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Overview of the Coupa Solution

{0

Z,gcoupa

E-Procurement
Digital Platform

\

0 *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

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

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

Progress towards Coupa E-Invoicing

Join us in becoming more digital & efficient!

Invoicing function

@r implemented,
: Supplier Electronic
Coupa Supplier HPR
Portal Registration invoices = Lear
Lear Electronic Required by each (To-Be)

PO’s » Suppliers Supplier
(Implemented in all (Now)

ZEcoupa
o

Lear locations)
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India GST e-Invoice System Overview

| seller | E-Invoice Registrar (s) : IRP GST System [ Buyer |
N AN J

Y h'd

e

Uploads e-invoice:
{GSTIN,

E inv number,

ERP/ Acct date,

systems  inv value... etc

w Buyer can view the
g ITC related to
> this invoice
E in his GSTR-2A
*  Outward/Inward
) ™ supplies updated in
Receives JSON IRP-n ‘ GST System for Buyer
containing: and Seller

« Digitally signed
JSON of e-invoice

* QR code

* Can be printed

* And shared as

—‘— * GST System now has

a unique invoice with a
unique number

IRP will:
*  Sign it with Registrar’s signature
* Send invoice to GST System

PDF over email * Sign and add QR code to JSON .. ,
* Send back signed JSON to buyer Se_h'er_s GST R-1 gets updated
with liability related to
Seller’s GSTR-1 gets updated this invoice

with liability related to

o this invoice
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India Electronic Invoicing in Coupa

i

szcoupa N
Validate

+ Issue Deliver Receive
Create

3

Supplier records invoice with tax authority (IRP)
IRP records the transaction & provides supplier with a JSON, QR Code and IRN
: . Electronic invoice record is validated & created in Coupa (manually or via JSON)
Semi-Clearance . Invoice is issued on behalf of Supplier by Coupa, incl. digital signature to assure
(India) long term authenticity and integrity
Electronic invoice is delivered to the buyer

Electronic invoice is received on behalf of the buyer by Coupa
Electronic invoice is provided to the buyer

L
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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);
Tax Invoice
« 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. .
Legal Invoice download
Supplier Notes
Attachments Tr test
duplicate_for_transporter_legal_invoice_. ..
0 triplicate_for_supplier_legal_invoice_s1_. .
Lear Proprietary and Confidential: The information contained herein is the exclusive property of Lear Corporation. 7
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How You Will Benefit From This

Once invoicing is implemented

: ‘/Increased accuracy and efficiency by using PO data to create invoi

‘/Instant visibility to Invoice Status and related Payment information

PORTAL

zecoupa

o CUSTOMER

‘/Instant visibility to Purchase Orders & Sourcing Events

‘/Create/Edit a catalog, defined items offered to your custo

Lear Proprietary and Confidential: The information contained herein is the exclusive property of Lear Corporation. 8
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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.

Lear Proprietary and Confidential: The information contained herein is the exclusive property of Lear Corporation.
This data shall not be disseminated or republished without the prior written consent of Lear Corporation.



Lear entities in India

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
o Lear Automotive India Pvt. Ltd 08AAACL1978K1Z5 L5WH
Lear India Engineering LLP 27AAHFL9362K1ZQ PIEN
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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

L
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Connection to Lear via Coupa

U Using our stored contact information, we shall send you an invitation to connect and register to the Coupa Supplier Portal
U Use Primary Contact as our main ‘Admin’ contact — This person can assign access/responsibilities to others

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

An automated email invitation

shall be sent to the Primary - View PO details

Contact Email address for joining - Acknowledge POs

Coupa supplier portal. - Create and Submit Invoices
-Please check your junk/spam - View/Monitor Invoice, Catalog &
folders Payment Status all within the Portal

I
Accept Register &

Transact with

Correct Contact Invitation from Account Setup Lear

Details CSP in CSP
| |

Ensure we have your latest contact details Register & complete account set up
(primary contact). This person shall act as - Update Company Profile

the CSP administrator for other - Add Legal Entity & Remit To
members information(Enable E-Invoicing)
- Notify any updates to your Lear Buyer - Add & Manage Users

contact. - Merge Accounts

Contact CoupaSupplierAsia@Lear.com
(English Only) if you encounter technical

L_ difficulties.

