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zcoupa supplier portal

Home Profile Orders Service/Time Sheets

LisS (52,940 duaia ) dadia
(CSP)

(o Aadall oda & Lalaaia) Y1 @l Lall - (Setup) eyl daia
¢ ol Cladla 5 g jlai 3513 - (User management) cmeddioal 500 o
‘(Legal entity setup) 4s 5@l dugll slac) o

(Payment preference setup) iluatall gdall (3 5k dlac) o

ANIA ~ | NOTIFICATIONS HELP ~

ASN Invoices Catalogs Business Performance Sourcing  Add-ons Setup

Customer Setup

Connection Requests

Ao S il 32l i3 Sy

zicoupa

Business Spend Managemenit

BA Engiish (US)

© 2006-2022 Coupa Software Incorporated
Privacy Policy - Terms of Use
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My Notifications

WP RAY

NOTIFICATIONS @ HELP~  -dadiall 8 syaal) cileiill axe el Cum dadaall (pay b (o Aliaiall &l by i) ey - (Notifications) < jtady)

(Notifications Preferences) ddaiall < jlady) o <l jlady) & oSail) eliSay

Notification Preferences

D) ol D)) aiy o LAY o ane As (8 Saa¥) 1 (LS 63 5 duaia DA () €l AN 33 sk g daaball HLEAY) 3aa 2 (e o) ja) Ja ol jla] Al

My Account Notification Preferences

Settings

Motification Preferences

Security & Two-Factor
Authentication

You will start receiving notifications when your customers enable them.

Announcements

New Customer Announcement # Online [« Email [ SMS
Business Performance

Business Performance Role Granted # Online ) Email [ SMS

(Save) Lia e hial clilalac) Lial

GUARDIAN#
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Guardian Industries Registration Instructions - Action Required

‘ou have been identified as a suppler who would benefit from our Coupa Supphier Portal. This provides the abdlity for us to share electronic documents with regard to PO delivery and invoice submission. Guardian has launched this process in January
020. Within the nexd 48 hours, piease click the button below to register your account with us. If you are not the right person to recetve this communication, please send this request to the appropriate person by using the forward link

you are unable o register for any reason or have questions regarding CSP (Coupa Supplier Portal) or Coupa in general please reach out to our Supplier Enablement Team at accountspayable@quardian com and put ‘COUPA’ in the subject line

Jeksandra Pozniak
wardian Industries

Forward this invitation

Jraldi adi s (Forward this invitation) deedll odd dnagi Bile) Je baall DA e daidll & SIS 34 Jaaasd (e iﬁ}}um OsSd Al (e i ) 3seall a5 sale) (Sa

seall
Forward this invitation
GUARDIAN#
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e il Aniia il el 3 e Jaial) aa

Al s ool A Ll el @Y Gl
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(Get Started) sl e bacal o (Jd e Jase

Create your business account

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

=~ (N
Password

Lze gt =85 S characi=rs and Incude & mamber and 8 e,
Password Confirmation

I | acoept the Privacy Policy and the Terms of Lise.

Get Started

Hawving an issus with signup?

Forward this to someons

GUARDIAN#
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Jac) s e (peddiue 30y oGeddiiie Jandi olal) GliSay candll 18 8 LS 6350 date ) Galasal) readindl AalE ((Setup) MY ) cnd dsa el ((Admin) e i

£,2coupa supplier portal

Home Profile Orders Service/Time Sheets

Invoices

AMNIA ~ | NOTIFICATIONS HELP -~

Catalogues Business Performance Sourcing Add-ons Setup

Admin Customer Setup Connection Requests

Admin users

: Users

Users

Agata Burek
aburek@guardian.com
Status: Inactive

Merge Requests
Legal Entity Setup
§ i Activate Usar
Fiscal Representatives
Remit-To
Terms of Use
Payment Preferences w
Static Discounting

sFTP Accounts

cXML Errors

Permissions

ASNs

Admin
Business
Performance
Catalogues
Invoices
Order Changes
Order Line
Confirmation
Orders

Fay Me Now
Payments
Profiles
Service/Time
Sheets
Sourcing

Invite User

Customer Access

Guardian Industries
Guardian Industries
Guardian Industries
Guardian Industries
Guardian Industries
Guardian Industries
Guardian Industries
Guardian Industries
Guardian Industries
Guardian Industries
Guardian Industries

