@ Swiss Re

Swiss Re's e-Invoicing

We welcome you to supplier information package. This document explains all about
electronic invoicing in Swiss Re.
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@ Swiss Re

What is e-Invoicing?

Swiss Re strongly advocates and favors receiving the invoices electronically, via one of
the electronic invoicing channels. Electronic invoicing, or shortly e-Invoicing is a form of
electronic billing which ensures high compliance.

With e-Invoicing, the invoice is issued, transmitted, and received in a structed data format
which allows for its automatic and electronic processing.

How to send invoices to Swiss Re?

The primary e-Invoicing channel for submitting invoices to Swiss Re is Coupa Supplier
Portal (CSP). This service is provided by Coupa, free of charge and without need for
additional installation.

CSP (Coupa Supplier Portal)

v" Open supplier portal

v" Overview of approved purchase orders, all your invoices and invoice payment
status

v' Registration is needed, free of charge

v' Portal accessible by multiple users

cXML (invoice generation via Code)

In case you are supporting cXML and / or submit high number of invoices to Swiss Re,
we recommend using e-Invoicing channel Direct Connection (cXML).

Direct Connection (cXML) is specific method where invoices are posted via cXML files
directly to Coupa. The implementation of cXML might be more technically demanding and
requires the system configuration. After initial setup, the process is fully automated.

v" Invoices are posted via cXML files directly to Coupa

Feel free to reach out to us via SwissRe vendors@swissre.com to let us know which
option you prefer.

Important: The content of the invoice description should not contain any personal data
other than the Swiss Re contact person name. Please avoid referring/including
unnecessary identifiable information in the description of the scope of service. Please
only include identifiable information under the purpose of payment.

Back to Main page
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@ Swiss Re

COUPA SUPPLIER PORTAL

The Coupa Supplier Portal, or CSP for short, offers a user-friendly platform to
transparently view all invoices and approved Purchase Orders. Users can easily transform
Purchase Order details into the invoice, using PO-Flip method and also generate credit
notes.

If you do not use CSP yet, one-time free registration is needed.
If you already use CSP with other customers, you do not need to re-register.

Want to know more? Coupa \Website might help.

Registration and set up

is done via system of CSP. We will send you the system invitation to your email address.
The invitation is linked to your credentials and email address, and it can be forwarded to
other colleague in your company.

If we sent you the invitation and it's nowhere to be found, please check your spam.
Example of invitation email

Action Required - Swiss Re Registration Instructions

After clicking on the link your invitation, you will be redirected to registration page.
Language can be changed at the bottom of the page.

Back to Main page
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@ Swiss Re

Welcome to the Coupa Supplier Portal

Please validate the information below and create the password for your account.

*First Name | Sandra
* Last Name
* Company
* Email sandra @ de

* Password

* Password
Confirmation

| accept the Privacy Policy and the Terms of Use.

I'm not a robot

-

Deutsch (Belgien)

Deutsch (Luxemburg) !7

Deutsch (Schweiz)
Deutsch (Ostemreich)
English (Australia)
English (Canada)
English (Hong Kong)
ij English (US)

© 2006-2018 Coupa Software Incorporated
Privacy Policy - Terms of Use

First, last name, your company name and e-mail are pre-filled.

Create a password.

Tick the box "l accept the Privacy Policy and Terms of Use" and "I'm not a robot".

Complete the registration by clicking the Submit button.

Before submitting your first invoice, you need to set up MFA and provide your details in
Legal Entity setup — this is one-time activity only, described in next section.

Back to Main page




Swiss Re

Multi Factor Authentication (MFA)

MFA requires one-time set up:

1. Select Account Setting on your account, follow to Security & Multi Factor
Authentication. Set up MFA based on your preferences.

£zcoupa supplier portal NOTIFICATIONS €  HELP -

Home Profile Forecasts Orders Service/Time Sheets I\ =M isiness Performance

Sourcing Add-ons Setup Log Out

My Account security & Multi Factor Authentication

S Multi Factor Authentication
Notification
Praten

@ For Payment Changes (Required for changing Legal Entity e Rernit.To)

() For Both Account Access {Login) and Payment Changes

ia Authenticator App

Use an Authenticator App available fram your mobile phone app store.
Default

Via Text Message

Usée a code sent via tlext message 1o your phone number
Drefault

2. You will receive the confirmation email once you set up your MFA correctly.

#Coupa

Multi-Factor Authentication Enabled

Hi
You have successfully enabled Multi-Factor Authentication on your Coupa Supplier Portal
account for payment account settings and login attempts.

The security of your account is very important to us and we want to ensure that you are
updated when important actions are taken

Follow these next steps
1. Download or print your backup codes in case you lose your phone or delete the app
Create backup codes by clicking Review Settings below.