Lear Proprietary and Confidential: The information contained herein is the exclusive property of Lear Corporation.
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mailto:CoupaSupplierAsia@Lear.com

Register to Coupa Supplier Portal (CSP)

« Invitation from Lear

Lear Corporation TEST Registration Instructions - Action Required inbex x

Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.com=
to learvendor.asia+11000111111 =

#a English~ » Chinese » Translate message

0 LEAR. Lear Corporation TEST Registration Instructions - Action Required

fcoupa
Hello Supplier,
‘We handle all our business spend electronically in order to prevent lost documents and make sure you are paid on time. Within the next
43 hours, click the button below fo register your account. If you are not the nght person at your company, send this request to the

appropriate person by using the forward link.

Mote: not registering in a timely manner may impact your ability fo do business with us. Let us know if you are unable to register for any
reason.

Lear Corporation TEST

Forward this invitation

Overview Need Help? Coupa Info
Learn more about the
Coupa Supplier Portal

Answers to common
guestions and issues

Learn maere about how
companies use Coupa

#Ecoupa

Business Spend Management

AN

*Note:
CSP invitation is sent from

do not reply@supplier.coupahost.com
Coupa PO is sent from

do _not reply@lear.coupahost.com

Purchase Order(PO) email

<o Gpeoupa

(L]

Lear Automotive India Pvi. Ltd Purchase Order #41062224

COrder Summary
Dby 05

FOTodal 5=
Shipping Tarme  OOF
Paymant Tarme 35545 Days from vcice O

D00 R

Caomtant Do X
Do

Insight Opportunity

Lo In How

sarm more ahout Coupa

Collaboration

Lear Proprietary and Confidential: The information contained herein is the exclusive property of Lear Corporation.
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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.

Important Security Changes for Payment. Starting in May 2023, two-factor authentication will be required to access your legal entity, remit-to, and bank account information. Learn more

with our FAQs

Set Up Two-Factor Authentication Now

Keep unauthorised users out of your account by using both your password and your phone. Set up your two-factor authentication codes
with these 3 easy steps. You will only be asked to enter validation codes once every 30 days, or when you try to log in from a different
computer.

o Use your favourite Authenticator App available from your maobile

# Download on the
phone app store: examples are 'Google Authenticator' and ' App Store
'Authy’

[cag) o]
® Google Play

o Scan this QR code using authenticator app

o Enter the 6-digit validation code — open your mobile device's
Authenticator app to get this. If you lost your phone or deleted
the app, use a backup code to get logged in.

Two Factor Code
Code

Two Factor Authentication App X

Lear Proprietary and Confidential: The information contained herein is the exclusive property of Lear Corporation.
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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.

My Account Security & Two-Factor Authentication

Two-Factor Authentication

Settings
Motification Preferences () Disabled
Security & Two-Factor (® Enable only for Payment Changes (Required for changing Legal Entity or Remit-To)

Authentication () Enable for Both Account Access (Login) and Payment Changes

] Enable Using an Authenticator App available from your mobile phone app
store
Via SMS Disacled
@ Enable Using SMS, a code will be sent to your mobile phone number. Enter

verification code when prompted and select OK. SMS rates apply.

Verify your mobile phone x

To enable two factor authentication via SMS, a code will be sent to your mobile phone
number. Enter the verification code when prompted and select OK

Maobile Phone +1 201-555-5555

Lear Proprietary and Confidential: The information contained herein is the exclusive property of Lear Corporation.
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Coupa Supplier Portal(CSP) Homepage

,xcoupa supplier portal

- Language

SUPPLIERNAME

NOTIFIcATIONS (D)

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

9 (LNZ 5558 Your Company Verification Has Started! Check back soon for updates—the process can take up to 5 business days to be completed

* Menu

| 0 New: Exclusive discounts for your business to thank you for being a part of the Coupa Community. @

Recommended: Complete your profile to get paid faster and get discovered Learn More

*  Announcements

Profile Progress Last Updated

Improve Your Profile

T

18 1 3

Legal Entities

@ @ 10 minutes ago

* Notifications

Profile Summary

* Help

Registered User Connected Customers

View View

+ Banking Info & Diversity & Accelerate & Bribery Policy

Supplier Name

Website \'::'\ http:/iwww.easy-systems.be
Industry H§
About
Established ~{ 2007
Top Commodities &
Currencies &

Public Profile (& Profile

Zcoupa

Business Spend Management

1 Ij English (US)

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

Lear Proprietary and Confidential: The information contained herein is the exclusive property of Lear Corporation.
This data shall not be disseminated or republished without the prior written consent of Lear Corporation.

