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1. Registration of Account
Return to ContentPage

Registration of CSP Account — New Supplier
Registration of CSP Account — Existing Supplier
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Return to 1. Registration of Account

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

f,pcoupa

Dear DBS supplier,

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

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

- View DBS purchase orders

- Create electromic invoices to submit to DBS

You 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 CS5P

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

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

3. Click on << Add Legal Entity >>

(You canr refer fo the Supplier User Guide, Chapter 1.1)

| 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 checkibrox <l don’t have a VAT/GST NMumber> and indicate your company registration
number in the <Local Tax D= field.

For non Singapore Registered Supplier: Under the section on Tax ID, please leave the <VAT ID> field blank, tick on
the checkbox <I 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

B3DBS



Return to 1. Registration of Account

1.1 Registration of CSP Account — New Supplier

Return to ContentPage

v' Enter <Password>, <Password Confirmation>. Password to include 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.

7:coupa

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.

orward this to someone

B3DBS



Return to 1. Registration of Account

1.1 Registration of CSP Account — New Supplier

Return to ContentPage

v You will see this page afterlogging in successfully.

v' Create Legal Entity for your New Company Name in Coupa Supplier Portal.

(For Legal Entity Setup, refer to Point 4 : Setup Legal Entity for Invoicing)

Welcome to Coupa Supplier Portal

+ Create Invoices & Get Status Updates + Update Profile & Payment Info

+ View & Respond to Purchase Orders + Create Time Sheets & ASNs Against Orders

+ Host & Manage Catalogs + Get Real-Time SMS & Email Notifications

gxcoupa supplier portal

BDBS



Return to 1. Registration of Account

1.2 Registration of CSP Account — Existing Supplier

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. Using the email in step 1, you will receive an email invitation to register with CSP
(shownin the screenshot below)

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

Steps to create vour profite in CSP

0x] i B LGP UREelT FoEral (o)
(PTs log in from your deskiop or lapgfop. Do not perform infifal profife sefup from mobile.)

Sl Actrrin Legal Ertty Setug

(You can refer fo the Supplier User Guide, Chapher 1.1)

Impartant points bo take nobe;

For Singapore-Registered Supplier: Under the sechan on Tax 10, d you are nol GST regsiered pleass |eave the <357
Do heki Blark, bk on the checkdon -

fon'l have & VBT/GET Mumber> and inchcabe your company registration rumbes i
i [0 feiekd

For non Singapore-Registered Supplier: Under the section on Tax [0 please leave the <VAT (D> field bank, bck on the
hecihox <) don't havve a VATIGST Number= and indicabte your company registration number in the <Local Tax D> fisld

3

£;xcoupa

B3DBS



Return to 1. Registration of Account

1.2 Registration of CSP Account — Existing Supplier

Return to ContentPage

4. Click on Home and look at Latest Customers section. Youshould be able to see DBS
entities as customers. If you’re a supplier to both DBS Bank and DBS Vickers
Singapore, both accounts would be listed - SGDBU (DBS Bank) and SGVSG (DBS

Vickers Singapore)
$rscoupasupolier portal DBS ~ | NOTIFICATIONS @ | HELP ~
n drders  Service/Time Sheets  ASN  Invoices  Catalogs  Business Performance
DBS Test Supplier 123 Merge Accounts
Profile Su mmary If your company has more than one CSP account, we
try to list it below. Consider merging them to reduce
@ ! ‘!& confusion for existing and potential customers.
Mot seeing the account you want to merge with? Click
1 2 2
Legal Entity Registered Users Connected Customers

Latest Customers

Improve Your Profile

DBS" SGVSG|J

DBS- SGDBU| 4
About
About
Public Profile

hitps://supplier-test.coupahost.com/suppliers/public/9595

B3DBS



2. Homepage and Navigation

Return to ContentPage

Homepage — Description of Functionality
Notifications Menu

Help Tour

Merge Accounts

Latest Customers

Language Setting

Setting Notification Preferences for Suppliers
Resetting Supplier’s AccountPassword
Adding Users to CSP Account for Suppliers
Definition of Roles Allowed in CSP

Log Out

B3DBS



Return to 2. Homepage and Navigation

2.1 Homepage

Return to ContentPage

1. You canswitch between the different tabs on the homepage. The functionality of the
different tabsis shown below

£rzcoupa supplier p WAI SIEN NOTIFI
‘ | Home  Profilc  Orders  Service/TimeSheets ~ 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/Ti heet
ervice/Time Sheets 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

Catalogs Allow Suppliers to create and manage DBS specific catalogues

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

Add-ons Access information about all 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 to view the latest notification and messages
2. Click on See All Notifications
3. Viewyourinbox at My Notifications page

gascoupa supplier portal supeuee-| norrcons @ | ]

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

DBS ~ || NOTIFICATIONS @3 | HELP -

My Notifications | 3

A catalog is about to expire ® View | All v
Catalog with DBS will expire in 30 days.
. U M
A catalog is approved essage
Catalog has been approved by DBS Catalog with DBS will expire in 30 days.

A catalog is approved

Catalog has been approved by DBS = = Catalog has been approved by DBS
CiLC ¥

See All Notifications Z = 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 ow o

Click on <<Help Tour>>

£ xcoupa supplier portal Supplier 123 NOTIFICATIONS @) |HELP -

Help Taur
Jrders  Service/Time Sheets  ASN  Invoices  Catalogs  Business Performance  Add-ons  Setup I‘B"H!"‘H‘ 4

Welcome o Coupa Supplier Portal

" Create Invoices & Get Status Updates + Update Profile & Payment info

& View & Respond to Purchase Orders o Create Time Sheets & ASNs Against Orders

+" Host & Manage Catalogs & Gef Real-Time SMS & Email Mofifications

gcoupa supplier portal

BDBS



2.4 Merge Accounts

Return to 2. Homepage and Navigation

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

3. Click on Merge Requests

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

g.scoupa supplier portal

Admin Merge Requests

Lisers
—

I Merge Requests I

3

Terms of Use

oo I O

Coupa Accelerate

Preferences

SFTP Accounts

cXML Errors

Home Profile Orders Service/Time Sheets ASN Invoices

Initiate Merge Request

Catalogs

Business Performance

Add-ons

coupa@coupamail edu

Request Merge

Open merge requests

All clear! No open merge requests.

SUPPLIER ~

NOTIFICATIONS @E) | HELP -~

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

Their Account

5 * Note

I'mm not a robot

6 |

B3DBS



Return to 2. Homepage and Navigation

2.5 Latest Customer

Return to ContentPage

1. At Homepage, look at Latest Customer section. You should be able to see a
consolidated list of existing Customers (e.g. DBS)

2. You can switch between different Customer profiles (e.g. DBS) via the dropdown box
selection.

3.  Onthis page, you can view each Customer’sdetails (e.g. Address)

Facoupa supp ier portal DBS TEST~ | NOTIFICATIONS @ = HELP - Profile | DBS ~ 2

DBS Test Supplier 123 Merge Accounts Address

If your company has more than one CSP account, we
About Short Description ry to list it below. Consider merging them to reduce
it

Industry confusion for existing and potential customers * Address Line 1 Singapore Singapore
Website Not seeing the account you want to merge with? Click

Established 2017 re

Emplo N

Latest Customers
] ity e
DBS

T * Coun Singapore
About v

About
*Post Code Singapore

Public Profile

* Country United States

Contact
*First Mame DEBS Test
*LastMame Supplier 1234

*Email  dbsdevuser+suppliertest@gmsil.com

B3DBS




Return to 2. Homepage and Navigation

2.6 Language Setting

Return to ContentPage

The default languageis English (US)
1. Click on the defaultedlanguage to switch the language, e.g. English (Singapore)

About

Public Profile Deutsch (Deutschiand) |
Deutsch (Schweiz)

https:/fsupplier-coupahost.com/suppliers/public/10008

Deutsch (Osterreich)
English (Australia)
English (Canada)

English (India)

English (Ireland)
English (Malta)
g Engish (U5

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

B3DBS



Return to 2. Homepage and Navigation

2.7 Setting Notification Preferences for Suppliers

Return to ContentPage

1. Move the cursorto your profile name

2. Click on Notification Preferences

%":?coupa SLIDD:ieI" por tal SUPPLIER~ | INOTIFICATIONS @) | HELP -
Account Settings
Home  Profile  Orders  Service/Time Sheets  ASN Invoices  Catalogs  Business Performance GGG RS G 1
Log Out
Supplier Donna  vtergeeconmts
__ SUPPLIER~ | | ;
5P account, we
About Em to reduce
¢ Industry Account Settings
Website Notification Preferences 2 K
Established
$1 Employees
Log Out

Improve Your Profile Singapore Singapore

Singapore, Singapore Singapore

B3DBS



Return to 2. Homepage and Navigation

2.7 Setting Notification Preferences for Suppliers

Return to ContentPage

3. Click on all 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)

. Ifnone of the checkboxes are checked, you will not receive any notifications
5. Once preferencesare set up, click m

My Account Notification Preferences

You will start receiving notifications when your customers enable them.