2. Be prepared to enter the new verification code when prompted any time you're viewing
or modifying your financial account settings or log in

Review Security Settings

w.Coupa

Business Spend Management

Back to Main page
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@ Swiss Re

Legal Entity setup

1. Choose Business Profile on the top bar, follow to Legal Entity Setup and Create.

2. Enter your information, after that you will be ready to submit your invoices.

xcoupa supplier portal

ﬁ Invoices Orders Business Profile Setup Service Sheets ASN

NOTIFICATIONS @ HELP

Sourcing Forecasts More...
Business Profile | Legal Entitie I Information Requests Performance Evaluation
Legal Entities
Create Q Vv

Submit invoice via CSP

1. Login to Coupa Supplier Portal (coupahost.com) with your credentials.
2. You will be redirected to the homepage.
3. Hover to the notifications section:

£rcoupa sug tal f e
Home Profle Orders  Service/TimeSheets ASN  Wwoikes  Caalogs  Business Performanc: v
el ) i3 F astor
& New: ©x 1 for your business 10 Bank you for beng a part of the Coupa Communty P 2.40140634 for § v,

Action needed: Complete your profie 10 get paid faster and gat discovered Le

ated

b
3
s

Requast Marge

Back to Main page
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@ Swiss Re

4. Click to the Orders tab to see your approved Purchase Orders (POs):

{;EEOI.IPE supglier porta POLY NOTIFICATIONS @ HELP
—

Sewup

Select Cusiomer

Swiza Re -
Purchase Orders

Click the Action to Invoice from a Purchase Order

PO Mumber OrderDate  Stotus  Acknowledged At Rems Unanswered Comments Total Assigned To Acrions
N2 besd b Fran Form Test No 10000 -
wsn
CHZ M2 osed 1 tams of CH Stock - Cliant Gifl - No 1600 ™
1 Cors - Motsboak Mok CHF
[T g s tesl date Ko 8400 = Bg
] fom two CHF
HI- 1203322 S Hene FI08 159 Bambos chargers 3pes Mo 750.00
a1, T Chsed with colowed p. CHF
Us5. DAz Skt + Pulydano - Chocolates for the IRM Ko 2,056 00
0137338 Clesad and WA con CHF
Polydono - Chocolstes Tor the IRM
el WSLA con

USS- 0URER Sal o Falydons - Chocolates lor the IRV No 205 00
0137323 Chosed and WSA con. CHF =
—

5. Open the latest POs to understand if you selected a correct one i.e., item
description (in lines), shipping details.

Select Customer

Swiss Re -
Purchase Order #CH2-40140634
General Info Shipping
Status Issued - Pending Manual Ship-To Address Swiss Re Management Lid
GENER LOCATION

Order Date 01/11/23 N .
Bangalore Zip

Revision Date 01/11/23 ndia
Attn: Rajan Kumar
Requester Rajan Kumar
Email SwissRePrince+sBhxSp@gmail com
Payment Term SAP/BIS-2001-30 Days Net
Attachments Nor

Acknowledged

Assigned to

Lines

1 Type  ltem Price Total Invoiced

e Free Form Test 100.00 100.00

*Need By Part Number Manuf; Name  Manuf; Part Number
LR B

Total usp 100.00

Create Invoice Save =1 Print View

Back to Main page




@ Swiss Re

6. Click on Create Invoice button or click on yellow stack icon (marked in red on
below picture).

#,2Coupa supplier portal POLY ~ | MOTIFICATIONS @ | HELP -

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

rclar Ovder Linis Raturms Order Changes Order Line Changes Order Header Confirmatians hilfp bt

Select Customer Swiss Re

Purchase Orders

Click the “= Action to Invoice from a Purchase Order

PO Numbar Order Date  Status  Acknowladged At ltems Unanswerad Commants Total Assigned To Actions
CH2- 0111723 Issued N Frea Form Test Ma 100.00 =
40140634 uso
CH2- 1172322 lasued M 1 tems of CH Stock - Client Gift - Ma 16.00 55
40140581 Corso - Notebook Moles CHF
CH2- 10/26/22  Issued Mone test date Ma 434.00 =
40140520 ibem two GHF

7. Fill all the necessary details such as invoice number & supplier note and attach
invoice under image scan. Billing note needs to be filled lower — in Line.
Make sure that Invoice Date you submit in the system is identical to invoice date
printed on your invoice.

Note: System will create legally compliant invoice, so attaching your invoice is

optional.
" ; .
Select Customes Syiss B
Create Invoice crece
General Info From
Clvoice # * Supplier Polyd
mm 8 * Supplier VAT ID | CHE-105.
P 0041-30 Days N * I F Add

Supply | 0111123
“Coumency | USD ~
Delivery Number
* Remit To Address
Status Drakl

Image Scan [ Choose File | No file chosen

* Supplier Note

* Ship From Addrass

ts @ Add File | URL | Tex
or

B Cratwan Coupa Suppon

Back to Main page




@ Swiss Re

Lines
Type Description Price [x]
(=] Free Form Test 100.00 100.00

PO Line Service/Time Sheet Line Contract Supplier Part Number
CH2-401406341 Non

Additional Information Billing Note

BIGTS6T

Billing
KB65-SAP_4420156500-4420156500--CCE-KB65_S84HYT

Taxes
VAT Rate VAT Amount Tax Reference
TT% ~ 7.70

8. Click Calculate button to calculate the total amount and hit the Submit button.

© AddLine ) Picklines from Contract Totels & Taxes
Lines Net Total 100.00
Lines VAT Totals 770
Total VAT 0.00 CHF 770 USD
Net Total 0.00 CHF 100.00 USD
Gross Total 0.00 CHF  107.70 USD

Delete Cancel Save as Draft cacute | (I

9. Click Send Invoice to send your invoice to Swiss Re.

Are You Ready to Send?