Announcements viewai

One-Click Savings viewa

0 Start saving today!
Explore deals for your company, exclusive to the
Coupa Community.

Merge Accounts

If your company has multiple CSP accounts, merge
them to reduce confusion for your customers. Learn
more

Request Merge

Latest Customers

Lear Corporation TEST - Gustomer 1
Lear Corporation TEST - Gustomer 2
Lear Corporation TEST - Gustomer 3
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CSP Administration & Basic Settings

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

* Invite Other Users
* Merge Accounts

« Setup Legal Entity
« Setup Remit-to

Invite User

First Name

Update Your Company Profile

Recommended: Complete your profile 1o get paid faster and get discovered Learn More

Profile Progress Last Updated
® -

Profile Summary

v BankingInfo & Diversity S Accelerate & Bribery Policy

Supplier Name

Website

Industry ¥

About #
Established = 2007

Top Commodities &

Currencies §

Public Profile Profile

Last Name

* Email

Permissions @ Customers

All Al

Orders
(O Restricted Access to
Orders
@Al

Invoices

Catalogs

Profiles

ASNs

Service/Time Sheets
(O Restricted Access to
Service/Time Sheets
@Al

Payments

Order Changes

Pay Me Now

Business Performance

Sourcing

Order Line Confirmation

Cancel

Admin Lear Corporation TEST

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
possible.

This is the efficial name of your
~ business that is registered with

the local government and the

country/region where it is

located.

"Payment Type Address

* Address Line 1
Address Line 2
* City

State

* Postal Code

* Country/Region

Add a new Remit-To account

What is your Remit-To Address?

address here.

United States v

egistered, add the

Lear Proprietary and Confidential: The information contained herein is the exclusive property of Lear Corporation.

This data shall not be disseminated or republished without the prior written consent of Lear Corporation.
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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 “| don’t have a VAT/GST Number”.

What is your Tax ID? @

Tax Country/Region | India v

VATID l

Format incorrect. Valid formats are
99AAAAAIDGOAD79 99AAAAAIDI0AAZD.
99AAAAAIOAOAAZA AAAAADIOOA

| don't have a VAT/GST Number

*Local Tax ID | Unregistered Person| (URP)

Add additional Tax |ID

L
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Purchase Order Management

{;;cuupa Supp“er porta 1 SUFPLIERNAME v | NOTIFICATIONS @  HELP v
° S e | e Ct C u Sto mer Home  Profile  Orders  Service/Time Sheets ASN  Invoices  Catalogs  Business Performance  Sourcing  Add-ons  Setup

Orders Order Lines Retuns Order Changes Order Line Changes Shipments

* View a PO

g Select Customer Lear Corporation TEST - 355_ India Testing_1... =

* Acknowledge a PO Purchase Orders
H Click the “= Action to Invoice from a Purchase Order
¢ Printa PO
v l Search ,Gl

° C O PO Number [fOrder Date  Status Acknowledged At  Items Unanswered Comments Total Assigned To Actions

Enter Omments to a P A1062224@0023-05-10  Issued None 2 Each of Laptop Battery HP Original For 640G1 No 59,600.00 INR ig

9 5 Each of Logitech H151 Headphone
10 Each of Toner Cartridge 28A Compatible High yield

* Shipment Tracking

1 Each of M.2 SDD to USB converter
2 Each of HDMI to DP Converter
2 Each of VGA to DP Convertor

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.

Lear Proprietary and Confidential: The information contained herein is the exclusive property of Lear Corporation.
This data shall not be disseminated or republished without the prior written consent of Lear Corporation.
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Create an invoice via CSP

Invoicing functionalities are only available after our Go-live announcement

« 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.

