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Overview of the Coupa Solution

*CSP – Coupa Supplier Portal

Coupa is a market leading cloud based 
Procure-to-Pay software used by many 
organizations for electronic Purchase 
Order & Invoice transactions

Increased efficiency and collaboration 
between Lear locations and supply base 

Once registered you will be ready to benefit 
from a highly automated & intuitive 
system with instant visibility to invoice 
status/payment transparency

E-Procurement
Digital Platform

Coupa Supplier Portal is free of charge & 
registration is required for all suppliers for 
easy access to Purchase Orders & direct E-
Invoicing
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Progress towards Coupa E-Invoicing

Join us in becoming more digital & efficient!

Coupa Supplier 
Portal Registration 
Required by each 

Supplier

(Now)

Lear Electronic 
PO’s ➔ Suppliers 
(Implemented in all 

Lear locations)

Invoicing function 
implemented, 

Supplier Electronic 
invoices ➔ Lear

(To-Be)
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India GST e-Invoice System Overview
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India Electronic Invoicing in Coupa
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Coupa Offered Compliance-as-a-Service

• Coupa enables Suppliers to create legally compliant e-invoices;

• Coupa de-risks the invoicing process by:

• Validating the presence of country-specific mandatory data;

• Managing Tax (GST/VAT/TCS) Rates;

• Guaranteeing authenticity and integrity by digital signature 
(Trustweaver);

• All of these validations happen prior to invoice issuance;

• Once the invoice is submitted it cannot be edited. If the invoice is 
incorrect, this must be remedied via a credit note.

• Legal Invoice (PDF) is generated by Coupa on behalf of the supplier.

Coupa takes responsibility for all the above & the maintenance of it.
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How You Will Benefit From This
Once invoicing is implemented

✓Submit your invoice electronically to Lear via CSP at your convenience

✓Increased accuracy and efficiency by using PO data to create invoices

✓Instant visibility to Invoice Status and related Payment information

✓Self-Managed, complete control of assigning your CSP user access

✓Instant visibility to Purchase Orders & Sourcing Events

✓Create/Edit a catalog, defined items offered to your customer
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Phased Deployment in India

• For India, we will deploy the new Coupa Invoicing solution to all plants by phase:

• 2 pilot entities will go live in early June.

• Another 10+ entities will follow up and go live in August. 

• Please refer to next slides for the list of all Lear entities in India.

• For each phase, Go-live announcement will be separately sent to you. Before you officially 
receive the go-live announcement, please follow the existing process to send invoices into the 
Lear plant. 

• After go-live, rule-of-thumb on how to invoice: if you receive a Lear Coupa PO, then invoices for 
such a PO should be submitted via Coupa (today’s training). If you have received a Lear PO 
which is not issued from Coupa, then invoicing process does not change as compared to today. 
Comply with other requirements from the Lear plant team(s) to you too.
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Company Name GSTIN Lear Internal HFM Code

Lear Automotive India Pvt. Ltd 27AAACL1978K1Z5 145

Lear Automotive India Pvt. Ltd 27AAACL1978K1Z5 161

Lear Automotive India Pvt. Ltd 27AAACL1978K1Z5 163

Lear Automotive India Pvt. Ltd 33AAACL1978K1ZC 164

Lear Automotive India Pvt. Ltd 27AAACL1978K1Z5 175

Lear Automotive India Pvt. Ltd 05AAACL1978K1ZB 232

Lear Automotive India Pvt. Ltd 27AAACL1978K1Z5 355

Lear Automotive India Pvt Ltd 36AAACL1978K1Z6 355WH

Lear Automotive India Pvt. Ltd 08AAACL1978K1Z5 362

Lear India Engineering LLP 27AAHFL9362K1ZQ 171EN

Lear India Engineering LLP 27AAHFL9362K1ZQ 173EN

Lear Automotive India Pvt. Ltd 27AAACL1978K1Z5 175

Lear Automotive India Pvt. Ltd 24AAACL1978K1ZB 175WH

Lear Automotive India Pvt. Ltd 33AAACL1978K1ZC L5

Lear Automotive India Pvt. Ltd 08AAACL1978K1Z5 L5WH

Lear India Engineering LLP 27AAHFL9362K1ZQ PIEN

Lear entities in India
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Today’s session in relation to the CSP User Guide

Today’s subject – Corresponding pages in the User Guide

• Register to Coupa Supplier Portal(CSP) and logging in - Page 3 ~ 15

• CSP Home Page – Page 16 ~ 28

• CSP Admin & Setup – Page 29 ~ 49

• View & Manage POs – Page 58 ~ 61

• Invoice Creation – Page 62 ~ 69

• View & Manage Invoices – Page 69 ~ 79

• View Payment Information – Page 79 ~ 82

• Resolving Invoice Disputes – Page 82
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Connection to Lear via Coupa