Coupa is about to create an invoice on y\xur behalf. Please make sure you are not attaching another
invoice to this transaction as the Coupa denerated PDF is your and your customers legal invoice

Continue Editing Send Invoice

10. Your invoice will be in Pending Approval status and our Accounts Payable
team will process it.
Back to Main page
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@ Swiss Re

Submit invoice with Multiple Tax Rate via CSP

1. Login to Coupa Supplier Portal with User Id and Password.
2. Navigate to Orders to find related Purchase Order.
3. Search for appropriate Purchase Order for which invoicing should be done.

Purchase Orders

Instructions From Customer

Please navigate to "Home" tab and read the announcement to connect with us.

Click the Action to Accept the Purchase Order and Create an Invoice using its data

Exportto ~ view Ll ~ I Search ,Dl
PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Assigned To Actions
CH2- 08/01/24 Issued None Test Future Date invoice with No 1,000.00 e;a.:_
40143352 contract CHF
CH2- 07/31/24 Issued None Test Inovice and CN No 2,000.00 é_g
40143351 Test Inovice and CN - line 2 CHF
CH2- 07/31/24 Issued None Test Inovice and CN Nao 1,000.00 ?g
40143350 CHF
CH2- 07/31/24 Issued None CN-TEST via CSP No 10,000.00 ‘:55
40143344 CHF
CH2- 07/26/24 Issued None PO partially invoiced No 7,000.00 ;E
40143337 CHF

4. Click on yellow stack icon to create invoice and provide all the address
information.

Note: Please add banking information in Remit-To Address which help SwissRe Account
Payable to process the invoice quickly.

5. Provide Invoice# and other details on invoice header.

Select Customer Swiss Re -
Create Invoice creae
General Info From

*Invoice # * Supplier Palydono AG (6091628
*Invoice Date 25102023 i) * Supplier VAT ID' | CHE-105 862 TTIMWST ~
Payment Term SAP/BIS-Z001-30 Days Net * Invoice-From Address  Polydono AG o

Hofgut

Date of Supply 25102023 [ Hintere Dorfgasse 9

- 3073 Gumiigen
Currency - S
Delivery Number
* Remit-To Address  Polydono AG

Status Draft Huofgut

Image Scan | Choose File | Mo file ol

Supplier Note
* Ship-From Address Polydono AG
Haofigut

e e - Hintere Dorfgasse 9

Back to Main page
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@ Swiss Re

Make sure that Invoice Date you submit in the system is identical to invoice date printed
on your invoice.

Note: System will create legally compliant invoice, so attaching your invoice is optional.

6. Scroll down to invoice Lines level.

PO Line Service/Time Sheet Line Contract Supplier part number

Additional Information Billing Note Billing

VAT Rate VAT Amount Tax Reference

7. Update the Price and Tax Rate having one Tax Rate. In this case, we have taken
example of 7.7%

Back to Main page
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@ Swiss Re

8. Click on button

9. Change the Type same as PO type. In this case, PO is a Amount. Add the
appropriate Tax Rate in line 2. In this case, we have taken example of 2.6%

[}

Back to Main page

12



@ Swiss Re

10. Click on magnifying glass in PO Line (as highlighted in print screen above),

enter respective PO number and click Search. Once you choose PO, update Price.

Pick order line b4
Imvolca Ling
Line. Type Description oM Quandity Price Total
2 Amount Each 1.0 000 0.00
PO Lines.
YT )
Match Conditions | Malch sl contiors w Add group of conditions
Filtes By | PO Mumber «  Filker Clamee || CHZ-40142811 % +]
PO Nusmber Line = Teen uom Qry Prica bvoicad Actions
- v - - .
CH2-4014291 1 Mhuitiple Tax Rate 1250 00 0.00 &ch
2 Type Description Price ~ [x]
0.00
PO Ling SarvicalTima Shoat Ling Contract Supplior past numbar
CHZ-A0142511-1 O Clear —

Additional Information Billing Note Hiliing

KB23-SAP_4420309000-4420305000--CCE-KB23_SRZALY

VAT Amourt Tax Reference

000

11. Scroll down and click on Calculate button.

© AddLine ) Pick lines from Contract

Totals & Taxes

Lines Net Total

100.00
Lines VAT Totals 770
Total VAT 0.00 CHF 7.70USD
Net Total 0.00 CHF 100.00 USD
Gross Total 0.00 CHF  107.70 USD
Delete Cancel

Save as Draft Calculate | m

12. Click on Submit button and send Invoice.

Are You Ready to Send?