L
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Create an invoice via CSP

Invoicing functionalities are only available after our Go-live announcement

« Before creating the very first invoice per customer, please go to the Invoice menu and accept the
Coupa Terms of Use.

o

Select Customer | Lear Corporation TEST v |
Our compliant invoicing Terms of Use have been revised.
Please confirm that you have read and agree to the current Terms of Use.
If you do not agree, you will not be able to send invoices to Coupa compliant customers.
| Accept
{:}Cﬂupa Supplier port al NEW NOTIFICATIONS HELP
Profile Orders Service/Time Sheets Invoices Catalogs Business Performance Sourcing Add-ons Setup
nvoices Invoices Lines Payment Receipts
Q I Select Customer Lear Corporation TEST - 145_Awesome Tech.. " I
Invoices

Create Invoices @

Create Invoice from PO Create Blank Invoice Create Credit Note

| Exportto - | view [ Search I3

Invoice # Created Date Status PO # Total Unanswered Comments Dispute Reason Actions

I feciBCifrnmSiin  OARR[DD Pendinog Anncowal | B22n4NG 12 000 00 INE hloy

Lear Proprietary and Confidential: The information contained herein is the exclusive property of Lear Corporation.
This data shall not be disseminated or republished without the prior written consent of Lear Corporation.
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Create Invoice Using Coupa India Template

Upload authorized file or use template . . .
Option 1: Coupa India Presentation template

The Indian GST Council has rolled out the GST e-Invoice System for taxpayers having aggregate
turnover above Rs 100 Crores in the previous financial year to generate e-invoices and register
them on the system. If your organization falls under this mandate, please follow the prescribed
invoice registration process and upload the decrypted response JSON as received from the GST
e-Invoice System below. Otherwise, create an invoice using the Coupa India presentation
template.

@Use Coupa India presentation template

Upload response JSON file

Choose File No file chosen

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.

VA
Sample ASON (Response) Option 2: Upload response JSON File
'(Stlllll"'l', @
;?::;;;My FNHM+5; Vi m/fl g ;,31:::‘ G2aZm: agg(‘ J;Mbmc.n:(uu:s/ow:l "]bFQN‘;lﬂLVSWJCzlluijox\Qoﬂvmgm]QY/]o NOte " The deCOded data e/ement Of the
e e St S e oSt L response JSON should be provided to Coupa.
o T ' This is because the digitally signed JSON with

PposhSm9717pQ 91q7WOZULEBpdgUehVVFRA!/YXQ

UEQIb6SYXu3Z3ZBIunYaN/7a67EyGh7YWTw3YCzveAlu7fCVaZIfydVUUhINfys)i2Fdxq 0/S67Eu3C
QMHMJAE3t4530R L0: 1pQfnlp18qUYNT 14qTSUdZO+vixsYjIrGacZb/G1cwq)ZrkdrZgxsshAal MLRI3eNYFc1sSWWQBI
BgunfL QYKI2181D2, s ThBBVPI32a4 TaRMLIGS7M ¥1€J4TCIv3M35/3)2Kb23mAXCQXVPO4CeAAFVWED
Fw 4 PA1 O QWX v FATCNFDAr7 Vhi OAuPhVSAL +<nN/nORM

JSON corresponds to the data element of Generate IRN Response(Success) above o e

Q
/00aSaixdtY+ul9TIGBCOCIbIOGOKCVHZAME 1)k

the JSON Web Signature can only be decoded
by the supplier using their credentials.

{
“AckNo":16100028677,
“AckDt":"2020-02-29 15:20:00",
“Irn":"e2948668b712611€27240fcec2¢28d891347120b4445139156a28b9fdc8bedbs" ,

“SignedInvoice”:"eyJhbGci0iISUZIINITsImtpZCI6I  EXNUYONDI2N ] E3QTcSMzhCRTFCQTA2REIFRTKXQTQYNZUANEVEQUI ALCI0eXA101IKVIQiLCIANXQi01IFV) LFSm1GNm
“SignedQRCode" : “eyJhbGc101ISUzIINIISImtpZCI6T | EXNUYONDI2N] E3QTcSMZhCRTFCQTAZREIFRTKXQTQyNZUANEVEQUI 1LCIBeXA101IKVIQiLCIANXQ101IFV ] LFSmIGNmY

“Status":"ACT",
"EWbNO": 0,
"EwbDt":null,
“EwbValidTill":null

Lear Proprietary and Confidential: The information contained herein is the exclusive property of Lear Corporation.
This data shall not be disseminated or republished without the prior written consent of Lear Corporation.
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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.