Correct Contact 
Details 

Accept 
Invitation from 

CSP  

Register & 
Account Setup 

in CSP 

Transact with 
Lear

❑Using our stored contact information, we shall send you an invitation to connect and register to the Coupa Supplier Portal

❑Use Primary Contact as our main ‘Admin’ contact – This person can assign access/responsibilities to others

❑ It is important you act quickly and connect to the Supplier Coupa Portal to get full benefit of this digital communication

Ensure we have your latest contact details 

(primary contact). This person shall act as 

the CSP administrator for other 

members 

- Notify any updates to your Lear Buyer 

contact.

An automated email invitation 

shall be sent to the Primary 

Contact Email address for joining 

Coupa supplier portal.                                                                            

-Please check your junk/spam 

folders

Register & complete account set up

- Update Company Profile

- Add Legal Entity & Remit To 

information(Enable E-Invoicing)

- Add & Manage Users

- Merge Accounts

Contact CoupaSupplierAsia@Lear.com

(English Only) if you encounter technical 

difficulties.

- View PO details

- Acknowledge POs

- Create and Submit Invoices

- View/Monitor Invoice, Catalog &  

Payment Status all within the Portal

12
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Register to Coupa Supplier Portal (CSP)

• Invitation from Lear

• Via Invitation Email from Lear

• Purchase Order(PO) email

*Note: 
CSP invitation is sent from 
do_not_reply@supplier.coupahost.com
Coupa PO is sent from 
do_not_reply@lear.coupahost.com

mailto:do_not_reply@supplier.coupahost.com
mailto:do_not_reply@lear.coupahost.com
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Set Up Two-Factor Authentication 

Via Authenticator App

1. First, click the set up two-
factor authentication now.

2. Scan the QR code using 
authenticator app.

3. Enter the 6-digit 
validation code in the 
authenticator app.

4. Click enable.
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Set Up Two-Factor Authentication 

Via SMS

1. First, click the Account 
Settings found at the top 
of the page, under your 
username.

2. Choose “Security & Two-
Factor Authentication”

3. Close the pop-up 
instruction for 2FA App.

4. Tick the box to enable 
“Via SMS”.

5. Input your mobile phone 
number and click “Next” 
to verify.
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Coupa Supplier Portal(CSP) Homepage

• Language

• Menu

• Announcements

• Notifications

• Help

54

3

2

1
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CSP Administration & Basic Settings

The following parts can be done before E-invoicing goes live!

• Update Your Company Profile

• Invite Other Users

• Merge Accounts

• Setup Legal Entity

• Setup Remit-to
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CSP Administration & Basic Settings - India

The following parts can be done before E-invoicing goes live!

• While setting up your Legal Entity, if you are not registered for GST, please indicate as 

“Unregistered Person” after clicking “I don’t have a VAT/GST Number”.
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Purchase Order Management

• Select Customer

• View a PO

• Acknowledge a PO

• Print a PO

• Enter Comments to a PO

• Shipment Tracking

Remarks: 

• Unit prices on the Lear POs should be GST/VAT excluded. GST/VAT is only specified during 

invoice stage.

• As a supplier to Lear, before supplying of goods or rendering of services, please ensure that you 

have received a Purchase Order from the Lear requesting party. Otherwise, your on-time payment 

will be impacted.

1

3

2
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Create an invoice via CSP

• Create Invoice from PO

• Create Blank Invoice 

• Create Credit Note – will be explained in the “resolve a disputed invoice” section.

Remarks:

• If you are a supplier for multiple Lear entities, select the correct customer first before invoicing.

• Supplier is responsible for the accuracy of the submitted invoice data, including the applicable 

HSN/SAC codes and the tax information. Should Lear approve, payment will be issued based on 

the system data in Coupa, not the details in the attachment.

• Attach a PDF invoice wherever possible into the system – please follow the plant requirement 

whether or not a hard copy invoice needs to be sent to the plant.

Invoicing functionalities are only available after our Go-live announcement
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Create an invoice via CSP

• Before creating the very first invoice per customer, please go to the Invoice menu and accept the 

Coupa Terms of Use.

3

2

1

Invoicing functionalities are only available after our Go-live announcement
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Create Invoice Using Coupa India Template

Option 1: Coupa India Presentation template

Suppliers who are not registering their invoices on 
the GST system can use this option to directly go 
to the “Create Invoice” and fill out their invoice 
content. Coupa will continue to generate the legal 
invoice PDF for such invoices without the graphical 
QR code.

