AkzoNobel

Instructions for submitting digital invoices
via Coupa

This invoice submission channel only applies for Coupa
PO- purchase order number start with 80; and only applies
for countries listed below:

e Australia

e Austria

e (Canada

e (Czech Republic
e Denmark

e Germany

e  Hungary

e Jreland

° Morocco

e Netherlands
e New Zealand
e Norway

e Portugal

e  Saudi Arabia
e Singapore

e  South Africa

e Spain

e Sweden

e  Switzerland
e Tunisia

° United Arab Emirates
e  United Kingdom
° United States



AkzoNobel

Instructions for submitting digital invoices
via Coupa

Instructions to be followed while using Coupa Portal:

1. Log in the Coupa Supplier portal: Coupa Supplier Portal
(coupahost.com);

2. Check connection status with AkzoNobel on home page,

A. If connected with AkzoNobel, go to next step

B. If not connected, go to Setup — Connection Requests,
search “AkzoNobel”, submit a connect request.

3. Go to Business Profile section to create the legal entity and
payment method, Coupa legal entity instruction please refer
document "Setup legal entity" available in the Supplier
information page.

4. Go to orders tab, click the golden coin icon at the end of
each PO line to create an invoice flip to this PO; for more
information about Coupa invoice instruction, please refer
document "Create an invoice" available in the Supplier
information page.

5. Enter invoice details and upload required supporting
documents

6. Submit.