Settings

Motification Preferences Catal{]gS

ey & Ln T oios A new comment is received # Online # Email SMS

Authentication
A catalog is approved 3 « Online Email SMS
A catalog is rejected « Online Email SMS
A catalog is about to expire # Online Email SMS

B3DBS



Return to 2. Homepage and Navigation

2.7 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

f.scoupa supplier porta
Home Profile Orders Service/Time Sheets ASM Invoices Catalogues
| Log Cwi
{:F MNew: Exclusive discounts for your business to thank you for being a part of the Coupa Community. 4 ]
Recommended: Complete your profile to get paid faster and get discovered Learn Maore ANNouncaements Wiewd (2
Profile Progress Last Updated . .
™) 5 e o 4 DBES Speak Up !:'rogram (DES Test) _
Wof = esyE =g To ensure DES continues to be a safe. ethical and
honest workplace, DBS has established a ‘DES
Profile Summary ) _ _
4 Coupa Supplier Manual and Video Guide (DBS
Test)

Meed help? Click here fo access Coupa Supplier
Manual and Video Guide

4 1 = One-Click Savings iewan
Legal Entities Registered User Connected Customers
5 - = 1:5 Start saving today!
Explore deals for your company, exclusive to the
Coupa Comnmunity.
J Banking Info i Diversity g Aocelarate 4 Bribery Policy

Merge Accounts

SGDBU | LYRECO SIM-001

If your company has multiple CSP accounts, merge

them to reduce confusion for your customers. Leam
more

Website
Industry & Request Merge
About Jiy
Established Latest Customers
Top Commodities &3
Currencies = DBS Test - SGODEBEU|

Public Profile Profile

B3DBS



Return to 2. Homepage and Navigation

2.7 Setting Notification Preferences for Suppliers

Return to ContentPage

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

M}’ AcCcouNt security & Two-Factor Authentication

Mobile Phone Verification

it
Sellings

Mobile Phone - Mot verified

tion 7
7 (= 5] |

nces
Security & Two-Factor
Authentication :
Validate
—

B3DBS



Return to 2. Homepage and Navigation
Return to ContentPage

8. Followthe on-screeninstructions and key in the verification code that you have
received via SMS. Click OK toproceed

2.7 Setting Notification Preferences for Suppliers

Enter the code that you received by SMS

Your venicabon code has been sent 1o, +65930654 36




Return to 2. Homepage and Navigation

2.7 Setting Notification Preferences for Suppliers

Return to ContentPage

9. You will be able to receive updates via text messages once SMS notifications have
been set up accurately

eee00 StarHub 4G 12:36 PM @ 7 100% 3 #
+1(650) 200-2657

Text Message
Today 12:29 PM

Your Coupa verification code:
943882

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

Tap to Load Preview

supplier-test.cou...

A catalog is approved: Catalog
has been approved by DBS 9

B3DBS



Return to 2. Homepage and Navigation

2.7 Setting Notification Preferences for Suppliers

Return to ContentPage

10. Alternatively, you may changeyour notifications preference on My Notifications page.
Click  Notification Preferences ~ and it will take you to the Notification Preferences page

My N0t|f|cat|ons 10 Notification Preferences
View | All ~

Message Received

Catalog with DBS will expire in 30 days. 04/25/17 02:16 PM

Catalog has been approved by DBS 04/25(17 03:16 AM

Catalog has been approved by DBS 04/24/17 08:57 AM

B3DBS



Return to 2. Homepage and Navigation

2.8 Resetting Supplier’s Account Password

Return to ContentPage

1. Click on Forgot your password atthe Log In page
2. Inputthe email associated with the Coupa account
3. Check the tickboxfor |/ imnetareret| and clickSubmit

| Log In 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 ‘ 2 " Email || |
=R = = SN =5s n
I'm not a robot

i

B3DBS



Return to 2. Homepage and Navigation

2.8 Resetting Supplier’s Account Password

Return to ContentPage

4.  You will receive a URL link to change the password associated with the email account.
Click on the link as shown below.

5. Enter your newpassword. Click |s» Imnotarobet [and ~ Submit  to confirm password
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.

Create New Password 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

2.9 Adding Users to CSP Account for Suppliers

Return to ContentPage

1. Athomepage, click onthe Setup

2. Click on Users

3. Click on m

" : lier nort al "SUPPLIER~ | NOTIFICATIONS HELP ~
g,xcoupa supplier portal @
Home  Profile  Orders  Service/Time Sheets ASN  Invoices  Catalogs  Business Performance  Add-ons  Setup 1
. ]
Admin users 3 Tk
Users 2 Users Permissions Customer Access
Merge H :
Test Supplier Donna ASNs DBS
Legal Entity Setup testsupplierdbs 123@gmail.com Admin
—— = Catallogs
Representatives - Invoices
Orders
Remittlo Profiles
Terms of Use
donna trowbridge Catalogs DBS
SEIEEAEES testsupplierdbs 123+PO@gmail.com
Preferences
SFTP Accounts Edit

cXML Errors

B3DBS



Return to 2. Homepage and Navigation

2.9 Adding Users to CSP Account for Suppliers

Return to ContentPage

4.  You will 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 access and click Bl

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

Invite User

First Name

Last Name 4

* Email

Permissions 7 7 Customers

& Al

All
& Admin [}
M ©Orders

O Restricted Access to Orders « DBS

@ ANl
& Invoices

& Catalogs

4 Profiles
] ASNS

[ Service/Time Sheets
) Restricted Access to Service/Time Sheet:

= All

& Payments
M ©Order Changes

M Pay Me Now

[ Business Performance

Cancel Send Invitation

B3DBS



Return to 2. Homepage and Navigation

2.10 Definition of Roles Allowed in CSP

Return to ContentPage

UserRoles Description

All Supplier can perform all roles
Supplier have full access to all CSP functions, including Supplier administration. Non-admin

Admin Suppliers can still view the Users tab of the Admin page and invite users, but they cannot edit
existing users. The permissions on the invitation cannot exceed the permissions of the user
creating theinvitation

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 publicprofile

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

Service/Time Sheets

Allow creatingand submitting service/time sheetsagainst POs

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

BDBS




Return to 2. Homepage and Navigation

2.11 Log Out

Return to ContentPage

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

£,zcoupa supplier portal Supplier 123« | ngriFicaTions @ HELP ~

Account Settings
Home = Profile  Orders  Service/Time Sheets  ASN  Invoices  Catalogs  Business Perfir Notification Preferences

Log Out
Action needed: Complete your profile to get paid faster and get discovered Leam More T T T =TT View Al ()
Profile Progress Last Updated _
Improve Your Profile . -
- 16% Complete () 9 days ago : One-Click Savings  viewan

@ start saving today!
Explore deals for your company, exclusive to the
Coupa Community

@ x ‘1& Merge Accounts

Profile Summary

) _ If your company has more than one CSP account, we
Le%é'__E”“t‘ES Supolier 123 Sredilsen Gonnected Clistomer: try to list it below. Consider merging them to reduce
= i i Ll confusion for existing and potential customers.
Not seeing the account you want to merge with? Click
() BankingInfo & Diversity Info & Accelerate () Bribery Policy here.
Crimmliar 1373
SGDBU |SUPPIEr 123 Latest Customers
- DBS Test
Website &3
Industry &
About %4

Established ~(
Top Commodities &
Currencies §

Public Profile (& Profile

B3DBS



3. Improving Profile

Return to ContentPage

Updating New Changesin Supplier’s Company Profile

Allowing Public Profile Sharing

B3DBS



Return to 3. Improving Profile

3.1 Updating New Changes in Supplier’s Company Profile

Return to ContentPage

tab to start editing your profile.

1. Click on m
2. Select the Profilethat you wish to edit [~airicrene |or [ o e
3. Click on

£rxcoupa suppl Supplier 123 nomrications @ | HeLP ~
Hom : Profile Service/Time Sheets  ASN Invoices Catalogs Business Performance Add-ons Setup
Your Public Profile Your Customer Profiles 2
SGDBU |Supplier 123 Ltd Contact Information
Address 30 SUNGEI KADUT WAY
Website & 20/21B CIRCULAR ROAD
o ks SGP
Dusky. 2% 728787
About 4% Singapore
Established = Primary ContacSupplier 123 =
Top Commodities waisienlee@dbs.com
Curmrencies § Work Phone
Mobile Phone
Fax Number
Description

3 Edit Profile

B3DBS



Return to 3. Improving Profile

3.1 Updating New Changes in Supplier’s Company Profile

Return to ContentPage

4.  Make the desired changesto your profile

a. Changes mayinclude<General Information>, <Address>and <Primary Contact>
5. Click m to completethe changes

£,3coupa supplier portal Supplier 123 ~ | NOTFICATIONS @) | HELF - ° Fields marked as (*) aremandato ry

IR - fic  Oders  Service/limeSheets  ASN|  Invoices  Gatalogs  BusinessPerformance. Add'ons  Setup ° Cha nges to the Public Profile will be
- reflected on the public CSP.

General Information  Address ] However, these changes will not be
v [Supier 123 S, -~ reflected in the DBS system.

*four Public Profile *four Customer Profiles

en e A Suppliers have to contact DBS If
4 TN : -l they wish to make any changes to
their company information. Contact
v DBS atsgprocurement@dbs.com

P
. Primary Contact . .
] ] . Most customers require Legal Entity

D Add New *First Name

—— information for invoicing.

* Last Name

Linkedin Profile m hitp:ifwww linkedin.comicompany/88585
* Email

httpciham cebook.com/yourcompany = 4 £ _FREE

F‘“E‘”“"‘P"’ﬁ'en i ) 4 Work Phone | B +1201-555-6555
. ‘ Chat i Coupa Sy

Twitter Profile [P | hitp:liwww twitter com/yourcompany Mnhile Bhrna e 41 O01.ARR.RARS

Financial & Legal Information

A Accelerate Disabled Edit Preferances
# Most customers require Legal
Currencies |Select Some Options Add Legal Entity Entity information for invoicing
DUNS Number

== 5 BDBS



mailto:sgprocurement@dbs.com

Return to 3. Improving Profile

3.2 Allowing Public Profile Sharing

Return to ContentPage

 The URL hyperlink of your Public Profile indicated on the portal’s homepage can be
shared with non Coupa users

* Profilecan be viewed publicly even without having a Coupa account

DBS Test Supplier 123

Website (&

Industry ¥

About #&
Established

Top Commeodities &

Currencies §

Public Profile &5 Profile

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 Legal Entity>>

Input your Legal Entity Name and select Company Registered Country

ok N

Click on <<Continue>>

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

Admin Legal Entity Setup

Add Legal Entity 3

Legal Entity
lzers
Merge Reguests
2 Let's get your company setup for electronic invoicing!
Legal E
We'll walk you through what's needad & keep it as short as possible.