Coupa is about to create an invoice on )1?

ur behalf. Please make sure you are not attaching another
invoice to this transaction as the Coupa generated PDF is your and your customers legal invoice

Continue Editing Send Invoice

Back to Main page
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Swiss Re

Handling Disputed Invoice via CSP

Once the invoice is disputed by SwissRe Accounts Payables team, you will receive the
email notification over your email address.

1. Click on View Online which will navigate to CSP login page. Once login
successfully, you will be redirected to Invoice tab, where the invoice with disputed

reason can be found.

MySpend UAT

Invoice #Test-Invoice4 has been marked as Disputed
by Swiss Re

Hi,

Your Invoice Test-Invoice4 has been marked as disputed by your
customer, Swiss Re,

Dispute Reason(s)
« Incorrect invoice submission channel used

Date: 2024-08-06
Additional Comments: None

This invoice is available on the Coupa Supplier Portal or Supplier
Actionable Notification (SAN) to Swiss Re for review.

For CSP — you will find invoice to resubmit in your CSP account on
Coupa Supplier Portal for Swiss Re customer.

For SAN — submit the new invoice from Purchase Order summary email
notification which you received earlier

If you have further questions, contact us:

Procurement Support@swissreservices.com

View Online

SUPPLIER

§coupa supplier portal

Profile Setup Service/Time Sheets ASN Sourcing Forecasts Catalogues

Add-ons

NOTIFICATIONS {

More...

Invoices Lines  Payment Receipts

4" You have 1 customer announcements related to Invoices (Swiss Re) View All Announcements

Select customer
Invoices

Instructions From Customer
Please navigate 1o "Home" tab and read the announcement 1o Gonnect with us.

Create Invoices

Create Invoice from PO Create Credit Note

Swiss Re - HITACHI VANT

Exportto - view [

vl

Invoice # Created Date Status Gross Total  Unanswered Comments _Dispute reason

Actions

Test-nvoiced  06/08/2024

Disputed 1,000.00 CHF  No Incorrect invoice submission channel

used

2. Cancel current invoice and submit Credit Note from CSP. Click on Resolve

button.

Invoices
[

Instructions From Customer

Please navigate to "Home" tab and read the announcement to connect with us.

Create Invoices @

Create Invoice from PO

Export to ~ View Pl

Invoice # Created Date Status

Create Credit Note

~ I Search

B |

PO #

Gross Total  Unanswered Comments Dispute reason Actions
Test-Invoice4  06/08/2024 Disputed CH2- 1,000.00 CHF No Incorrect invoice submission channel =
40142434 used
Test-dispute3  06/08/2024 Pending CH2- 1,000.00 CHF No
Approval 40142434

Back to Main page
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Swiss Re

3. Once clicked on resolve, it will navigate to invoice record page. Follow to Cancel

Invoice.

facoupa suppli

SUPHLILR

Imvolce & Test Imvokod
Tvvisica Dats T
Payment Term
Dulivery Duts DSNE024
Cumency Cli
Dislivesy Numbss Hies
Status Disputcd

Dinpute Reanieds]

Lines

e Description

AT Desription

Suppier par number  UCK Net Weight | Price/elght  Quancty

A @D o Pore Setup ServiesTmeShests  ASN Sourcng Farecas Add-caz Mar
rvuives Lres Payment Receipls
4 You nave 1 customer related i Invoi Rz} Wi ALAMOUNCRITERTS
Invoice #Test-Invoiced o
Bl v

neel the invelce by choosing this

©

Bill To & Ship To

Suppiier

i Fram

Remit Ta

Supplier VAT ID
CURIOMEE _viime 1o

Gill-To Address

Ship Tor Ak

Buyer VAT IDVAT  CHE-116.291.85!

Exchanga Hate Nors

Late Payment Penalties Home

SaniceTime Sheat Line

WAT Rate VAT Amount Tax Reference:

Otal Taxes
Linas Mat latal 1.000.00
Unes VAT Totais VAT 0.0% .00
Ttal T oo
Net Totad 1.000.00
Gross Total 1,000.00

Adjust

Back to

Main page
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@ Swiss Re

4. The new window will appear to create Credit Note. Fill the Credit Note #, Credit
Note Date and submit for approval.

Create Credit Note crea=

This cradh mosa appliss to lewnica leskinynicnd. Whan ppeovssd. tha cradit wil Sl cancal tha invoics's ITpact 10 ha transaction

o General Info 2 From
*Cradit Neso # | Crodil o ispnss ) * Supplier
*Credit Note Date | IER [ - Suppllar VAT i
Payment Teim SAPTEIS-Z001-30 Darys Net *Inwaice-From Address

viginul Dule of Supply  DED02022 [
“Curency CHE
Ialivary Numhar * Reemit.Ta Address

