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Return to 1. RegistrationofAccount

1.1 Registration of CSP Account — New Supplier

Return to ContentPage

An email invitation will be sent to your email to register Coupa Supplier Portal (CSP).

(Pls log in from your desktop or laptop. Do not perform initial profile setup from mobile.)

1.

Click On

in the email.

BDBS... DBS Test Registration Instructions - Action Required

Z,=coupa

Dear DBS supplier,

DBS invites you to register on our Coupa procurement platform. Through Coupa Supplier Portal (CSP), you will be able
1o

- Manage your company information and user accesses
= Maintain online catalogues for DBS

- View DBS purchase orders

= Create electromic invoices to submit to DBES

Y¥ou will receive a separate email containing the Supplier User Guide which includes the one-time registration and set-
up. We look forward to working with you through Coupa.

Ste ps to create your profile in CSP

1. Log in to Coupa Supplier Portal (CSP).

{Pis log in from your desktop or laptop. Do not perform initial profile setup from mobile.)
2. Select =< Admin >> << Legal Entity Setup ==

3. Click on << Add Legal Endity >>

(Your can refer fo the Supplier User Guide, Chapter 1.1)

I rtant points to take mote:

For Singapore-Registered Supplier: Under the section on Tax ID, if wou are not GST registered, please leave the
<GST ID= field blank, tick on the checkbrox <| don’t have a VAT/GST NMumber> and indicate your company registration
number in the <Local Tax ID> field.

For non Singapore Registered Supplier: Under the section on Tax ID, please leave the <VAT ID> field blank, tick on
the checkbox <l don't have a VAT/GST Mumber> and indicate your company registration number in the <Local Tax ID>
field.

Thank you,

DBS Group Procurement & Services

Forward this
invitation

Overview
Learn more about
the Coupa Supplier
Portal

MNeed Help?
Answers to common
questions and
issues

Coupa Info
Learn more about
how companies use
Coupa

Business Spend Management
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Return to 1. RegistrationofAccount

1.1 Registration of CSP Account — New Supplier

Return to ContentPage

v" Enter <Password>, <Password Confirmation>. Passwordtoinclude at least 8 characters, a

letter and anumber

v’ “Accept”the privacy Policyand Terms of Use.
v’ Click on to continue.

v’ Afterloggingin successfully, you will be in the site at the homepage of CSP

Z,zcoupa

Create your business account

DBS Test is using Coupa to transact electronically and communicate with you. We'll walk you through a
quick and easy setup of your account with DBS Test so you're ready to do business together.

B3DBS



Return to 1. RegistrationofAccount

1.1 Registration of CSP Account — New Supplier

Return to ContentPage

v" You will see this page after logging in successfully.

v CreateLegal Entity for your New Company Name in Coupa Supplier Portal.
(For Legal Entity Setup, referto Point4 : Setup Legal Entity for Invoicing)

Welcome to Coupa Supplier Portal

B3DBS



1.2 Registration of CSP Account — Existing Supplier

Return to 1. RegistrationofAccount

Return to ContentPage

1. This only applies if you are an existing Coupa user. Firstly, ensure that the email ID

used to registerfor CSP is the same as the email that you will be using for DBS Coupa

2.  Usingthe email in step 1, you will receive an email invitation to register with CSP

(shown in the screenshot below)

3. Click on Click here, which is provided in the email, to add DBS as your Customer

Sieps 1o create yeur profie in C5P

0] i 80 Coupa Supper Podtal (C5H)
(PTs log in from your deskiep or lagfop. Do not perform fnfdal prafife sefup from mobile.)
Sefe Adrman < Liegpal Erday Sedu
Sl Lingad Enbiby =
(You can refer fo the Supplier User Guide, Chapter 1.1)
Impertant points to take note;

1=

Login to Coupa 3

For Singapore-Registered Supplier: Undér the sectian on Tax 1D, d you are nol G3T megisiened plosss |eave the <557
100 Foeekef Blande, ek on the checkiog =<F don'l have 2 VAT/GET Number> and indicale your fompany registiation rambes i

For non Singapore-Registered Supplier: Under the section on Tax 10, please leave the <VAT (D> hield bank, bck on the
hescidhon =1 don't havve a VATIGST Number= and rdicabe your company registration rumber in the <L ocal Tax D= fisld

B3DBS



Return to 1. RegistrationofAccount

1.2 Registration of CSP Account — Existing Supplier

Return to ContentPage

4. Click on Home. There is an Announcements section available on this page.

- e s | CATHERIME FOTIFICATIO HEL P
#:ecoupa supplier portal CATHERINE NOTIFICATIONS EED} | HEL

Service/Time Sheets ASN Inwvoices Catalogues Business Performance sourcing Add-ons setup

We noticed you stanted your Coupa Verified registration but haven't completed it Complete Process 3¢

ss SGDBUI|LYRECO SIN-001

Profile Progress 29%

Recent Activity ww« @ Announcements

DES Test - INDBUIBYZAN SSTE More..

3. Coupa Supplier Manual and Video Guide

Mo actiwiy found for DBES Test - SCDEUENANYANG TE-O01
Meed help? Click here to access Coupa
Supplier Manual &nd Video Guide.
Two-factor Join Requests Merge Linked
Security Suggestions Customers ¢ ,
0 of 2 Users 0 Users 0 Duplicates B6 Connections

B3DBS



2. Homepage and Navigation
Return to ContentPage

2.1 Homepage— Description of Functionality
2.2 Notifications Menu

2.3  HelpTour

2.4  Merge Accounts

2.5 LanguageSetting

2.6 Setting Notification Preferences for Suppliers
2.7 Resetting Supplier’s AccountPassword

2.8 Adding Users to CSP Account for Suppliers
2.9 Definition of Roles Allowed in CSP

2.10 LogOut
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Return to 2. Homepage and Navigation

2.1 Homepage

Return to ContentPage

1. Youcanswitchbetween the differenttabs on the homepage. The functionality of the
differenttabsis shown below

s R Talalifal el & % e I 1
.2 C0UPa supplier portal WAI SIEN NOTIFI

‘ | Home ‘ Profile Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Add-ons Setup ‘

Home Bring Suppliers to Homepage of the Coupa Supplier Portal

Profile Allow Suppliers to create, modify, and manage their public and DBS-specific profiles. Add
remit-to addresses

Orders Allow Suppliers to manage purchase orders

Allow Suppliers to view, create, edit, and submit service/time sheets against purchase

Service/TimeSheets
/ orders (POs). Currently not utilized by DBS.

Allow Suppliers to send notifications to DBS when they ship their items. Currently not

ASN utilised by DBS

Invoices Allow Suppliers to create and manage invoices to send to DBS

Catalogues Allow Suppliers to create and manage DBS specific catalogues

Business Performance View a summary of orders,invoices & delivery time trends

Add-ons Accessinformationaboutall additional features

Setup Allow Supplier Admins to manage user profiles, merge requests, and remit-to addresses

B3DBS



Return to 2. Homepage and Navigation

2.2 Notifications Menu

Return to ContentPage

1. Click on NOTIFICATIONS toview the latest notification and messages
2. Click on See All Notifications
3. Viewyourinbox at My Notificationspage

{;&caupa supplier portal SUPPLIER~| NoTIFICATIONS @) 1

Home  Profile  Orders  Service/Time Sheets  ASN Invoices  Catalogs  Business Performance  Add-ons  Setup

DBS ~ | NOTIFICATIONS @@ | HELP ~

My Notifications | 3

| I |
A catalog is about to expire ® View Al ~
Catalog with DBS will expire in 30 days.
b ey S B — Message
A catalog Is approved
Catalog has been approved by DBS Catalog with DBS will expire in 30 days.
A catalog is approved ®

Catalog has | d by DBS
Catalog has been approved by DBS alaiog flas besh approved by

See All Notifications 2 Catalog has been approved by DBS

B3DBS



Return to 2. Homepage and Navigation

Return to ContentPage

2.3 Help Tour

Toretrieve the HelpTour

Select <<Home>> tab

Click on <<Help>> at the right top corner

B w o

Click on <<Help Tour>>

NOTIFICATICNS N |HELR -

Supplier 123

£,scoupa supplier portal

Help Taur
Jrders  Service/Time Sheets ~ ASN  Invoices  Catalogs  Business Performance  Add-ons  Setup —— 4

Welcome o Coupa Supplier Portal

v Create Invoices & Get Status Updates | | undate Prosie & Payment info
o View Sﬂmhﬂumm - . o -E‘;;eate_'l'im Elﬁeﬁﬁﬂﬁﬁﬂhgﬁistﬂldm

»" Host & Manage Catalogs e Gel Real-Time S5MS & Email Moffications

gcoupa supplier portal

B3DBS



Return to 2. Homepage and Navigation

2.4 Merge Accounts

Return to ContentPage

1. If you wish to combine two accounts into one single administrative account, you may
choose to utilise the Merge Account function (Note: You can only merge one account
with another per Merge Accountfunction)

Click on Setup
Click on Merge Requests

4.  Fill up the email address associated with the other accounts and click Request Merge
to send an emailinvitation

SUPPLIER ~ | NOTIFICATIONS €) @ HELP ~

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Add-ons Setup n

Admin Merge Requests

£,2coupa supplier portal

Initiate Merge Request

2 ip coupa@coupamail.edu Request Merge

Open merge requests

All cleart Mo open merge requests.

SFTP Accounts

cXML Errors

B3DBS



Return to 2. Homepage and Navigation

2.4 Merge Accounts

Return to ContentPage

5. Tick My Account/Their Account to choose the appropriate account owner. Input an

explanatory note under Note to explain the reasons for merging. Tick the I'm not a
robot checkbox

Click Send Request to completethe process

When accountsare merged, both admins would be given admin rights

Request Account Merge

You're about to merge yvour profile and users with DBS Test Supplier 123 Select the owner for
the merged account. For more info on merging. Click here

*Account Owner @ My Account

0 Their Acocount

choosing this option | uvnderstand that | wwill no longer e the ac

5 * Note

I'mm not a robot

conce 6 |

B3DBS



Return to 2. Homepage and Navigation

2.5 Language Setting

Return to ContentPage

The defaultlanguageis English (US)
1. Click onthe defaulted language to switchthe language, e.g. English(Singapore)

About
Public Profile Deutsch (Deutschland) |
: Deutsch (Schiweiz)
fiznnnliar [ iaref irl i
https:/fsupplier-coupahost.com/suppliers/public/10008 Deutsch (G
English (Australia)

English (Canada)
English (India)

English {Ireland)

English (Malta)

©2006-2017 Coupa Software Incorporated
Privacy Policy - Terms of Use

B3DBS



Return to 2. Homepage and Navigation

2.6 Setting Notification Preferences for Suppliers

Return to ContentPage

1. Move the cursorto your profile name

2.  Click on NotificationPreferences

g&coupa g,up;j;;ie; portal SUPPLIER~ | INOTIFICATIONS @ = HELP~
Account Settings
Home  Profile  Orders  Service/Time Sheets  ASN Invoices  Catalogs  Business Performance [N GHHIEHNIRSIC {0 1
Log Out
SUDD“EI’ _D_Oﬂﬂi B e 24 Feronm s
‘SUPPLIER~ | L
5P account, we
& About Em fo reduce
& Industry Account Settings
£ Website Maotification Preferences 2 K
= Established
§1 Employees .
Log Out

improve Your Profile Singapore Singapore

Singapore. Singapore Singapore

B3DBS



Return to 2. Homepage and Navigation

2.6 Setting Notification Preferences for Suppliers

Return to ContentPage

3. Click onall checkboxif you wish to receive your notifications through Online interface,
SMS & Email (Note: You can customise your notifications for different items, e.g.
catalogues, Ordersetc)

If none of the checkboxesare checked, you will not receive any notifications

5.  Oncepreferencesare set up, click [0

My Account Notification Preferences

You will start receiving notifications when your customers enable them.

Settings

Motification Preferences Catal{]gfv

Security & Two-Factor A new comment is received @ Online # Email ] SMS

Authentication
A catalog is approved 3 W« Online Email SMS
A catalog is rejected i« Online Email S5MS
A catalog is about to expire iw| Online 7 Email [ SMS

B3DBS



Return to 2. Homepage and Navigation

2.6 Setting Notification Preferences for Suppliers

Return to ContentPage

6. Before setting up service for SMS notifications, you have to validate your contact
number with Coupa. Click on Account Settings

;‘;::coupa aug.‘-;.viier portal CATHERINE ~ | NOTIFICATIONS HELP -~

= Account Settings
Home  Profile Orders  Service/Time Sheets ASN  Invoices  Catalogues  Bu: bt e o i

Log Qut
ce  SGDBU|LYRECO SIN-001
Recent Activity view v @ Announcements

- DBES Test - INDBUIBYZAN SYSTE.. Maore.

: g ; 3. Coupa Supplier Manual and Video Guide
Mo activity found for DBES Test - SGDBUINANYANG TE-DO1.
Need help? Click here to access Coupa

Supplier Manual and Video Guide.

Two-factor Join Requests Merge Linked
Security Suggestions Customers ¢ . = >
0 of 2 Users 0 users 0 Duplicates 86 Connections

B3DBS



Return to 2. Homepage andNavigation

2.6 Setting Notification Preferences for Suppliers

Return to ContentPage

7. Click on Security & Two-Factor Authentication. Keyin your mobile contact number
and click Validate

My Account Notification Preferences

You will start receiving notifications when your customers enable them. 7
Settings 7
Notification
i Email cocolawpy@gmail.com Mobile (SMS +1 201-555-5555
Preferences

Security & Two- I Verify number to receive SMS

Factor
Authentication

Announcements

New Customer Announcement Online () Email O SMs

B DBS



Return to 2. Homepage andNavigation

2.6 Setting Notification Preferences for Suppliers

Return to ContentPage

8. Follow the on-screeninstructionsand keyin the verificationcode that you
have received via SMS. Click OK toproceed

Enter the code that you received by SMS

ur veri } has been sent to: +6598228888

8 ICode

B3DBS



Return to 2. Homepage and Navigation

2.6 Setting Notification Preferences for Suppliers

Return to ContentPage

9. Youwill be able to receive updates via text messagesonce SMS notifications have
been set up accurately

eee00 StarHub 4G 12:36 PM @ 7 100% 3 #

<D ¥/ ®
+1(650) 200-2657
Text Message

Today 12:29 PM

Your Coupa verification code:
943882

Your phone is now enabled to
receive SMS notifications. You
can disable this at anytime
from

Tap to Load Preview

supplier-test.cou..

A catalog is approved: Catalog
has been approved by DBS

B3DBS



Return to 2. Homepage andNavigation

2.6 Setting Notification Preferences for Suppliers

Return to ContentPage

10. To change your notificationspreference, go to My Account settings and click on

Notification Preferences

Announcements
New Customer Announcement Online ) Email O SMs
Business Performance 10
Business Performance Role Granted Online [ Email O SMS
Catalogues
New comment received Online Email ] SMSs
Catalogue approved (] Online [ Email ] SMs
Catalogue rejected [ Online O Email O SMS
Catalogue about to expire [ Online O Email O sSMs

B DBS



Return to 2. Homepage andNavigation

2.6 Setting Notification Preferences for Suppliers

Return to ContentPage

11. For Security & Two-Factor Authentication, it is not a requirement for supplier to
setup. If you wish to continue and encounter issue, please contact
supplier@coupa.com

My Account Security & Two-Factor Authentication

Two-Factor Authentication

Settings

Motification Preferences AReRE R

> Enable only for Payment Changes (Required for changing Legal Entity or Remit-To)

@ Enable for Both Account Access (Login) and Payment Changes

1 1 Via Authenticator App Dissbled

[] Enable Using an Authenticator App available from your mobile phone app

slore

] Enable Using SMS, a code will be sent to your mobile phone number. Enter
verification code when prompted and select OK

B DBS


mailto:supplier@coupa.com

Return to 2. Homepage and Navigation

2.7 Resetting Supplier’s Account Password

Return to ContentPage

1. Click on Forgot yourpassword atthe Log In page

2. Inputthe email associated withthe Coupa account

3. Checkthe tickboxfor [/ imneareset| and clickSubmit

| LogIn Sign up Forgot Your Password?

Provide your email address and we'll send you a link to reset your password.

Login to your Coupa account

Emiail Address E " Email || |

L= = - =L = n
I'm not a robot

B3DBS



Return to 2. Homepage and Navigation

2.7 Resetting Supplier’s Account Password

Return to ContentPage

4. You will receive a URL link to changethe passwordassociated with the email account.
Click on the link asshownbelow.

5. Enter your newpassword. Click |» Imnatarobot|and ~ Submit  toconfirmpassword
reset

Requested Password Reset Instructions for Coupa

A password reset request was initiated for your user's account. You can click the button below to create a new password.