3
Fepresentatives
T The first thing you'll need to do is add a legal entity.

* Legal Entity Name
4 £ e This is the official nams of your
Country business that is registered with

the local government and the

untry where it is ocated

—

B3DBS



4 Setup Legal Entity for Invoicing

Return to ContentPage

Tell your customers about your organization

6. Tick the box to select DBS. 5

7. Input your Company Address.

8. Must tick the boxes for both Remit-Toand
Ship From address. ¥ DBS Test - SGDBUIA & F CONC-001 6

¥ DES Test - SHOWCASE SUPPLIER 8

Which customers do you want to see this?

W DBS Test - SGDEUIA SIAWIDE P-001

9.For your Tax ID, please Click on your Type of
Entity to refer to slide for particular guide: What adaress do you invace rom?

* Address Line 1

Address Line 2

Referto Slide forguide (Tax ID):

State

Type 1: Non-Singapore Registered Entity q

Country Singapors

(all countries exceptSingapore) — r|
w Use this for Ship From addresso

Type 2: Singapore GST Registered Entity

What is your Tax ID? @

Type 3: Singapore Non-GST Registered Entity P > 5

| don't have GST ID Number

Add additional Tax ID

B3DBS



4 Setup Legal Entlty 1{e]g |nVOiCing (Non-Singapore Registered Entity)

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

What is your Tax ID? @
Country | United Kingdom [
e ——
VAT ID < i
| Step 1: Pls leave this field blank.
z ‘ Step 2: Check this box. !:____‘ | don't have a VAT/GST Number
* Local Tax ID ,I 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 ID Registration Form that you have submitted

to us earlier.)

Miscellaneous

nvoice From Code o

Preferred Language | English (Singapore) ~

Cancel Save & Continue

B3DBS



4 Setup Legal Entlty 1{e]g |nVOiCing (Singapore GSTRegistered Entity)

Return to ContentPage

9. For yourTax ID,
» Singapore GST Registered 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 d Click here to slide to continue the Legal Entity Sebp

If you are Singapore GST registered

1A TH § e e T T
vnal 1S your lax =_-'ﬂ

Country | Singapore -
* GET IO = Step 1: Pls indicate your

L business G5T Reg Mo. (same as 1
2 Step 2: Do not 4] | dont have GST ID Number IRAS] in the < GST ID = field.
check the box. ’,

il rur
SOGILNal 130 1LY

Miscellaneous

Invoice From Code (i ]

Preferred Language | English (Singapore) v

Cancel Save & Continue | H

B3DBS




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

Return to ContentPage

9. For yourTax ID,
» Singapore Non-GST Registered Entity

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

Step 2: Check the box.

Step 3: Indicateyour 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 Sep

If you are Singapore Non-G5T registered

What is your Tax ID? @

Country | Singapore = Step 1: Please leave the 1
Gﬂr < <GST ID> field blank.

2 Step 2: Check B
the box. g | donl have GST ID Number
. I Step 3: Indicate your

* Local Tax ID i E
Company Registration Mo. 3
(same as ACRA) in the < Local
Add additional Tasx 1D Tax ID = field.
Miscellaneous
Invoice From Code [ ]

Preferred Language | English (Singapore) ~

Cance Save & Continue

B3DBS



4 Setup Legal Entity for Invoicing Return fo ContentP
eturn 1o GContentrage

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 proceedthen click on m to Finish.

e

Where do you want to receive payment?

Leave the default Payment Type as Address. 10

nk &
T, TR T - O 3 E
What is your Re| virua Hk

Do not select Bank Account, you will receive Payment from the 10
Bank Account Information that you provided to us earlier.

m

* Payment Type | Address ot

B3DBS



4 Setup Legal Entity for Invoicing

Return to ContentPage

12. Proceedto click |28 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, otherwise click Next.

Remit-To Account Remit-To Address Status

Address 123 Active Manage
Singapore
123456
Singapore

e Ei

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

Where do you ship goods from?

For many countries including different shipping details on the invoice is required if they are different to where

Add Ship From
your legal entity is registered 1 3

Title Status

123 Active Manage
Singapore

123456

Singapore

e ae=| 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

Viewing PurchaseOrder

2.  Acknowledgement of PO
Acknowledgement on PO via CSP
5.2.2 Acknowledgement viaemail

Rejecting PurchaseOrder

Cancelling PurchaseOrder

5.5 Printing PurchaseOrder

Saving Purchase Order as PDF

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 . If you're a supplier to both DBS
Bank and DBS Vickers, select required entity under ‘Select Customer’.

.scoupa supplier pg

Home Profile Orders I 3 Invoices Catalogs Business Performance Add-ons Setup

L !
DBS SGDBaU|
Select Customer

Configure PO Delivery

2. At purchaseorders page, you will be able to see the list ot POS.

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
View U ~ I Search I
PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Actions
POSGPO00002628 12/27M8 Issued MNone 1 Lot of 50 Sets of Divider, A4, 230g, beige Mo 70.00 SGD -EE
with 2 holes punched (...
POSGPO00002607 11/22M18 Issued MNone 1 Each of DBSC 2018_428,.Core Banking Mo 50,000.00 .%E
CTB Time (Privanka C.___ SGD
POSGPO00002606 11/22/18 Issued MNone 10 Piece of Yamayo mechanical pencil Mo 3.00 SGD 5 %E
0. 5mm (Y Y B2 A)
POSGPO00002538 08/30/M 38 Issued None 150,000 Piece of Goldkraft envelope MO 67 ,500.00 EE
12>16x2™ with string fastene . SGD

B3DBS



Return to 5. Purchase Order Response

5.1 Viewing Purchase Order

Return to ContentPage

3. Click the PO Number (e.g. 175) which you wish to view

a. Detailsof the purchase order will be displayed. Refer to the next slide for an
example of the purchase order

Purchase Orders

L

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

[11

&

B3DBS



Return to 5. Purchase Order Response

5.1 Viewing Purchase Order

Return to ContentPage

This is the purchase number

generated by Coupa »| Purchase Order #734

Order acknowledged b4
Current status of the PO ——————— | Status Issued - Sent via Emai ¢ Shipping
Order Date, J8/5/37 I Ship-To Address 2 Changi Business Park Cres
Revision Date 28/5/17 Singapore 486029
Singapore
The date whenthe PO was Requester Shi Tian Lim Attn Test
created Email dbsdevuser+limshitian@gmail.com Tax Registration X12345678X
Payment Term MNone Terms None
Contact details & None
Instruction to Vendor

*Always acknowledge GUI None
Purchase Orders to let DBS Attachments None
know that you have accepted Pl  Acknowledged
their PO. Select “check” on e
the Acknowledgedcheckbox. =

Line Type Item Qty Unit Price Total Invoiced
Signo ball point pen 2 Each 1.00 2.00
Total amount of the PO
;I Total 2.00 =sco I
—>|
Create Invoice to turnthe PO R
intO an invoice Create Invoice Save = Print View

B3DBS



Return to 5. Purchase Order Response

5.1 Viewing Purchase Order

Return to ContentPage

4. Alternatively, you may view your purchase orders via your email

5. Your account notification for purchase orders 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

Inbox 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. Detailsof PO will be displayedin the email

| DBS Purchase Order #9265
Acknowledge PO Add Commant

- DBS
ﬂ I)IZE',V PURCHASE ORDER

=
2 My ~g Brersm

Siar=a ey Fognoow Cemiy Towrr §
S imgascow &S

e e e =1

PO NUMBER 966
COMTHACT NO

CONTRACT START DATE
COMTRACT END DATE

PC DATE 2TI0E201T

PATENT TERMS RETT30

CLURRENCY SGD

RECUISITION MO 2028

REQUESTER User? Singapore
dbsdevuser-BUIfIgmail.com
+65 62131234

Ship To Bill To

Send nvoites o

SN Pairt Numbei Descriplion Heed By Date ity LT Unit Price Total

1 - Softwarns - 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. Onceyoureceivea PO from DBS, click on . Click on the PO Number (e.q.
652) and check/reviewthat the PO detailsare correct

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

Please call requestor to confirm details (e.g. address) before delivery

STime Sheets Invoices Catalogues
Orders Order lines
Purchase Orders

Instructions From Customernr

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

Click the == Acrtion to Invoice from a Purchase Order
] = J o =
PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Actions
SPO00O00Z2989 20/1/20 Issued MNone 1 Each of Testing ~No 1.000.00 = S5
sG0D
POSGPO00002978 10/1/20 Issued None 1 Each of Lenovo laser wireless mouse No 58.00 ==
(0A36188). For all ... sSGD

1 Each of New Lenovo laser wireless mouse
(OA3G6188). For ...

Purchase Order #POSGPO00002978

Order acknowledged >

Status Issued - Sent via Email o Shi pping
- 10/1/20
Sersmr Date Ship-To Address 2 Changi Business Park Crescent
Revision Date 10/1/20 DAH
Singapore 486029
Singse >
Email vivianleejk@dbs.com Loca 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

GUI 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 turned on

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 for all PO acceptance

Please call requestorto confirm details (e.g. address) before delivery 1
DBsS Inbox Your download of Suppliers from Coupa is attached - The information that you requested from Coupa is attached. d
DBS Inbex DBS Purchase Order #188 - Order #182 Create Invoice Acknowledge PO Add Comment DBS Dev PURCHASE ORDER NANYANG TECH PTE. LTD: @ Mar10

| DBS Purchase Order #9365
m Acknowledges PO 2 Comimént

DBS
# l )I:EN PURCHASE ORDER

i Vpemy Bedien
ey Bay Fieaeciw Comior Towar )
Bingmocow &bl

B T G e TS B

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 1 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

=

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 u%
SGD

POSGP000002978 01/10/20 Issued 02/03/20 1 Each of Lenovo laser wireless mouse No 58.00 “= 5:;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 s
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 comments section.
DBS would have to revise and update the PO