GUARDIAN#
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Permissions @ Customers |
I
Invite User @ A @ Al
[« Admin |+
[« Orders |+
First Name Restricted Access to
Orders
Last Name o |
= All
* Email :
[# Invoices
@ Catalogues L
= Prafilae
:(Send Invitation) s al) Juu) e azal 3 e all Jlu )Y

GUARDIAN#
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£,acoupa supplier portal ANIA Y NOTIFICATIONS '
A il Al sae) jlid) ) cadl el Al alael
Home Profile Orders Service/Time Sheets ASM Irvobces Catalogues Business Performance Sourcing Add-ons Sewup - o . . . )
. duigild abs ddla) e Laal S5 (Legal Entity Setup)
Customar Satup Connacticn Requests - - - - .
e Jdaad Al Jaall men el (Add Legal Entity)
Admin Legal Entity Setup N o) yaall Fanil
Lesgal Entity

Users

B :

Where's your business located?

Setting up your business details in Coupa will help you meet your customer's invoicing and payment

requirements. For best results with current and future customers, complete as much information as LAQ il & ‘JL}M} 4,3.1}413]\ 44:\@\ f”‘"‘ déd‘ ‘L:J}y\ Aadall C;A

. -
possible. (Continue) 4aial)
* Legal Entity Name

This is the official name of your

Country/Region ~ business that is registered with
the local government and the
country/region where it is
located.

GUARDIAN#
10 2/23/2023
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Miscellaneous Information

Setting up your business details in Coupa will help you meet your customer's invoicing and payment

Tell your customers about your organisation

Which customers do you want to see this?

C_\\‘)\T};“

Enter the registered address of
your legal entity. This is the
same location as where you
receive government

documents. 0

GUARDIAN#

requirements. For best results with current and future customers, complete as much information as @Al
possible.
What address do you invoice from?
*Legal Entity Name | egal Entity test * Address Line 1
Country/Region Poland Conducting business in certain Address Line 2 REQUIRED FOR INVOICING
countries/regions requires your
Place of Reg. o “Ci
invoice to contain specific ity
Type of Company o information about your State
company.
Permit Number o i
*Post Code
Permit Date o
Country/Region Poland
Enter a date with the following specification: YY" Y-MM-DD {eg 1984-05-30)
Share Capital o @ Use this address for Remit To 0
Enter a number with two decimal points (eg 15096,00) @ Use this for Ship-From address 0
cocs
11 2/23/2023
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(Save & Continue) 4x:liall 5 Jaéal)
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Setup complete

Congratulations!

This legal entity can now be used on new invoices.

To get paid — Most customers require that you send them this payment info in in addition to

providing it on the invoice. (i ]

+ Click on the Profile Tab to see if your custemer has a form that collects payment information.

« Otherwise, you'll have to send it to them through another channel.

Go to Orders Go to Invoices Return to Admin

What is your Tax ID? @

Country/Region | United States

Tax ID

[J I don't have Tax ID Number

Add additional Tax 1D

Miscellaneous

Invoice-From Code

Preferred Language | English (US) «

GUARDIAN#
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Jaaal) ol HLa) jie coDlaall (e lalalis Al ldlal) e ) diall iSa ((Orders) <hbhll ad b
ANIA~ | NOTIFICATIONS HELP ~

z,&coupa supplier portal

Sourcing Add-ons Setup

Profile Orders Service/Time Sheets ASN Invoices Catalogues Business Performance

Home

Orders Crder lines Returns COrder Changes Order Line Changes Deliveries

Select Customer Guardian Industries —:o

Configure PO Delivery

Purchase Orders

Instructions From Customer
When submitting your invoice through the Coupa Supplier Portal, you must now attach the pdf document using the Image Scan button

Click the == Action to Invoice from a Purchase Order

PO Number Order Date Status Acknowledged At ltems Unanswered Comments Total Assigned To Actions

GUARDIAN#

INDUSTRIES
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Purchase Order #G000224425

Luldaly

o General Info ~ Shipping
Status Ship-To Address
Order Date

Revision Date
Requester
Email

Payment Term

Address Location
Name

Terms

S s sing dua aluald e @l (K dad 0 jaa @) Lo bl il 28 SIS,
Al 13 ol o)) sie g cpdall Jag iy ccallall gy iy lall g a8l AN byl e call
osiall Sy - allall il gl (addl) ae dial il s ¢ mia (S callall L) Al