* Invoice # | testinv 5

A\ mismatch - QR Code validation 3

* Invoice Date |04/23/20 [ ‘

A\ mismatch - QR Code 04/25/20

Payment Term
Date of Supply | 04/23/20 [
*Currency USD v
Delivery Number
Status New

Supplier Note

Attachments Add File | URL | Text
Image Scan Add Image | URL
Requester

Invoice PDF Document |

Payment Channel

* Invoice Reference | d056a57cc7cfcc6c92:
Number (IRN)

A\ mismatch - QR Code

an
nxbc 83748
India
Custom Field 1
Ram lookup N
label check cf No

Ship To Address No address selected

Buyer Tax ID | 22AAAAATITIAIZE

A\ mismatch - QR Code 22AAAAA1111A126

Accounting & Remit-To

* Chart of Accounts | IN COA1 v
Remit To
Override Tax Country India

Supplier Tax ID | QWAAA7777S ~

A\ mismatch - QR Code QWAAABBSBA

d056a57cc7cfcc6c9230aa0014e439259d0dc57cfadeea23262530111d53ea7e

QR Code | eyJhbGciOiJodHRwOIi8vd3
d3LnczLm9yZyB8yMDAXLzA
OL3htbGRzaWctbW9yZSNy
c2Etc2hhMjU2liwia2lkljoiRT
c4MDhFNkZGMDNFMTMy

ADLladtenoLUNALOL

Lear Proprietary and Confidential: The information contained herein is the exclusive property of Lear Corporation.
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Create an Invoice via Emall

Create a PO invoice by Supplier Actionable Notification (SAN) via Email

vt o IR

LEAR.

CEARORAL o8

Lear Automotive India Pvi

Order Summary
Diabe D5I02E
anipping Tarme  DOF
Payment Tarme 355 45 Cays from voice. CRIDNS

Manage your orders and more with Coupa

‘

Oipportunity

Log In How
L =

ar

Inzight

out Coupa

Lid Purchase Order #41062224

Collaboration

Choose Invoice From Address

Enter a new address

Mo Invoice From Addresses to choose from.

To add a new address click Create New Remit-To

Cancel

Create New Remit-To ]

£zcoupa supplier portal

Home  Profile | Orders  ServiceMimeSheets  ASM  Involces  Catsiogues

Create Invoice

noTECamons @ | H

Business Performance Seurdng  Add-ons  Setup

semot Gustomer (| our Copomion T=5T - 356 _inda Tostng

General Info From
vasce + wuscie
“trvoion D ~ sungmar caTH

*Paymand Tarm

Dain or aupsey
curmnoy (1R

DEmry sumber

- ~ Ramit-To Agarac:

isbuc Dran

Suppllar beoks

*atimonments @ Aoz Fio | | Tost

= svep From smarace

Irneolca Rafersnce

“Imvcioe From sgarac

P
sgnea = coe
7
To
e sy
f— -
P Lo

* Batyar AT

- erep To Aarace

Bofachuied Fayerant
st

S

e T
on Frvers

ANCLISTERIZE

moc

Create a Remit To address to make it available on invoices to specify the details of
how you would want to be paid. The Remit To name helps when creating invoices
online.
Company Information

Supplier Berdikary Stationery

* Country/Region | United States -

* Registered company I

legal name
Address
Remit To Name
*Line 1
Line 2
» City
State ~
* Postal Code

Preferred Language | English ~

Tax Registration

Tax Country/Region | United States -

Tax ID

Not For Cross-Border O
Invoices

Banking Information
NOTE: Banking information is required for compliant invoicing when indicated (with
). Otherwise, banking info here is not required and will remain private

Bank Name:

Cancel Create and Use

or Detault 14

x Pz -
-

Scheduled Payment Nor

Date

Supplier Default INR
Currency

< * ‘Whether Tax is Payable hd

on Reverse Charge

Yes
No

Lear Proprietary and Confidential: The information contained herein is the exclusive property of Lear Corporation.
This data shall not be disseminated or republished without the prior written consent of Lear Corporation.
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Coupa Invoice Status

« Once successfully submitted, suppliers can not edit / withdraw the invoice by themselves.