Option 2: Upload response JSON File

Note：The decoded data element of the 

response JSON should be provided to Coupa. 
This is because the digitally signed JSON with 
the JSON Web Signature can only be decoded 
by the supplier using their credentials.
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Create Invoice Using Coupa India Template

Option 2: Upload response JSON File (cont.)

• If the above mentioned upload is successful, Coupa populates the invoice object with data 
parsed from the JSON file for the following fields:

• Invoice Number

• Invoice Date

• Invoice Reference Number (IRN)

• QR Code

• These fields are marked as “read-only”

on the ‘Create Invoice’ page. And the JSON 

file is saved as a non-editable attachment

on the invoice.
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Create an Invoice via Email

Create a PO invoice by Supplier Actionable Notification (SAN) via Email
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• Once successfully submitted, suppliers can not edit / withdraw the invoice by themselves.
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Coupa Invoice Status
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Taxes on Invoice

GST can be added on invoice line and TCS can be added on invoice summary level in Coupa 

• Choose the tax type (GST) per invoice line.

• Choose an applicable tax rate. And use the
Add or Delete   button to manage the
multi-tax line situation per invoice line.

• In case of India RCM, select Reverse Charge 
under Tax Rate. And if you know the
applicable RCM rate, please choose it under 
the Tax Reference.

• Click “Add Tax Collected at Source” if TCS is 
applicable on your invoice.

• Choose a TCS rate and TCS amount will be 
calculated automatically.

• After all required taxes are added, please go 
to the bottom of the page, click Calculate to 
verify whether the total amount matches 
your invoiced amount.
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Manage Multiple Payment Schedules on PO

• Subject to your agreement with Lear, if your purchase order requires multiple payments at 
difference stages, please try to issue tax invoices for each payment.

• For example:

• The agreed payment schedules to purchase an equipment X is 10%+80%+10% (10% down 
payment on order issuing, 80% after physical delivery, 10% warranty to be paid out one year 
after commissioning);

• This payment agreement information will display on the PO in “Payment Agreements” section;

• In this example supplier shall issue 3 invoices and submit in Coupa 3 times by the time point 
remarked in the agreement – please adjust the invoice amount in Coupa on each submission; 

• If you have any questions on this requirement, please send them to your Lear 
Buyer/Purchasing Contact.
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Resolve Disputed E-Invoice

• Reasons of Dispute Status

In case you tried to submit an invoice that is not aligned with the above rules, you will receive a 

submission warning, in that case do not submit your invoice or it will be disputed automatically. 

• Methods to Resolve Dispute : “Cancel Invoice” or “Adjust”

• Cancel Invoice: create a full Credit Note to cancel the incorrect invoice;

• Adjust: create a partial Credit Note to correct it.

❖ The method of resolving a dispute depends on the type of your invoice Standard e-invoice or Country compliant e-invoice in 

Coupa, and this is mainly driven by which country you’re from. Country compliant e-invoices are marked with a green checkmark 

next to the country code in their top right corner.

-Backdated more than 60 days                                       -Does not match with the PO’s currency

-Exceeds the PO quantity                                                -Exceeds the PO unit price (For quantity based POs)

-Exceeds the PO amount (For amount based POs)       -Has a different Unit of Measure (UOM) than the PO line
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Example:
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• Payment Information View: 

• Payments Section on the Invoice Page:

• If you see a Payment Reconciliation line of type “Tax”, please note that TDS is applicable to this invoice 

and Lear has deducted this part from the payment. 

30

View Payment Information
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Create Custom Views & Export a Report in CSP

• “Create View” : Select any of the available columns to create custom views

• “Export To” (drop-down menu) : generate a report in CSV or Excel format
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Summary

• Coupa Invoicing is being gradually implemented in all Lear locations;

• Coupa Supplier Portal(CSP) is a central digital platform, containing all key data -

Purchase Orders, Invoices and Catalogs etc.;

• Require Suppliers to respond to the invitation and register CSP account to 

transact with Lear；

• Increase efficiency, reduce mistakes and manual handling process to avoid 

unnecessary delays in payments；

• Monitor invoice status and related payment information via CSP transparently；

• Adopt Coupa latest technologies and innovations with Data-Driven 

communications, helping us to resolve issues more rapidly!
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PLEASE CONTACT LEAR’S COUPA SYSTEM SUPPORT TEAM AT
CoupaSupplierAsia@lear.com IN CASE OF ANY TECHNICAL 
QUESTIONS OR IN NEED FOR TECHNICAL SUPPORT.

YOUR LOCAL BUYER CONTACT SHOULD ALSO BE ABLE TO 
HELP YOU UPDATE THE CONTACT INFORMATION AND ISSUE 
AN INVITATION TO CSP.

ANY QUESTIONS?

mailto:CoupaSupplierAsia@lear.com
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THANK YOU！
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