' Comment

Add Comment

Participants: Test Supplier Donna

> Test Supplier Donna

Furchase Order is rejected due fo incorrect information. | Please revise PO 5

B3DBS



Return to 5. Purchase Order Response

5.3 Rejecting Purchase Order

Return to ContentPage

6. Oncethe PO is revised and updated, therewill be a dropdown selectorto view past
versions (and dates) of the Purchase Order

7. Therewill be no indication on what are the changes that 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 | |Revision |2 curent mar 13 « |

Status Issued - Sentvia Email fin Bl ]pi r-]g

e Dale, SGIE Ship-To Address 2 Changi Business Park Crd

Revision Date 03/13M17 Singapore 486029
: Singapore
Requester User1 Singapore Atin: User1 Singapore
Email dbsdevuser+BU@gmail.com VAT ID X12345678X
Payment Term Terms
Attachments

Acknowledged

B3DBS



Return to 5. Purchase Order Response

5.4 Cancelling Purchase Order

Return to ContentPage

|
III

1. Thereis no “cancel” action button for the cancellation of POs. Cancellation hasto be
donevia insertinga commentintothe PO

2. Tobegin, at your 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

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 —= %
SGD

POSGP000002978 01/10/20 Issued 02/03/20 1 Each of Lenovo laser wireless mouse No 58.00 = §§
(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
cancelled due 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. Once the cancellationis made, the
status of the PO will be indicated as Cancelled on the Purchase Order page

*|tisimportantto note thatthereis no alert
[function/notification whenever there is a new

comment added to the PO. Suppliers have to
determine whatis the best way to communicate
StﬂtUE jurgent matters.
Cancelled

B3DBS



Return to 5. Purchase Order Response

5.5 Printing Purchase Order

Return to ContentPage

1. Toview your purchaseorders, clickon

g.xcoupa supplier portal

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

-

2. Atpurchaseorders page, 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

L

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 == §§
SGD 1
POSGP000002978 01/10/20 Issued 02/03/20 1 Each of Lenovo laser wireless mouse No 58.00 W:Eﬁg
(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. Click the PO Number (e.g. 175) whichyou wish to view

a. Detailsof the purchase order will be displayed. Refer to the next slide for an
example of the purchase order

Purchase Orders

L

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 purchase order will be displayed. Refer to the next slide for an example of
the print view of the purchase order

Lines
Lime Type [tem Crty Unit Price Total Invoiced
Signo ball point pen . Each 1.00 2.00
Total 2.00 scC
Create Invoice Save = Print View

a4

B3DBS



Return to 5. Purchase Order Response

5.5 Printing Purchase Order

Return to ContentPage

5. Rightclickand print the purchase order

DBS Bank Ltd

DBS Bank Ltd

;uémnag‘gzy?g:#:ﬁi\r:\ Centre Tower 3 PU RCHASE ORDER
Singapore 018982
Co. Reqgistration Number 196800306E
NANYANG TECH PTE LTD PO NUMBER POSGP0000000590
BLK 809 FRENCH ROAD UNIT 01-158 CONTRACT NO.
KITCHENER COMPLEX CONTRACT START DATE
200809 CONTRACT END DATE
India PO DATE 20/07/2017
Attn: Test Supplier PAYMENT TERMS NETT30
' i CURRENCY SGD
dbsdevuser+ny4@gmail.com s - 25
REQUESTER IT PM User

dbsdevuser+itpm@gmail.com

Ship To Bill To

460 ARC (Alexandra Retail Ctr) DBS BANK LTD

ARC (Alexandra Retail Ctr) 460 ROBINSON ROAD

Alexandra Rd, #02-33/34 PSA Bldg POST OFFICE, P. 0. BOX 780
Singapore, 119963 SINGAPORE, 801530
Singapore Singapore

Attn: IT PM User

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 purchase orders via your email

7. Your account notificationfor purchase orders 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 SYE =  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 JNFTECS PIET, #802

EDBSI 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 T
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



Return to 5. Purchase Order Response

5.5 Printing Purchase Order

Return to ContentPage

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

QD% DBS

PURCHASE ORDER

BYZAN SYSTEMS PO NUMBER 802
SIMRAN CENTRE, 5th floor, 30/H DATE 3118117
Parsi Panchayat Road,Andheri E PAYMENT TERMS

MUMBAI, MAHARASHTRA 400069 SHIPPING TERMS BY ROAD

Attn: Ramchandran S ggﬁ?gﬁg}; INR
+ il
dbsdevuser+byzan@agmail.com CONTACT Stella JIA
stellajia@kpmg.com.sg

— Ship To — Bill To
DBS DBS
1st Floor Express Towers 1st Floor Express Towers
Nariman Point, Nariman 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

B3DBS



Return to 5. Purchase Order Response

5.6 Saving Purchase Order as PDF

Return to ContentPage

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

DBS Bark Lig DBS Bank Ltd
12 Marina Boulevard PU RCHASE ORDER

Marina Bay Financial Centre Tower 3
singapore 018982
Co. Registration Number 196800306E

NANYANG TECH PTE LTD PO NUMBER POSGP0000000590
BLK 809 FRENCH ROAD UNIT 01-158 CONTRACT NO.
KITCHENER COMPLEX CONTRACT START DATE
200809 CONTRACT END DATE
India PO DATE 20/07/2017
Attn: Test Supplier PAYMENT TERMS NETT30
: i CURRENCY SGD
dbsdevuser+ny4@gmail.com EECUILIT IR s
REQUESTER IT PM User

dbsdevuser+itpm@gmail.com

Ship To Bill To

460 ARC (Alexandra Retail Ctr) DBS BANK LTD

ARC (Alexandra Retail Ctr) 460 ROBINSON ROAD

Alexandra Rd, #02-33/34 PSA Bldg POST OFFICE, P. 0. BOX 780
Singapore, 119963 SINGAPORE, 801530
Singapore Singapore

Attn: IT PM User

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 SRFA—— FERT—
T SIK 800 FREVCH FOAD LT 1153 covmctie,
Cancel T ELEX ggﬂm“n";:rmnmm s
! Ko st e panuET reRMS e
L o lcomy QUISITION NO. ™1
Reoumsren TP User )
e entrstpm gl com
RICOH MP 9003 (SGSG... e
Destination Phares Controlled Ouete by S —— -
ettt e R S ARC (Alexancra Retai Cir) 460 ROBINSON ROAD
Change...
Z | Q |Search destinations
Pages o Al Recent Destinations 2
eg.1-58,11-13 Save as PDF
2
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 (SGSGAPRT14D)

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 computertosave in

Print

Total: 2 pages

Cancel

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

B3DBS



Return to 5. Purchase Order Response

5.6 Saving Purchase Order as PDF

Return to ContentPage

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

QD% DBS

PURCHASE ORDER

BYZAN SYSTEMS PO NUMBER 802
SIMRAN CENTRE, 5th floor, 30/H DATE 3178117
Parsi Panchayat Road,Andheri E PAYMENT TERMS
MUMBAI, MAHARASHTRA 400069 SHIPPING TERMS BY ROAD
Attn: Ramchandran S ggﬁ?gﬁg}; INR
dbsdevuser+byzan@agmail.com CONTACT Stella JIA
stellajia@kpmg.com.sg
— Ship To — Bill To
DBS DBS
1st Floor Express Towers 1st Floor Express Towers
Nariman Point, Nariman 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

B3DBS



Return to 5. Purchase Order Response

5.7 Purchase Order Status Definitions

Return to ContentPage

Purchase Order Status Definitions

PO Status Description

Buyer Hold The Purchase Orderis 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

Currency Hold

The Purchase Orderis on hold due to a currencyexchange rateissue

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
status is not commonly observed.

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  contract terms

BDBS



6- InVOICI ng Return to ContentPage

1. Creating Invoice
Creating Invoice with PO —In CSP
6.1.2 Creating Invoice with PO —Via Email

6.1.3 Creating Invoice without PO (No Contract)
2. Viewing Invoice
Viewing Invoice
Printing Invoice 6.2.3

Savinglnvoice as PDF
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6- InVOICI ng Return to ContentPage

Managing DisputedInvoice
Invoice Description
Invoice StatusDefinition

Invoice Fields Definition

B3DBS



Return to 6. Invoicing

6.1.1 Creating Invoice with PO - In CSP

Return to ContentPage

1. Tocreatean invoicethrougha PO in CSP, click on Orders. Referto 7.6 Invoice Fields
Definition for more information, especially on Invoice#

z.scoupa supplier portal

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

2. Select Customer.Refer to the table for more information

Select Customer DBs - .
.l 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 Numberthat youwish to createan Invoice with. 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 POSGP000002989 0§/20/20 Issued None 1 Each of Testing No 1,000.00) "= ¥=
SGD

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

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

4. Clickon createmnvoice to generateinvoice for that selected Purchase Order

Lines
Line Type ltem Qty Unit Price Total Invoiced
Signo ball point pen 2 Each .00 2.00
Total 2.00 scc
4 Create Invoice Save = Print View

B3DBS



Return to 6. Invoicing

Creating Invoice with PO - In CSP

Return to ContentPage

5.  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, make sure your Legal Entityis set up — Refer to 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 X

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

*Remit-To = 123 Changi Road, Singapore 1 5c

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

c | o 1
ance 4 ancel M¢




6.1.1 Creating Invoice with PO - In CSP

Return to 6. Invoicing

Return to ContentPage

6. Fillin the mandatoryfields (Refer to next slide for screenshot)

a.

o o

> g oo

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

Please note that invoice numbers must be in uppercase
It is mandatorytoselect NETT30in the Payment Term field

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 mandatoryto select Ship To and Bill To Address
Ensure that the currencyis correctly populated (e.g. SGD, USD)
Invoices will be rejected if mandatoryfields are not filled up correctly

If an invoice has multipleitems, delete any invoiceline thatis not being invoiced.
Do notindicate SO in the line amount.

