need in your
report. Then, click
Save.

Invoice # Created Date Status
I TST-POF_INVOT  10/11/23 Approved
TST-CSP_INVO1  10/11/23 Approved

Perpage 15 | 45 | 90

Paid invoices are
displayed.

Note: The same steps can be
followed with various conditions and
columns to create your own custom
views

CenterPoint Energy — Coupa Supplier Portal (CSP

Create Invoice from Cor

PO#

4
3

Create Blank Invoice

Total
1,500.00 USD
1.500.00 USD

Unanswered|
No
No

Create Credit Note

‘Abandoned on Actions
Approved

Credit Notes

Disputed

Disputes with a suppler response
Disputes without supplier response| 2| | 3
Draft

Overdue invoices
Payment Information
Pending Approval
Processing

Unpaid invoices

Invoices

Instructions From Customer

CenterPoint.
Energy

Create New Data Table View

General
Visibility @ Only Me
O Everyone
Start with view | All ~
Conditions
Match Conditions  Match all conditions - ‘Add group of conditions
I Filter By | Paid ~ is Yes w I 0
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

Commented Invaice #
Comments Created Date
Date Of Supply Status

Date Of Supply PO#
Delivery Number Total

Disputed Date Unanswered Comments

Document Type Dispute Reason

Actions

Invoice Date

Last Updated Date

DRAFT - If you are Web Based Supplier, please invoice directly against the appropriate contract

Create Invoices @

Create Invoice from PO

Create Invoice from Contract

Create Blank Invoice Create Credit Note

Invoice #

Created Date

I TESTHP 1248 10111123
TESTHP 1248 1011123
INv9.21v2 09721123
INVG.21v1 09/21/23

Perpage 15 | 45 | 90

Status PO# Total Unanswered Comments Dispute Reason Paid J Actions
Approved 4508215806 2.090.00 No Yes
Approved 4508215817 30.00 No Yes
Approved 4700020741 5375 No Yes
Approved 4700020741 86.00 No Yes
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- o Contepoin:
Energy

Support Resources

1. Click here for more support information.

2. For additional support, email
DigitalProcurement@centerpointenergy.com

CenterPoint Energy — Coupa Supplier Portal (CSP) Proprietary and Confidential Information 49


https://www.centerpointenergy.com/en-us/Corp/Pages/supplier-registration.aspx

CenterPoint Energy — Coupa End User Training Guide

CenterPoint.
2024 eifnergy

Thank you
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