If you did not initiate this request, please review your login settings, add two-factor authentication to improve security, and notify someone at your company per your internal policies if you think this may
have been malicious.

| 4
Reset your password

Please enter a new password and confirm it

Password

\/ I'm not a robot

| Submit

B3DBS



Return to 2. Homepage and Navigation

2.8 Adding Users to CSP Account for Suppliers

Return to ContentPage

1. Athomepage, click onthe Setup

2. Click onUsers

3. Clickon m

gr:coupa supplier portal CATHERINE » | NOTIFICATIONS HELP ~

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

Admin Customer Setup

Admin users

— 2 vow [ 2 7

Merge Re

User name Email Status Permissions Customer Access Actions
Merge Suggestions
CATHERINE cocolawpy@amail.com Active ASNs
Requeasts to Join FOO Admin DBS
Business Performance
Legal Entity Setup Catalogues
Early Payments
Coupa Verified Invoices
Order Changes
Fiscal Representatives Order Line Confirmation
Orders
Remit-To Payments
Profiles
Terms of Use Service/Time Sheets
Sourcing

sFTP Accounts
cXML Errors

sFTP File Errors (to

Customers)

B3DBS



Return to 2. Homepage and Navigation

2.8 Adding Users to CSP Account forSuppliers

Return to ContentPage

4. Youwill receive an Invite User pop up. Fill in the relevant information, <First Name>,
<Last Name>,<Email>as well as the permission for the CSP account

5. Select which Customer (e.g. DBS) the user can accessand click 50y

6. Youremployee will receive an email notification with a link to register

Invite User

First Name

Last Name 4

* Email

Permissions 7 7 Customers

= An
& Admin Ll Al

M ©Orders

O Restricted Access to Orders « DBS

4 ®an
& Invoices

& Catalogs

4 Profiles
] ASNS

[+ Service/Time Sheets
) Restricted Access to Service/Time Sheets
@ Al

& Payments

[ ©rder Changes

M Pay Me Now
[ Business Performance

Cancel Send Invitation

B3DBS



Return to 2. Homepage and Navigation

2.9 Definition of Roles Allowed in CSP

Return to ContentPage

User Roles Description

All Supplier can perform allroles

Supplier have full access to all CSP functions, including Supplier administration. Non-admin
. Suppliers can still view the Users tab of the Admin page and invite users, but they cannot edit

Admin o - o .
existing users. The permissions on the invitation cannot exceed the permissions of the user
creating the invitation

Orders Adds the ability for Supplier to view and work with purchase orders (POs)

Invoices Adds the ability for Supplier to view and work with invoices

Catalogues Adds the ability for Supplier to view and work with catalogues

Profiles Adds the ability for Supplier to modify DBS-specific profiles. All users, regardless of permissions,
can edit the public profile

ASNs Adds the ability for Supplier toview and work with advance ship notices (ASNs)

Service/TimeSheets

Allow creatingand submitting service/time sheets against POs

Payments Allows viewing payments and downloading digital checks
Order Changes Allow submitting PO change requests
Pay Me Now Available only if customersuses Coupa Pay
Business o : . : . :
Allows viewing of business performance information (e.g. order, invoice and delivery trends)
Performance

BDBS




Return to 2. Homepage and Navigation

2.10 LogOut

Return to ContentPage

1. Mouseover the header which statesyourname and click on the “Log Out” option
which appearson the drop-down menu that follows.

%o COUPA supplier portal it NOTIFICATIONS €9 | HELF
Accaun Setting
Home  Profile  Orders  Service/TimeSheets  ASN  Invoices  Cawalogues  Business PerforrEETERIREENSEEE m
Wi noticed you staned your Coupa Verilied regisiration but haven't completed it —— —

< SGDBUILYRECO SIN-001

Profile Progriess 25

Recent Activity view = @ Announcements

DBS Tear - INDELUBYZAM SYSTE More

3. Coupa Supplier Manual and Video Guide

Need heip? Click here te aocess Coupa
Supplier Manual and Videg Guide,

Two-factor Join Requests Merge Linked
Security Suggestions Customers 3 g
0 of 2 Users 0 Users 0 Duplicates Bb Connections

B3DBS



3. Improving Profile

Return to ContentPage

3.1 Updating New Changesin Supplier’s Company Profile

B3DBS



Return to 3. Improving Profile

3.1 Updating New Changes in Supplier’s Company Profile

Return to ContentPage

1. Click on tab to start editing your profile.
2. Clickon gFare ™

£r:coupa supplier portal CATHERINE ~ | NOTIFICATIONS HELP ~

Home Profile Ords s Service/Time Sheets ASN Invoices Catalogues Business Performance Sourcing Add-ons Setup

Your Profile Informatherfre Performance Evaluation Coupa Verified

Company Profile YYou have 2 customer announcements related to Profile (DBS Test) Wiew All Announcements

Environmental, Social,
Govemance & Diversity 0  Complete your profile to get discovered by Coupa buyers that are looking for items in your category.

Risk & Compliance
Profile Progress

Financial Performance o 41%
41% Edit Profile
- ——
Ratings & References C) Last Updated 4 minutes ago
Profile preview Copy profile URL w Download Profile as PDF
Quick Links
We noticed you started your Coupa Verified registration but haven’t completed it. Complete Process X

Manage payment
information

Manage legal enfities
Learning Centre
Add more customers

Create a discoverable profile

Feedback

B3DBS



3.1 Updating New Changes in Supplier’s Company Profile

Return to 3. Improving Profile

3. Make the desired changes to your profile

Return to ContentPage

a. Changes may include<Company Profile>, <Address>and <Primary Contact>

4.  Click to completethe changes

§,scoupa supplier portal

CATHERINE v | NOTIFICATIONS (Y | HELP

Home | Profile = Orders  Service/TimeSheets ASN  Invoices  Catalogues  Business Performance  Sourdng  Add-ons  Setup

A

e nformation Requests P

Company Profile

Environmental, Social,
Governance & Diversity

Risk & Compliance
Financial Performance

Ratings & References

Quick Links

Manage payment
nformation

Manage legal enfifies

Learning Centre
Add more customers

Create a discoverable profils

Feedback

Tell us what you think

Company Profile

*Company Name

SGDBU|LYRECO SIN-001

Primary Address

Address ling

5 ANG MO KIO STREET 62 NCS HU

State

Doing Business As @)

Address ling 2

20/218 CIRCULAR ROAD

Postcode

569141

Is Ultimate Parent

®Yez O No

it

SINGAPORE

Country/Region

Singapore

Fields marked as (*) are
mandatory

Changes Profile will be
reflected on the public CSP.
However, these changes will
not be reflected in the DBS
system. Suppliers have to
contact DBS If they wish to
make any changes to

their company information.
Contact DBS at
sgprocurement@dbs.com

Most customers require Legal
Entity information for

[nvoicing,
$DBS


mailto:sgprocurement@dbs.com

Return to 3. Improving Profile

3.1 Updating New Changes in Supplier’s Company Profile

Return to ContentPage

Primary Contact 0

* First Name

CATHERINE

* Emnail

cocolawpy@gmail com

Preferred Phone

Viork

Work number

Public

Company Information o'

Year Established
1957

Cwmership Type

Tax ID

200501663H

Company Size

Industry

Select an Oplion

DUNS

* Last Name

FOO

Role

Mobile number

Photograph

€% Add another contact

Number of Employees

PO Delivery Email

Continue from page 32

B3DBS



Setup Legal Entity for Invoicing

Return to ContentPage

To setup Legal Entity and Select <<Setup>>tab
Click on <<Legal Entity Setup>>
Click on <<Add LegalEntity>>

Inputyour Legal Entity Name and select Company Registered Country
Click on <<Continue>>

v & W N =

Home  Profile  Orders  Service/Time Sheets ASN  Invoices  Catalogs  Business Performance  Add-ons Setup

Admin Legal Entity Setup Add Legal Entity 3

Legal Entity

Let's get your company setup for electronic invoicing!

We'll walk you through what's needad & keep it as short as possible.

Raria-Ta The first thing you'll need to do is add a legal entity.
—
* Legal Entity Nan
4 S S s This iz the official namsa of your
Country g business that is registered with
the local government and the

untry where it is located

. m=] 5

B3DBS



4 Setup Legal Entity for Invoicing

Return to ContentPage

6. Tick the boxto select DBS.
7. Input your Company Address.

8.Must tick the boxes for both Remit-Toand
Ship From address.

9.Foryour Tax ID, please Click on your Type of
Entityto refer to slide for particular guide:

Referto Slide for guide (Tax ID):

Type 1: Non-Singapore Registered Entity
(all countries exceptSingapore)

Tell your customers about your organization

a
Which customers do you want to see this?
@ All
# DBS Test - 5GDEUIA & F CONC-001
% DES Test - SHOWCASE SUPPLIER 8 6
# DES Test - SGDEUIASIAWIDE P-001
# DBS Test - SGDEUIZISTUDIO C-001

What address do you invoice from?

* Address Line 1

Address Line 2

State

* Postal Code

Country Singapors

w Use this address for Remit-To

w Use this for Ship From addresso

Type 2:Singapore GST Registered Entity

Type 3: Singapore Non-GSTRegistered Entity

What is your Tax ID? @

Country | Singapore

*GSTID

| don't have GST ID Number

Add additional Tax ID




4 SEtup Legal Entlty 1{o]§ |nVOiCing (Non-Singapore RegisteredEntity)

Return to ContentPage

9. For yourTax ID,
»Non-Singapore Registered Entity (all countries except Singapore)

Step 1: Plsleave this field blank.

Step 2: Checkthis box.

Step 3: Indicate your Company Registration No. in this field ( it must Match with the number
that you have statedin the Vendor Registration Formthat you have submittedto us earlier.)
Step 4:Clickon then @ | Click here to slide to continue the Legal Entity Setup

hat is your Ta 2?0
Country | United Kingdom ~
i i ~
VAT 1D “l Step 1: Pls leave this field blank. I
‘ Step 2: Check this box. !:::‘ | don'l have a VAT/GST Mumber
* Local Tax 1D ‘ Step 3: Indicate your Company Registration
No. in this field { it must Match with the
number that you have stated in the Vendor 3
Add additional Tax 1D Registration Form that you have submitted

to us earlier.)

Miscellaneous
Invoice From Code o

Preferred Language | English (Singaporg) ~

B3DBS



4 SEtup Legal Entlty for |nVOiCing (Singapore GSTRegistered Entity)

Return to ContentPage

9. For yourTax ID,

» Singapore GSTRegistered Entity

Step 1: Plsindicate your business GST Reg No. (same as IRAS) in the <<GST ID>>field.

Step 2: Do not check the box.

Step 3:Clickon then @ | Click here to slide to continue the Legal Entity Setup

If you are Singapore GST registered
What is your Tax ID? @

Country | Singapore -

*GSTID "’J S5tep 1: Pls indicate your
L \‘ business G5T Reg Mo. (same as 1
2 51;‘:‘1 2- Do not =3 |'don have GST 1D Mumber IRAS) in the < G5T 1D = field.
check the box.

A00 SOCHL SNl |3k HY

Miscellaneous

Invoice From Code (i ]

Preferred Language | English {Singapore) v

Cancel Save & Continue \

B3DBS




4 SEtUp Legal Entlty for |nVOiCing (Singapore Non-GST RegisteredEntity)

Return to ContentPage

9. ForyourTax ID,
» Singapore Non-GSTRegistered Entity

Step 1: Pleaseleave the <GST ID> field blank.

Step 2: Check the box.
Step 3: Indicate your Company Registration No. (same as ACRA) in the <<Local Tax ID>> field.

Step 4: Clickon then @| Click here to slide to continue the Legal Entity Setup

If you are Singapore Non-G5T registered

your Tax ID? @
Country | Singapore * Step 1: Flease leave the ‘ 1
GSTID <~ =G5T ID> field blank. |
Step 2: Check l 9 L
@ the box. =gt | donT have GST ID Mumber
. e |I;: Step 3: Indicate your
Company Registration Mo. 3
(same as ACRA) in the < Local
Add additional Tax ID Tax ID > field.

Miscellaneous

Invoice From Code (]

Preferred Language | English (Singapore) ~

Cance Save & Continue

B3DBS



4 Setup Legal Entity for Invoicing E—
eturn to ContentPage

10. Leave the default Payment Type as Address. Do not select Bank Account, you will receive
Payment fromthe Bank Account Informationthat you provided to us earlier.

11. Click on m to proceed then click on m to Finish.

Where do you want to receive payment?
* Payment Type  Address r 10
'J] Leave the default Payment Type as Address.
What is your Re zw;:ak
Do not select Bank Account, you will receive Payment from the 10
Bank Account Information that you provided to us earlier.

B3DBS



4 Setup Legal Entity for Invoicing

Return to ContentPage

12. Proceedto click |23 Do not add additional Remit-To addresses. If you need to change
remit-toaddress, please write to your local DBS Procurement office.

Remit-To locations let your customers know where to send payment for their invoices. Click Add Remit-To to Add Remit-To
add more locations, othenwise click Next.

Remit-To Account Remit-To Address Status

Address 123 Active Manage
Singapore
123456
Singapore

canee EE

13. Click on “Add Ship From” to register another Ship From address, otherwiseclick m

Where do you ship goods from?

For many countnies including different shipping details on the invoice is required if they are different to where Add Ship From I 3
your legal entity is registered

Title Status

123 Active Manage

Singapore

123456

Singapore

(| 13

14. Updates to Legal Entity Address will not be reflected in DBS system. Suppliers have to update
DBS at sgprocurement@dbs.com_for changes made to Legal Entity Address.

B3DBS
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5. Purchase Order Response
Return to ContentPage

5.1 Viewing Purchase Order

5.2 Acknowledgement of PO
5.2.1 Acknowledgement on PO via CSP

5.2.2 Acknowledgement via email

5.3  Rejecting Purchase Order
5.4 Cancelling Purchase Order
5.5 Printing Purchase Order

5.6 Saving Purchase Order as PDF

5.7 Purchase Order Status Definitions

B3DBS



Return to 5. Purchase Order Response

5.1 Viewing Purchase Order

Return to ContentPage

1. Toview your purchase orders,clickon . Ifyou’rea supplier to both DBS
Bank and DBS Vickers, select required entityunder ‘Select Customer’.

g.:coupa supplier pg

Home Profile Orders I its ASN Invoices Catalogs Business Performance Add-ons Setup

DBS SGOBELU|
Select Customer

Chrdar L Cindexr Lire Changes Shiprments

Configure PO Delivery

2. AT purcnaseoraerspage,you wiil be apble To see the IISt oT PUS.

Purchase Orders

Instructions From Customer

Suppliers are advised to review the order details (e.g. MOLQ, QTY) carefully before acknowledgement. In case of doubt please seeck clarnfication.

Click the “= Action to Invoice from a Purchase Order
view R ~ I Search : I
PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Actions
POSGPO00002628 12/27/M18 Issued MNone 1 Lot of 50 Sets of Divider, A4, 230g, beige Mo 70.00 SGD %E
with 2 holes punched (...
POSGPO00O002607 11/22M18 Issued MNone 1 Each of DBSC 2018 _428,Core Banking Mo 50,000.00 = %-5
CTB Time (Privanka C._.. SGD
POSGPO00002606 11/22/186 Issued MNone 10 Piece of Yamayo mechanical pencil Mo 3.00 SGD :%
0. 5mm (Y Y MME21A)
POSGPO0O0002538 08/30/M 3 Issued None 150,000 Piece of Goldkraft envelope MO 67,500.00 = §
12>16x2™ with string fastene___ SGD

B3DBS



Return to 5. Purchase Order Response

5.1 Viewing Purchase Order

Return to ContentPage

3. Clickthe PO Number (e.g.175) whichyou wish to view

a. Details of the purchaseorder will be displayed. Refer to the next slide for an
example of thepurchaseorder

Purchase Orders

&

PO Number [Order Date * Status  Acknowledged [tems Unanswered Comments Total Actions
| 175 930317 [551ued 2 Each of Signo ball point pen Mo 2.005GD =

i’

B3DBS



This is the purchase number
generated byCoupa

5.1 Viewing Purchase Order

Current status of the PO

The date whenthe PO was
created

*Always acknowledge
Purchase Orders to let DBS
know that you haveaccepted
their PO. Select “check” on
the Acknowledgedcheckbox.