Jea¥ 5 quthal) adha Ll 8 4ilily e

Comments to Supplier

Attachments
Acknowledged [
Assigned to
Seayl iy clas g jlansd daia e U sy allal) 353 g sall LS e / ol il By, G4y ¢(Lines) daghadld) b
Lines
Search O KLY 3 Line Number: 0 — 9 ~
11 Type Item Qty Unmit Price Total Invoiced
o COMPUTER SOFTWARE b PC - 100.00 600.00 0.00
Piece
- Y R . AN R i N s a—
Need By Part Number Manufacturer Name Manufacturer Part Number Incoterms Location ‘d °JJ"1‘5 °L"“";‘ US’“:' )‘3 ‘°,5L’J;\ J\ ‘—A‘L d)“‘:;‘ ?“ \JJ
0710/2019 MNone MNone MNone Mone
Tax Reference Item Description

Mone

GUARDIAN#
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ANIA~ | NOTIFICATIONS @ @ HELP -~

zcoupa supplier portal

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

Orders Order lines Returns Order Changes Order Line Changes Deliveries

Actions (Actions) clsl a¥l 3 Luadll Sl o darial cclallall 40 3 ) gild oLESY
Create Invoice Save =i Print View (Create |nVOiC6) SJJ:‘& 9@! )‘} OJ‘; L,_mjl_, g_dH\ C,_"ﬁ A=y EJ}'_M ;uuj La._.qi gﬂASA:J

4 AN

Select Customer Guardian Industries - SRG EU= "

Invoices

w
&m

o il 58 Aay ) ) jall Jaenl) aa li€ay (Select Customer) Jeand) paa3 LA 4

Instructions From Customer

When submitting your invoice through the Coupa Supplier Portal, you must now attach the pdf document using the Image Scan button

Create Invoices @

Create Invoice from PO Create Credit Note
H - . e . .. . .
s - - g
A" BV Unpaid invoices ~ Selrch -
Tl p—
Invoice # Created Date Status PO # Gross Total Unansy ahandoned ras
I TEST2TEST  16/09/2021 Approved  253-538125687 363 EUR No #Approved
Credit notes.
21F06316 26/07r2021 Approved SRG EU-998000083 18,944 97 EUR No Disputed
Disputes with a supplier response
21F06177 2000772021 Approved  253-538125257 1,080.00 EUR Mo Disputes without supplier response
21F06160 20/07/2021 Approved SRG EU-998000083 13,101.15 EUR Mo Draft . .
COverdue invoices
21F05872 12/07/2021 Approved SRG EU-993000083 11,335.76 EUR Mo Payment Information
Pending Approval
21A00673 12/07/2021 Approved Mone -540.00 EUR No Processing

21F05873  12/07/2021 Approved  253-538125098 900.00 EUR No

GUARDIAN#
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Choose Invoicing Details

*Legal Entity | Select

* Remit-To  Select

v | @) Add New

* Ship-From Address Select w
General Info Y From
*Invoice # * Supplier

*Invoice Date  03103/2022 [

Payment Term NET 60

*Currency EUR v
Delivery Number

Status Draft

Supplier Note

Attachments @) Add File | URL | Tex

Supplier Tax ID

*Invoice-From Address

* Remit-To Address

* Ship-From Address

To

On O DAY GliSay A gl Aipgl) oas 5 sl oL 20 gas RSN o eluis
(Add New) i &ila) o hacallh s ol sie dila) of ddlall o sliall

Customer

* Bill.To Address

Address Location
Name

Buyer VAT IDVAT

Ship To Address

Address Location
Name

Procurement Specialist

Purchase Order

oan Gl aiw Al el geall el Al Jead ) Jgiall gaen
Ladiall e slaadll (po (38a3 sl 40 ildl) Al ezl Lol J gaall
"dale cilaglra e a3 o)) sia3 Al V) Jsaadl 8 B il bl (Ll
KL (To) "A“s (From) “o<" 5 (General information)

e

& Ala)l an dadhe (Image Scan) "susgall mwa" Lla
(Scanned invoice) ala¥! 3 ) slall (e 3 ) g A3lal) &l

16 2/23/2023
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o) pdd) cilills ha glad

SVAT Rate” s ge il (il puall o sl 5 oy Zealall a0l 8550l sl JS 6 il dumd y ole I3, i JS 3 el 5l a5l qen dnaa (o Gl clile
Al pual) @ e e s liSey (il juall g aie dls

S5l sl 45 5l “Calculate” Lo bl oy castill
5l Ll s Lo oy UL 8 o pnall Jlea¥) (e Cand (i) juall ) alall e 5580 Jles )Y "Submit” Gle il oy

