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How to transact in Coupa via Email using
Supplier Actionable Notification (SAN) or Email flip

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

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

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

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

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

If the Supplier email address is added in the VCA systems, the PO will be automatically emailed directly to you
POs will be issued to a PO email address confirmed by the supplier and not to the primary contact email
address (unless they are identical).

Contact OrderRightSupport@VCA.com if unsure which email you currently have on file or need to update

1. Receive and view orders

Purchase Orders will come from VCA, Inc. to your Inbox
Go to your Inbox, open the Email to view the PO (see image below)
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Date: Today VCA, Inc. <do_not_reply@vca-test.coupahost.com=>

VICA, Inc. CAPNA Purchase Order SCAPOO49TY Wed 3/2... 12 N
CAPNA Purchase Order #CAPOO4STY A Animal Hospitals, Inc. Purchase Order #VCADD4966
VCA, Inc. CAPNA Purchase Order SCAPO04970 Wed 3/2.. 12.. - v bz viiew i i @ weels bovcrvesen,
CAEIA Furchate Coder- AR 1 privay, Outlook prevented sutom F e pectures |
VA, Inc. CAPNA Purchase Order SCAPO04969 Wed 3/2.. 12
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1 WCA, lnc. VCA Animal Hospitals, Inc. Purchase Ord... Wed 3/2.. 10..

VCA Animal Hospitals, Inc. Purchase Order #VCA004966
VA Animal Hospitals, Inc, Purchase Order SVCADO4096T "X
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VCA Animal Hospitals, Inc.
PURCHASE ORDER

CAPNA Purchurie Drder #CAPDIM069

VCA, Inc. VCA Animal Hospitals, Inc. Purchase Ord.. Wed 3/2.. 10

VCA Animal Hospitals, Inc. Purchase Order #VCAND4068

B VCA, Inc. VCA Animal Hospitals, Inc. Purchase Order 8V Wed 3/2_ 109
VCA Animal Hospitals, Inc. Purchase Order 8VCADD4O66

VA, Inc.VCA Animal Hospitals, Inc. Purchase Ord... Wed 3/2.. 11

rdber BVCADD49G]

VA Animal Hospitals, Ine. Purch

2. Acknowledge a Purchase Order via Email

Wed 3/21/2018 10:31 AM
VCA, Inc. <do_not_reply@vca-test.coupahost.com>
Il VCA Animal Hospitals, Inc. Purchase Order #VCA004967

To  MXiomara Carrillo

Click on the Acknowledge PO button to notify VCA
that you have received the purchase order

0 If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures ir|

Coupa will open in a new browser tab or window. P
24 KB
You will see the message ‘Order Acknowledged’ at

the top of the screen (see image below)
b= Sign Out
Purchase Order #VCA004966 Croate Invoice || [FPT
Status ssusd - Sent viz Ema 9 Shipping 5

Order Date 03721115 Ship-To Address 12401 W, Olympic Blvd

Los Angeles, CA 90064

United States

Location Code: 0001-001

Altn: Xiomara Carillo
VATID VAT1111

Revision Date 03/21/18
Requester Xiomara Carrillo
Email xjomara.carrillo@vca.com
Payment Term N30

Attachments None Terms Per Contracted Terms

Acknowledged ¥

VE:A Animal Hospitals, Inc.
PURCHASE ORDER
JP Construction

Los Angeles, CALIFORNIA 80011
Altn: JP Smith

Notice that you also have the
ability to add a comment or
create an invoice directly from
your Emdl

For additional help and support, please contact OrderRightSupport@VCA.com
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3. Create Invoices via Email

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

VCA, Inc. <do_not_reply@vca-test.coupahost.com>
VCA Animal Hospitals, Inc. Purchase Order #VCA004967

To M Xiomara Carrillo

1 1f there are problems with how this message is displayed, dlick here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures i

Note: If you have not set up a G purchase_order tmi
Remit-To Address prior to creating :

an invoice for the first time, Coupa
will ask you to create one.

Please see Quick Reference Guide — e TS LA ST

How to set up Remit-To Address

VCA Animal Hospitals, Inc. Purchase Order #VCA004967

Orcer Right
Coupa will open a new browser Create Invoice creae
tab or browser.
General Info From
On the Create Invoice screen, | * Invoice # | * Supplier JP Construction
input the invoice number into P —— Supplier TaxID None
the Invoice # field * Invoi fon-36 i o
Paymenl Term N30 I} Invoice From Address jg ;:;r;ts:ructlon JP Smith
. . . *Currency USD 12401 West Olympic Boulevard
Note: An asterisk* indicates all S B Los Angeles, CALIFORNIA 90064
other required fields United States

Image Scan Mo file chosen
*Remit-To Address JP Construction-JP Smith o
JP Smith
12401 West Olympic Boulevard
Los Angeles, CALIFORNMIA 90064
United States

Supplier Note

7
Attachments add File | URL | Text * 8hip From Address .JIZ E:r;s:mdion-JP Smith o]
On the Lines section, ensure all details are accurate such as:
= Price
= Quantity
= Part Number
= Unit of Measure
On the PO Line field, you will see that the PO number is reference
|_| nes Line Level Taxation
Type |Description Gty Uom Price Total a
& || 1-1/4 in. Bristie Stencd Paint | |10 Each v 10.00 100.00
PO Line Contract Billing Period | Supplier Part Mumber Commodity Billing Notes
voanoeaTat || | 860-5808-0001 | s4ssa (Dther Outside Senvices

Supplier Part Number

ﬂ Add Tag

For additional help and support, please contact OrderRightSupport@VCA.com
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On the bottom right side of the Lines section, you can enter Shipping, Handling and Tax fees (if applicable)
Note: On the Tax Description field, you can:

= Select a tax code from the Tax Code dropdown

= Manually enter a tax percentage (middle section), click calculate

= Manually enter a tax amount ()

Lines Line Level Taxation
Type Description Gty UOm Price Total Q
& | 1-1/4 in. Bristie Stencd Paint | | 10 Each - 10.00 lbzizy
PO Line Contract Eilling Peried Supplier Part Number Commodity Billing Notes
WCADD437341 " 260-5206-0001 54853 Cther Quiside Services

Supplier Part Number

o Add Tag
a Add Ling Subtotsl 100.00
Shipging
Handling
Misc
In the Comments section, enter any [T= Description || 0000|0000
comments for VCA and then click Add Total Tax 0.00
Comments Total 100.00

Click Submit once you are ready to submit
your invoice

Save as draft | Calculate | | Submit |

0 Comments

Add Comment

After you click Submit, a pop up appears to confirm if you are ready to send the invoice.
Note: once an invoice has been submitted, NO changes can be made.
Click Send Invoice to complete the process.

Are You Ready to Send?

Wou're about to send an invoice to VICA, Inc. for 3 total amount of 100.00. Snce sent. youll have
o contact your custemer directly to make changes to the invoice

Continue Editing Send Invoice

For additional help and support, please contact OrderRightSupport@VCA.com