Status Drait

Original Invalce Test Invaized
Humber
* Ship-From Address
Oviginal Invoice Dwte DEOBZI24

Image Szan Ho s chosen

Supplier Note | un nots
2 Te

Customes Swiss Re

faenmants o A e " Bill-To Address  Swizs Ree Management Lid

Fsgmant Erdsr Acaunt Puysbl
Hasareaca ) Pussisc
022 Zuwich
oraclt Raason P
Late Payment Ponakies *Buyar VAT IDUAT  GHE-116.291 855 MIWST w0

Ship to Address Swisa Ra Managamant Lid
“ Soodring . 8134 Al
814 Akl
Swltzeriand

= Lines [

Adjsstment Typs Fiics o

Iypa Dascigtion Prica

-1,000.00

=) 7 gl again- RECT

PO Liow SarvicaTims Shest | ins Canmaes Suppliar part sumbser

CHIA0142434 -

asitioeal Intormation Billing Nats Bt
IS8R _443015A000-470 154000 CO5-K] 501_SRIHEA

Tawes

unT Rats VAT Ameaint T Ratsrancs:

Toal Tanes
Lines et Tetsl 1,000.00
Lises VAT Tulahs oo
Tkl VAT 000
HetTetal -1,000.00
Gross Total -1,000.00

Dekete Cancel Save 2z draft Calculate

Are you ready to send?

Coupa is about to create a credit note on your behalf. Please make sure you are not attaching
another credit note to this transaction as the Coupa generated PDF is your and your customer's
lagal credit note

Continue Editing Send Credit Note

Note: Credit Note will get auto-approved.
Back to Main page
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Swiss Re

5. Post sending Credit Note, a pop-up will appear which ask you to create a new /
replacement invoice. Select Yes.

Create Replacement Invoice

Do you want to create a new invoice to replace the one you just canceled?

6. Fill the required details of new invoice and submit for approval. Post submission,
invoice will get submitted to Swiss Re Accounts Payables team for processing.

#coupa suppuer portal

Crdes  Pratie  Setup  SereTimeShests  ASN Souing  Foecasts  Catalgues  Add-ons  Mare

vocesLines  Payment Recopts

& Youbane 1

Selset customer.

Create Invoice

ITACHI VANTARA AG §30/ /14 cresht note SCrecht for depute approved X

Thiz P eredi rate Crodi for dizputz

From
o * Supplios

* Suppliar VAT 1)

*mvolce.From Address. P

Dt of Supply

“Cumency CHF
* Reit To Address

Defivery Number
Staas. Dean
image Scan (Chaose Fik | No e chosen Are you ready to send?
 Ship rom Addras 0
Sopplicr Note suprota . o .
T [ Coupa is about to create an invoice on your behalf. Please make sure you are not attaching another
% a— invoice to this transaction as the Coupa generated PDF is your and your customers legal invoice.
Attachments. @) Acd (12 | U | Text
Y To
Payment Order
Reerence @ Customer Sute
Unie Pl Piwey’ *Qil-To Address S Continue Editing Send Invoice
%
Buyer VA BVAI | CHE-
Ship to Addres: anagemest Lid
s 3134 Adisd
5 il
Lines
Type Description Price A @) e B
00.00 .
o msgan? E 1,000.00 Create invoices @
Continet Create Invoice from PO Create lnvoice from Contract Create Blank Invoice Create Credit Note
341 0 Clear S
Exportto - view [ - I Search .Gl
Addicns!infcrmation Diling Note Gamg
20154000 4420154000 CCS KL50_5R2) Invoice#  Created Date Status PO# Gross Total  Unanswered Comments Dispute reason Actions
inv-fresh 06/08/2024  Pending CH2: 1,000.00 CHF  No
Approval 40142434
Toxes
Credit for dispute 06082024  Approved CHz- -1,000.00 CHF No
VAT Rata AT Amount T — 40142434
% v 000 Testinvoiced  0B/0B/2024  Approved cH2 1.000.00 CHF  No Incorrect invoice submission channel
40142434 used
© fdélie @ FickinestomP0 @ Pkl from Comrzet
Linss Net Total 100000
Lioea VAT Tolus 250
Tetst wnT 000
Net Toal 1.000.00
Gross Total 1,000.00
Delete Cancel Save s dralt. Caleulste

Note: Please ensure the new invoice is submitted with corrected information.
Back to Main page
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@ Swiss Re

Submit credit note via CSP

Whenever Purchase Order (PO) is in status "Issued", you will be able to create Credit
Note against it. For example, in the below snapshot, PO #CH2-40143383 is in issued

PO Number Requester Ship To User Order Date  Supplier Status i Status Ui C nts  [tems Total Actions
CH? Rajan Kumar ~ Rajan Kumar 082124 Poly migen - VATID'CHE-  Issued  Sent via Email No Test InvoiceCN 800000CHF p= = Sz
40143363 105 T P

Purchase Order #CH2-40143383 wite _

Involcs B DOGuIant TvDe Stalus  Ivoice Date NetDus Date  Tolal Curmw

hipments >

1. Login to Coupa Supplier Portal with User Id and Password. You will be able to
find related PO in "Orders" tab and submitted invoice (e.g. #Inv7871) in
"Invoices" tab. (as seen on prinstcreen above)

2. Navigate to Orders Tab and find the correct PO against which Credit Note should
be submitted.

£::coupa supplier portal SANDY v NOTIFICATIONS @  HELP
ﬁ Invoices Business Profile Setup Service Sheets ASN Sourcing Forecasts More...
Orders Order lines Returns Order Changes Order Line Changes Order Confirmations More...