A4

Purchase Order #734

l— Status Issued - Sent via Email

Order Date 28/5/17 ||

Revision Date 28/5/17
Requester Shi Tian Lim
Email dbsdevuser+limshitian@gmail.com

Payment Term MNone

Contact details & None
Instruction to Vendor

GUI None

Attachments Nogne

Acknowledged

Total amount of the PO

A 4

Return to 5. Purchase Order Response

Return to ContentPage

& Shipping

Ship-To Address 2 Changi Business Park Cres

Singapore 486029
Singapore
Attn: Test

Tax Registration X12345678X

Terms None

Create Invoice to turnthe PO
into aninvoice

Lines
Line Type Hem Unit Price Total Invoiced
Signo ball point pen 2 Each 0 2.0
» l Total 2.00 =co I
L
B
L #= Print View

Create Invoice Save

B3DBS



Return to 5. Purchase Order Response

5.1 Viewing Purchase Order

Return to ContentPage

4. Alternatively, youmayview your purchaseorders via your email

5. Your account notification for purchaseorders have been switched on to receive email

notifications.Refer to 3.2 Setting Notification Preferences for Suppliers if you wish to
set up email notifications

a4

mbox DBS Dev Purchase Order #1886 - Order #188 Create Invoice Acknowledge PO Add Comment DBS Dev PURCHASE ORDEF =  Mar 10

A sample image of an electronic PO in the email inbox

B3DBS



Return to 5. Purchase Order Response

5.1 Viewing Purchase Order

Return to ContentPage

6. Details of PO will be displayed in the email

| DBS Purchase Onder #2965
Acknowledge PO B e

B DBES ity

PURCHASE ORDER

PO MUMBER 965
COMNTRALCT NO

COMNTRACT START DATE
COMTRACT END DATE

PO DATE 2Tr0E 2017

PAMEMT TERMS RETT3O

CLIRRENCY S0D

RECUISITION MO 2028

REQUESTER User? Singapore
dbsdevuser-BUIIgmail.com
65 62131234

Ship To Eill To

Send nvoes (o

SN Pairt Numbaei Deacriplion Heed By Date ity Uit Unit Price Total

I - =ofhiians - 1 Each 1,000 00 1, 000,00

B3DBS




Return to 5. Purchase Order Response

5.2.1 Acknowledgement of Accepted PO via CSP

Return to ContentPage

1. Onceyou receive a PO from DBS, click on . Click on the PO Number(e.g.
652)and check/review that the PO detailsare correct

2. Tickthe Acknowledged buttontoindicatethat the PO is accepted
a. Pleaseensuretotick the acknowledged button forall PO acceptance

Please call requestorto confirmdetails(e.g. address) before delivery

1 JSTime Sheets Invoices Catalogues
Orders Order lines
Purchase Orders

Instructions From Customer

Suppliers are advised to review the order detaills (e .g. MOQ, QTY) carefully before acknowledgement. In case of doubt please seek clarification.

Click the = Action to Invoice from a Purchase Order
= l Search : I
PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Actions
SPOOOO0Z989 Z20/1/20 Issued MNone 1 Each of Testing No 1.000.00 =Sz
sGD
POSGPFPOOOOOZ297E8 10/1/20 Issued MNone 1 Each of Lenovo laser wireless mouse ~No 58.00 ;.s
(OA36188). For all ... sSGD
1 Each of New Lenovo laser wireless mouse
(OA3G188). For ...

Purchase Order #POSGPO00002978

Order acknowledged >

Status Issued - Sent via Email S Shi pping
Order Date 10/1/20

iiliiaag Ship-To Address 2 Changi Business Park Crescent
Revision Date 10/1/20 DAH
Singapore 486029
Sings >
Email vivianleejk@dbs.com Local Code: DBS'ASIA HUB_DAH

Attn: Vivian Jiak Koon LEE

Requester Vivian Jiak Koon LEE

Payment Term None

Terms BY ROAD
Contact ils & Nor

Instruction to Vendor

GUl None|
Attachments None|
|

B3DBS



Return to 5. Purchase Order Response

5.2.2 Acknowledgement of Accepted PO via email

Return to ContentPage

1.  Fromyourinbox, click on the email that indicatesthat the PO has been issued

a. Please note that notification settings for email have to be turnedon

2. Inthe email, details of the PO will be displayed. You can acknowledge the PO by
Cl |Ck| ng Acknowledge PO

a. Pleaseensuretotick the acknowledged button forall PO acceptance

Please call requestorto confirmdetails(e.g. address) before delivery 1
DBsS nbox Your download of Suppliers from Coupa is attached - The information that you requested from Coupa is affached. d
DBS Inbeze.  DBS Purchase Order #188 - Order #1828 Create Invoice Acknowledge PO Add Comment DBS Dev PURCHASE ORDER NANYANG TECH PTE. LTD: @  Mar10

| DBS Purchase Order #9685
m Acknowiedgs PO 2 Camiment

52
iy

’ DBS

I )I_-Ey PURCHASE ORDER
¥ Wi ) Mt

: .I:"'.I::_:l.;.': Ilg : ;‘ |:: o]

v

B3DBS



Return to 5. Purchase Order Response

5.3 Rejecting Purchase Order

Return to ContentPage

1. Inthe CSPthereis no “Reject” action button. Toreject POs, you have to insert a
commentin the PO. Click on to begin the rejection process

Home  Profile | Orders Time Sheets ~ ASN Invoices  Catalogs  Business Performance  Add-ons  Setup

Orders Order Lines

Configure PO Delivery

Purchase Orders

Instructions From Customer

Suppliers are advised to review the order details (e.g. MOQ, QTY) carefully before acknowledgement. In case of doubt please seek clarification.

Click the “= Action to Invoice from a Purchase Order

i

PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Actions

POSGP000002989 01/20/20 Issued None 1 Each of Testing No 1,000.00 .5555
SGD

POSGP000002978 01/10/20 Issued 02/03/20 1 Each of Lenovo laser wireless mouse No 58.00 5;,35:'5
(0A36188). For all ... SGD

1 Each of New Lenovo laser wireless mouse
(0A36188). For ...

B3DBS



Return to 5. Purchase Order Response

5.3 Rejecting Purchase Order

Return to ContentPage

2. Click onthe PO Number(e.g. 175) toview entire PO

Purchase Orders

PO Number 2 te = Status AckKnowledged [tems
| 175 1 Issued 2 Each of Signo ball point pen

B3DBS



Return to 5. Purchase Order Response

5.3 Rejecting Purchase Order

Return to ContentPage

3. Indicatea commentthat you would like to reject the PO. E.g. “Purchase Order is
rejecteddue to ... please send a revised PO”

4, C||Ck Add Comment

0" Comments

Purchase Order is rejected due to incorrect information | Please revise PO 3

4 Add Comment

B3DBS



Return to 5. Purchase Order Response

5.3 Rejecting Purchase Order

Return to ContentPage

5. Oncethe commenthas been added, it will appear on the PO at the commentssection.
DBS would have to revise and updatethe PO

' Comment

Add Comment

Participants: Test Supplier Donna

> Test Supplier Donna

Furchase Order is rejected due fo incorrect information. | Please revise PO

B3DBS



5.3 Rejecting Purchase Order

Return to 5. Purchase Order Response

Return to ContentPage

6. OncethePO is revised and updated, therewill be a dropdownselectortoview past
versions (and dates) of the Purchase Order

7. There will be no indication on what are the changesthat were made to the PO.The
PO has to be compared manually. You have to act on the latest version of the PO

Purchase Order #205

Status [ssued - Sentvia Email
Order Date 031317
Revision Date 031317

Requester Useri Singapore

Payment Term

Attachments

Acknowledged

Revision | 2 (Current) Mar 13 |

I 1_r-.-1ar 13_ :

Fo g B -

Ship-To Address 2 Changi Business Park Crg

Email dbsdevuser+EUizgmail.com

il

Singapore 486029

Singapore

Aftn: Uiser1 Singapore
VAT ID X12345B878X

Terms

B3DBS



Return to 5. Purchase Order Response

5.4 Cancelling Purchase Order

Return to ContentPage

1. Thereis no “cancel” action button for the cancellation of POs. Cancellationhas to be
donevia insertinga commentinto the PO

2. Tobegin, atyour homepage, click on

Home Profile Orders lime Sheets ASN Invoices Catalogs Business Performance Add-ons Setup

Orders Order Lines

Configure PO Delivery

Purchase Orders

Instructions From Customer

Suppliers are advised to review the order details (e.g. MOQ, QTY) carefully before acknowledgement. In case of doubt please seek clarification.

Click the “= Action to Invoice from a Purchase Order

e

PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Actions

POSGP000002989 01/20/20 Issued None 1 Each of Testing No 1,000.00 :55
SGD

POSGP000002978 01/10/20 Issued 02/03/20 1 Each of Lenovo laser wireless mouse No 58.00 = %g
(0A36188). For all ... SGD

1 Each of New Lenovo laser wireless mouse
(0A36188). For ...

B3DBS



Return to 5. Purchase Order Response

5.4 Cancelling Purchase Order

Return to ContentPage

3. Click onthe PO Number(e.g. 175) toview entire PO

Purchase Orders

PO Number |Order Date = Status  Acknowledged [tems
| 175 p3/03ny Issued 2 Each of Signo ball point pen

B3DBS



Return to 5. Purchase Order Response

5.4 Cancelling Purchase Order

Return to ContentPage

4. Indicatea commentthat you would like to cancelthe PO.E.g. “Purchase Orderis
cancelleddue to ... please submita new PO”

5- C||Ck Add Comment

0 Comments

Purchase order is cancelled due (reason). Please re-submit a new PQ | 4

5

Add Comment

B3DBS



. Return to 5. Purchase Order Response
5.4 Cancelling Purchase Order

Return to ContentPage

6.

DBS would have to review if PO will be cancelled. Oncethe cancellationis made, the
statusofthe PO will be indicated as Cancelled on the Purchase Order page

* It is importantto note that thereis no alert
function/notification whenever there is a new

comment added to the PO. Suppliers have to
determine whatis the best way to communicate
Status lurgent matters.
Cancelled

B3DBS



Return to 5. Purchase Order Response

5.5 Printing Purchase Order

Return to ContentPage

1. Toview your purchaseorders, clickon

£.xcoupa supplier portal

Home  Profile = Orders ne Sheets  ASN Invoices  Catalogs  Business Performance  Add-ons Setup

2. Atpurchaseorderspage, you will be able to see the list of POs.
Configure PO Delivery

Purchase Orders

Instructions From Customer

Suppliers are advised to review the order details (e.g. MOQ, QTY) carefully before acknowledgement. In case of doubt please seek clarification.

Click the “= Action to Invoice from a Purchase Order

vew CIE EXTN

Unanswered Comments Total Actiong

PO Number Order Date Status Acknowledged At Items

POSGP000002989 01/20/20 Issued None 1 Each of Testing No 1,000.00 “=Eg
SGD 1
POSGP000002978 01/10/20 Issued 02/03/20 1 Each of Lenovo laser wireless mouse No 56.00 = EE
(0A36188). For all ... SGD

1 Each of New Lenovo laser wireless mouse
(0A36188). For ...

B3DBS



Return to 5. Purchase Order Response

5.5 Printing Purchase Order

Return to ContentPage

3. Clickthe PO Number(e.q. 175) whichyou wish to view

a. Details of the purchaseorder will be displayed. Refer to the next slide for an
example of thepurchaseorder

Purchase Orders

&

PO Number [Order Date * Status  Acknowledged [tems Unanswered Comments Total Actions
| 175 930317 [551ued 2 Each of Signo ball point pen Mo 2.005GD =

i’

B3DBS



Return to 5. Purchase Order Response

5.5 Printing Purchase Order

Return to ContentPage

4. Scrolltothe bottomandclickon = Print view

Details of the purchaseorder will be displayed. Refer to the next slide for an example of
the print view of the purchaseorder

lines

Lime Type Htem Qrty Unit Price Total Invoiced

Signo ball point pen 2 Each

Total 2.00 sco

Create Invoice Save = Print View

a4

B3DBS



DBS Bank Ltd
12 Marina Boulevard

Marina Bay Financial Centre Tower 3
Singapore 018982

Co. Registration Number 196800306E

NANYANG TECH PTE LTD
BLK 809 FRENCH ROAD UNIT 01-158
KITCHENER COMPLEX

200809

India

Attn: Test Supplier
dbsdevuser+ny4d@gmail.com

Ship To
460 ARC (Alexandra Retail Ctr)
ARC (Alexandra Retail Ctr) 460
Alexandra Rd, #02-33/34 PSA Bldg
Singapore, 119963

Singapore

Attn: IT PM User

5.5 Printing Purchase Order

5. Rightclickand print the purchaseorder

DBS Bank Ltd

PURCHASE ORDER
PO NUMBER POSGP0000000590
CONTRACT NO.
CONTRACT START DATE
CONTRACT END DATE
PO DATE 20/07/2017
PAYMENT TERMS NETT30
CURRENCY SGD
REQUISITION NO. 761
REQUESTER IT PM User
dbsdevuser+itpm@gmail.com
Bill To

DBS BANK LTD
ROBINSON ROAD

POST OFFICE, P. 0. BOX 780

SINGAPORE, 901530
Singapore

Return to 5. Purchase Order Response

Return to ContentPage

SIN Part Number

Description

Need By Date Qty

Unit

Unit Price

Total

1

test approval chain

5,000

Each

3,500.00

17,500,000.00

17,500,000.00 sGD

B3DBS



Return to 5. Purchase Order Response

5.5 Printing Purchase Order

Return to ContentPage

6. Alternatively, you may printthe purchaseorders via your email

7. Your account notification for purchaseorders have been switched on to receive email

notifications.Refer to 3.2 Setting Notification Preferences for Suppliers if you wish to
set up email notifications

DBS Dev Inbox DBS Dev Purchase Order #802 - DBS Dev Purchase Order #802 DBS Dev PURCHASE ORDER BYZAN SYSE =  Aug 31

6 A sample image of an electronic PO in the email inbox

B3DBS



Return to 5. Purchase Order Response

5.5 Printing Purchase Order

Return to ContentPage

8. Scroll down and click on the attachment

DBS Purchase Order #802 inbox x

DBS & Aug 31 (4 days ago)
tome [~

DBS JNFECS PIET, #802

EDB& DBS

PURCHASE ORDER

BYZAN SYSTEMS PO NUMBER 802
SIMRAN CENTRE, 5th floor, 30/H DATE st

< : PAYMENT TERMS
Parsi Panchayat Road Andheri E SHIPPING TERMS S RGRG
MUMBAI, MAHARASHTRA 400069 !

: CURRENCY INR
Attn: Ramchandran S CONTRACT
dbsdevuser+byzan@gmail.com CONTACT Sl JIA

stellajia@kpmag.com.sg

Ship o———— Bill To

DBS DBS

1st Floor Express Towers 1st Floor Express Towers

Nariman Point, MNariman Point

Mumbai, India 400021 Mumbai, Maharashtra 400021

MUM Attn: Stella JIA

Attn: Stella JIA
Line Description Qty Unit Price Total

1 notebook 10 Each 2,000.00 20,000.00

20,000.00 INR

@ purchase_order.h... '

B3DBS



5.5 Printing Purchase Order

|DI3S,

BYZAN SYSTEMS

SIMRAN CENTRE, 5th floor, 30/H
Parsi Panchayat Road,Andheri E
MUMBAI, MAHARASHTRA 400069
Attn: Ramchandran S
dbsdevuser+byzan@amail.com

— Ship To
DBS

1st Floor Express Towers
Nariman Point,

Mumbai, India 400021

DBS

PURCHASE ORDER
PO NUMBER 802
DATE 31/8/17

PAYMENT TERMS
SHIPPING TERMS BY ROAD

stellajia@kpmg.com.sg

Return to 5. Purchase Order Response

CURRENCY INR
CONTRACT
CONTACT Stella JIA
— Bill To

DBS

1st Floor Express Towers
Nariman Point,
Mumbai, Maharashtra 400021

Return to ContentPage

9. The Purchase Order will be displayed, from here, right click and choose print

MUM Attn: Stella JIA
Attn: Stella JIA
Line Description Qty Unit Total
1 notebook 10 Each 20,000.00
20,000.00 INR

B3DBS



DBS Bank Ltd
12 Marina Boulevard

Marina Bay Financial Centre Tower 3
Singapore 018982

Co. Registration Number 196800306E

NANYANG TECH PTE LTD
BLK 809 FRENCH ROAD UNIT 01-158
KITCHENER COMPLEX

200809

India

Attn: Test Supplier
dbsdevuser+ny4d@gmail.com

Ship To
460 ARC (Alexandra Retail Ctr)
ARC (Alexandra Retail Ctr) 460
Alexandra Rd, #02-33/34 PSA Bldg
Singapore, 119963

Singapore

Attn: IT PM User

5.6 Saving Purchase Order as PDF

DBS Bank Ltd
PURCHASE ORDER

PO NUMBER POSGP0000000590

CONTRACT NO.

CONTRACT START DATE

CONTRACT END DATE

PO DATE 20/07/2017

PAYMENT TERMS NETT30

CURRENCY SGD

REQUISITION NO. 761

REQUESTER IT PM User

dbsdevuser+itpm@gmail.com

Bill To

DBS BANK LTD
ROBINSON ROAD

POST OFFICE, P. 0. BOX 780

SINGAPORE, 901530
Singapore

Return to 5. Purchase Order Response

Return to ContentPage

1. Followthe stepsof 5.5 Printing Purchase Order till when you see the Purchase Orderin
print view, right click and print

SIN Part Number

Description

Need By Date Qty

Unit

Unit Price

Total

1

test approval chain

5,000

Each

3,500.00

17,500,000.00

17,500,000.00 sGD

B3DBS



Return to 5. Purchase Order Response

5.6 Saving Purchase Order as PDF

Return to ContentPage

2. Click the change buttonand select Save as PDF

: Cavcer. ¥ om0
Print
DBS Bank Ltd
PURCHASE ORDER
Total: 1 sheet of paper (2 pages)
NANYANG TECH PTE LTD W i— FERr—
S SIK 800 FREVCH FOAD URIT 01153 commctie.
Cancel g T AL X oG BoaaE
! Ko st e panueT e
- o lcom REQUISITION NO. 1
Reoumsren TP User )
e Sentrstpm gl com
RICOH MP 9003 (SGSG... e
Destination Dhores ContrallediChieus priy SR | oas BT
T s ZoS ARC (Alexancra Retai Cir) 460 ROBINSON ROAD
Change...
! | Q Kearch destinations
Pages o Al Recent Destinations !
eg.1-58,11-13 Save as PDF
Copies 1 RICOH MP 9003 (SGSGAPRT19A)
Layout B v Local Destinations Manage...
Save as PDF
Options W Two-sided

Send To OneNote 2013
4+ More settings RICOH MPC 8003 (SGSGAPRT149D)

RICOH MP 9003 (SGSGAPRT19A)
Print using system dialog... (Ctrl+Shift+P)

Show All... | (9 total)

Google Cloud Print Set up to add printers...