Lines

Type Description

4

PO Line
O Clear

Supplier Part Number

Billing
Taxes

VAT Rate
n

| 22.0% |
21.0%

20.0%
119.0%

e Ad 18.0%

10.0%

8.0%

7.0%

6.0%

4.0%

Exempt
Reverse Charge
0.0%

17

Qty
5.000000

Contract

PO Tax Reference

None

VAT Amount

0.00

k lines from PO 0 Pick lines from Contract

2/23/2023

uom Price
EA- Each v

Receipt

None

Ancillary Part Number

Tax Reference

Totals & Taxes

Lines Net Total
Lines VAT Totals

f 1 T

59.31

(J Line Level Taxation

296.55 @

Bill of Lading

Tax Legal Wording (Reqd for EU)

v

545.00

Totals & Taxes

Lines Net Total
Lines VAT Totals

Shipping
VAT

Tax Reference

Handling
VAT

Tax Reference

Misc
VAT

Tax Reference

Total VAT

Net Total

Gross Total

Cancel Save as Draft Calculate

15.00
3.00

0.000

0.000

0.000

3.00

15.00

18.00

GUARDIAN#
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Lines D Line Level Taxation

Lol (Say 5 calesly Callall 5 gild oli) oSy Alaiie a5h 8 4 glladll cilatidll e &4

Type Description Qty UOM Price 200 OO Q R s
_§ testto edit and void rece | | 2.000000 EA-Each  ~ 100.00 ; A Ll Jia) a4l GU;:, Lo JS A a3, 508 Hlaay aaly callal aal 95 60 (e ST L&)
Al 5 il
Qty
6.000000
Tax Reference
daasna alildl el \Sg\ _(Ca|cu|ate) lwal) ) edi:h.u\ “La\él\..o;‘;[\ disna ) és;_uﬂ
Misc (Submit) Jua) Laauals
VAT v 0.000

Tax Reference

Total VAT 19.00 .
o 153 g€ La L) o5 31 5 gial) Jada L] iy
Met Total 100.00

Gross Total \ l 119.00

Delete Cancel Save as draft | Calculate | m

Gross Total 119.00

Actions
- sl AYY) SIS a3 (Edit - ) A8 e, o Tl sl s
) R a5l i (Edit) gl e Lasl il (Actions

/ — Edit
GUARDIAN#

18 2/23/2023 INDUSTRIES




e e bl e 5 sl Jaalis e ¢ OLY) (Sa

Invoice # | Created Date Status PO # Gross Total Unanswered Comments Dispute reason Actions

I 03/03/2022 Draft 5000224498 115.00 EUR No ,/ @

55l Jaualds A saaaall 5y 381 Ja s il e o DY) Lagl (S

0 Comments Mute Comments

(© History

Enter Comment

Sead comment noRcaton o 2 use by ying Grare (ox oSty
Attachments Add File | URL

5l ¥l

Jreall (A Y s 558l Jla ) sy ol - (Draft) dagwma o

Jaandl Ji (e 3y 5ildl) e dlaiSal) 488) 5al) o35 W) - (Pending Approval) 48 gall s & o

gl o g ) T8 5 Lgada s 5 3 5l e 438 gl cuci - (Approved) Wale 48) gal) coai o

Alall ) b (30 5 518 b (ol 5 - (Disputed) e g o

JlSIL Ll 4881 gall aay 5, 5ildl) olal) 23 - (Voided) susidll Juag) a3 o

GUARDIAN#
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(View) oae 8k javadly el mauy il @l aud 3
Ldatl) Jale Gulais g pal) A5k daasd any ol Al
oo il d€a ¢« (Approved filter) Wuls () gall
Qo e ol Ll Se dl Glasle
lele ¢l 3,58 ) 3 (Dispute reason) skl

. (Disputed filter) ¢akll diuaill Jale alaaiuly

Invoices

Instructions From Customer

Invoices

Instructions From Customer

When submitting your invoice through the Coupa Supplier Portal, you must now attach the pdf document using the Image Scan button

Create Invoices @

Create Invoice from PO

Paid PO #
INo G000224610

No
MNo
No
MNo
No
Mo
No

5000224382
5000224382
5000224382
5000224382
5000224382
5000224382
5000224382

T

Invoice #
Mane
SRG 1
Mone
test KCK 1.059 csp negative unit price
CN test 1.01.2021 csp r2o
None
Mane

CN test for r20 approval 1.10.2021

Ara

When submitting your inveice through the Coupa Supplier Portal, you must now attach the pdf document using the Image Scan butten