Legal PDF

Initiate
Invoice

Approved

Withdraw from Dispute

Pending
Approval

New

Credit Disputed
(+invoice) Resolve
—
Abandon
A 4
—
Abandoned

L

Lear Proprietary and Confidential: The information contained herein is the exclusive property of Lear Corporation.
This data shall not be disseminated or republished without the prior written consent of Lear Corporation.
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Taxes on Invoice

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.

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

1

Lines
Type Description Qty uom Price 4950 00 [x]
c 2 o\ I\
« Lsptop Batiary HP Orig Eac - 4250.00 LU U
*HSN/SAC PO Line Service(Time Sheet Line Contract
Supplier Part Number
Billing
5400-COMMUNICATIONS DEVICES AND ACCESSORIES-51014600
Tax Tax Rate Tax Amount Tax Reference
GST verse
[+]
= Q) Pick Tax Collected at Source
Rate Base Amount Amount
0.1%
Tot g.o75%
Tines Met Toia To000
Lines Tax Tatals 1.190.00
Total Tax 1,190.00
Net Tatal 4.250.00
Tax Collected at Source 0.00
Gross Total 5,440.00
Delete Cancel Save as Draft Calculate Submit

Lear Proprietary and Confidential: The information contained herein is the exclusive property of Lear Corporation.
This data shall not be disseminated or republished without the prior written consent of Lear Corporation.
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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.

‘2= Payment Agreements
Prepayment

Due Date
08/19/22

Terms
313_CASH_CASH

Note
None

Prepayments Total
Retainages Total

33%
0%

11,000,000 vND
0vND

Lear Proprietary and Confidential: The information contained herein is the exclusive propert
This data shall not be disseminated or republished without the prior written consent of Lear Cor

LEAR. Purchase Order

CORPORATION

Supplier Ship-to Address Bill-to Address
CONG TY CO PHAN SOTAVILLE Lear Corporation (Vietnam) Ltd Lear Corporation (Vietnam) Ltd

X4 Building, Hai Pheng Do Son Industrial Zone X4 Building, Hai Phong Do Son
So 580 Tod;Ngo 12 Haiphong, 180000, Viet Nam Industrial Zone
Ha Moi, nia |Attn: Hoang Thi Nam Haiphong, 180000, Viet Nam
learvnedor.asia+ 12000000296 @gmail.com VAT 1D: 0200795346
Vendor Code: 10107820
Shipping Terms ~ |Payment Terms Contact PO Number|Reqg# Date Currency |Total Value
Delivered Duty Paid |60 Days from Hoang Thi Nam VNO62338- (1261409 |04/13/21 |VND 33,800,000

invoiceDate 55912 staging test@coupa.com|2

|Line| Description | Supplier Part Number|Qty| Unit| Need by Date/Due Date|CC/PAR|GL Account| Price | Total |
| 1 |safety shoes King Power I-881 |King Power 1-881 |65 |Each|12/31/21 |s199  [50011280 |520,000]23,800,000]
Payment Agreements
Type |DUQ Date \F‘aymant Term [Amoun[ |Nnms |
prepayment |osr1ar22 |casH 111,000,000 VND | |

This informatien is confidential and should not be shared with any Jrd parly without the expressed consenl of Lear Corporation affected affiliates.

This Purchase Order incorporates and is governed by the Lear Corporation Purchase Order Terms and Conditions (as modified for the country from which Lear or
the applicable Lear affiliate issues the Purchase Order) available at hitp:/www.lear.com.

Purchase Order number and Part Number must appear in all correspondence, invoices, shipping documents and packages.

In casa Lear has executed or executes a purchase framework agreament, a Lear supply agreement, @ Master services agreement or similar agreament with the
Supplier, the purchase of services by Lear shall also be subject 1o such agreement

As communicated, Lear's new invoice intake process has taken effect and applies to this PO. Lear reserves the right to return all invoices or related documents
submitted incorrectly — All PO Invoices must be submitted via the Coupa channels (Coupa Supplier Portal URL https:/isupplier.coupahost.com). Please contact
CoupaSupplierAsia@Lear.com if you require any support with registration or use of the Coupa Supplier portal. Invoices submitted through the old channels (POST
OR EMAIL) will not trigger the booking process and may cause payment delays.
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Resolve Disputed E-Invoice

« Reasons of Dispute Status

-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

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.