2 | Save to Google Drive

Cancel

B3DBS



Return to 5. Purchase Order Response

5.6 Saving Purchase Order as PDF

Return to ContentPage

3. Click save and choose a locationin your computertosavein

Print

Total: 2 pages

Cancel

Destination S s eI
Change...
Pages e All
eg. 1-5 8 11-13
Layout Portrait -

B3DBS



|DI3S,

BYZAN SYSTEMS

SIMRAN CENTRE, 5th floor, 30/H
Parsi Panchayat Road,Andheri E
MUMBAI, MAHARASHTRA 400069
Attn: Ramchandran S
dbsdevuser+byzan@amail.com

— Ship To
DBS

1st Floor Express Towers
Nariman Point,

Mumbai, India 400021

5.6 Saving Purchase Order as PDF

stellajia@kpmg.com.sg

Return to 5. Purchase Order Response

DBS

PURCHASE ORDER
PO NUMBER 802
DATE 31/8117
PAYMENT TERMS
SHIPPING TERMS ~ BY ROAD
CURRENCY INR
CONTRACT
CONTACT Stella JIA
—Bill To

DBS

1st Floor Express Towers
Nariman Point,
Mumbai, Maharashtra 400021

Return to ContentPage

4. Similarly for the Purchase Orderin the email, right click and print. Followthe steps 2
and 3 of thissection.

MUM Attn: Stella JIA
Attn: Stella JIA
Line Description Qty Unit Total
1 notebook 10 Each 20,000.00
20,000.00 INR

B3DBS



Return to 5. Purchase Order Response

5.7 Purchase Order Status Definitions

Return to ContentPage

Purchase OrderStatus Definitions

ORI Description

Buyer Hold The PurchaseOrderis approved but pending buyer review
Cancelled The order has been cancelled and does not need to be fulfilled
Closed The issued Purchase Order has been received, and was then closed,

either manually or automatically within Coupa

CurrencyHold

The PurchaseOrderis on hold due to a currencyexchangerateissue

There is a problem with the PO. Contact DBS to get your PO back on

Error track. This status is usually due to technical system issues; the error
statusis not commonlyobserved.

Issued The PO has been approved and sent to the Supplier

Supplier The PO was approved outside of the order window schedule under

Window Hold contractterms

BDBS



6. Invoicin

6.1 Creatinglnvoice
6.1.1 Creating Invoice with PO —In CSP

6.1.2 Creating Invoice with PO —Via Email

6.1.3 Creating Invoice without PO (No Contract)

6.2 ViewinglInvoice
6.2.1 Viewing Invoice
6.2.2 Saving Invoice as PDF

6.2.3 Printing Invoice

B3DBS



6. Invoicin

6.3
6.4
6.5
6.6

Managing Disputed Invoice
Invoice Description
Invoice Status Definition

Invoice Fields Definition

B3DBS



Return to 6.Invoicing

6.1.1 Creating Invoice with PO - In CSP

Return to ContentPage

1. Tocreatean invoice through a PO in CSP.click on Orders. Referto 7.6 Invoice Fields
Definition formore information, especially on Invoice#

£¥coupa supplier portal

Home Profile = Orders me Sheets ASN Invoices Catalogs Business Performance Add-ons Setup

2. Select Customer. Referto the table for more information

Select Customer DBs - | .
S et/ = SGDBU DBS BANK LTD SGDBU | <Supplier Company Name>
SGVSG DBS VICKERS SECURITIES  SGVSG |<Supplier Company Name>
2 (SINGAPORE) PTE LTD
HKDHB DBS Bank (Hong Kong) HKDHB | <Supplier Company Name:>
Ltd
INDAH DBS Asia Hub 2 Private INDAH |<Supplier Company Name>
Limited
INDBU DBS Bank India Limited INDBU |<Supplier Company Name:>
IDDBS PT. Bank DBS Indonesia IDDBS |<Supplier Company Name>

CNDBS ERER{T(RE)BR%Y  CNDBS |<Supplier Company Name>
=1

TWDBS ERE (5E) B£EiR{7AE TWDBS|<Supplier Company Name>
BBERAE]

TWSDU ERE (5E) B2&iR{788 TWSDU|<Supplier Company Name>

B3DBS




Return to 6.Invoicing

6.1.1 Creating Invoice with PO - In CSP

Return to ContentPage

3. Click onthe PO Number that you wish to createan Invoicewith. Alternatively, you may
clickon to createinvoicedirectly.

Click the == Action to Invoice from a Purchase Order

PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Actions

3 POSGP000002988 0§/20/20 Issued None 1 Each of Testing No 1,000.00 =
SGD

POSGP000002878 01/10/20 Issued 02/03/20 1 Each of Lenovo laser wireless mouse No 5800 “= :Es
(0A36188). For all ... SGD

1 Each of New Lenovo laser wireless mouse
(OA36188). For ...

4. Clickon createinvoice to generateinvoicefor that selected Purchase Order

Lings
Line Type lem Qty Unit Price Total Invoiced
Signo ball point pen 2 Each o 2.0
Total 2.00 sco
4 Create Involce Save #= Print View

B3DBS



Return to 6.Invoicing

Creating Invoice with PO - In CSP

Return to ContentPage

5.  Youwill receive a popup box on screen to select your Legal Entity, Remit-To Address
and Ship From Address, which will appear in the invoice.

a.  First, makesureyour Legal Entityis set up — Referto Section 4 if you have not
b. Next, select your registered Legal Entity viathe drop down

c. The Remit-Toand Ship From Address will be auto-populated once you have
selected your registered Legal Entity

Choose Invoicing Details

Choose Invoicing Details b ¢

5 b *Legal Entity = Select ~ 0 Add New *Legal Entity | TEST PTELTD v 0 Add New
*Remit-To Select w Invoice From 123 Changi Road
Singapore 123456
* Ship From Address  Select ~ Singapore
Singapore

*Remit-To | 123 Changi Road, Singapore 1 » ‘0 d New

* Ship From Address | 123 Changi Road, Singapore 1 » Add New
| S—
Cancel Cancel m
4. /

B3DBS



Return to 6. Invoicing

6.1.1 Creating Invoice with PO - In CSP

Return to ContentPage

6. Fillin the mandatory fields (Referto next slide for screenshot)

a. Please fill in actual supplier invoice numbers and take note of the special
requirements, i.e. no duplication, spaces, special characters (e.g. @, #, %) or
trailing alphabets(e.g.123a, 123B,123-1,123-2)

b. Pleasenotethatinvoice numbers mustbe in uppercase

It is mandatory to select NETT30in the Payment Term field

o O

It is mandatory for foreign suppliers to select Withholding Taxfield as Applicable
and attach documents as per 8.1 Foreign Suppliers Withholding Tax Attachments

It is mandatory to select Ship To and Bill ToAddress
Ensure that the currency is correctly populated (e.g.SGD, USD)

Invoices will be rejected if mandatory fields are not filled up correctly

> @ o

If an invoice has multiple items, delete any invoice line that is not being
invoiced. Do notindicate SO in the line amount.

If invoice currencyis not SGD, exchange rate field will be required to be filled.

B3DBS



6.1.1 Creating Invoice with PO - In CSP

Return to 6.Invoicing

Return to ContentPage

* Invoice #
* Invoice Date | 072417
Payment Terms MNETT30
Date of Supply | 07/24017

*Currency |USD s

Delivery Number

Status Diraft

Supplier Note

Attachments ﬂ Add File | URL | Tesdt

Image Scan LChWQEF"E _| Mao file chosen

* Exchange Rate )

* Supplier
Supplier GST 1D

* invoice From Address

* Remit-To Address

* Ship From Address

To

Customer

Buyer G5T 1D

* Bill To Address

* Ship To Address

* Requester Email

* Requester MName

Withholding Tax / LLP

SGEOBUINANYAMG TE-001
122456T88X
NANYANG TECH FTE LTD

singapore 123458

Singapore
MAMNYANG TECH PTE LTD
123

singapore 123458

Singapore

NANYAMG TECH PTE LTD
123
singapore 123456

Singapore

Mo address selected

Mo address selected




Return to 6.Invoicing

6.1.1 Creating Invoice with PO - In CSP

Return to ContentPage

7.  Fillin the mandatory fields on the invoice. Refer to 7.6 Invoice fields definition for
descriptionsof the mandatory fields

a. Pleasenotethatthe pricesyoufill in should be afterdiscount
b. For multiple lineitems, click €@ foritemsnot meantto be invoiced yet

c. Formilestone billing, you can voice multiple times against a single PO as long as
the totalinvoice amount does not exceed the PO amount

Lines
Ty pe Description Crty LHOM Price 7 g
Pink Sticky Mote 1 Each ~ 10.00 7
PO Line Contract Billing Billing Notes
737-1 - SGEDBU-0-T821-84111100-95001
GST Rate GST Amount Tax Reference

Tt

ﬁ Add Tag 7

&8 Add Line Subtotal 10.00

B3DBS



6.1.1 Creating Invoice with PO - In CSP

Return to 6.Invoicing

8. Addthe relevant GST Rate

Return to ContentPage

9. Click carculate todetermine the subtotaloftheinvoiceandclick  submit  tO

submitinvoice to DBS

Lines
Tw pe Description Gty UOM Price Total g
Pink Sticky Mote 1 Each ~ 10.00 10:10
PO Line Contract Billing Billing Motes
3T s SGDOBU-0-7321-34 1111 00-950:01
GST Rate GST Amount 8 ce
Gg}.-_cci Tag
&8 Add Line Subtotal 10.00
Shipping
Handling
Misc
Total GST 0.00
Gross Total 10.00
£3 Delete Cancel Save as (g Calculate Submit

B3DBS



Return to 6.Invoicing

6.1.1 Creating Invoice with PO - In CSP

Return to ContentPage

10. a. Click on Send Invoice

~ Are You Ready to Send?

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

| Send Invoice

10. b. Do ensurethatyou adhere to the subsequent message. If you have, please
proceed to click on submitfor the invoice to be processed.

Warning from DBS Test X

This Invoice has the following warning:

The invoice number must be less than 30 characters and must be unique, i. spaces,
special characters (e.g. @, #, %), or trailing alphabets/numbers (e.g. 123A, 10 b -4).

B3DBS



Return to 6.Invoicing

6.1.1 Creating Invoice with PO - In CSP

Return to ContentPage

11. Backat the /nvoices page, the submitted invoice will also be listed and the status of
the invoice can be monitored by Suppliers

Invoices
test supplier 1234 invoice #5071 is processing »
Eaportto_ viow 3
123 D9fOTF20 Pending Mone 2,000 .00 Mo
Approval SGD
MOOE 09fOTFI20 Draft 11 2,000.00 MNao
SGD

B3DBS



Return to 6.Invoicing

6.1.2 Creating Invoice with PO — Via Email

Return to ContentPage

1. Youhaveto ensure that your account notificationfor PO have been switched on for
emails. Referto 3.2 Setting Notification Preferences forSuppliers

2. Start by signinginto the email associated withthe Coupa Account.There should be a
copy of the PO similar to the one displayed below

| DBS Dev Purchase Order #9385
m Acknowledge PO A

2B DRSS S

PURCHASE ORDER

PO MUMBER 965
CONTRACT MO

CONTRACT START DATE
CONTRACT EMD DATE

PO DATE 2TEL2017
FAYIMENT TERMS HETT3O
CLURRENCY SG0
RECLNSITION HO 2028
REQUESTER Userd Singapons

dbsdevuser-BU2Egmail.com

5582134734

Ship Ta Eill Te

SEnd RvoetEs 10

SN Part Number Description Naed By Date Qty unit Unit Price Taotal

i - Softiars - 1 Each 1,000 00 1,000 00

B3DBS




6.1.2 Creating Invoice with PO — Via Email

3. Ensurethatthe details of PO is correct

4. Ciickon

Return to 6.Invoicing

Return to ContentPage

| DBS Dav Purchase Order #2365

E===u| 4

fwiedge PO

Add Commant

B DBES

= T TR

R

Wprep liny Fopngi Crrir Towae §
Sngasca & it

o e =T

~ship To

DBS
FPURCHASE ORDER

PO NUMBER 966
CONTRACT MO

CONTRACT START DATE
CONTRACT END DATE

PC DATE 2T0E2047

PAYMEMNT TERMS RETT30

CLIRREMNCY SGD

RECLISITION MO 2028

REQUESTER User? Singapore
dbadevuser«B U IIgmail.com
#65 62131434

=Eill To

Sand nvoices (o

SN Part Numbai Description

Maed By Date Oty

Unit

Unit Price Taoltal

]

Sofhians

1

Each

1, 000,00 1,000 [

B3DBS



Return to 6.Invoicing

6.1.2 Creating Invoice with PO — Via Email

Return to ContentPage

5. Youwill be redirected tothe Create Invoicepage to generatethe Invoice. Fill in the
mandatory fields. Click  submit and  sendinveice . The invoice will be sent to DBS

ﬂ D% Sign Out
: Net Total 1338920
Tax Invoice crese
Shipping
*Invoice # * Supplier NANYANG TECHPTE. LTD
Handling
*Invoice Date | 1073117 pae *Remit-To Address No address selected
Misc
Payment Terms NETT30 Customer DBS Dev
*Currency | SGD DOA Approver 5 Tax Description vl % 000
Status Draf GEEREgNO Total Tax Invoice 000
Image Scan [ Choose File | No fle chosen SGD Exchange Rate Total 13,389.20
Supplier Note
SGD equivalent of GST
Amount ) ) )
SR Email me status |l  reate this way @
QDelete  Cancel  Saveasdraf] Submit
Attachments add File | URL | Text

Are you ready to send?

You're about to send an invoice to DBS Dev for a total amount of 13,389.20. On |
have to contact your customer directly to make changes to the invoice. 5
|
Continue Editing | Send Invoice [l

B3DBS



6.1.3 Creating Invoice without PO (NoContract)

Return to 6.Invoicing

Return to ContentPage

1. To create an invoice without a corresponding PO, click on Invoice. If you're a supplier to
both DBS Bank and DBS Vickers, select required entity under ‘Select Customer’. Refer to
the table for more information

Home Profile

Orders

Service/Time Sheets

Invoices

Refer to 7.6 Invoice Fields Definition for more informatjon, especially on Invoice#

Business Performance

Add-ons Setup

1

2. Atthelnvoicepage, click “Create Blank Invoice”.

Create Invoices @

Select Customer
DBES

SGOELU

SGVSG

q

SGDBU DBS BANK LTD

SGVsSG DBS VICKERS SECURITIES

Create Invoice from PO

Invoice # Created Date

I Test 2 FPU 15 11/22/18
Test 1 FPU 15 11/22/18

z99999 11/07/18

Status
Pending Approval
Pending Approval

Pending Approval

Create Blank Invoice

PO #
POSGP000002807
POSGP000002606

None 200.00 SGD

[Create Credit Note

(SINGAPORE) PTE LTD

HKDHB  DBS Bank (Hong Kong)

" Ltd

INDAH DBS Asia Hub 2 Private
Limited

INDBU DBS Bank India Limited

IDDBS PT. Bank DBS Indonesia

cnDBs EREBII(FEERA
=)

TWDBS EfE (A1E) BEIRTE
HERAE

TWsDU 2 (578) BERTE
HERAT

SGDBU | <Supplier Company Name>

SGVSG |<Supplier Company Name>

HKDHB | <Supplier Company Name:

INDAH |<Supplier Company Name>

INDBU |<Supplier Company Name>
IDDBS |<Supplier Company Name>

CNDBS |<Supplier Company Name>

TWDBS | <Supplier Company Name>

TWSDU | <Supplier Company Name>

Note: Invoice Against Contract option is inactive and not in use.