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

B3DBS



6.1.1 Creating Invoice with PO - In CSP

Return to 6. Invoicing

Return to ContentPage

Image Scan

Supplier Note

Attachments o

* Invoice #

* Invoice Date | 072417
Payment Terms MNETT3D
Date of Supply | 072417

*Currency |USD s
Delivery Number
Status Draft

| Choosa Fil-e | Mo file chosen

* Exchange Rate )

* Supplier
Supplier GST ID

* Invoice From Address

* Remit-To Address

* Ship From Address

To

Customer

Buyer G5T ID

= Bill To Address

* Ship To Address

* Requester Email

* Requester Name

Withholding Tax /7 LLP

BUIMANYAMNG TE-001

(K]
@
]

123456T88X

MAMNYAMG TECH PTE LTD
123
singapore 123458

ngapore
NAMNYAMG TECH PTE LTD
123
singapore 123458
Singapore

NANYAMG TECH PTE LTD

singapore 123458

Singapore

DBS Dev

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 mandatoryfields on the invoice. Refer to 7.6 Invoice fields definition for
descriptions of the mandatory fields

a. Pleasenotethatthe prices youfill in should be after discount
b. For multiple lineitems, click @ for items not meant to be invoiced yet

c. Formilestonebilling, you can voice multiple times against a single PO as long as
the total invoice amount does not exceed the PO amount

Lines
Ty pe Description City Uom Price 7 g
= Pink Sticky Mote 1 Each L 10.00 7
PO Line Contract Billing Billing Notes
F37-1 e SGDBU-0-7821-84111100-%9001
GST Rate GST Amount Tax Reference
ﬁ-'—.cc Tag
&p Add Line : Subtotal 10.00

B3DBS



6.1.1 Creating Invoice with PO - In CSP

8. Addthe relevant GST Rate

Return to 6. Invoicing

Return to ContentPage

9. Click cacuate todeterminethe subtotalof the invoice and click = submit  to

submit invoice to DBS

Lines
Ty pe Description ity UOomM Price Total g
Pink Sticky Mote 1 Each ~ 10.00 L e
PO Line Contract Billing Billing Notes
737-1 il SGDBU-0-7821-84111100-33001
GST Rate GST Amount ce
ﬁ:—‘«.cc Tag
& Add Line Subtotal 10.00
Shipping
Handling
Misc
Total GST 0.00
Gross Total 10.00
£3 Delete Cancel Save as ( 9 Calculate Submit

B3DBS



Return to 6. Invoicing

6.1.1 Creating Invoice with PO - In CSP

Return to ContentPage

10. a. Click on SendInvoice

~ 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 ensurethatyouadheretothe subsequent message. |f 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, 10 b -4).

cont =3

B3DBS



Return to 6. Invoicing

6.1.1 Creating Invoice with PO - In CSP

Return to ContentPage

11. Backat the Invoices page, the submittedinvoice will also be listed and the status of the
invoice can be monitored bv Supoliers

Invoices
test supplier 1234 invoice #5071 is processing »
Exports_~ View Er—3
Invoice # Created Date ~ Status Total Unanswered Comments Actions
123 090720 Pending 2.000. .00 Mo
Approval SGD
i 090720 Draft 2,000 00 Mo
5GD

B3DBS



Return to 6. Invoicing

6.1.2 Creating Invoice with PO - Via Email

Return to ContentPage

1. You haveto ensure that your account notificationfor PO have been switched on for
emails. Referto 3.2 Setting Notification Preferences for Suppliers

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

DBS Dev Purchase Order #3685
m Acknowledge PO Add Comment

BDBS hi
= T FUAE
r:::hl '-l'l: .: Corirw Towar 3

PURCHASE ORDER

PO NUMBER =1
COMTHRACT NO

CONTRACT START DATE
CONTRACT END DATE

PO DATE 2T 2017

FAYTMEHNT TERMS HETT3D

CURRENCY SGD

RECUISITION NO 2028

REQUESTER Userd Singapons
dbadevuser+BUIFigmail.com
66 6131234

Ship To Hill Te

SEnd Avees 10

5N Part Numbaer Description Noeed By Date Qity Unit Unit Price Taotal

1 - Softwars - 1 Each 1,000 00 1,000. 00

B3DBS




Return to 6. Invoicing

6.1.2 Creating Invoice with PO - Via Email

Return to ContentPage

3. Ensurethatthe detailsof PO is correct

4. Clickon IR

| DBS Dev Purchase Order #2965
4 wiedge PO Add Commaent

. DBS
gl)tﬁ’ PURCHASE ORDER

PR
whareg Bar Fogngow Creir Towrr §
SingBsDw TN
TE Mg AT e - Lo B bl

PO HUMBER 966
COMTRACT MO
CONTRACT START DATE

CONTRACT END DATE

PC DATE 2TI0E2017

FAYMENT TERMS RETT30

CLIRREMNCY SGD

RECILISITION MO 2028

REQUESTER User? Singapore
dbadevuser+H U2 mail. com
66 6311334

~5hip To = Bill To

Sand nvoes 1o

SN Part Numbat Deacription Neesd By Date Oty Unit Unit Price Taotal

1 - Software - 1 Each 1,000, 00 1,000, (0

B3DBS




Return to 6. Invoicing

6.1.2 Creating Invoice with PO - Via Email

Return to ContentPage

5. You will be redirected tothe Create Invoice page to generatethe Invoice. Fill in the
mandatoryfields. Click submit and  sendlnvoice  The invoice will be sent to DBS

a D% Sign Out
: Net Total 1338920
Tax Invoice creae
Shipping
* Invoice # * Supplier NANYANG TECHPTE. LTD
Handling
*Invoice Date | 10/3/17 * Remit-To Address No address selected
Misc
Payment Terms NETT30 Customer DBS Dev
*Currency | SGD w DOA Approver Tax Description vl % 000
Status Draf GST Reg Mo 5 Total Tax Invoice 000
Image Scan | Choose Fie | Mo fie chosen $GD Exchange Rate Total 13,389.20
Supplier Note
SGD equivalent of GST
BN i oo o s ’ " ;
i e i e Email me statys | g g reate this way @
QDelete  cancel  Saveas draf] 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. Onl |
have to contact your customer directly to make changes to the invoice. 5
Continue Editing | Send Invoice

B3DBS



Return to 6. Invoicing

6.1.3 Creating Invoice without PO (NoContract)

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

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

i e—

Select Customer EE‘_iEI_lJ
1 DBs SGVSG

2. Atthe/nvoicepage, click “Create Blank Invoice”. | seosu  pessankim SGDBU| <Supplier Company Name>

Create Invoices @ 5GV5G DBS VICKERS SECURITIES  SGVSG |<Supplier Company Name>

(SINGAPORE) PTE LTD
Greats Inveles from PO Greate Blaniinveles [ G HKDHB  DBS Bank (Hong Kong) HKDHB | <Supplier Company Name:
- I Searc| Ltd
Invoice # Created Date status PO # Total 2 mmmmmm d Commen «d INDAH DBS Asia Hub 2 Private INDAH |<Supplier Company Name>
I Test 2 FPU 15 11/22M18 Pending Approval POSGPO00002607 50,0004 IJ mlted
Test 1 FPU 15 11/22/18 Pending Approval POSGP000002606 0.90 SG| . . . .
- INDBU DBS Bank India Limited INDBU |<Supplier Company Name>
Zz99999 11/0718 Pending Approval None 200.00 SGD No

IDDBS PT. Bank DBS Indonesia IDDBS |<Supplier Company Name>

CNDBS EREfFHFE{T(PE)EFRZY  CNDBS |<Supplier Company Name>
=)

TWDBS ERE (58) 53T TWDBS|<Supplier Company Name>
HERAE]

TWSDU ERE (52) B=£iR{7iE TwsDU|<Supplier Company Name>
HERAT

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



Return to 6. Invoicing

6.1.3 Creating Invoice without PO (No Contract)

Return to ContentPage

3. 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, make sure your Legal Entityis set up — Refer to 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 X

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

*Remit-To = 123 Changi Road, Singapore 1 3c

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

Gl e (I
=3DBS




6.1.3 Creating Invoice without PO (No Contract)

Return to 6. Invoicing

Return to ContentPage

4.  Fillin the mandatory fields (Refer to next slide for screenshot)

d.

o o

> @ Th O

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

Please note that invoice numbers must be in uppercase
It is mandatorytoselect NETT30in the Payment Term field

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 mandatoryto select Ship To and Bill To Address

Requester Email should end with @dbs.com

Ensure that the currencyis correctly populated (e.g.SGD, USD)
Invoices will be rejected if mandatoryfieldsare not filled up correctly

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

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

B3DBS



6.1.3 Creating Invoice without PO (NoContract)

Return to 6. Invoicing

Return to ContentPage

Image Scan

Supplier Note

Attachments o
Discount Amount

Early Payment
Provisions

* Invoice #

* Invoice Date | 072417
Payment Terms MNETT3D
Date of Supply | 072417

*Currency | SGD w
Delivery Number
Status Draft

| Choosa Fil-e | Mo file chosen

*Exchange Rate )

* Supplier
Supplier GST ID

* Invoice From Address

* Remit-To Address

* Ship From Address

To

Customer

Buyer G5T ID

* Bill To Address
* Ship To Address
* Requester Email
* Requester Name

Withholding Tax /7 LLP

BUIMANYAMNG TE-001

(K]
@
]

23456788X

MAMNYAMG TECH PTE LTD
123

singapore 123458

ngapore
NAMNYAMG TECH PTE LTD
123
singapore 123458
Singapore

NANYAMG TECH PTE LTD

singapore 123458

Singapore

Mo address selected

Mo address selected




6.1.3 Creating Invoice without PO (No Contract)

To

Customer DBS Dew

Buyer GST ID

* Bill To Address

Mo address selected

4e

* Ship To Address

Mo address selected

* Requester Emai

* Requester HName

4f

Return to 6. Invoicing

Return to ContentPage

4.  Fill in the mandatory fields

e.  Click on the magnifying glass to select the
right Bill to Address. Refer to the table below
for more information

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

SGDBU DBS BANK LTD

SGVSG DBS VICKERS SECURITIES
(SINGAPORE) PTE LTD

HKDHB DBS Bank (Hong Kong) Lid

INDAH DBS Asia Hub 2 Private
Limited

INDBU DBS Bank India Limited

IDDBS PT. Bank DBS Indonesia

CNDBS ERBTPEERAT

TWDBS ERE (82 BxERTE
HERAR

TWSDU EE (8E) BxRTe
HERAT

Robinson Road

12 Marina Boulevard, #10-01, Marina
Bay Financial Centre

Level 6, Two Harbour Square
15th Floor, Tower 2.1, TSI Business

Parks (Hyderabad) Pvt. Ltd., Sy. 115
(Part), Waverock Building

First Floor Express Towers

Gedung DBS Bank Tower Lantai 37,
Ciputra World 1 Jakarta JI.
Prof. Dr, Satrio Kav. 3-5

DBS Bank (Taiwan) Ltd.