Warning from Lear Corporation TEST X

This Invoice has the following warnings:

+ You are about to submit an inveice for a higher guantity than autherized by the purchase order. Please
correct or contact your Lear buyer. Otherwise, your invoice will be disputed.

» You are about to submit an invoice for a higher price than authorized by the purchase order. Please correct or
contact your Lear buyer. Your invoice will be set to disputed if you continue.

Continue Editing m/
&

* 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 Q) v intheir top right corner.

Lear Proprietary and Confidential: The information contained herein is the exclusive property of Lear Corporation.
This data shall not be disseminated or republished without the prior written consent of Lear Corporation.
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Example:

/v | NOTIFICATIONS @

zcoupa supplier portal

Home Profile Orders Service/Time Sheets Invoices = Catalogues Business Performance  Sourcing  Add-ons  Setup
Invoices Invoices Lines Payment Receipts
Select Customer Lear Corporation TEST - 355_ India Testing
Invoices
Create Invoices @
Create Invoice from PO Create Blank Invoice Create Credit Note

Search

Actions

E

Unanswered Comments  Dispute Reason

Invoice # Created Date Gross Total

Quantity different from PO/Contract or Catalog

I 123456781234 2023-05-14

o

Net Total 25,500.00
Total Tax Collected at Source 0.00
Gross Total 32,640.00

Cancel Inveice Adjust

Lear Proprietary and Confidential: The information contained herein is the exclusive property of Lear Corporation.
This data shall not be disseminated or republished without the prior written consent of Lear Corporation.
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View Payment Information

« Payment Information View:

Invoices

Create Invoices @

Create Invoice from PO Create Blank Invoice Create Credit Note
Paid PO # Invoice #  Status Invoice Date Payment Term Date Of Supply Payment Information
No A1062224 355RCM  Pending 2023-05-10  355_45 Days from 2023-05-10
12333 Approval Invoice_CKI045
Yes A1062224 355RCM  Approved 2023-05-10  355_45 Days from 2023-05-10 Payment# Laptop Battery HP Original For 640G1 on
12345 Invoice_CKI045 2023-05-11 for INR 8,500.00

Perpage 15 | 45 | 90

+ 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.

~ Payments

Payments
Status Fully Paid

Paid-in-Full Date 2023-05-22

Payment Reconciliation Details
0 Status Date Type Description Amount
Posted 2023-05-22 Tax GLA_22211520_2-94C 540.00
Posted 2023-05-22 Payment Jabra speak 510 26,480 25
Lear Proprietary vrasorrracroran—r - o poTacroTTs

b reTTTTETToTT rreaT worTeT=TT i TeoT LA i &
This data shall not be disseminated or republished without the prior written consent of Lear Corporation.



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

Al

view
Exportto -~
ayment Information

01

ROM INY Abandoned CSV plain (current columns)
Approved

ROM INY Credit Notes I CSV for Excel (current columns)
Disputed

ROM INY . . . .
Disputes with a supplier response Excel (current columns)

oM INY Disputes without supplier response

Orait Legal Invoice (zip)
ROM INY Overdue invoices
. Payment Information LA Falaf=1 FTTITFF
AL Pending Approval

ROM INY Processing
Unpaid invoices
Voided
Create View

Lear Proprietary and Confidential: The information contained herein is the exclusive property of Lear Corporation.
This data shall not be disseminated or republished without the prior written consent of Lear Corporation.
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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!

Lear Proprietary and Confidential: The information contained herein is the exclusive property of Lear Corporation.
This data shall not be disseminated or republished without the prior written consent of Lear Corporation.
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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?

Lear Proprietary and Confidential: The information contained herein is the exclusive property of Lear Corporation.
This data shall not be disseminated or republished without the prior written consent of Lear Corporation.
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Lear Proprietary and Confidential: The information contained herein is the exclusive property of Lear Corporation.
This data shall not be disseminated or republished without the prior written consent of Lear Corporation.