B3DBS




Return to 6.Invoicing

6.1.3 Creating Invoice without PO (No Contract)

Return to ContentPage

3. Youwill receive a popup box on screen to select your Legal Entity, Remit-To Address
and Ship From Address, which will appear in the invoice.
a.  First, makesureyour Legal Entityis set up — Referto Section 4 if you have not

b. Next, select your registered Legal Entity viathe drop down

c. The Remit-Toand Ship From Address will be auto-populated once you have

selected your registered Legal Entity

Choose Invoicing Details

3 b *Legal Entity = Select ~ 0 Add New *Legal Entity | TEST PTELTD v 0 Add New
*Remit-To Select w Invoice From 123 Changi Road
Singapore 123456
* Ship From Address  Select ~ Singapore
Singapore

Add New
—

*Remit-To | 123 Changi Road, Singapore 1 » ‘0 d New

* Ship From Address | 123 Changi Road, Singapore 1 »

Canel el (I,
&3DBS




Return to 6. Invoicing

6.1.3 Creating Invoice without PO (No Contract)

Return to ContentPage

4. Fillin the mandatoryfields (Referto next slide for screenshot)

a. Please fill in actual supplier invoice numbers and take note of the special
requirements, i.e. no duplication, spaces, special characters (e.g. @, #, %) or
trailing alphabets(e.g.123a, 123B,123-1,123-2)

b. Pleasenotethatinvoicenumbers mustbe in uppercase

It is mandatorytoselect NETT30in the Payment Termfield

o O

It is mandatory for foreign suppliers to select Withholding Taxfield as Applicable
and attach documentsas per 8.1 Foreign Suppliers Withholding Tax Attachments

It is mandatorytoselect Ship Toand Bill ToAddress
Requester Email shouldend with@dbs.com

Ensure that the currencyis correctly populated (e.g.SGD, USD)

> @ Th oo

Invoices will be rejected if mandatoryfieldsare not filled up correctly

i. Ifaninvoicehas multipleitems, delete any invoiceline that is not being invoiced.
Do notindicateS0 in the line amount.

j.  Ifinvoice currencyis not SGD, exchangerate field will be requiredto be filled.

B3DBS



Return to 6.Invoicing

6.1.3 Creating Invoice without PO (NoContract)

Return to ContentPage

* Invoice # * Supplier SGODBUINANYAMG TE-DO0
¥ invoice Date | 072417 ¥ Supplier G5T ID 122456788
®invoice From Address MANYANG TECH PTE LTD
Payment Terms MNETT30 123
Date of Supply | 072417 singapore 123456

= Currency

Delivery Number

Status

Image Scan

Supplier Note

Attachments ﬂ
Discount Amount

Early Payment
Provisions

Add File | URL et

*Exchange Rate )

* Remit-To Address

* Ship From Address

To

Customer

Buyer G5T 1D

* Bill To Address

* Ship To Address

* Requester Email

* Requester MName

Withholding Tax / LLP

Singapore

MANYANG TECH PTE LTD
123
singapore 123458

Singapore

NANYAMG TECH PTE LTD
123
singapore 123456

Singapore

Mo address selected

Mo address selected




Return to 6. Invoicing

6.1.3 Creating Invoice without PO (No Contract)

Return to ContentPage
To 4.  Fillin the mandatory fields
R —— e.  Click on the magnifying glass to select the
Sl - 4 right Bill to Address. Referto the table below
* Bill To Address Mo address selected e for. more InfOrmatlon

* Ship To Address Mo address selected

 Requester Emai f. Requester email should be the user who
. — 4f purchased your Goods & Services (it should
) end with @dbs.com)

SGDBU DBS BANK LTD Robinson Road Post Office P. 0. BOX 780 Singapore 901530 Singapore
SGVSG DBS VICKERS SECURITIES 12 Marina Boulevard, #10-01, Marina Tower 3 Singapore 018982 Singapore
(SINGAPORE) PTE LTD Bay Financial Centre
HKDHB DBS Bank (Hong Kong) Ltid  Level 6, Two Harbour Square 180 Wai Yip Street, Kwun Tong Attn: Procurement Hong Kong Hong Kong
Operations
INDAH DBS Asia Hub 2 Private 15th Floor, Tower 2.1, TSI Business TSIIC IT/ITES SEZ, Nanakramguda village, Hyderabad; 500008 India
Limited Parks (Hyderabad) Pvt. Ltd., Sy. 115 Serilingampally Mandal, Gachibowli, Telangana
(Part), Waverock Building Ranga Reddy District
INDBU DBS Bank India Limited First Floor Express Towers Nariman Point Mumbai 400021 India
IDDBS PT. Bank DBS Indonesia Gedung DBS Bank Tower Lantai 37, Karet Kuningan Setiabudi, Jakarta Selatan  Jakarta 12940 Indonesia

Ciputra World 1 Jakarta JI.
Prof. Dr. Satrio Kav. 3-5

CNDBS ERFTHEERAT ERRTAELE ST XBEREIREE 13185 Ligh 200120 China

TWDBS ER (&E) BERTE  DBS Bank (Taiwan) Ltd. 1F, No. 399, Ruiguang Rd., Neihu Dist Taipei City 114 Taiwan
HHERAE

TWSDU ERE (82 /¥ RTE  DBS Bank (Taiwan) Ltd. 1F, No. 399, Ruiguang Rd., Neihu Dist Taipei City 114 Taiwan
HERAT

B3DBS



Return to 6.Invoicing

6.1.3 Creating Invoice without PO (NoContract)

Return to ContentPage

5. You may attach supportingdocumentsfor adhoc invoices (invoicewithout PO) for
verification purposes,e.g.

a. Proof ofengagement
b. Proof ofdelivery/completion
c. Fulfilment oforder

6. Itis mandatory forsuppliers to attach their original bill (e.g. telephonebills to indicate
the number of minutes consumed). You can attachthe PDF e-invoice as an

attachment (with company header, etc.) or an image scan of a actual copy of the
invoice

Customer DBS

6 Image Scan | Choose File | No e chosen

* Bill To Address DBS Asfa Hub
2 Changi Business Park Cres
Singapore 486029
Singapore

Supplier Note

5 6 Ship To Address 2 Changi Business Park Cres
Singapore 486029
Singapore

Attachments Add File | URL | Text

B3DBS



Return to 6.Invoicing

6.1.3 Creating Invoice without PO (NoContract)

Return to ContentPage

7. Click Add Line and fill in the descriptionof the items as per supplier’sinvoice. Refer to
6. Invoice fields definition for descriptionsof the mandatoryfields

a. Pleasenotethat the prices youfill in should be after discount

b. Add multiplelinesif required, e.g.if GST rateis only applicable to one component of the invoice

C. If an invoice has multiple items, delete any invoice line thatis not being invoiced. Do not indicateS0in
the lineamount.
Lines
Ty pe Description Gty LOM Price Total 9
3 Pink Sticky Mote 1 Each ~ 10.00 7 1019
PO Line Contract Billing Billing Notes
T3r-1 e SGDBEU-0-T321-84 111 100-550:01
GST Rate GST Amount Tax Reference
ﬁf.-cci Tag
&8 Add Line 7 Subtotal 10.00
Shipping
Handling
Misc
Total GST 0.00
Gross Total 10.00
Q Che e e Cancel Save as draft Calculate Submit

B3DBS



6.1.3 Creating Invoice without PO (NoContract)

Return to 6.Invoicing

Return to ContentPage

8. Addthe relevant GST Rate and click cruwate to determinethe subtotal of the invoice.

Click submit to submit the invoiceto DBS

Lines
Ty pe Description City Lo Price Total .a
= Pink Sticky Mote 1 Each ~ 10.00 0.1
PO Line Contract Billing Billing Notes
F3T-1 — SGDBU-0-T321-84111100-99001
GST Rate GST Amount Tax Reference 8
= ——
ﬁ.’_._cci Tag
&8 Add Line Subtotal 10.00
Shipping
Handling
Misc
Total GST 0.00
Gross Total 10.00
1
£3 Delete Cancel Save draft Calculate Submit

B3DBS



Return to 6.Invoicing

6.1.3 Creating Invoice without PO (NoContract)

Return to ContentPage

9. a. Click on Send Invoice

~ 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

9. b. Do ensure thatyouadheretothe subsequent message. If you have, please proceed to
click on submit for the invoice to be processed.

| Warning from DBS Test X

This Invoice has the following warning:

The invoice number must be less than 30 characters and must be unique, i, spaces,
special characters (e.g. @, #, %), or trailing alphabets/numbers (e.g. 123A, 9 b -4).

B3DBS



Return to 6.Invoicing

6.1.3 Creating Invoice without PO (NoContract)

Return to ContentPage

10. Backat the Invoices page, thesubmittedinvoicewill also be listed and the status of the
invoice can be monitored by Suppliers

Invoices
test supplier 1234 invoice #5071 is processing »
Export_~ View Er—3
Invoice # Created Date ~ Status Unanswered Comments Actions
123 090720 Pending 2,000 00 Mo
Approval SGD
090720 Draft 2.000 00 Mo
S5GD

B3DBS



Return to 6.Invoicing

6.2.1 Viewing Invoice

Return to ContentPage

1. Toview summary of invoices, at your homepage go to the Invoices tab

g,zcoupa supplier portal

Home  Profile  Orders  Service/Time Sheets Invoices  Catalogs  Business Performance  Add-ons Setup

il

2. Thelnvoicespage will displayall the invoices you sent to DBS

lnvoices
ew
Invoice # Created Date = Status PO# Total Unanswered Comments Actions
MY015C 05/05M17 Pending Approval 501 78645 No
MY015 05/05A7 Pending Approval 501 112350 Mo
MY015 05/0547 Oraft 473 1,050.00 Mo 7
MY 011 05/0447 Pending Approval 479 1.000.00 Mo

B3DBS



Return to 6.Invoicing

6.2.1 Viewing Invoice

Return to ContentPage

3. Click ontheInvoice #to view invoice in detail. Refer to 7.5 Invoice Status Definition

lnvoIces
o
Invoice # Created Date * Status PO# Total Unanswered Comments Actions
I MY015C 05/05M17 Pending Approval 501 T86.45 No
MY015 3 Pending Approval 501 1,123.50 Mo
MY015 Craft 478 1,050.00 Mo
MY 011 05/0417 Pending Approval 479 1.000.00 No

B3DBS



Return to 6.Invoicing

6.2.2 Saving Invoice as PDF

Return to ContentPage

1. Enter the Invoicenumber to be printedin the search field under the Invoice tab.

Select Customer DBS Dev - SGDBU|NANYANG TE-001

Invoices

Instructions From Customer
Suppliers are to provide unique invoice numbers, i.e. NO duplication, spaces, special characters (e.g. @, #, %), or trailing alphabets (e.g. 123a, 123b). Invoice numbers must be
In uppercase

3 Crm—

Invoice # Created Date ~ Status PO # Total Unanswered —
I 1788 1000317 Approved None -1.070.00 SGD No
None 10/03/17 Draft None 0.00 No p
None 10/03/17 Draft None 000 No p
None 10/03/M17 Draft None 0.00 No p
None 10/03/17 Draft None 000 No p
1788 10/03/17 Disputed None 1,070.00 SGD No
None 10/03017 Draft None 000 No

2. Click on download under Legal Invoice

Home  Profile  Orders  Service/Time Sheets ~ ASN | Invoices = Catalogs  Business Performance  Add-ons  Admin

Select Customer DBS Dev - SGDBU|NANYANG TE-001 ~
INnvoice #1789 &
Invoice # 1789 Supplier SGDBUINANYANG TE-001
Invoice Date 10/03/17 Invoice From NANYANG TECH PTE LTD

1234 Singapore
Singapore 123456
Delivery Date 10/03/17 Singapore

Payment Terms NETT30

Currency SGD -
Remit To NANYANG TECH PTE LTD

Delivery Number Mone 1234 Singapore
3 Singapore 123456
Status Approved >
Singapore
Shipping Term None
——
T Ship From NANYANG TECH PTE LTD
Legal invoice download ,
1234 Singapore
Tage Sean Tone Singapore 123456
=
Supplier Notes None g
Attachments None Supplier GST ID 123456789X

Customer DBS Dev

Bill To Address DBS BANK LTD
ROBINSON ROAD
POST OFFICE, P. O. BOX 780
SINGAPORE 901530
Singapore
State Code MNone

Ship To Address ARC (Alexandra Retail Ctr) 460
Alexandra Rd, #02-33/34 PSA Bldg
Singapore 119963
Singapore

State Code None
Buyer Tax Number VAT1111




6.2.2 Saving Invoice as PDF

Return to 6.Invoicing

Return to ContentPage

3. The invoicewill be downloaded in PDF format with the invoice number at the top.

3 | Invoice

Address

DBS BANK LTD
ROBINSON ROAD
POST QFFICE, P. O.
BOX 780
SINGAPORE

901530

Singapore

Buyer Tax Number
VAT1111

Attn/Ref

Latiff AMIR

Ship To

460 ARC (Alexandra Retail
Ctr)

ARC (Alexandra Retail Ctr)
460 Alexandra Rd, #02-
33/34 PSA Bldg
Singapore

119963

Singapore

Invoice From
NANYANG TECH PTE
LTD

1234 Singapore
Singapore 123456
Singapore

Supplier GST ID
123456789X

Invoice Date
3 October 2017

B3DBS



Return to 6.Invoicing

6.2.3 Printing Invoice

Return to ContentPage

1. When invoicehas been downloaded in the PDF format, click on File and Print.

|5 Edit View Window Help eAudit

[ open.. Ctrl+0 @ 1 |k2 @ V74
f_% Create »
Save As... Shift+Ctrl+S
Save as Other »
Export To » Invoice Date

3 October 2017
E Attach to Email...

ice

Close Ctrl+W
Properties... Ctrl+D
I = print... ctrl+p
ERE RN Db e oL AT WL WA LW - Ship To Invoice From
s NANYANG TECH PTE
2 C\.Nlegal_invoice_1789_2017-10-03.pdf ‘é‘?? AU Al
AD I ;
3 C\Users\..\User Guide_Invoicing_V1.pdf P.O. ARG (Alexandra Retail Ctr) 1?34 Singapore
i X Singapore 123456
4 C:\Users\..\User Guide_Purchasing_V1.pdf 460 Alexandra Rd, #02- Sirdaoom
: - — - 33/34 PSA Bldg gap
5 C\Users\jiteck\..\Supplier Guide_V1.p Singapore
View All Recent Files... 119963
Singapore
Exit Ctrl+Q
er Supplier GST ID
VAT1111 123456789X
Attn/Ref
Latiff AMIR

B3DBS



Return to 6.Invoicing

6.3 Managing Disputed Invoice

Return to ContentPage

1. ForDisputedInvoices— Credit Noteis no longer required

i You will first receive a notification on CSP

2. Ifyou arerequiredto resubmit the invoice, DO NOT Clickon [-= to resolvethe
dispute.

i. Pleaseproceed to createand submit new invoicewith a new invoicenumber. The
new invoice number should be a new number and not by adding special
characters prefix or suffixto the disputedinvoice number.

a. RefertoSection6.1.1 & 6.1.2 on how to createa PO-backedinvoice

b. RefertoSection6.1.3 on how to createa Non-PO backed invoice

B3DBS



Return to 6. Invoicing

6.4 Invoice Description

Return to ContentPage

For physical assets, please ensure that the invoice description indicates clearly what the
asset is (e.g. server, switch, router etc.) and include any additional information, suchas the
model/make of the product, as it will help the owner to identify the asset in future when
performing stocktake/FAimpairmentreviews

For IT professionalfees, please include the following in the PR, PO and invoicedescription:
1. SOW/UR no./CR no.and/or

2. Service provided (e.g. development, design, testing, implementation etc.)&
monthand year that the service is provided,

3. Consultant roleand name,
System/application

B3DBS



Return to 6. Invoicing

6.5 Invoice Status Definition

Return to ContentPage

Invoice Status Description
Approved The invoicehas been acceptedfor payment by DBS
Draft The invoicehas been created, but hasn't been submittedto DBS yet

Pending Approval The invoiceis currently with a businessapprover

Voided/Disputed  The invoiceis voided/disputed and you will not receive payment for it

Processing The invoiceis currentlybeing sent to DBS

Note: The status will remain as Approved even when the invoice is exported/paid in
Coupa. You can view the payment status by selectingthe Payment Information view on
the invoice page. You can also receive an email notificationif you turn on the An invoice
is paid notificationon notification preferencepage

BDBS



Return to 6.Invoicing

6.6 Invoice Fields Definition

Return to ContentPage

Invoice item fields Description

Thisis a required field. You will need to enter your invoice number. Invoice number cannot exceed 40 charactersand must be
in uppercase
) Invoice referenceno.:
Invoice # *  Must be unique
*  Must not include trailing alphabets, e.g. X: 123a
* Must not contain any specialcharacters
Invoice Date The invoice date will defaultto the date the invoice is created
Payment Terms This field displays the code for your current payment terms that were agreed upon between your company and the Supplier
Currency Displays the currencyoptions for the invoice
Delivery Number The delivery number, ifavailable
Status The status of yourinvoice
Image Scan Allows you to upload animage to be attach to the invoice
Supplier Notes Use this field to enter a message for the invoice approver
Allows you to add various attachments to the Invoice:
eFile— This option allowsyou to upload a document to the invoice. Use the Browse button to upload the file from your
desktop
Attachments e URL — Use this optionto include an external URL
e Text — Use this option to include text
Ensure your document is a standard attachment file, not an image. Types of files that can be uploaded: PNG, GIF, JPG, JPEG,
PJPEG, TIFF, or PDF.
Supplier Auto-populates from the PO with the Supplier’sname
Remit To Auto-populates from the PO with the Supplier’s remit to address
Customer Pleaseselect from the PO with customer’sname
Bill To Address Pleaseselectfrom the PO with the bill to address
Ship To Address Pleaseselect from the PO with the ship to address

B3DBS



Return to 6. Invoicing

6.6 Invoice Fields Definition

Return to ContentPage

Line Level Taxation Allows you to tax line items at different rates ifenabled

Type Displays the line items type

Description Provides a description of the good(s) and/or service(s) purchased

Qty Shows the number of items

UOM Shows the unit of measure

Price Displays the unit price

Total Displays the item total

PO Line Provides the PO line number associated with the invoice

Contract Displays contract information, if any

Billing Displays the billing department associated with the PO

Subtotal Displays the total price of only the items

Shipping Displays shipping costs

Handling Displays handling costs

Misc Displays miscellaneous costs

Tax code Provides an editable tax code for the Supplier to select when invoicing
Total Tax Displays the total tax amount

Gross Total Displays the gross total of invoice

Character Limits A total of 255 characters are allowed on Coupa. However, only 254 characters will flow to PSAP

BDBS



7. Withholding Tax/Limited Liability Partnership Attachments

Return to ContentPage

7.1 ForeignSupplier Withholding Tax Attachments
7.2  Limited LiabilityPartnership Attachments
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7. Withholding Tax/LimitedLiability

7.1 Foreign Suppliers Withholding Tax Attachments Eaaaaa

Return to ContentPage

Toverify Withholding Tax applicability for all foreign suppliers’ transactions, please:
1. Attachthe Withholding TaxConfirmation form and original invoice
a. Referto 12.1 Document Repository forthe Withholding Tax Confirmation form

2. Indicateif the service providedis Withholding Taxapplicableby selecting
<Applicable> or <NotApplicable>

Image Scan | Choose File | No file chosen Customer DBS

* Bill To Address Mo address selected !
Supplier Note
Ship To Address Mo address selected !