Select Customer | gicc Re .

Purchase Orders

Instructions From Customer

The content of the invoice description should not contain any personal data other than the Swiss Re contact person name. Please avoid referring/ including
unnecessary identifiable information in the description of the scope of service. Please only include identifiable information under the purpose of payment.

Click the Action to Accept the Purchase Order and Create an Invoice using its data
PO Number Order Date Status Acknowledged At Items L ed Ci Total To Actions
|I\'J— 22/10/2024 Issued Mor test No 4,866.41 %E
40143463 usn

3. Click on red stack icon against the PO

Back to Main page
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@ Swiss Re

xcoupa supplier portal SANDY~  NOTIFICATIONS @ = HELP

A Invoices Business Profile  Setup  ServiceSheets ~ ASN  Sourcing  Forecasts  More..

Orders Order lines Returns Order Changes Order Line Changes Order Confirmations More...

Select Customer Swiss Re .

Purchase Orders

Instructions From Customer

The content of the invoice description should not contain any personal data other than the Swiss Re contact person name. Please avoid referring/ including

Y ion in the iption of the scope of service. Please only include identifiable information under the purpose of payment.
@ the == Action to Acc data

T ]

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

IN3- 22/10/2024 Issued None test No 4,866.41

40143463 usb

us2- 12/09/2024 Issued None Double Payment - 1 No 1,000.00 s %

40143419 usb

IN2- 31/01/2024 Issued None DFO1 test with single line inv No 50.00 = %

antannss s =4

4. Fill all the details in Credit Note header along with Original Invoice Number,
Original Invoice Date.

Create Credit Note creae

General Info 9 From
*Credit Note # Test Credit Note-x ° * Supplier Halo Branded Solutions, Inc. (6159191)
* Credit Note Date  20/01/2025 [3] Supplier Tax ID | 6457745 ~
Payment Term SAP/BIS-Z001-30 Days Net * Invoice-From Address AXIS ENTERPRISES INC (6158191 ),O
P.O. BOX 52501
Original Date of Supply ~ 16/01/2025 [ Newark, _ 071014402

*Currency USD v United States

Delivery Number *Remit-To Address  AXIS ENTERPRISES INC (6159191),0
P.0. BOX 52501
Status Draft Newark, _ 07101-4402

United States
* Original Invoice = Test231

Number
* Ship-From Address AXIS ENTERPRISES INC (6159191),0

P.O. BOX 52501
Newark, _ 07101-4402

* Original Invoice Date

Image Scan | Choose File | No file chosen it S
Supplier Note 9 To
Vi Customer Swiss Re
Attachments o AddiFiie:| URL | TeR *Bill-To Address Swiss Re Global Business Solutions
Payment Order Ind.wa Private Limited
Reference Unit 1B, 10th Floor, Parcel 3 - Orwell

Block, Salarpuria Sattva Knowledge
City,
S.No. 83/1, Plot No. 2

Note: Fill the correct Credit Note#, Credit Note Date and attach the pdf copy of the
credit note document (optional).
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5. Navigate to Credit Note line level and update the Price/amount accordingly. Fill the
Tax related information.

Lines
Adjustment Type Frice

Type Description Price Q
- = e

PO Line Service Sheet Line Contract Supplier Part Number
IN3-40143463-1 O Clear None -
Additional Information Billing Note Billing
) KB13-SAP_4420309000-4420305000--CCE-KB13_SOKJEY
Taxes
£X Description Tax Rate Tax Amount Tax Reference
v 0 0.00
L M Addiine MR ik lince froen DN MR Dick linac frm Crntract ~

@ AddLine @) Picklines from PO ) Pick lines from Gontract  qual Taxes

Lines Net Total 100.00
Lines Tax Totals 0.00
Total Tax 0.00
Net Total 100.00
Total 100.00

Delete Cancel Save as draft Calculate m

7. Click on Send Credit Note.

Are you ready to send?

Coupa is about to create a credit note on your behalf. Please make sure you are not attaching
another credit note to this transaction as the Coupa generated PDF is your and your customer's
legal credit note.

Continue Editing Send Credit Note

Back to Main page

20



@ Swiss Re

8. Click on Submit.

Warning from Swiss Re

This Credit Note has the following warnings:

« Ensure that Invoice Date you submit in the system is identical to invoice date printed on your invoice.