Create Invoices @

Create Invoice from PO

Create Credit Note

A" Disputed

v Search o

Status
Draft
Pending Approval
Draft
Pending Approval
Pending Approval
Draft
Draft
Pending Approval

-~

A"/l Payment Information ~

Invoice Date
303122
411021
410/21
1110721
110421
1110721
1110421
1710421

A

Create Credit Note

Search o]

All

Pa) Abandoned

NE

N

NE
NE

[ Payment Information

N
N
N

LT A

Approved

Credit notes

E| Disputed

Disputes with a supplier response
Disputes without supplier response
Draft

Overdue invoices

Pending Approval
E Processing

£1 Unpaid invoices
Voided

E| Create View

ayment Information

A e

Dispute reason

Quantity different from

PO/Contract or

Catalog

Quantity different from

PO/Contract or

Catalog

20 2/23/2023
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£.scoupa supplier portal

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

Aullall Guardian / SRG <l 435 1 (Select Customer) duaadl 3a3 5 e Ll
Select Customer Guardian Industries -

lhal) 8 dic d gi) (Create Invoice) Busid pldd) ) e Larzall (Action) <sl Y & el el e el s » (Orders) Gladhall a3 ) ild cLESY
(SN A e ol il el Jualss

Actions _
. Create Invoice Save = Print View
=

]

GUARDIAN#
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(Add new) was Ala) 3 (e s dila) 5l 33 g sall @lli G o LAY Sy | e il s N Jasail) Gl 5 (5538 LSl paail dndin ol el

Choose Invoicing Details h 4

*Legal Entity | Select
* Remit-To Select

* Ship From Address Select

v | @ Add New

S

(To) s (From) ¢ (General Information) 4ale clagiea (le a3 o) 3ias ol pill el (e LalE Jsiall oams tole aias Aal ) ol yeall danill dadle Jand il Jsiall gaen

Lines [J Line Level Taxation
Type Description Qty UoMm Price 2 O O C] 0 [x]
- test to edit and void race 2.000000 EA - Each ~ 100.00 !

PO Line Contract Supplier Part Number PO Tax Reference

G000224610-1 'CJ' Clear

b

Ancillary Part Number Tax Legal Wording (Reqd for EU)

b

Billing
205-951-01010000-CONTRIBUTION-831000000

MNone

22

2/23/2023

2aaal) o) a3l gl Jad 3 ga g e (38aS
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(Add Line) shw bl ) alasiuly 6 o) ji el 48] Wli€e dagaia s i JS S 1)

o Add Line e Pick lines from PO e Pick lines from Contract Totals & Taxes

Lines Net Total

50 Line waal) o) 8l al o8 aail 5 Sl dal) D5 &l sl

None 'D Clear

waall Y waad s "Filter Clause" Jéa (e Llla aasdll o)yl el cadal )" e bl s cCL“mS\ Gl e iall

Match Conditions | Match all conditions w Add group of conditions
Filter By | PO Number v | Filter Clause || G000224610 x | o
PO Number Line Item UoM Qty Price Invoiced Actions
G000224610 1 test to edit and void receipt 20.10.2021 EA-Each 2 100.00 0 @ Choose

(Choose) il (Search) €ag haarcal colgiV o jaa

Actions

& Choose

GUARDIAN#
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Dbed) L) s aaal Uil clia a5 (Create Credit Note) aad jled slid) 33U jeliin (Actions) @il ¥l & ol jeall &l Je LM\ aad L) Lty
Al b aadl) cilaae oL Ciay deadl) &dle Jand 3 Jgiall JaST g ol siadl 2aa 5 aadll

Invoices

Actions

Instructions From Customer

[{1]

A

When submitting your invoice through the Coupa Supplier Portal, you must now attach the pdf document using the Image Scan button

Create Invoices @

Create Invoice from PO Create Credit Note

Credit Note X

If you are issuing a credit note in regards to a problem with an invoice or goods shipped, please
include the invoice number. If you are issuing a credit note purely to offer a credit to your
customer, please select other.

Reas&nEResulve issue for invoice number "

1 Other (e.g. rebate)

cone

GUARDIAN#
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: (Resolve issue for invoice number) a8 8, s5i! AlSdiall Ja alasinly Al il 5 el HLis) elilad dgind o

Credit Note )¢

If you are issuing a credit note in regards to a problem with an invoice or goods shipped, please
include the invoice number. If you are issuing a credit note purely to offer a credit to your
customer, please select other,

ReasnnEF{esnlve issue for invoice number "

i Other (e.g. rebate)

cone

GUARDIAN#
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