* Requester Email

Attachments Add File | URL | Text 1 Requester Name

Withholding Tax / LLP W

Note: Non-adherence to instructions on Withholding tax will result in non-payment to Suppliers

B3DBS




7. Withholding Tax/LimitedLiability
Partnership Attachments

7.2 Limited Liability Partnership Attachments

Return to ContentPage |

1. Forall Limited Liability Partnership (LLP) suppliers, kindly provide either of the
documentsbelow to help DBS verify your business structure

a. ACRAreport of your company
b. Email to verify that your partneris a Singaporean

2. Indicateif the service providedis Withholding Taxapplicableby selecting <Applicable>
or <NotApplicable>

Image Scan | Choose File | No file chosen Customer DBS _

*Bill To Address Mo address selected !

Supplier Note
Ship To Address Mo address selected !

* Requester Email

* Requester Name

Attachments Add File | URL | Text 1
Withholding Tax / LLP =

Note: Non-adherence to instructions on Withholding tax will result in non-payment to Suppliers

B3DBS




8. Credit Note
Return to ContentPage

Tocreate Credit Note from PO and Non-Disputed Invoice, pleaserefer to the following

table
Scenario(s) Supplier Types of Credit Note Refer to Slides
Creating CreditNote |Local andForeign For PO-BackedInvoice |8.1 Creating CreditNote
from PO Supplier from PO
Creating CreditNote |Local andForeign For Non-POBacked 8.2 Creating Credit Note
from Non-Disputed  |[Supplier Invoice from Non-Disputed
Invoice Invoice

* For Disputed Invoices—Credit Note is no longer required

* Referto Section 6.3 formore information

B3DBS



Return to 8. CreditNote

8.1 Creating Credit Note from PO

Return to ContentPage

Suppliers will be takinginitiativeto create Credit Note on behalf of DBS when the need
arises (e.g. Supplier owes DBS money for defective goods)

1. Tocreatea credit notefroma PO, click Orders. Next, clickon =2

(Inform DBS to re-open PO in order to view =2 )

Z.scoupa supplier portal

Home Profile | Orders me Sheets  ASN Invoices Catalogs Business Performance  Add-ons Setup

Purchase Orders

Instructions From Customer

Suppliers are advised to review the order details (e.g. MOCQ, QTY) carefully before acknowiedgement. In case of doubt please seek clarification.

PO Number Order Date Status Acknowledged At ltems Unanswered Comments Total Actions
POSGPODOO0D2381 D6/04/18 Issued Mone 100 Lot of 5 Sets of Mcpro divider, paper, 10 Mo T il =
part, colour (MCPS9100._ —
=
POSGPO00O002360 0571118 Issued O05/11/18 ASG-12345-UR - Title of UR Mo =
SGD _
=
POSGPODOO0D2358 05/11M18 Issued Mone IEM Training session - 11 May 2018 Mo 50,000.00 =
Training Session - 2nd Term SGD
=
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Return to 6.Invoicing

8.1 Creating Credit Note from PO

Return to ContentPage

2. Youwill receive a popup box on screen to select your Legal Entity, Remit-To Address
and Ship From Address, which will appear in the invoice.
a.  First, makesureyour Legal Entityis set up — Referto Section 4 if you have not

b. Next, select your registered Legal Entity viathe drop down

c. The Remit-Toand Ship From Address will be auto-populated once you have

selected your registered Legal Entity

Choose Invoicing Details

2 b *Legal Entity = Select v 0 Add New *Legal Entity | TEST PTELTD w 0 Add New
*Remit-To Select w Invoice From 123 Changi Road
Singapore 123456
* Ship From Address  Select ~ Singapore
Singapore

*Remit-To | 123 Changi Road, Singapore 1 » ‘0 d New

* Ship From Address = 123 Changi Road, Singapore 1 v I Add New
e ——

Canel el (I,
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Return to 8. CreditNote

8.1 Creating Credit Note from PO

Return to ContentPage

3. Onthe Create Credit Note page, fill in the mandatory credit note fields, <Credit Note
#>, <Credit Note Date>, <Payment Terms>, <Currency>, <Original Invoice>, <Original
Invoice Date>, <Credit Reason>

a. Credit Note # must be uniqgue and must not contain special characters and
trailing alphabets, e.g. X: 123a, 123b, 123c, etc.

General Info Attachments o Add File | URL | Tes

* Credit Note #

* Credit Reason

3 * Credit Mote Date | O&/0T/MS

3 ayment | Use N/A if not relevant

Payment Term e Wisions

Original Date of Supply | 0G/07/M1E

* Currency | SG0D s

Delivery Number

Status Draft

* Original Invoice #

F Original Invoice Date
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8.1 Creating Credit Note from PO

Return to 8. CreditNote

Return to ContentPage

4. Indicatetheitem <Description>, as well as <Price>and <Qty> if applicable. Click ~ submit
to proceed
a. Notethat credit note amount must be negative
b.  Youcaneither changeprice or quantity but not both
c. Pleasenotethat quantity shouldbe aninteger value
5. Click Send Invoice to send the Credit Note to DBS for approval
Lines
1 Type Description Qty Uuom Price Total 9
Qty s IT Professional Service (red 1 Each o 50.00 TLLLL
4 line Contract
GST Rate GST Amount Tax Reference
0.0% ~r
Are You Ready to Send? X
You're about to send an invoice to DBS for a total amount of 50.00. Once S preieyesH=mmes {0 Subtotal  50.00
contact your customer directly to make changes to the invoice. Total GST 0.00
5 Gross Total 50.00
Continue Editing | Send Invoice |
- E—b'elete Cancel Save as draft Cal 4 Submit

B3DBS



Return to 8. CreditNote

8.1 Creating Credit Note from PO

Return to ContentPage

6. Oncethe Credit Note has been approved, you should receive a notification.Click on
the notificationto verify that the Credit Notehas been approved

View Credit Note #Test

My Notifications

Credit Note Number Test

Credit Note Date 0&/05M7
: Payment Terms MNETT30
View Al v

Original Date Of Supply 06/05M7

Currency SGD

Message ) Number None
5 Status Approved
Invoice Test for §1,591.00 has been approved to pay by DBS Dev, e

Original Invoice # Test123

PR AT ik Original Invoice Date 06/05M17

New PO 846 for §1.591.00 issued by DBS Dev.

Legal credit note download
Image Scan Mone

New PO SGP844 for $1,591,00 issued by DBS Dev, Supplier Notes None

Attachments paone

B3DBS



8.2 Creating Credit Note from Non-Disputed Invoice

Return to 8. CreditNote

Return to ContentPage

1. You can create a credit note without a PO. Tocreate a credit
note without PO, clickon /nvoices.

.~eoupa supplierporta

Home Profile

Orders

Service/Time Sheets

ASN

Invoices

F .

Business Performance Add-ons Setup

Create Invoices @

Create Invoice from PO

Exportto -~

Invoice #
| DBS TEST INV 4
DBS TEST INV 3
DBS TEST INV 2
DBS TEST INV 1

Perpage 15 45

Created Date Status PO #

1511017
151017
151017
15M10M7

o0

Pending Approval
Pending Approval
Pending Approval
Pending Approval

POSGPO00001363

Mone
MNone

MNone

Total

Create Blank Invoice

ver I CEEN

Unanswered Comments Dispute Reason Actions

3,000.00 3GD No
100,000.00 USD No
10,000.00 SGD No
400.00 5GD No

Create Credit Note

B3DBS



8.2 Creating Credit Note from Non-Disputed Invoice

2. Atthe Invoice page, clickon

Credit Note

Return to 8. CreditNote

Return to ContentPage

g.scoupa supplierportal

Home Profile

Orders

Create Invoices @

Service/Time Sheets

ASN Invoices

F Y

Catalogs Business Performance  Add-ons Setup

Create Invoice from PO

Exportto -

Invoice #

I DES TEST INV 4
DES TEST INV 3
DES TEST INV 2
DES TEST INV 1

Perpage 15 45

Created Date Status PO #

1511017
151017
1511017
151017

9 'nl

U

Pending Approval
Pending Approval
Pending Approval
Pending Approval

Create Blank Invoice

Total
POSGPO00001363
MNone
Mone

Mone

Create Credit Note 2

ver T CEENE

Unanswered Comments Dispute Reason Actions
3,000.00 SGD MNo
100,000.00 USD No
10,000.00 SGD No
400.00 SGD Mo

B3DBS



8.2 Creating Credit Note from Non-Disputed Invoice

Return to 8. CreditNote

Return to ContentPage

3. Atthe pop-up, select Other (e.g. rebate) and click

Credit Note

If you are issuing a credit note in regards to a problem with an invoice or goods shipped,

= (Other (2.g. rebate)

Continue

please include the invoice number. If you are issuing a credit note purely to offer a credit to
your customer, please select other.
Reason O Resolve issue for invoice number Select an Option w

Cﬂl[{:Els m \
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Return to 6.Invoicing

8.1 Creating Credit Note from PO

Return to ContentPage

4. You will receive a popup box on screen to select your Legal Entity, Remit-To Address
and Ship From Address, which will appear in the invoice.
a.  First, makesureyour Legal Entityis set up — Referto Section 4 if you have not

b. Next, select your registered Legal Entity viathe drop down

c. The Remit-Toand Ship From Address will be auto-populated once you have

selected your registered Legal Entity

Choose Invoicing Details

4b *Legal Entity = Select v 0 Add New *Legal Entity | TEST PTELTD w 0 Add New
*Remit-To Select w Invoice From 123 Changi Road
Singapore 123456
* Ship From Address  Select ~ Singapore
Singapore

Add New
—

*Remit-To | 123 Changi Road, Singapore 1 » ‘0 d New

* Ship From Address | 123 Changi Road, Singapore 1 »

Canel el (I,
&3DBS




Return to 8. CreditNote

8.2 Creating Credit Note from Non-Disputed Invoice

Return to ContentPage

5. Onthe CreateCredit Note page, fill in the mandatorycredit notefields, <Credit Note
#>, <Credit Note Date>, <Payment Term>,<Currency>, <Original Invoice #>, <Original
Invoice Date>, select <Bill-To-Address>as SG PO Box, select <Ship ToAddress> as
delivery address, fill in DBS <Requestor Email>and <Requestor Name>.

a. Credit Note# mustbe unigue and must not contain special charactersand
trailing alphabets, e.g. X: 1233, 123b, 123c, etc.

General Info To
* Credit Note # Customer DBS Test
. e *EBill To Address DBS BAMK LTD - MEW
* Credit Mote Date | 080713
ROBINSON ROAD
Payment Term - POST OFFICE, P. O. BOX T20
Singapore 801530
Original Date of Supply | 060712 Singapore

*Currency | S50 w 5 * Buyer G5T ID " 5

* Ship To Address Mo address selected

Delivery Number

* Requester Email
Status Draft

* Requester Name

* Original Invoice # 5

* Driginal Invoice Date

B3DBS



8.2 Creating Credit Note from Non-Disputed Invoice

6. Click on Choose File toupload Credit Notecopy.

Return to 8. CreditNote

Return to ContentPage

7. ClickonAddFile  toupload remaining supportingdocuments.

Create Credit Note crezr=

General Info
= Credit Note #
* Credit Note Date | 7/3M3
Payment Tenm b
*Currency | SG0D s

Status Draft

= Drigimal Invoice
Mumber

* Original Invoice Date

Image Scan | Choose File | Mo file chosen

Supplier Hote

Attachments add File uﬁ_jl Tex

To

Customer

* Bill To Address

* Buyer G5T 1D

* Ship To Address

* Requester Email

* Requester Mame

DBS Test

DBS BAMK LTD - NEW
ROBIMSON ROAD

O5T OFFICE, P. O. BOX T20
Singapore 801520

Singapore

Mo address selected

B3DBS



Return to 8. CreditNote

8.2 Creating Credit Note from Non-Disputed Invoice

Return to ContentPage

8. AtthelLinessection of the Credit Note, indicatethe item <Description>, as well as the
price amount to be credited <Price> and <Qty> if applicable. Click = s®mt to proceed

a. Notethat credit note amount must be negative

b.  Youcaneither changeprice or quantity but not both

c. Pleasenotethat quantity shouldbe aninteger value

Lines
Type Description Price [ %
Amt CREDIT NOTE -100.00 -100.00
8 Contract Supplier Part Number Commaodity
b
Billing Motes
Totals & Taxes
Subtotal -10:0.00
Taxes
G 5T Rate G5T Amount Tax Reference
Total G5T 0.00
0.0%. -
Gross Total -100.00
must be negative
a Delete Cancel Sawve as draft Calculate Submit 8

B3DBS



Return to 8. CreditNote

8.2 Creating Credit Note from Non-Disputed Invoice

Return to ContentPage

9. Click Send Credit Note to submit Credit Note to DBS for approval.

Coupa is about to create a credit note on pour behalf. Please make sure yow ans not attaching
anmnother credit note to this transachon as the Coupa generated FPOF s yoor and your customer s
legal credst ot

Continuse Editimg I Sanmd Credit Mok

9

B3DBS



Return to 8. CreditNote

8.2 Creating Credit Note from Non-Disputed Invoice

Return to ContentPage

10. Oncethe Credit Note has been approved, you should receive a notification.Click on
the notificationto verify that the Credit Notehas been approved

View Credit Note #Test

My Notifications

Credit Note Number Test

Credit Note Date 0&/05M7
: Payment Terms MNETT30
View Al v

Original Date Of Supply 06/05M7

Currency SGD

Message ) Number None
10 Status Approved
Invoice Test for §1,591.00 has been approved to pay by DBS Dev, e

Original Invoice # Test123

PR AT ik Original Invoice Date 06/05M17

New PO 846 for §1.591.00 issued by DBS Dev.

Legal credit note download
Image Scan Mone

New PO SGP844 for $1,591,00 issued by DBS Dev, Supplier Notes None

Attachments paone

B3DBS



9 Creating Reports

Return to ContentPage

1. Click onthe relevanttab to createyour report, i.e. Orders/Invoices/Catalogues

2. Click on Create View

Home  Profile  Orders  Service/Time Sheets ASN | Invoices  Catalogs 1 s Performance  Add-ons  Setup

Select Customer DBS Dev - SGDBUINANYANG TE-001 v

Invoices

Instructions From Customer

Suppliers are to provide unigue inveoice numbers, i.e. NO duplication, spaces, special characters (e.q. @, #, %), or trailing alphabets (e.g. 123a, 123b). Uppercase alphabets in
iront of numbers are allowed.”