« Please ensure this invoice is not duplicate and avoid spaces within invoice number field.

connesoms (T,
i

Credit Note submitted successfully.

SANDY v = NOTIFICATIONS @ HELP~

Fyecoupa supplier portal

ﬁ Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts Catalogues Add-ons More...

Invoices Invoices Lines Payment Receipts

Select customer Swiss Re

Invoices

Create Invoices @

Create Invoice from PO Create Invoice from Contract Create Blank Invoice Create Credit Note
= T 3 E—
Invoice # Created Date Status PO # Gross Total Unanswered Comments Dispute reason Actions
Test Credit Note-x 20/01/2025 Pending IN3- 100.00USD No
Approval 40143463
None 21/11/2024 Draft IN3- 4,866.41 USD No ,/
40143463

NOTE:

If Purchase Orde is in status "Soft Closed" or "Closed" it is not possible to submit credit
note against the PO. See printscreen below, there is no option to create invoice or credit

note.

Back to Main page
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Purchase Orders

Instructions From Customer
Plaase navigate to "Home" tab and read the announcement fo connect with us,

Click the =z Action to Accept the Purchase Order and Create an Invoice

using its data

~ I Search 'Ol

PO Number Order Date Status  Acknowledged At ltems Unanswered Comments

Total Assigned To Actions

Cannot submit the |

e PO has been closed or cancelled by the buyer.

Instructions From Customer

Pleasa navigate io "Homa" tab and read the annocuncament to connecl with us.

Create Invoices @

CH2- Q801124 ssued None Test Future Date invaice with — No 1.000,00 = =g
40143362 contract CHF

CH2- 07131124 Issued MNone Test Inovice and CN Mo 2.000.00

40143351 Test Inovice and CM - lins 2 CHF

CH2- Q324 Sall Mone Test Inovice and TN Mo 1.000.00

40743350 Closed CHF

CHZ o734 Issued MNone CM-TEST via CSP No 10.000.00 ' 55
40143344 CHF

CH2 OTIZ6/24 Issued Hona PO partially invoiced No 7.000,00

40143337 CHF

Invoices

- I Search J

Create Invoice from PO Create Credit Note
Aj
Invoice # Created Date Status PO Total Unanswered Comments
I rvoica with line 07/31724 CHZ-40143356¢ 1,081,00 CHF  No
Perpage 16 | 45 | 90

Dispute Reason Actions

Purchase Orders

Instructions From Customer

Please navigate to "Home" tab and read the announcemant to connect with us.

Click the == Action to Accept the Purchase Order and Create an Invoice using its data

- I Search ,DI

PO Number Order Date Status Acknowledged At Items

CH2- 03/16/16 Closed None Delivery L113577 No
40007019
CH2- 03/15/16 Closed None Delivery L113538 No
40006962

Unanswered Comments

Total Assigned To Actions

4,905.00
CHF
283.70
CHF

Error message appears (as seen below) and you need to send credit note via email to

SwissRe vendors@swissre.com.

Cannot submit the invoice as the PO has been closed or cancelled by the buyer.

Back to Main page
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@ Swiss Re

Check invoice status

1. Go into tab Invoices. You will see Invoices and its Status as marked below

.3coupa supplier portal - woTFIcATIONS @ | HELP -

Home Profile Forecasts Orders Service/Time Sheets LEM Imepices Catalogues Business Performance Sourcing

-

Add-ons Setup

Imvoices LD

Select Custormer Swiss He -

Croate Credit Note

£ l Saarch ,D]

Invoice # Created Datgl  Status PO# Gross Total  Unenswered Comments Dispute reason Actions

Efs-S30452 45k 2024 Pending CH2 324 3I0CHF  Ha
Approval 40147964

Inv-Delateling 012024 § Pending CHz2 10810 CHF Mo
Approval 40142999

ig-87074532 2EM12024 Panding CH2 32 43 CHF Ma
Appraval 40142964

rhag-1234 75012024 | Panding CH2 4740CHF Mo -

Add another user to CSP account

Have the responsibilities within your company changed or do you want to add another
user to your CSP account?

1. Log into Coupa Supplier Portal (coupahost.com), go to the tab Setup and click on
Invite User to add your colleague

Back to Main page
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POLYDOMG ~ | NOTIFICATIONS @ HELP -

“scoupa supplier portal

H Profile

Add-ons Setup

Customer 5

Admin users

Merge Requests
Merge Suggestions
Réquests o Jain
Legal Enlity Satup
Fiscal Represantatives
Remit-To

8F TP Actounts

cXML Ervers

sF TP File Emors (o

Cuslomers)

Forecasts Orders

Service/Time Sheets

User name

Per page 5| 10| 15

Emsail

iigmail com

ASN

Status

Adtre

Invoices Business Performance

Catalogues

Sourcing

View 1

Permissions Cusiomer Access
ASMNs

Admin

Business Performance
Calaloguas

Early Paymants
Farecast Plannes
Ivirices

Crdar Changas

Order Line Confirmation
Orders

Paymants

Profiles

ServicaTime Sheets
Sourcing

Swiss e

2. Enter the information of your colleague and adjust the permissions. After clicking

Send Invitation, the new user will receive a system email including a link to

create a login and account will be created.
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Invite User