DBS Bank (Taiwan) Ltd.

Post Office P. 0. BOX 780 Singapore 901530 Singapore

Tower 3 Singapore 018982 Singapore

180 Wai Yip Street, Kwun Tong Attn: Procurement Hong Kong Hong Kong
Operations

TSIIC IT/ITES SEZ, Nanakramguda village, Hyderabad; 500008 India

Serilingampally Mandal, Gachibowli, Telangana

Ranga Reddy District

Nariman Point Mumbai 400021 India

Karet Kuningan Setiabudi, Jakarta Selatan  Jakarta 12940 Indonesia

HRATXbERIEINIE 13185 Ligh 200120 China

1F, No. 399, Ruiguang Rd., Neihu Dist Taipei City 114 Taiwan

1F, No. 399, Ruiguang Rd., Neihu Dist Taipei City 114 Taiwan

B3DBS



Return to 6. Invoicing

6.1.3 Creating Invoice without PO (NoContract)

Return to ContentPage

5. You may attach supportingdocuments for adhoc invoices (invoice without PO) for
verification purposes,e.g.

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

6. Itis mandatoryfor suppliersto attach their original bill (e.g. telephone bills 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
6 . Customer DBS
Image Scan | Choose File | Nofle chosen
* Bill To Address DBS Asia Hub
. 2 Changi Business Park Cres
g Singapore 486029
Singapore
5 6 ) Ship To Address 2 Changi Business Park Cres
’ Singapore 486029
Attachments Add File | URL | Text Singapore

B3DBS



6.1.3 Creating Invoice without PO (NoContract)

Return to 6. Invoicing

Return to ContentPage

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

a. Please note that the prices youfill in should be after discount

b. Add multiple linesif required, e.g. if GST rate is only applicable to one component of the invoice

C. If an invoice has multiple items, delete any invoice line that is not being invoiced. Do not indicate S0 in
the line amount.
Lines
Ty pe Description Gty oM Price Total 6
= Pink Sticky Mote 1 Each ~ 10.00 7 Lt
PO Line Contract Billing Billing Motes
T37r-1 o SGDBU-0-7821-84 11110025001
GST Rate GST Amount Tax Reference
ﬁ:—‘«.cc Tag
&3 Add Line 7 Subtotal 10.00
Shipping
Handling
Misc
Total GST 0.00
Gross Total 10.00
€3 Delete 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 Rateand click cacuee to determinethe subtotal of the invoice.
Click  submit to submit the invoiceto DBS

Lines
Ty pe Description Oty oM Price Total g
' Pink Sticky Mote 1 Each ~ 10.00 Do
PO Line Contract Billing Billing Notes
737-1 — SGDBU-0-7821-84111100-99001
GST Rate GST Amount Tax Reference 8
ﬁ:—‘-\.cc Tag
{: Add Line Subtotal 10.00
Shipping
Handling
Misc
Total GST 0.00
Gross Total 10.00
) Delete Cancel Save a 8 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 ensurethatyou adhere tothe subsequent message. If you have, please proceedto
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. Back at the Invoices page, the submitted invoice will also be listed and the status of the
invoice can be monitored bv Suppliers

Invoices

test supplier 1234 invoice #501 is processing X

Exporto_~ View o0
Invoice # Created Date ~ Status Unanswered Comments Actions
123 090720 Pending 2,000 .00 Mo
Approval SGD
- 090720 Draft 2,000 .00 Mo

SGD

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

2. Thelnvoices page will display all 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 onthe Invoice #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 Invoice number to be printedin the search field under the /nvoice 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. ¢
In uppercase

3 Crm—

#, %), or trailing alphabets (e.g. 123a, 123b). Invoice numbers must be

Invoice # Created Date ~ Status PO # Unanswered

I 1788 1000317 Approved None No
None 10/03/17 Draft None 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 ~
Invoice #1789 bacx
Invoice # 1789 Supplier SGDBUINANYANG TE-001
Invoice Date 10/03/17 Invoice From NANYANG TECH PTE LTD
= i S 1234 Singapore
i = Singapore 123456
Delivery Date 10/03/17 Singapore

Currency SGD 2
Remit To NANYANG TECH PTE LTD

Delivery Number None 1234 Singapore
Singapore 123456
Singapore

Status Approved

Term None

Ship From NANYANG TECH PTE LTD
1234 Singapore

mage Scan Hone Singapore 123456

Singapore

Legal invoice

Supplier Notes None
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 None

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 invoice will be downloaded in PDF format with the invoice number at the top.

3 Invoice

Address
DBS BANK LTD
ROBINSON ROAD

POST OFFICE, 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 invoice has been downloaded in the PDF format, click on File and Print.

7128 Edit View Window Help eAudit

[ open.. Ctrl+0 @ 1072 @ V74
f_% Create »
Save As... Shift+Ctrl+S
Save as Other »
Export To » Invoice Date

3 October 2017
@ Attach to Email...

ice

Close Ctrl+W
Properties... Ctrl+D
1 = Print... ctrl+p
it e e ol il Ship To Invoice From
i NANYANG TECH PTE
2 C\.Nlegal_invoice_1789_2017-10-03.pdf ‘é‘i‘? SEns s ||
. b AD r .
3 C\Users\..\User Guide_Invoicing_V1.pdf P.O. ARG (Alexandra Retail Ctr) 1?34 Singapore
i i Singapore 123456
4 C:\Users\..\User Guide_Purchasing_V'1.pdf 460 Alexandra Rd, #02- Slicesrs
. - T i 33/34 PSA Bldg gap
5 C\Users\jteck\..\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. For DisputedInvoices— Credit Noteis no longer required

i You will first receive a notification on CSP

2. Ifyou are requiredto resubmit the invoice, DO NOT Clickon |-= to resolvethe
dispute.

i. Please proceedto createand submit new invoice with a new invoice number. The
new invoice number should be a new number and not by adding special
characters prefix or suffixto the disputed invoice 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



6.4 Invoice Description

Return to 6. Invoicing

Return to ContentPage

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

For IT professional fees, please include the following in the PR, PO and invoice description:

1.
2.

SOW/UR no./CR no.and/or

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

Consultant roleand name,

System/application

B3DBS



Return to 6. Invoicing

6.5 Invoice Status Definition

Return to ContentPage

Invoice Status Description
Approved The invoice has been acceptedfor payment by DBS
Draft The invoice has been created, but hasn't been submitted to 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 currently being 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 notification on notification preference page

B3DBS



Return to 6.Invoicing

6.6 Invoice Fields Definition

Return to ContentPage

Invoice item fields Description

This is a required field. You will need to enter your invoice number. Invoice number cannot exceed 40 characters and must be
in uppercase
| ice # Invoice reference no.:
nvoice * Must be unique
* Must not include trailing alphabets, e.g. X: 123a
* Must not contain any specialcharacters
Invoice Date The invoice date will default to 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 currency options for the invoice
Delivery Number The delivery number, ifavailable
Status The status of yourinvoice
Image Scan Allows you to upload animageto be attach to theinvoice
Supplier Notes Use this field to enter a message for the invoice approver
Allows you to add various attachmentsto the Invoice:
e File — 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 option to 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’s name
Remit To Auto-populates from the PO with the Supplier’s remit to address
Customer Please select from the PO with customer’s name
Bill To Address Please select from the PO with the bill to address
Ship To Address Please select from the PO with the ship to address

B3DBS



Return to 6. Invoicing

6.6 Invoice Fields Definition

Return to ContentPage

Invoice item field Description

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, ifany

Billing Displays the billing department associated with the PO

Subtotal Displays the total price of only theitems

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

B3DBS



7. Withholding Tax/Limited Liability Partnership Attachments

Return to ContentPage

Foreign Supplier Withholding Tax Attachments
Limited LiabilityPartnership Attachments
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7. Withholding Tax/Limited Liability

7.1 Foreign Suppliers Withholding Tax Attachments Emeee

Return to ContentPage

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

2. Indicateif the service providedis Withholding Tax applicable by selecting
<Applicable> or <NotApplicable>

Image Scan | Choose File | No file chosen Customer DES

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

* Requester Email
: 2
Attachments Add File | URL | Text 1 " Requester Name
Withholding Tax / LLP ~

Note: Non-adherence to instructions on Withholding tax will result in non-payment to Suppliers
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7. Withholding Tax/Limited Liability

7.2 Limited Liability Partnership Attachments —arnership Atachments

Return to ContentPage |

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

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

2. Indicateif the service providedis Withholding Taxapplicable by selecting <Applicable>
or <Not Applicable>

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

To create Credit Note from PO and Non-Disputed Invoice, please refer to the following

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

* For Disputed Invoices—Credit Noteis no longer required

* Refer to Section 6.3 formore information
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Return to 8. CreditNote

8.1 Creating Credit Note from PO

Return to ContentPage

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

1. Tocreatea credit note froma PO, click Orders. Next, clickon &=

(Inform DBS to re-open PO in order to view E< )

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. MOQ, QTY') carefully before acknowledgement. In case of doubt please seek clarfication.