PO-Invoice track

Al

PO# Invoice # Invoice Date Paid  Status Created Date - Approved ments Actions

E . Disputed

1 I Il' I|' I|' i § )
|52' Hoxe L ¥ Lol LT Disputes with a supplier response zf

510 Norie 13717 No Draft 13717 Disputes without supplier response ‘f"
Draft

521 Pendingpp 12717 No  Pending Approval 121717 Payment Information
Pending Approval

520 ChangeAlV 12017 Mo Pending Approval 12017 PO-nvoice track

P " . i Processing 2
519 ChangeBIV 120017 Mo Pending Approval 1207117 YA
517 Mone 12717 No Draft 1200117 eate Vie V4




9 Creating Reports
Return to ContentPage

3. Fillin the Name of report and set the appropriate Visibility
4. Set the appropriate condition foryour report, e.g. Status is Approved

a. Youwill be abletoview a report where all invoice statuses are presented as
Approved

Create New data table view

General

Mame

Visibility @) Only Me
() Everyone

Start with view | All ~

Conditions

Match Conditions | Match all conditions [

Buyer Hold
Cancelled
Closed
Currency Hold

Filter By | Status v

>
=

B3DBS



9 Creating Reports

Return to ContentPage

5. Ensurethat the information which you wish to see is placed under Selected columns
a. Ifitis notunder Selected columns,please pull them over from Available columns

6. Click Saveto view the report

Columns

Available columns Selected columns
Crommented Invoice #
Comments Creaied Daie
Drate OfFf Supply Status
Crelivery Mumber PO &
Disputed Date Total
Invoice Date Unanswered Comments 5
Linked Document Actions

Criginal invoice Dale
Criginal Invoice Number
Paid

FPayment Information
Payment Term

Withholding Tax

Default Sort Order

Sort by [ in | ascending [ order.

B3DBS



10 CSP System Requirements
Return to ContentPage

Tomaximise the user experience on the CSP please be sure to upgrade
your web browsers to the latest version. Having an up-to-date browser
will ensure added security, increased performance, better backward
compatibility, and greater support from web technologies

Internet Explorer(lE)

e |E11recommended

Mozillla Firefox

e Mozilla Firefox49.x

Google Chrome

* Google Chrome53.x

B3DBS



11. Catalogue Management
Return to ContentPage

11.1 Viewing Catalogue
11.2 Creating Catalogue

11.3 Uploading Catalogue ltem

11.3.1 Uploading Catalogue [tem— Manual Upload

11.3.2 Uploading Catalogue Item— Bulk Upload

11.3.3 Uploading Catalogue Item — Approval

11.4  Editing Catalogue

11.5 Definition of Fields for Catalogue

11.6 Catalogue Status Definitions

=B2DBS ..



Return to 11. Cataloque Management

11.1 Viewing Catalogue

Return to ContentPage

1. Toview Catalogs,clickon S0 tab.

2. Youwill be able to view the catalogues and their status. E.g. <Start Date>, <Expiration Date>,
<Status>

£xcoupa supplier portal Test Supplier 123~ | NOTIFICATIONS @  HELP -

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs I ‘erformance Add-ons Setup 1

-

Select Customer DBS o
Configure Punchout
Catalogs
Catalog Name Created Date - Submitted Date | Start Date Expiration Date Status Unanswered Comments Error Actions
ITest Supplier 123 TE Catalog  04/23/20 hone Mone None Draft No N Q
i1
Product 3 04723120 None MNone None Draft Mo N Q
Product 2 Test 04723120 04123720 04/17/20  08/0820 Pending MNo 9
Approval

Product Testing 0423120 Mone 0411020 0813720 Draft No “~Q
Test Supplier 123/ TE Catalog 0311419 None Mone Mone Draft No “,

2

Perpage 15 | 45 | 90

BDBS ..



Return to 11. Cataloque Management

11.2 Creating Catalogue

Return to ContentPage

1. Clickon tab.
2. Tocreatea new catalogue,click

a. Ifyou havea catalogue of items with different currencies, you shouldcreate
eachitemindividuallyin the catalogue and set the currency accordingly.

i;acoupa Sugplier E’Qrt Cl|. OH KWANG LEONG - NOTIFICATIONS a HELP ~

Home Profile  Orders  Service/TimeSheets ~ASN  Invoices = Catalogs Business Performance  Add-ons  Setup

Select Customer DBS w
Configure Punchout
Catalogs
Exportto - view [ v B Advanced [ Search
Catalog Name Created Date = Submitted Date Start Date Expiration Date Status Unanswered Comments Emor Actions
IHI{DHBlNANYANG TE Catalog 0472320 Mone None MNone Dratt No 0
5
Product 3 04/23/20 Mone None Nene Draft Mo “\ 0
Product 2 Test 04123720 04/23720 04/17/20 080820 Pending No @
Approval
Product Testing 04723720 Mone 041v20 0813720 Draft No “, Q
HEDHBINANYANG TE Catalog  03M14/19 Mone Mone Mone Draft Mo %,
2
Perpage 15 | 45 | 90




Return to 11. Cataloque Management

11.2 Creating Catalogue

Return to ContentPage

3. Fillup the mandatory fields, i.e. <Catalog Name>, <Start Date>, <Expiration Date>,<Currency>

a. Pleaseset <End Date>to one day afterthe actual date (e.g. if you wantyour
items to remainpurchasableon 28t June, please set <End Date>as 29t June)
b. Pleasesend inyour catalogue forapproval 5 days prior to the <Start Date> of
your catalogue
4.  There will be a summary section which keeps track of the edits made to a catalogue.

i’q\?caupa JUlJ] 'f r r\,:JI ta Cupalier 1237 o MNOTIFICATIONS B HELP -

Home Profile  Orders  Service/Time Sheets ~ASN  Invoices = Catalogs  Business Performance  Add-ons Setup

Select Customer DBS ™

Configure Punchowt

o I
SUDDier f£5 Edit Back

Start Date

Expiration Date

Cumency | USD

0 ltems Changed ( 0 unchanged )

4 So: Qo: Qo (=] - 10

Price Increase Price Decrease Other Fields Updated MNew [tems Deactivated ltems

B3DBS



Return to 11. Cataloque Management

11.3 Uploading Catalogue Item

Return to ContentPage

1. ltemscan be added to the catalogue:

 Manual upload through theinterface by clicking  create (5.3.1)
e Bulk upload via a CSV file by clicking = Loadfromfile (5.3.2)

Items Included in Catalogue

Marmee (= e Status Cha mge

I Mo rows.

Fer page 15 A5 L= i |

=12DBS ..



11.3 Uploading Catalogue Item

Return to 11. Cataloque Management

1. Itemscan be added to the catalogue:

 Manual upload through theinterface by clicking

e Bulk upload via a CSV file by clicking

Return to ContentPage

Create

(5.3.1)
Load from file (5-3-2)

ems Included in Catalog

1

Name Part Number Status Change Price
I Mo rows.

Perpage 1% | 45 | 80

tems Offered to DBS Test

Exportto -

Name Description Part Number Price  Currency uomM
I HNo rows.

Perpage 15 | 45 | 80

Price Change Currency

Purchasable

Other Fields Changed

Actions

Last Submitted to Buyer Catalog Actions

B3DBS ..



Return to 11. Cataloque Management

11.3.1 Uploading Catalogue Item — Manual Upload

Return to ContentPage

1. Click create tostarta manual upload of catalogue. Fill up all mandatoryfields, which

are denoted by (*), i.e. <Name>,<Description>, <Unitof Measure (UOM)>,
<Purchasable>, <MOQ>, <Part Number>, <Lead Time>, <Contract>,<Price>,

<Currency>,<Image>and click (2

a. Uncheckthe “Purchasable” checkbox ifit is a new item not previously supplied
to DBS

b. Please contactDBS for a dummy contract numberif you are a new supplier

Choose File | Mo file chosen

Catal ogue ltem create Supplier Item Attributes
* Part Number
* Name Augxiliary Part Number
* Description Manufacturer
Lead Time
-
Unspsc Code
* Unit of Measure | Application ~

Purchasable @

Manufacturer Name * Price
c cy |USD w~
Manufacturer Part
Number Savings %
* MOQ Order Increment I
Minimum Order
DBS Manufacturer Quantity Im




Return to 11. Cataloque Management

11.3.1 Uploading Catalogue Item — Manual Upload

Return to ContentPage

2. Review the catalogue containing the newly added items. Click Submit to buyer  tQ
completeupload
a. Therewill be a green notificationbox to indicatethat catalogue is submittedand
buyer will be notified.

10 Items Changed ( 3 unchanged )
So: Do O @ - ©:

New ltems Deactivated ltems

z Submit to buyer

Price Increase Price Decrease Other Fields Updated

Catalogues

[ Catalogue was submitted and buyer will be notified.

atalogue Name

Test Catalog 19 2716117 2716117 0.y T Pending Approval  No @

Created Date ~ Submitted Date Start Date Expiry Date Status Unanswered Comments Actions




Return to 11. Cataloque Management

11.3.2 Uploading Catalogue Item — BulkUpload

Return to ContentPage

1.  Click| vroadfromiile | to perform a bulk upload
2. Perform either one of the two steps below:
a. Toadd new items, clickon o . and fill up the next empty field/row of the CSV file

b.  Toedit and update existing items in the catalogue, clickon  Exportto ~ to download and
update the affected fields

3. Select Click here for a description of the required and optional fields in the template

Items Included in Catalogue

Bulk Load Item Updates for DBS LED Supplier Catalogue

Follow these steps to upload items

1. Download the CSV template or export the current list. 2
Download ~ or Exportto -

2. Fill in or update the CSV file. Click here for a description of the required and optional fields in the template
« Fields marked with a "*" are mandatory. 3
« Each row uploaded will create a new item.
« Click Start Upload and the system will attempt to load the first 6 rows from your file and show the results.

3. Load the updated file
| Choose File |No file chosen

Note: If you are loading csv files with non-English characters, please consult the followinghelp note.

=12DBS ..



Return to 11. Cataloque Management

11.3.2 Uploading Catalogue Item — BulkUpload

Return to ContentPage

4. Open the CSV file to edit the fields. The mandatoryfields for Suppliersto fill are as

follows:

e Supplier Part Number e  Contract Number
* Name . MOQ

* Description . Image URL

e UOMcode . Price

e LeadTime Currency

» Active* (All new items to be uploaded with active fields as “NO”)

Please contact DBS fora dummycontract number if you are a new supplier

A B C D E F G H | J [ L
ISupplier F-ISupplierf-"Name* Descriptic Price™ Currency™ UOM code active™ Item Class Lead Time Manufacti Contract
123456T Test Item Test Item 1.5 5GD i Yes
SOO009 Equipmen Equipmen 25 SGD Ef Yeas
AA1239 Mew NMew Descriptic 12 5GD Ef Yes
A01234 Bigger EqL Bigger Equ S50 SGD Ef Yes
AO01235 MMedium E Medium E I0 SGED E Yes
MAODL236 Smaller Ec Smaller Ec 20 SGD En Yes
L0417 0504 test 105042 test | S 5GD Ef Yes
LD123A4567 Frosted LE Wattage: 10.5 SGD Ef Yes
1.23E+09 Test for di Test for d 10 UsSD E Mo
LD2234567 Ceiling Lig LED B8 S5GD Ef Mo
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Return to 11. Cataloque Management

11.3.2 Uploading Catalogue Item — BulkUpload

Return to ContentPage

5. Oncethe CSV file is updated, savethe file and load it intothe system. Click

a. Followthe same stepsfor making changes/edits to itemsina catalogue

Bulk Load Item Updates for DBS LED Supplier Catalogue

Follow these steps to upload items

1. Download the CSV template or export the current list.
Download -~ or Exportto -~

2. Fill in or update the CSV file. Click here for a description of the required and optional fields in the template.
« Fields marked with a ™" are mandatory.
« Each row uploaded will create a new item.
« Click Start Upload and the system will attempt to load the first 6 rows from your file and show the results.

3. Load the updated file

Choose File | No file chosen
Note: If you are loading csv files with non-English characters, please consult the followinghelp note. Start Upload
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11.3.2 Uploading Catalogue Item — BulkUpload

Return to ContentPage

6. Asummary pageindicatingthechangesmade to the catalogue will be displayed. Click

Finish Upload

Riow 5 Row &
Existing Updated Existing Updated
Supplier Part Mum® 401235 AQ1235 A238 AM235
Supplier Aux Part Mum

Marme” Medium Equipment Medium Equipment Smaller Equipment Smaller Equipment

Description® Medium Equipment Description Medium Equipment Description | Smaller Eguipment: Descrption Smialier Equipment Description
Price® 30 30 20 20

Currency™ SGE0 Go 5GD =G0

UCOM code®

active” Yes R-H es ez

em Classification Mame

Lead Time

Manufacturer

Contract Number

Contract Term
Sawings %

Price (Tier 1)

Price (Tier 2)

Price (Tier 3)

Finish Upload 6 el
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11.3.2 Uploading Catalogue Item — BulkUpload
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7.Review the catalogue containing the newly added items. Click Submit to buyer to
completeupload
a. Therewill be a green notificationbox to indicatethat catalogue is submittedand
buyer will be notified.

10 Items Changed ( 2 unchanged )

o o © 11 o [ -

MNew ltems Deactivated ltems

7 Submit to buyer

Price Increase Price Decrease Other Fields Updated

Catalogues

Catalogue was submitted and buyer will be notified.

atalogue Name Created Date ~ Submitted Date Start Date Expiry Date Status Unanswered Comments Actions

Test Catalog 19 2716117 2716117 ey AT Pending Approval  No @
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11.3.3 Uploading Catalogue Item — Approval

Return to ContentPage

1. Oncethe catalogues have been approved by DBS, the status will be shown as
“Accepted by Customer”. DBS can now make purchasesfrom the catalogue

Catalogues

View

Catalogue Name Created Date ~ Submitted Date Start Date Expiry Date Stat Unanswered Comments Actions
Iexpire 9.6.17 (31 days) 9517 Mone 9517 9617 Accepted by Customer [No

expire 8.6.17 (30 days) 9517 Mone 9517 8/6M17 Accepted by Customer [No

Expire 7.6.17 (29days) 9517 Mone 9517 717 Accepted by Customer [No

11.6.17 9517 Mone 9517 1517 Accepted by Customer [No

10517 9517 Mone 9517 10/5/17 Accepted by Customer [No

Expire 9.5.17 9517 Mone 9517 9517 Accepted by Customer [No

DBS Test Supplier 12345 101 9517 Mone 85117 9517 Accepted by Customer [No

DBS Test Supplier 12345 100 9517 Mone 1517 8/5/17 Accepted by Customer [No

=12DBS ..
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11.4 Editing Catalogue

Return to ContentPage

1.  When a catalogueis approved by DBS, it cannot be edited

2. The edits can be made through creating a new catalogue and then deleting the old
cataloguethatis now no longer valid

3. The new catalogue will have to be sent to DBS for approvalfollowing the same steps
earlier

a. Pleaseremembertosend the new catalogue forapproval 5 days prior to the
start date of the catalogue

=12DBS ..
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11.5 Definition of Fields for Catalogue

Return to ContentPage

Below are the definition of the fields in the catalogue item loader with (*) indicating
mandatory fields:

Coupa validates Description

Supplier part number is a mandatory field in Coupa. In the case
wherein the Supplier items has no part number or the part numberis
duplicatedwithanotheritem, a dummypart number will be included
in this field by DBS. Going forward, please substitute with an actual
Supplier part number. (Part number can be in any format 255
characters). E.g.5G12345678900

Part Number*

This is the product description to beprinted on the PO. The naming
Name* convention for all items to follow DBS convention of — “Iltem Name
(Part Number)”

Descriptionof the item and any additional relevantinformationthat
the Supplier requires

Description™

Required field. Unit price of item. Will default to zeroif it is nota
number

Price*

=BDBS ..
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11.5 Definition of Fields for Catalogue

Return to ContentPage

Below are the definition of the fields in the catalogue item loader with (*) indicating
mandatory fields:

Coupa validates Description

Currency* Required field. Must match currencycode within system(e.g. USD).
Refer to the dropdownlist of currencies.
Only a specific list of UOM codesare allowedin Coupa. Refer to list of
*
UOMCode UOM Codes.
Active* Yesfor active, No for inactive. Tobe set to “Yes” foritems available on
Coupa. To set active field to “No” for new items.
Lead Time* Delivery Lead Time(days)
Contract number to befilled by Supplier should be as indicatedin the
Contract No.* CSV file fromthe initial DBS load.
Note: NotMCR or quotationnumber
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11.5 Definition of Fields for Catalogue
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Below are the definition of the fields in the catalogue item loader with (*) indicating
mandatory fields:

Coupa validates Description

URL link to the image on the web. If adding images, this is a valid and
publicallyaccessibleURL for animage.

Should be a directlink to a .jpg, .pngimage online. Item image have to
be added through a directlink to a .jpg, .pngimage online. Alternatively,
theimage can be added throughthe user interfaceat a per item basis

Image URL*

Image Url0-5* | |mage formatsallowed: PNG, GIF,JPG, JPEG,
Image formats not allowed: EXE, BAT, COM, ZIP, SH, DEB, SO, ELF, BIN,
RPM, TAR, GZ, TAR.GZ, KO, PY, PHP, MSI, AXF, PRF, PUFF, PJPEG, TIFF or

PDF
Image size should have a minimum pixel resolution of 300 x 450
MOQ* Minimum Order Quantity of all ltemsis 1 unit (i.e. 1 carton/box/packet)
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11.5 Definition of Fields for Catalogue

Return to ContentPage

Thesefields are non mandatory. Only fill these if required

Coupavalidates Description

Column order does not affect the upload, but if a column
with a Required Field is missing, it will result in an error.
Formatting offile Example of error during upload: “The system found 1
error when attemptingto load the sample rows. Column
header <column name> is not valid.”