First Nasms:

Laml M

[}
" Emnasl

Permissions @ Customers

Al B A
M Admin A Swiss Re
A Orders

"y Restricted Acoess 1o
Dwdars

™ Al

A invoices

A Catalogues

Prodiles

AS5Hs

E ServiceTime Sheets
(" Restricted Acoess 1o
Service/ Timesheets
i Al

[ Payments

B Order Chanpes

B Early Payments

F Business Performance

B Sowurcing

Order Line Confirmation

Fafeasl Plasiv

Back to Main page
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Deactivation of a user

1. To deactivate someone from your company account please go to Setup tab,
choose the respective user, and click on Edit and Save.

scoupa supplier portal v | NOTIFICATIONS @) | HELP -

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

Add-ons Setup

Admin users

Users

Merge Requests

User name Email Permissions Actions
Merge Suggestions
B — ‘@gmailcom  aemye ASNs Suiss Re Edit
Requests to Join Admin
Busziness Performance
Catslagues

Legal Entity Setup Early Payments
Forecast Planner
Fiscal Representatives
Invoices

Order Changes

Remit-To

Order Line Confirmation
sFTP Accounts Ordears

Payments

Profiles

XML Errors
ServiceTime Shests

sFTP File Errors ito Seursing

User info

*First Name

* Last Name

* Email @gmail.com
Permissions @ Customers
All All
Admin Swiss Re

@ Orders
() Restricted Aceess to
Orders
& Al

Invoices

Catalogues

Profiles

ASNs

Service/Time Sheets
*) Restricted Access to
Service/Timesheets
® All

Payments

Order Changes

Early Payments

Business Performance

Sourcing

Order Line Confirmation

Forecast Planner

ST .. |
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Reset password for CSP account

1. Click "Forgot your password?" and you will receive an email to reset it.

Register LogIn
Mew to Coupa? Create Your Account. Wek ome back!
First Name *Email Address
Last Name *Password | Password
Company [
== ;

2. Insert email address you use for CSP registration, check the box to verify you are
not a robot and click "Submit" button.

Forgot Your Password?

Provide your email address and we'll send you a link to reset your password.

*Email

Ich bin kein Roboter. bt

Back to Main page
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3. You will receive an email to reset your password.

Fwd: Reset your Coupa Supplier Portal Password

0 Coupa Mail <nncoupaall@gmail.com>

rention § y DISSPROD Adaptive Seven Yea Retertacn Oeletion NON-RECORDS £X0) (7 yrans b
(3) This sender secoupsai@gmat com m Stom Sutiide your organation

)0 there Ste probiem: with how the metiage it Sliplayed, ¢k here Lo wiew It = & web Beowder
OO Btre 10 Somniodd pitures. To Melp protect your pivaly, Outiook péevented AULomalic Sowniesd of Lome pithures in Dhis mesisge

G}
Reset your Coupa Supplier Portal Password

Hello

A password resel request was indiated for your account. You can chck
the button below to creale a new password

If you ded not mitiade this request, please review your login settings, add
Multi-Factor Authenbicabion 10 improve securty and nolify someone at
your company per your internal policies if you think t may have been

malicious
Create New Password

4. In a newly opened window, you can enter your new password, confirm, and

submit it.
Now you can log into CSP with your newly set password.

Reset Your Password

Provide a new password and confirm your new password.

*Password |

Use stleast 8 characters and include a numbe

*Password Confirmation

Ich bin kein Roboter. .
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CSP videos

intro and registration: https://player.vimeo.com/video/385127394

create invoice from PO: https://player.vimeo.com/video/363804257

PO-Flip: https://player.vimeo.com/video/355318308

help: https://player.vimeo.com/video/355318234

DIRECT CONNECTION (cXML)

In case you are supporting cXML and / or submit high number of invoices to Swiss Re,
we recommend using e-Invoicing channel Direct Connection (cXML).

Direct Connection (cXML) is specific method where invoices are posted via cXML files
directly to Coupa. The implementation of cXML might be more technically demanding
and requires the system configuration. After initial setup, the process is fully
automated.

FAQ

Which channels do you offer for e-Invoicing?
CSP (Coupa Supplier Portal)

cXML (invoice generated via code)

What are the advantages?

1. Increases automation within invoice handling i.e. accelerates process, saves cost
and time,

creates invoices based on data that you share and your explicit approval,
guarantees transfer of your invoice to Swiss Re within seconds,

tightens security for invoicing,

incorrect info on invoices is minimized i.e. pre-check of tax info,

documentation is legally compliant i.e. digitally signed PDF documents,

gives you transparency on your invoice's status.

NOoOoO,~WON

How can | contact you?

You can reach us via e-mail on SwissRe vendors@swissre.com.
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