PO Number Order Date Status Acknowledged At [tems Unanswered Comments Total Actions
POSGPOD0O0OD2381 D6/04/18 Issued Mone 100 Lot of 5 Sets of Mcpro divider, paper, 10 Mo el
part, colour (MCP99100._ —
1 ==
POSGPO00OD02360 05/11M138 lssued 05/M11/18 ASG-12345-UR - Title of UR Mo
SGD _
==
POSGPO0000D2358 05/11M18 Issued Mone IEM Training session - 11 May 2018 MNo 50,000.00
Training Session - 2nd Term SGD 5
==
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Return to 6. Invoicing

8.1 Creating Credit Note from PO

Return to ContentPage

2. 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, make sure your Legal Entityis set up — Refer to 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 X

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

*Remit-To = 123 Changi Road, Singapore 1 2c

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

Gl e (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 unique and must not contain special characters and
trailing alphabets, e.g. X: 123a, 123b, 123c, etc.

General Info Attachments ﬂ Add File | URL | Tes

* Credit Note #

* Credit Reason

3 * Credit Hote Date | 0S/07/M15

3 Payment | Use MIA I not relevant

Payment Term e isions

Original Date of Supply | 0G/07/M1E

Z \*Currency SED 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. Notethatcredit note amount must be negative
b.  You caneither change price or quantity but not both
c. Pleasenotethat quantity shouldbe an integer 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 jreeyesH=mmg (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
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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 Note has 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. [ prrTermton

Original Invoice # Test123

Gl i : o Original Invoice Date 06/05/M17

New PO 846 for §1.591.00 issued by DBS Dey

Legal credit note download
Image Scan Mone

New PO SGP844 for $1,591.00 issued by DBS Dev, Supplier Notes None

Attachments paone
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8.2 Creating Credit Note from Non-Disputed Invoice

Return to 8. CreditNote

Return to ContentPage

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

,scoupa supplier portal

Home Profile

Orders

Service/Time Sheets

ASN

Invoices

FS

Business Performance Add-ons Setup

Create Invoices @

Create Invoice from PO

Exportto -~

Invoice #

I DES TEST INV 4
DES TEST INV 3
DES TEST INV 2
DBES 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
Mone

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 MNo
400.00 5GD No

Create Credit Note
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Return to 8. CreditNote

8.2 Creating Credit Note from Non-Disputed Invoice

Return to ContentPage

2. Atthe Invoice page, clickon  CreditNote

g scoupa supplier portal

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

F Y

Create Invoices @

Create Invoice from PO Create Blank Invoice Create Credit Note 2
=
Invoice # Created Date Status PO # Total Unanswered Comments Dispute Reason Actions
I DES TEST INV 4 151017 Pending Approval POSGPOD0001362 3,000.00 53GD No
DBSTESTINV 3  15M0M7 Pending Approval MNone 100,000.00 USD No
DESTESTINVZ  15M0M7 Pending Approval Mone 10,000.00 3GD No
DEBSTESTINV 1 15M0M7 Pending Approval MNone 400.00 SGD No

Perpage 15 45 90
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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

B
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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, make sure your Legal Entityis set up — Refer to 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 X

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

*Remit-To = 123 Changi Road, Singapore 1 4c

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

Gl e (I
=3DBS




Return to 8. CreditNote

8.2 Creating Credit Note from Non-Disputed Invoice

Return to ContentPage

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

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

General Info To
* Credit Mote # Customer DBE Test
. - * Bill To Address DBS BAMK LTD - NEW
* Credit Note Date | 060712
ROBINSCON ROAD
Payment Term e POST OFFICE. P. O. BOX 720
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 # q

* Driginal Invoice Date
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8.2 Creating Credit Note from Non-Disputed Invoice

6. Click on Choose File toupload Credit Note copy.

Return to 8. CreditNote

Return to ContentPage

7. Click on AddFile  touploadremaining supporting documents.

Create Credit Note crezr=

General Info
= Credit Note #
* Credit Note Date | 7313
Payment Tenm b
*Currency | SG0D s

Status Draft

= Drigimal Invoice
Mumber

* Original Invoice Date

Image Scan | Choose File | Mo file chosen

Supplier Note

Attachments add File un7| T

To

Customer

*Bill To Address

* Buyer G5T 1D

* Ship To Address

* Requester Email

* Requester Mame

DBS Test

DBES BAMK LTD - NEW
ROBIMSON ROAD

O5T OFFICE, P. O. BOX T20
Singapore 801520

Singapore

Mo address selected
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8.2 Creating Credit Note from Non-Disputed Invoice

Return to 8. CreditNote

Return to ContentPage

8. Atthe Linessection of the Credit Note, indicate the item <Description>, as well as the
submit 0 proceed

price amount to be credited <Price>and <Qty> if applicable. Click

a. Notethat credit note amount must be negative

b.  You caneither change price or quantity but not both

c. Pleasenotethat quantity shouldbe an integer value

Lines

Type

Amt s

Description

CREDIT MOTE

Price

-100.00

-100.00

8

Billing Motes

Taxes

G 5T Rate

0.0%:

Contract

b

G5T Amount Tax Reference

e

Supplier Part Number

Totals & Taxes

Subiotal

Total GST

Gros S Total

must be negative

) Delete

Commaodity

Save as draft

-100.00

0.00

-100.00

Calculate

Submit 8

BDBS



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.

Couprs is abowt bo creats a credit note on pour bEehalf. Please make sure ywou ars not attaching
anmnoth=r credif mote to this rancactken a3s the Coupa generated FOF is your and your custosmen' =
legal credst niot=.

Continue Editing | Send Credit Mot= |

9
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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 Note has 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. [ prrTermton

Original Invoice # Test123

Gl i : o Original Invoice Date 06/05/M17

New PO 846 for §1.591.00 issued by DBS Dey

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 invoice numbers, i.e. NO duplication, spaces, special characters (e.g. @, #, %), or trailing alphabets (e.g. 123a, 123b). Uppercase alphabets in
front of numbers are allowed.”

PO-Invoice track

Al

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

: Disputed
4 | f
|52 ; Moe L Ho - Dol L Disputes with a supplier response /!

510 None 13717 No Draf 13717 Disputes without supplier response /
Draft

521 PendingApp 12171117 No  Pending Approval  12/7/17 Payment Information
Pending Approval

520 ChangeAlV 120017 Mo Pending Approval 12017 PO-Invoice track

o 2 ] " . Processing
519 ChangeBIV 12017 Mo Pending Approval 12017 ik 2
517 Mone 120717 No Draft 12(P17 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 for your report, e.g. Statusis Approved

a. You will be ableto view a report where all invoice statuses are presented as
Approved

Create New data table view

General

Name

Visibility @ Only Me
(_)Everyone

Start with view | All ~

Conditions

Match Conditions | Match all conditions [

Buyer Hold
Cancelled
Closed
Currency Hold

Filter By | Status w

>
=

B3DBS



9 Creating Reports

Return to ContentPage

5. Ensurethattheinformation 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
Cromumented Invoice #
Comments Creaied Date
Drate OF Supply Status
Crelivery Number PO &
Dispuied Date Total
Invoice Date Unanswered Comments 5
Linked Document Actions

Criginal Invoice Dale
Criginal Invoice Number
Paid

FPayment Imformation
FPayment Term

Withholding Tax

Default Sort Order

Sort by [ im| ascending [ order.

B3DBS



10 CSP System Requirements

Return to ContentPage

To maximise 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 (IE)

e |E11recommended

Mozillla Firefox

e Mozilla Firefox49.x

Google Chrome

e Google Chrome53.x

B3DBS



11. Catalogue Management

Return to ContentPage

Viewing Catalogue
Creating Catalogue
Uploading Catalogueltem

Uploading Catalogue ltem — Manual Upload

Uploading Catalogue Item — Bulk Upload

Uploading Catalogue Item — Approval

Editing Catalogue
Definition of Fields for Catalogue 11.6

Catalogue StatusDefinitions

=32DBS ..



Return to 11. Catalogue Management

11.1 Viewing Catalogue

Return to ContentPage

1. Toview Catalogs, clickon tab.

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

$rzcoupa supplier portal Test Suppller 123+ | NOTRCATIONS @ | HELR «

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

-

Select Customer DBS ~
Configure Punchout
Catalogs
Catalog Name Created Date ~ Submitted Date | Start Date Expiration Date Status Unanswered Comments Ermmor Actions
ITest Supplier 123 TE Catalog 04/23/20 Mone Mone None Draft No “~Q
i)
Product 3 04723120 None Mone Mone Draft No “ 0
Product 2 Test 04723120 04123720 04/17/20  08/08720 Pending MNo 9
Approval

Product Testing 0423120 None 0411020 083720 Draft No “
Test Supplier 1231 TE Catalog  03/1419 MNone MNone None Draft No N\,
2

Perpage 15 | 45 | 90




Return to 11. Catalogue Management

11.2 Creating Catalogue

Return to ContentPage

1. Clickon tab.
2. Tocreateanew catalogue,click

a. Ifyou havea catalogue of items with different currencies, you should create
each itemindividually in the catalogue and set the currencyaccordingly.