Manufacturer of item. Suppliers should only fill up ‘DBS
Manufacturer’ field with the relevant manufacturer
details instead of the ‘Manufacturer’ field in the CSV
template

DBS Manufacturer

An optional field for showinganother part number, which

Supplier Aux PartNum . :
can be unigue ornon-unique

=12DBS ..
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11.5 Definition of Fields for Catalogue

Return to ContentPage

Thesefields are non mandatory. Only fill these if required

Coupa validates Description

Pack Weight The weight of onepack

Pack WeightUOM The UOM for aPack

Net Weight The weight of oneitem

Net Weight UOM The UOM for oneltem

Receive CatchWeight Forcesthe item to be received as catch weight

=BDBS ..
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11.5 Definition of Fields for Catalogue

Return to ContentPage

Thesefields are non mandatory. Only fill these if required

Fields not required by DBS

ltem Classification Name ltem Number
UNSPSC Code Pack Quantity
Contract Number Price (Tier1-20)
Contract Term Link Title/URLO-5
Savings % Use Pack Weight

=12DBS ..
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Return to 11. Cataloque Management

Return to ContentPage

Unit of Measurement (UOM) (Referto document repository)

UOM Code UOM Name UOM Code UOM Name
B1OLT Batch of 10 Lots 100BX Lotof 100 Boxes
B20LT Batch of 20 Lots 100CG Lotof 100 Cartridges
B3LT Batch of 3 Lots 100PD Lotof 100 Pads
B3OLT Batch of 30 Lots 100PC Lotof 100 Pieces
B32LT Batch of 32 Lots 100RL Lotof 100 Rolls
B400LT Batch of 400 Lots 100ST Lotof 100 Sets
B5LT Batch of 5 Lots 1KBK Lotof 1000 Books
B50LT Batch of 50 Lots 1KEA Lotof 1000 Each
B500LT Batch of 500 Lots 1KPD Lotof 1000 Pads
BSLT Batch of 8 Lots 1KPC Lotof 1000 Pieces
BO6LT Batch of 96 Lots 1KST Lotof 1000 Sets
B20PC Batch for 20 Pieces 1KSH Lotof 1000 Sheets
10BX Lotof 10 Boxes 1KTK Lotof 1000 Tokens
10PD Lotof 10 Pads 10KPC Lotof 10000 Pieces
10PC Lotof 10 Pieces 10KST Lotof 10000 Sets
10RM Lotof 10 Reams 10KSH Lotof 10000 Sheets
10RL Lotof 10 Rolls 100KPC Lotof 100000 Pieces
10ST Lotof 10 Sets 100KST Lotof 100000 Sets
10TK Lotof 10 Token 100KSH Lotof 100000 Sheets
100BK Lotof 100 Books 101EA Lotof 101 Each

To edit in excel - neater

=BDBS ..
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11.5 Definition of Fields for Catalogue

Return to ContentPage

Unit of Measurement (UOM) (Referto document repository)

UOM Code UOM Name UOM Code UOM Name

107ST Lotof 107 Sets 20BX Lotof 20 Boxes
11PC Lotof 11 Pieces 20PK Lotof 20 Packets
11K5PC Lot 0f11500 Pieces 20PD Lotof 20 Pads

12BX Lotof 12 Boxes 20PC Lotof 20 Pieces
12PD Lotof 12 Pads 20RM Lotof 20 Reams
12PC Lotof 12 Pieces 200BK Lotof 200 Books
1K3BK Lotof 1300 Books 200PD Lotof 200 Pads
14KPC Lot 0f14000 Pieces 200PC Lotof 200 Pieces
1K5PC Lotof 1500 Pieces 200RM Lotof 200 Reams
16BX Lotof 16 Boxes 200ST Lotof 200 Sets

2BK Lotof 2 Books 2KPD Lotof 2000 Pads
2BT Lotof 2 Bottles 2KPC Lotof 2000 Pieces
2BX Lotof 2 Boxes 2KST Lotof 2000 Sets
2CT Lotof 2 Cartons 20KPC Lotof 20000 Pieces
2PK Lotof 2 Packets 20KST Lotof 20000 Sets
2PD Lotof 2 Pads 20KSH Lotof 20000 Sheets
2PC Lotof 2 Pieces 200KSH Lotof 200000 Sheets
2RM Lotof 2 Reams 25PC Lotof 25 Pieces
2RL Lotof 2 Rolls 250PC Lotof 250 Pieces
20BK Lotof 20 Books 250RM Lotof 250 Reams
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Return to 11. Cataloque Management

Unit of Measurement (UOM) (Referto document repository)

Return to ContentPage

UOM Code UOM Name UOM Code UOM Name
2K5SH Lotof 2500 Sheets 30KST Lotof 30000 Sets
28KPC Lot 0f28000 Pieces 30KSH Lotof 30000 Sheets
3BT Lotof 3 Bottles 300KPC Lotof 300000 Pieces
3CT Lotof 3 Cartons 301EA Lotof 301 Each
3MN Lotof 3 Monitors 3K5PC Lotof 3500 Pieces
3PC Lotof 3 Pieces 4BX Lotof 4 Boxes
3RM Lotof 3 Reams 4PC Lotof 4 Pieces
30BX Lotof 30 Boxes 4RM Lotof 4 Reams
30EA Lotof 30 Each 4ST Lotof 4 Sets
30PD Lotof 30 Pads 40PD Lotof 40 Pads
30PC Lotof 30 Pieces 400PC Lotof 400 Pieces
300BK Lotof 300 Books AKST Lotof 4000 Sets
300PC Lotof 300 Pieces 40KPC Lotof 40000 Pieces
300ST Lotof 300 Sets 40KSH Lotof 40000 Sheets
3KPK Lotof 3000 Packs 5BX Lotof 5 Boxes
3KPD Lotof 3000 Pads 5CT Lotof 5 Cartons
3KPC Lotof 3000 Pieces 5CP Lotof 5 Copies
3KST Lotof 3000 Sets 5PK Lotof 5 Packets
3KSH Lotof 3000 Sheets 5PA Lotof 5 Packs
30KPC Lot of30000 Pieces 5PD Lotof 5 Pads
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Unit of Measurement (UOM) (Referto document repository)

UOM Code UOM Name

UOM Code UOM Name
5PC Lotof 5 Pieces 50KSH Lotof 50000 Sheets
5RM Lotof 5 Reams 6PK Lotof 6 Packets
5ST Lotof 5 Sets 60PD Lotof 60 Pads
50BK Lotof 50 Books 60RM Lotof 60 Reams
50BX Lotof 50 Boxes 6KPC Lotof 6000 Pieces
50EA Lotof 50 Each 8RM Lotof 8 Reams
50PK Lotof 50 Packets 8RL Lotof 8 Rolls
50PD Lotof 50 Pads 80PD Lotof 80 Pads
50PC Lotof 50 Pieces SORL Lotof 80 Rolls
50ST Lotof 50 Sets 101PC Lotof 101 Pieces
50SH Lotof 50 Sheets 301PC Lotof 301 Pieces
500BK Lotof 500 Books EA Each
500PD Lotof 500 Pads ST Set
500PC Lotof 500 Pieces PD Pad
500ST Lotof 500 Sets PC Piece
5KBK Lotof 5000 Books BK Book
5KPC Lotof 5000 Pieces BX Box
5KST Lotof 5000 Sets PK Packet
5KSH Lotof 5000 Sheets RL Roll
50KPC Lot of50000 Pieces LN Line
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Unit of Measurement (UOM) (Referto document repository)

UOM Code UOM Name UOM Code UOM Name

TK Token

CG Catridges

MN Monitor

SH Sheet

AP Application

AUVU Authorised User ValueUnit
RVU Resource Value Unit
Cu ConcurrentUser

CS ConcurrentSession
FU FloatingUser

uvu User ValueUnit
36RL Lotof 36 Rolls

UN Unit

LS LumpSum

1B Job

CT Carton

BT Bottle

TN Tin

MO Month

NO No.

CP Copy

Dz Dozen

TU Tube

CN Can

LO Lot

TR Trip

PVU Processor ValueUnit
PROC Processor

PA Pack

AU Authorised User
SVR Server

RM Ream

=B2DBS .
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11.6 Catalogue Status Definitions
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Status Definition

Accepted/Accepted The cataloguehas been acceptedby DBS, and all the itemsin it
by Customer are now availablefor purchasewithin Coupa

Awaiting/Pending The cataloguehas been received by DBS, but it has not gone
Approval through the approval chainyet

The cataloguehas been created, but may be missinginformation

Draft
necessaryto send it to DBS
Error Thereis an issue with the catalogue. Pleasecontact DBS to get the
catalogueback ontrack
: The cataloguehas been rejected. Contact DBS to find out why,
Rejected

and thenresubmit
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12 Document Repository
Return to ContentPage

Unit of Measurement(UOM List)

Eb

Withholding Tax Confirmation(Click on “Paperclip” logo)

For all foreign (non-Singaporeresident) suppliers totake note:

It is mandatory for all foreign (non-Singaporeresident) suppliers tocompletethe
attached Singapore Withholding Tax Checklist form and attachedit to the invoice
before submission. The invoice will be rejected if the form is not attached or

incomplete.
I i
w® @
Tax Residency SG Withh
DecisionTree Tax Checkl

B3DBS
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Now, you are ready to use Coupa Supplier Portal for DBS
=DBS

For more information on other CSP functionality, refer to Supplier Enablement—
Training Manual

For anyissues, please contact DBS helpdesk(sgprocurement@dbs.com)

BDBS



	Supplier Guide
	Content Page
	1. Registration of Account
	1.1	Registration of CSP Account – New Supplier
	1.1	Registration of CSP Account – New Supplier
	1.1	Registration of CSP Account – New Supplier
	1.2	Registration of CSP Account – Existing Supplier
	1.2	Registration of CSP Account – Existing Supplier
	2. Homepage and Navigation
	2.1	Homepage
	2.2	Notifications Menu
	Slide Number 12
	2.4	Merge Accounts
	2.4	Merge Accounts
	2.5	Language Setting
	2.6	Setting Notification Preferences for Suppliers
	2.6	Setting Notification Preferences for Suppliers
	2.6	Setting Notification Preferences for Suppliers
	2.6	Setting Notification Preferences for Suppliers
	2.6	Setting Notification Preferences for Suppliers
	2.6	Setting Notification Preferences for Suppliers
	2.6	Setting Notification Preferences for Suppliers
	2.6	Setting Notification Preferences for Suppliers
	2.7	Resetting Supplier’s Account Password
	2.7	Resetting Supplier’s Account Password
	2.8	Adding Users to CSP Account for Suppliers
	2.8	Adding Users to CSP Account for Suppliers
	2.9	Definition of Roles Allowed in CSP
	2.10	Log Out
	3.	Improving Profile
	3.1 Updating New Changes in Supplier’s Company Profile
	3.1 Updating New Changes in Supplier’s Company Profile
	3.1 Updating New Changes in Supplier’s Company Profile
	4	Setup Legal Entity for Invoicing
	4	Setup Legal Entity for Invoicing
	4	Setup Legal Entity for Invoicing (Non-Singapore Registered Entity)
	4	Setup Legal Entity for Invoicing (Singapore GSTRegistered Entity)
	4	Setup Legal Entity for Invoicing (Singapore Non-GST RegisteredEntity)
	4	Setup Legal Entity for Invoicing
	4	Setup Legal Entity for Invoicing
	5. Purchase Order Response
	5.1	Viewing Purchase Order
	5.1	Viewing Purchase Order
	5.1	Viewing Purchase Order
	5.1	Viewing Purchase Order
	5.1	Viewing Purchase Order
	5.2.1	Acknowledgement of Accepted PO via CSP
	5.2.2	Acknowledgement of Accepted PO via email
	5.3	Rejecting Purchase Order
	5.3	Rejecting Purchase Order
	5.3	Rejecting Purchase Order
	5.3	Rejecting Purchase Order
	5.3	Rejecting Purchase Order
	5.4	Cancelling Purchase Order
	5.4	Cancelling Purchase Order
	5.4	Cancelling Purchase Order
	5.4	Cancelling Purchase Order
	5.5	Printing Purchase Order
	5.5	Printing Purchase Order
	5.5	Printing Purchase Order
	5.5	Printing Purchase Order
	5.5	Printing Purchase Order
	5.5	Printing Purchase Order
	5.5	Printing Purchase Order
	5.6	Saving Purchase Order as PDF
	5.6	Saving Purchase Order as PDF
	5.6	Saving Purchase Order as PDF
	5.6	Saving Purchase Order as PDF
	5.7	Purchase Order Status Definitions
	6. Invoicing
	6. Invoicing
	6.1.1	Creating Invoice with PO - In CSP
	6.1.1	Creating Invoice with PO - In CSP
	6.1.1	Creating Invoice with PO - In CSP
	6.1.1	Creating Invoice with PO - In CSP
	6.1.1	Creating Invoice with PO - In CSP
	6.1.1	Creating Invoice with PO - In CSP
	6.1.1	Creating Invoice with PO - In CSP
	6.1.1	Creating Invoice with PO - In CSP
	6.1.1	Creating Invoice with PO - In CSP
	6.1.2	Creating Invoice with PO – Via Email
	6.1.2	Creating Invoice with PO – Via Email
	6.1.2	Creating Invoice with PO – Via Email
	6.1.3	Creating Invoice without PO (NoContract)
	6.1.3 Creating Invoice without PO (No Contract)
	6.1.3	Creating Invoice without PO (No Contract)
	6.1.3	Creating Invoice without PO (NoContract)
	6.1.3	Creating Invoice without PO (No Contract)
	6.1.3	Creating Invoice without PO (NoContract)
	6.1.3	Creating Invoice without PO (NoContract)
	6.1.3	Creating Invoice without PO (NoContract)
	6.1.3	Creating Invoice without PO (NoContract)
	6.1.3	Creating Invoice without PO (NoContract)
	6.2.1	Viewing Invoice
	6.2.1	Viewing Invoice
	6.2.2 Saving Invoice as PDF
	6.2.2 Saving Invoice as PDF
	6.2.3	Printing Invoice
	6.3	Managing Disputed Invoice
	6.4	Invoice Description
	6.5	Invoice Status Definition
	6.6	Invoice Fields Definition
	6.6	Invoice Fields Definition
	7. Withholding Tax/Limited Liability Partnership Attachments
	7.1	Foreign Suppliers Withholding Tax Attachments
	7.2	Limited Liability Partnership Attachments
	8.	Credit Note
	8.1	Creating Credit Note from PO
	8.1	Creating Credit Note from PO
	8.1	Creating Credit Note from PO
	8.1	Creating Credit Note from PO
	8.1	Creating Credit Note from PO
	8.2 Creating Credit Note from Non-Disputed Invoice
	8.2 Creating Credit Note from Non-Disputed Invoice
	8.2 Creating Credit Note from Non-Disputed Invoice
	8.1	Creating Credit Note from PO
	8.2 Creating Credit Note from Non-Disputed Invoice
	8.2 Creating Credit Note from Non-Disputed Invoice
	8.2 Creating Credit Note from Non-Disputed Invoice
	8.2 Creating Credit Note from Non-Disputed Invoice
	8.2 Creating Credit Note from Non-Disputed Invoice
	9	Creating Reports
	9	Creating Reports
	9	Creating Reports
	10	CSP System Requirements
	11. Catalogue Management
	Slide Number 127
	11.2	Creating Catalogue
	11.2	Creating Catalogue
	11.3	Uploading Catalogue Item
	11.3	Uploading Catalogue Item
	11.3.1 Uploading Catalogue Item – Manual Upload
	11.3.1 Uploading Catalogue Item – Manual Upload
	11.3.2 Uploading Catalogue Item – BulkUpload
	11.3.2 Uploading Catalogue Item – BulkUpload
	11.3.2 Uploading Catalogue Item – BulkUpload
	11.3.2 Uploading Catalogue Item – BulkUpload
	11.3.2 Uploading Catalogue Item – BulkUpload
	11.3.3 Uploading Catalogue Item – Approval
	11.4	Editing Catalogue
	11.5	Definition of Fields for Catalogue
	11.5	Definition of Fields for Catalogue
	11.5	Definition of Fields for Catalogue
	11.5	Definition of Fields for Catalogue
	11.5	Definition of Fields for Catalogue
	11.5	Definition of Fields for Catalogue
	11.5	Definition of Fields for Catalogue
	11.5	Definition of Fields for Catalogue
	11.5	Definition of Fields for Catalogue
	11.5	Definition of Fields for Catalogue
	11.5	Definition of Fields for Catalogue
	11.6	Catalogue Status Definitions
	12	Document Repository
	Now, you are ready to use Coupa Supplier Portal for DBS