{;;._coupa {_.}upp“er I}Ort al OH KWANG LEONG - NOTIFICATIONS B HELP -

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

Select Customer DBS v
Configure Punchout
Catalogs
Exportto - View [ v Search
Catalog Name Created Date ~ Submitted Date Start Date Expiration Date Status Unanswered Comments Emor Actions
IHKDHBlNANYANG TE Catalog 04723720 Mone Mone MNone Draft Mo N, 9
5
Product 3 04/23/20 Mone MNone None Draft No “\ 0
Product 2 Test 04123720 04/23720 04/17/20  08/08720 Pending No 0
Approval
Product Testing 0472320 Mone 0411020 0813720 Draft No 0
HEDHB|NANYAMNG TE Catalog  03M14/19 Mone Mone MNone Draft Mo \_
2.
Perpage 15 | 45 | 90
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Return to 11. Catalogue 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 after the actual date (e.q. if you want your
items to remain purchasable on 28t June, please set <End Date>as 29t June)
b. Pleasesend inyour catalogue for approval 5 days prior to the <Start Date> of
your catalogue

4. There will be a summary section which keeps track ofthe edits made to a catalogue.
Fecoupa supplier portal Supglier 123+ | NOTIFIGATIONS @) | HELP -

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

Select Customer DBS ~
Configure Punchowt

- q
SUDDIEer |25 Edit Bk

it ol (e -

Customer DBS Test

tCatalog Name |Suppler 123 3

Status Drafi

Start Date

Expiration Date

Cumrency | USD s«

0 ltems Changed ( 0 unchanged )

i Qo Do: 0o Qo 0o

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

B3DBS



11.3 Uploading Catalogue Item

1. ltemscan be added to the catalogue:

Create

 Manual upload through theinterface by clicking
* Bulk upload via a CSV file by clicking  Loadfromfile (5.3.2)

Return to 11. Catalogue Management

Return to ContentPage

(5.3.1)

Items Included in Catalogue

Fa e &

Srmbee

I Mo rows.

Fer page 15 A5 L= i |

1 foromme J exportto

Status Cha mge

=32DBS .



Return to 11. Catalogue Management

11.3 Uploading Catalogue Item

Return to ContentPage

1. Itemscan be added to the catalogue:
 Manual upload throughtheinterfaceby clicking  create (5.3.1)
* Bulk upload via a CSV file by clicking Loadfromfile (5.3.2)

ems Included in Catalog

1 e - . =

Name Part Number Status Change Price Price Change Currency Other Fields Changed Actions

INu TOWS.

Perpage 15 | 45 | 80

ltems Offered to DBS Test

ZETE

Name Description Part Number Price  Currency uomM Purchasable Last Submitted to Buyer Catalog Actions

INu TOWS.

Perpage 15 | 45 | 90

=BDBS .,



Return to 11. Catalogue Management

11.3.1 Uploading Catalogue Item — Manual Upload

Return to ContentPage

1. Click create tostarta manual uploadof 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

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

b. Please contact DBS 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 Auxiliary Part Number
* Description Manufacturer
Lead Time
-
Unspsc Code
* Unit of Measure | Application ~
Contract ~
Purchasable & Pricing Type | Fixed Price ~
Manufacturer Name * Price
Manufacturer Part Currenc i (150 W
Number Savings %
*MOQ Order Incremen t 1
Minimum Order
DBS Manufacturer Quantity Im




Return to 11. Catalogue Management

11.3.1 Uploading Catalogue Item — Manual Upload

Return to ContentPage

2. Review the catalogue containingthe newly added items. Click ~ Submit to buyer  tg
completeupload
a. Therewill be a green notificationboxto indicate that catalogueis submittedand
buyer will be notified.

10 ltems Changed ( 3 unchanged )
o Do: © @ Q-2

Other Fields Updated New ltems Deactivated ltems

Z Submit to buyer

Price Increase Price Decrease

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 0.y T Pending Approval  No @




Return to 11. Catalogue Management

11.3.2 Uploading Catalogue Item — BulkUpload

Return to ContentPage

1.  Click| Loadfromfile | to perform a bulk upload
2. Perform either one of the two steps below:
a. Toadd newitems, clickon  pownicad -~ and fill up the next empty field/row of the CSV file

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

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

Iltems 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.

=3DBS ..



Return to 11. Catalogue Management

11.3.2 Uploading Catalogue Item — BulkUpload

Return to ContentPage

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

follows:

e Supplier Part Number . 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 dummy contract 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

=32DBS ..



Return to 11. Catalogue Management

11.3.2 Uploading Catalogue Item — BulkUpload

5.

Return to ContentPage

Once the CSV file is updated, save the file and load it into the system. Click

a. Followthe same stepsfor making changes/edits to items in a 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.

5
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11.3.2 Uploading Catalogue Item — BulkUpload

Return to 11. Catalogue Management

Return to ContentPage

6. Asummary page indicating the changes made to the catalogue will be displayed. Click

Finish Upload

lermn Classification Mame
Lead Time
Manufacturer
Contract Nurmber
Contract Term
Sawings %
Price [Tier 1)
Price (Tier 2)
Price (Tier 3)

Row 5 Row &
Existing Updated Existing Updated
Supplier Part Mum® | AD1235 A01235 AD235 A235
Supplier Aux Part HMum

MName* Medium Equipment Medium Equipment Smaller Equipment Smaller Equipment

Description® Medium Equipment Description Medium Equipment Description | Smaller Eguipment Description Smialler Equipment Description
Price* 30 30 20 20

Currency™ SG0 sG0 =G0 560

UCM code®

active” fes eg Yes fes

Finish Upload 6 el

=3DBS .
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11.3.2 Uploading Catalogue Item — BulkUpload

Return to ContentPage

7.Review the catalogue containing the newly added items. Click Submit to buyer to
complete upload
a. Therewill be a green notificationboxto indicate that catalogueis submittedand
buyer will be notified.

10 ltems Changed ( 3 unchanged )
L~ el Do © 11 @ -2

Deactivated ltems

7 Submit to buyer

Price Increase Price Decrease Other Fields Updated New ltems

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 @




Return to 11. Catalogue Management

11.3.3 Uploading Catalogue Iltem — 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 purchasesfromthe 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 9/6/17 Acc:a:pted by Cus:tnmer Mo

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

Expire 7.6.17 (29days) 9517 Mone 9517 TeM7 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/M17 Accepted by Customer [No

=32DBS ..



Return to 11. Catalogue Management

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 cataloguewill have to be sent to DBS for approval following the same steps
earlier

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

=3DBS ..



Return to 11. Catalogue Management

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
duplicated withanotheritem, a dummy part 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 be printed on the PO. The naming
Name* convention for all items to follow DBS convention of — “Item Name
(Part Number)”

Description of the item and any additional relevantinformation that
the Supplier requires

Description™

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

Price*

=BDBS .



Return to 11. Catalogue Management

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 currency code within system (e.g. USD).
Refer to the dropdown list of currencies.
Only a specific list of UOM codes are allowed in Coupa. Refer to list of
*
VOM Code UOM Codes.
Active* Yes for 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: Not MCR or quotationnumber

=32DBS ..



Return to 11. Catalogue Management

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

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

Should be a directlink to a .jpg, .pngimage online. ltem image have to
be added through a directlink to a .jpg, .pngimage online. Alternatively,
the image can be added through the user interface at a per item basis
Image URL*
Image Url0-5* Image 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 Itemsis 1 unit (i.e. 1 carton/box/packet)

=32DBS ..



Return to 11. Catalogue Management

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-unigue

=32DBS ..



Return to 11. Catalogue Management

11.5 Definition of Fields for Catalogue

Return to ContentPage

Thesefields are non mandatory. Only fill these if required

Coupavalidates Description

Pack Weight The weight of onepack

Pack WeightUOM The UOM for a Pack

Net Weight The weight of oneitem

Net Weight UOM The UOM for oneltem

Receive CatchWeight Forcesthe item to be received as catch weight

=2DBS ..



Return to 11. Catalogue Management

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 (Tier 1-20)
Contract Term Link Title/URL 0-5
Savings % Use Pack Weight

=32DBS ..



Return to 11. Catalogue Management

11.5 Definition of Fields for Catalogue

Return to ContentPage

Unit of Measurement (UOM) (Refer to 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
B30LT Batch of 30 Lots 100PC Lotof 100 Pieces
B32LT Batch of 32 Lots 100RL Lotof 100 Rolls
B40OLT 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 =RDBS .
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11.5 Definition of Fields for Catalogue

Return to ContentPage

Unit of Measurement (UOM) (Refer to 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

=32DBS ..
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11.5 Definition of Fields for Catalogue

Return to ContentPage

Unit of Measurement (UOM) (Refer to document repository)

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 4KST 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 0f30000 Pieces 5PD Lotof 5 Pads
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Return to 11. Catalogue Management

Return to ContentPage

Unit of Measurement (UOM) (Refer to 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 80RL 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 of 50000 Pieces LN Line

=3DBS .
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Unit of Measurement (UOM) (Refer to document repository)

UOM Code UOM Name UOM Code UOM Name

TK Token

CG Catridges

MN Monitor

SH Sheet

AP Application

AUVU Authorised User Value Unit
RVU Resource Value Unit
Cu Concurrent User

CS Concurrent Session
FU Floating User

uvu User Value Unit
36RL Lotof 36 Rolls

UN Unit

LS LumpSum

JB 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 Value Unit
PROC Processor

PA Pack

AU Authorised User
SVR Server

RM Ream

=BDBS .
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11.6 Catalogue Status Definitions

Return to ContentPage

Status Definition

Accepted/Accepted The catalogue has been accepted by DBS, and all the itemsiin it

by Customer are now availablefor purchase within Coupa
Awaiting/Pending The catalogue has been received by DBS, but it has not gone
Approval through the approval chain yet

The catalogue has been created, but may be missing information

Draft
necessaryto send it to DBS
Crror Thereis an issue with the catalogue. Please contact DBS to get the
catalogueback on track
. The catalogue has been rejected. Contact DBS to find out why,
Rejected

and thenresubmit

=32DBS .



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 to take note:

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

incomplete.
I N
@t @
Tax Residency SG Withh
Decision Tree 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
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